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This user guide reviews the Suppliers Module oidfi¥PM where suppliers are created. Stock
can be purchased through suppliers and supplierdes, goods receipts and payments can be
loaded through this module.

Some suppliers offer electronic integration witlsignVPM. Both Provet e-Order and SVS Vet
Channel can electronically receive your stock agdierm VisionVPM. Provet e-Order also
allows you to download supplier invoices directiya VisionVPM, saving considerable time in
data entry.

Autobanking can be set up to make paying your seggpinore efficient, saving you time.

You also have the ability to send bulk emails, fpsumpplier labels and create merge documents
that you can send to your suppliers.



Supplier Details
As with Clients, all Suppliers must first be entkneto VisionVPM before they can be used.

Go to: Main menu >Suppliers module >Suppliers menu >Supplier Detalils.
From theSupplier List window, clickInsert.

Supplier Details - New

Cancel F8| |rzerl F5 | EditF A B4 Iveoiced] Cloze F3

[ Main iﬁ_aEr;EeTs [ Close when leaving
= Supplier Details Label/B I Statement/s I
Code [WISION | Hotes | Agednalsis | 0
M arme |\-‘isi0nvpm _J
Addiess | Po Box 15076 =]
Tauranga
Phore | 07 927 5760 Payment Details
FaH]D?’ 927 5740 " Chegue ¢+ Direct Credit ¢ Credit Card
Ernail ddress | sUpporti@visiompm. cpm ‘t."?j Bank dccount | | |
Web Address | Wi Yigionypm.com QJ Particulars |
Balahce Due | Code II
[ Zerarated for GST Reference |

In the Codebox, type a code for the supplier, then in HeeneandAddressboxes, type the
supplier's name and address.

Recommended: In ththoneandFax boxes, type the supplier's phone number and fax
number.

Optional: In theEmail AddressandWeb Addressboxes, type the supplier's email
address and website.

If GST will not be calculated on transactions fastsupplier, for example, an overseas
supplier, select théero Rated for GST check box.
For NZ clients to select the supplier's paymenthmet selecCheque Direct Credit, or
Credit Card.

Note: If you selecDirect Credit, type the supplier's bank account number inBtaek
Account box.

Optional: In theParticulars, Code, andReferenceboxes, type the details that will appear
on the supplier's bank statement.
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For Australian clients, to select the supplier'gmant type, selestheque Direct Credit, or
Credit Card.

Payment Details

i~ Cheque @ Direct Credit ¢ Credit Card

BSE Mumber | 123456
Bank Account | 123424124

Account Mame | Prowvet Australia

Statement Reference | Feference

In the BSB NumberandBank Account boxes, type the Supplier's BSB number and bank
account number.

In the Account Namebox, type the Supplier's account name.

If this field is left blank, VisionVPM will defaulthe Account Nameto the Supplier's
Name and use this name in the autobanking file.

In the Statement Referencéox, type a Reference that you want to appeahen t
Supplier's statement.

In theNotesbox, type any notes about the supplier.
Click Save

The supplier will now appear in the selectionfi@tSuppliers throughout VisionVPM.

You can now enter invoices and payments relatirtgisosupplier.

To insert notes about a Supplier

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

In theNotesbox, type any notes about the supplier.

Click Save
The notes will be displayed on tBeipplier Detailswindow.

To make a Supplier zero-rated for GST

This may be required for overseas suppliers, fangle.

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From the Supplier Details window, sel@aro-rated for GST.

W Zerorated for GST

Click Save
GST will not be calculated on any invoices or pagitaeelating to this supplier.
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To insert the Payment Type for a Supplier

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

To select the method of payment for the suppliElectCheque Direct Credit, or Credit
Card in Payment Details.

Paprment Details

" Cheque ¢ Direct Credit ¢ Credit Card

To send an email to a Supplier

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From theSupplier Detailswindow, click theﬂ button.

EI [ W P A ol I
Yision YPM Email

Cutlook Email

Select whether to usésionVPM email or Outlook email. Outlook email is sent and
recorded through your normal Outlook software. M&/PM email is saved within

VisionVPM.

VPMMail - Merge Editor =13
@' O VPMmail
Options  Send
From | Vl
Subject | |
Attachments | |

Body |Himl | Preview |

Arial Z 200t g/B 7 U |g & |8 3 =

| o |

i
il
I
e
I
111
wkr
i
¥
m

Code

MNams
Addresslinel
Addressbine2
AddressLine3
AddressLined
Phone

Fa

Web
BankAccount
Email2ddress
Balancelue
Cument Due
OneMthDue
TwolMthDue
ThreeMthDue
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From theEmail Options window, type a subject for the email in tBabject box.
TheTo box is automatically populated with the suppliersail address.

Optional: To send an attachment with the emaitkdlhe Attachments button, browse to
locate the file you wish to attach and cliok .

In the text box, type the email message.
Click Sendto send the email.
The email will be sent to the supplier.

To view a Supplier's website

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From the Supplier Details window, click tg button.
An Internet Explorer window will open and the supps website will be displayed.

To view a Supplier's Aged Analysis

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From theSupplier Detailswindow, click theAged Analysistab.

Hotes Aned Analysis I
,‘EE &nalysis to 28 May 09
Current | 0.00 Twia Mth | 0.00

Orne tth | 0.00 Three Mth | 2561.90

The balances overdue for the current month, ongmomo month, and three month
periods will be displayed.

To print a Supplier Label

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From theSupplier Detailswindow, click theLabel button.

Label® | Statement/s |

Select a report destination.
Click OK.
The label will print to the selected destination.
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To print a Supplier Statement

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From theSupplier Detailswindow, click theStatementbutton.

Label'® | Statement/s |

Set Current Report Date

| Enter closing date for statement

Ok
Cancel

Type the statement closing date into the availaéld in theSet Current Report Date
window.

Click OK.
Select a report destination.

Click OK.
The statement will print to the selected destimatio

To view a Supplier's Balances

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From theSupplier Details window, click theBalancestab.



Supplier Details - ANCARE

fg;in_]i Balarices | [ Cloze when leaving
@ Supplier Monthly Balances |f-‘-.ncare
Manthly Penod J Purchazes Pavments Balance I Accum, Balance | Accum Purchazes |
April 2006 7357.ER n.an 7357.ER 735766 7357 BB _] I™ Selected Depts)
tay 2006 1621.69 n.an 1621.69 8979.35 897335 ™ Selected Clinicls]
June 2006 16865.85 12000.00 485565 13835.20 2583520 . TAPRE
August 2006 346013 0.00 346013 17295.33 2929513 o
Jarwary 2007 1541.65 0.00 1541.65 30836.99 To [28NOV 09

&pril 2007 7295, %3 25611 3 ' Bsbuild

Tatals| 31857.23 2929533 | 2561.90 Excel Erint ]

To transfer a Supplier Invoice

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From theSupplier Details window, click theActivity button.

Supplier Activity - PROVET

| 9z
Supplier o .5
Activily EditFE | Print/P | Select/l | TransferF | Audit’s | SeachdS | Check/K | Supplier/f | Close Fa
Supplier |PHDVET |F'f°"Et B’.&ctivit}l Options

Diate | Mumbier | D escription I Invoice 1 Payment I Tax

5JULOF k336 Provet 2530 230 _:J I Wiew ltams
30APROF  DC Provet 2021835 163803 ¥ View Invoioes
19JaN 05 16317 Provet 394.88 4388 W View Payments

3JENDS 5214 Provet 178.00 19.00 -
20SEPD4  DC Provet 294.30 3270 ™ Selected Dept(s)

S5EP04 0909 Frovet 25.09 324 I Selected Clinicfs]

SSEFPO4  retun Prowet -360.00 -40.00
3 AUGO4 15288 Provet 24,30 270 Fram | 1 APR 02
178G 04 14854 Provet 270.00 30.00 To [6AUG0E
154UG 04 5214 Provet 532.25 59.25 =
1240604 DC Pravet 1775.41 161.40 Rebuild

1JULO4 9087 Frovet 30,00 10,00

8JUN D4 90897 Provet 100,10 310
20MAY 04 DC Provet 902 51 100,28 i oo
12MAY 04 1247 Pravet 242.00 2200 36 SLpplistkialances
10MEY 04 4150 Provet 395.40 4393 Opering [000
aMaY 04 0987 Provet 50,63 BE3 =

SMAY 04 897 Provet 131.63 1453 Activity | 9873

BMaY 04 0798 Provet 202,50 2250 Closing [-38.73

SJMAY 04 8786 Provet 33.00 J 300w s GO
4 »

55



From theSupplier Activity window, in theFrom andTo boxes, type the date range that
includes the transactions you wish to view, anckdRebuild.

The supplier activity is displayed.

From theSupplier Activity window, select the invoice you wish to transfed ahck
Transfer.

From theSupplier List window, type the code of the supplier to whom theice will be
transferred into th&or box.

Click Go.

Optional: If you do not know the exact supplier epth theCodebox, type the first three
letters of the supplier's code, prd¥sB, then clickYesto the messag8upplier code not
found. Would you like to find the closest match?Click Next or Previousuntil you

find the correct supplier.

Select the supplier, and double-click to trandfierinhvoice.
The selected invoice will be transferred.

To view the tax apportioned to each invoice

55

Go to:Main menu >Suppliers module >Suppliersmenu >Supplier Details > Select
Supplier.

From theSupplier Detailswindow, click theActivity button.

From theSupplier Activity window, type the date range that includes thestxations you
wish to view into thé=rom andTo boxes.

Click Rebuild.
The supplier activity is displayed.
Supplier Activity - ANCARE =3

4 22 | & | | '
L U\ & | & | L4 ﬁ )
Select/L | Transfer/F | Audit’d | SearchsS | Check/K | Supplier/R | Cloze F9

Supplier |AN':"'3-HE I.-’-‘«nc:are G—'Activity Optiarz

| Irvaice

Description

C ) 729533 TEEN | T Wiewltems
124PR 07 978497 Ancae 1020258 9275 ¥ View Invoices
2EJAN 07 B214 Ancare 154165 14015 WV iew i:'ayments
29806068 12 Ancare 183237 -
13AUG 08 03878 Ancare 433250 [ Selected Dept(z)
14JUNDE  DC Ancare 12000.00 109091 ™ Selected Clinicls)
12JUW 05 8154433 Ancare 16855.85 153237
A MaY 08 89786 Ancae 162169 18019 From |1 APR 0B

1aPROE OB Opening Balance 7357.ER Ta [28M0v09
Fiebuild

The supplier and the tax component of each inwitldbe displayed in th&ax column.

Optional: To sort invoices in ascending order byoine amount, click thénvoice column
header.

To view the invoices in descending order, click limeice column header twice.



Stock ordering

This section contains information about orderiragktusing the automatic reorder and manual
reorder functions in VisionVPM.

If you use Provet as a supplier, you may wish &lrine section on Provet e-Order Integration.

Ordering stock automatically

This section describes how to reorder stock autiocaibt. The following 2 steps need to be
completed in order to order stock automatically.

Set up stock items for automatic ordering.

Process order in VisionVPM.
Step 1: Set up stock items for automatic ordering
You can choose to set up individual stock itemmaltiple stock items for automatic ordering.
Set up an individual stock item for automatic ordeg

Go to:Stock menu >Stock Details.

Locate the Stock Item you wish to automaticallyrdeo.

Click Supplier to add/edit the supplier.

Enter theSuppliers Product Codefor the wholesaler you wish to use.
The Supplier Namebox will be automatically populated with the naoiehe supplier.

For integration with Provet e-Order, your businassount manager will assign these
codes for you.

In theSuppliers Product Codebox, type the supplier's code for this stock item.
Optional: Enter the supplieBarcodefor this stock item.

All other fields will be populated when you nextrpliase this item through a supplier's
invoice.

Click Save
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Insert F5 | EditF&

Search By | Supplier _'j Forl Go | T Exact match search

| List Price_l Last F’rice_l Last Purch. | Baicods

Code
CLAW O

irinize J

Delete/D

Supplier Mame iF'mvet
| Suppliers Product Code lELAV m |
Suppliers List Price: | 456

Last Purchase Price ! 456

RRP |8.00

Last Purchase !1 JAN 08 _T.J
Pack Size I250

Units [ Tablets
Barcode i123455?890

Do not use th&®eorder Codefield on the Stock Details window - this field Hascome
redundant since the expansion of multiple suppleails.

Stock Onhand I Eackaorder Qty
—FrearderCodel———————— Urit af S ale [ sach
Rearder Oty I Reorder Lesvel I

R e |

From the Stock Details window, in tiiReorder Qty box, type the number of units to be
ordered automatically.

In theReorder Levelbox, type the level of stock you will have on havtien the stock is
automatically reordered.

For example, with &eorder Levelof five, the stock item will automatically be reered
when theStock on handfalls to five or less.

Click Save

This stock item will now automatically feed infortian through to the Stock Reorder
system.



Department reorder levels

If you use departments you can set up reorderdegyal department enabling each department to
use different reorder levels.

From the Stock Details window, clidkeorder Levels

You can then enter tHeeorder Level Reorder Qty andDept details

You can also entédptional Seasonal Levelsf you know you use more of a stock item
at a particular time during the year.

Click Save



Set up multiple stock items for automatic reordegin
Go to:Stockmenu >Stock Ordering > Set Reorder Levels

Previous and Weekly Sales

You can enter a date range to view the previowessaih stock records from the Stock Reorder
Levels window. This will assist you in setting rieit stock ordering levels.

If you use departments you can view previous safedepartment by selecting the required
department from thReorder Level Typelist.

Enter the required date range and cRebuild.

Note: You cannot enter a date range that is less ahweek.

VisionVPM will display the previous sales and vélso calculate and display the weekly sales
figures based on the stock item's sales in theteelelate range. You can now easily see how
much of a product you are selling on a weekly basis

Automatic Levels

There is also an Automatic Level/Qty button on $teck Reorder Levels window. This enables
you to set reorder levels based on the weekly salestock items.

Select the items that you wish to calculate autanetels and quantities for.
Click the Automatic Level/Qty button
The Automatic Reorder Calculation window is disgdy

Enter the amounts to multiply the reorder level esmtder quantities by the weekly sales. In
the example below, the reorder level will be sethessame amount as the weekly sales as
1.00 has been entered and the reorder gty wilebasone and a half times the weekly sales.
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Click Update.

To update seasonal levels you must select a sddewels Reorder Level Type In the screen
shot belowStandard Seasonal Levelbas been selected.
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Enter a start and end month.
This can either be the name of the month, for exapfebruary or its corresponding number,
2.

Click Update to save the changes.

Please note:

If you do not select any stock records in the wimdgisionVPM assumes that you want to
change all stock records and selects all stockdscautomatically.

If you do not enter any figures in the reorder lerereorder gty fields, VisionVPM assumes
that you wish to REMOVE all existing reorder levatsd quantities. The following message
will be displayed:

Click Yesonly if you want to clear all reorder levels frahe selected lines, otherwise click
No.

Step 2: Process order in VisionVPM

Go to:Stockmenu >Stock Ordering > Stock Reorder.

From the Stock Reorder Options window:
To display the previous sales figures, in 8f®w Previous SaleandTo boxes, type the
date range for which you wish to view the previsakes.

To view the previous sales for a seleciugbplier, Sales Group Analysis Group,
Department or Clinic, select the corresponding check box and doubdé-tdi select a

record from the list.
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SelectMaximum Reorder Qty or Standard Reorder Qty.

Standard Reorder Qty is the default value as the majority of clientsqass automatic
stock reorders using a standard reorder quantity.

TheMaximum Reorder Qty is calculated as the difference betweenSteek Onhand
amount and th&eorder Level plus theReorder Quantity.

You might choose this option if you have had a buegk and haven't had a chance to
order.

Optional: To include stock items with no reordeantity in the order, select thieclude
stock with no reorder quantity check box.

You can also order stock based on previous salaspécified percentage.

When you seledgnore Reorder Qty and Levels VisionVPM will calculate the stock
reorder quantities based on the previous saleshéoselected date range, minus the
current quantity on hand.

You also have the option to enter a percentage défault is 80%.

In the example below, VisionVPM will calculate treorder quantities as 80% of the total
sales amount between 1 June 2009 and 31 Octob8i@89the current quantity on hand
amount.

In theOrder Details box, type any notes you wish to communicate tcstigplier.

In the Order Number box, type an order number, or leave empty if yanwwisionVPM to
automatically create an order number.

If you are using e-Order and the stock item youesrtering has Provet as its Preferred
Supplier, you can only enter a numerical order neimlb you enter a letter as part of the
order number, VisionVPM will display the followingessage:
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You will have to remove the letters from the figidorder to continue processing the
stock order.

In theUser box, type the code of the user who is reorderiegstiock.
Click OK.
The Reorder List window will display the selectédck items.

Stock Codes which have a Provet product code wifldgged as Provet e-Order
products.

Stock Codes which have a SVS product code willdgged as SVS products.

Save an automatic order

To save an automatic order

Go to:Stockmenu >Stock Ordering > Stock Reorder.

Enter the reorder details as described above, laskd@K .

From the Stock Reorder List window, cli€ave

From the Ordering Options window, select e not send the order through the internet
check box.



Optional: To print an order for the products, setee Print an order form for the
remaining products check box.

Click OK.

If you are using e-Order and you have selectedeRras the supplier, VisionVPM will
check that the order number does not contain $etter

If letters are detected, VisionVPM will display tf@lowing message:

You will have to remove the letters from the figldorder to continue processing the
stock order.

When you have corrected the order number, clisk

From the Set report destination window, selecipantedestination and clickK .
The reorder will print to the selected destination.
The stock items will be displayed in the Goods @ded window.



Ordering stock manually

This section describes how to reorder stock maywuall

To insert goods to order

Go to:Stockmenu >Stock Ordering > Stock Reorder> Goods on Order.

For each stock item you wish to order, in 8teck Codebox, type the first few characters of
the code, and click th&tock Codearrow, and then select the stock item that younuas
order.

The Description andPack Sizeboxes are populated automatically when a StoclkeGod
selected.

In theDept box, type the department code to which the staak itelates, then in théser
box, type the code of the user who is enteringytheds on order.

The Supplier box is populated automatically with tReeferred Supplier code. This can
be overwritten if required.

In theOrder box, type an order number for the goods, thenerDtite box, type the date of
the order.

If you are using e-Order and the stock item youesrtering has Provet as its Preferred
Supplier, you can only enter a numerical order neimlb you enter a letter as part of the
order number, VisionVPM will display the followingessage:

You will have to remove the letters from the figldorder to continue processing the
stock order.



In the Qty (pks) box, type the number of packs you wish to orded, press ENTER.

The Qty (units) box is populated automatically with the numbeuits. This amount is the
sum of the stock item's pack size multiplied bynienber of packs you entered in Qg
(pks) box.

Note: To print the goods on order list, cliekint List .

Note: To print the order, select the stock itenad $fou wish to print, and clicRrint
Order.

Note: To delete a stock item that is no longer megl, select the stock item and click
Delete

Note: To recalculate thBackorder Qty field on the Stock Details window for all stock
items on the Goods on Order window, cliR&calc Backorder

Note: To send an e-Order to Provet or an ordem®, 8lick eSend Options



Inserting a Goods Receipt

Create a goods receipt when you have receivedabésgand a packing slip (but not an invoice).
This allows you to update your stock levels withaffecting your pricing structure. Goods
Receipts are also used for Forward Ordered prodinre the invoice needs to be created later

to forward date.

To insert a goods receipt
Go to:Main menu >Suppliersmodule >Suppliersmenu >Goods Receipts

From theGoods Receipt Listwindow, clickInsert.

Type the goods receipt number and date from thpliguis packing slip intésoods Receipt
No andDate boxes.
Enter aDescription for the Goods Receipt.
Dept will automatically be populated with the defaufpdrtment code. This can be
changed if required.
Use the list arrow to seleBupplier Code.

For each line on the goods receipt, type the finstcharacters of the stock code iftmck
Codeand click the list arrow to view items matching dearch then double-click to select

the stock item.
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Tab through to populate the associagBdA/c code, stoclescription, Packsize Dept and
Price. Change th®ept if required.

Note: To view details of the selected stock itelickcStock

In theQty box, type the quantity of the stock item, whicldisplayed on the supplier's goods
receipt and presBAB.

TheTotal amount is calculated automatically.

If the calculated GST amount is different to thiapthyed on the goods receipt, overtype
the GST amount.

To clear a line from the goods receipt, selectititeeand clickClear Line.
To clear all lines from the goods receipt, cl€lear All.

To enter freight onto the goods receipt, in the@ilde box, type the freigl@L code, and
click theGL Code arrow, and then from the GL Account List windowubte-click to select
the general ledger code for freight.

When all items on the goods receipt have beenatelickSave

The goods receipt will be displayed on Receiptsbutton of the Supplier Invoice
window.

The goods receipt will be displayed on the Goodselp report, which can be printed by
going to theSuppliers module, clicking théReports menu and then selectitggpods
Receipts

To create a Goods Receipt from Goods on Order

Go to:Main menu >Stock module >Stock menu >Goods on Order

From the Goods on Order window, select the staakstthat have been received, and click
Create Goods Receipt

Important: Select all stock items that have bediveled, irrespective of whether you
have received the correct amount.

A goods receipt will be displayed, listing the iteselected from the goods on order.
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Edit the stock quantities in the Goods Receipally tvith what has been received.
Click Save

If you did not receive the entire amount of an o@led you have altered the stock qty, the
stock item will be remain on the Goods on Orderdein with the remaining gty to be
received.

To print an existing Goods Receipt

Go to:Main menu >Suppliers module >Suppliers menu >Goods Receipt

From theGoods Receipt Listwindow, search for the goods receipt using anyefavailable
parameters or using dates.

Note: A goods list will be displayed if you onlypte part of the goods receipt code.
From theGoods Receipt Listwindow, double-click the receipt you wish to print.
Click Print.

Select a report destination, and clok.
The goods receipt will print to the selected dexiton.



To print a list of Goods Receipts

Go to:Main menu >Suppliers module >Suppliers menu >Goods Receipt

Click Yesto the messag€his will print a list of the goods receipts currerily in the
system awaiting invoicing. Continue?

Select a report destination, and cl@k.
The report will print to the selected destination.



Inserting a Supplier Invoice

Use theSupplier Invoice window to insert the stock or expenses and ses\titat you purchase
from suppliers.

To insert each stock item on the supplier invoiss the correspondirgtock Codein
VisionVPM.

To maintain accurate stock levels, you must pagn#tin to thePack Sizewhen inserting
supplier invoices. For example, if you purchasedsoaf syringes where the pack size is 100, the
guantity on the invoice must be the number of bpresthe number of syringes.

To insert an expense or service item onto a suppMeice, use the correspondi®. A/c in
VisionVPM. For example, to enter your monthly tdiepe bill, find the general ledger account
for Telephone Expenses, and then inTbe&l box, type the GST exclusive amount from the
supplier invoice.

To create a Supplier Invoice for stock

Go toMain menu >Suppliers module >Suppliers menu >Supplier Details> Select
Supplier >Invoice.

Type the Invoice number in thevoice No box.
Type the date of the invoice and your user codeDite andUser.
Tab through to automatically populddepartment with the default department code.

For each line on the invoice, in tBéock Codebox, type the first few characters of the stock
code, and click th&tock Codearrow, and then double-click to select the stoeki

The associate@L A/c code, stoclDescription, Price, andPacksizeboxes are
automatically populated.

In theDept box, type the code of the department to which tiam irelates, if different to the
Department box above.

In the Qty box, type the quantity of the stock item, whichlisplayed on the supplier's
invoice and press TAB.

TheNet, GST, andTotal amounts at the bottom of the invoice are calculated
automatically.

Note: If the calculated GST amount is differenthat displayed on the invoice, overtype
the GST amount.

Note: To clear a line from the invoice, selectlihe and clickClear Line.

Note: To clear all lines from the invoice, cliCikear All.

To enter freight onto the invoice, click td. Code arrow, and then from the GL Account
List window, double-click to select the generalgedcode for freight.

When all items on the invoice have been enteréck Eave



The invoice will be displayed in the supplier'siaty.

To create a Supplier Invoice for services

Go toMain menu >Suppliers module >Suppliers menu >Supplier Details > Select
Supplier >Invoice.

In thelnvoice Nobox, type the number of the supplier invoice.
In theDate andUser boxes, type the date of the invoice and your usdec
The Department box is automatically populated with the defaultalément code.

For each line on the invoice, in td A/c box, type the first few characters of the account
code, and click th&L A/c arrow, and then double-click to select the accoode.

The Description box is automatically populated.

In theDept box, type the code of the department to which téya irelates, if different to the
Department box above.

In theQty box, type 1.
In theTotal box, type the GST exclusive amount for the item.

If the calculated GST amount is different to thiaspthyed on the invoice, over type the
GST amount.

To clear a line from the invoice, select the limel &lick Clear Line.

To clear all lines from the invoice, clicklear All.

When all items on the invoice have been enteréck Eave



The invoice will be displayed in the supplier'siaty.

To create a Supplier Invoice from Goods on Order

Goods on order is populated from the Stock Re®dstem, but can also be used for creating
manual stock orders. It is used to maintain solisttock that is on backorder from suppliers.
Create a supplier invoice when the goods have tesmived, inserting any additional charges;
for example, freight.

Go to:Main menu >Stock module >Stock menu >Stock Ordering > Goods On Order.
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From theGoods on Orderwindow, click Select Lines

From theOrder Selectionwindow, click theOrder Number list arrow, and select the order
number which you wish to view. ClidRK.

To view all items currently on order from a selecseipplier, from th&upplier Code
box, select a supplier.

From theGoods on Orderwindow, select all the line items you wish to umbé on the
invoice and then cliclCreate Supplier Invoice

The Supplier, andDate boxes will be populated automatically with the digoipcode and
name, and today's date.

Type the invoice number and date from the supplaper invoice inttnvoice No. and
Date.
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Click theUserarrow, and then double-click to select your useteco
The Department box is automatically populated with the defaultalément code.
TheNet, GST, andTotal amounts are calculated automatically.

If the calculated GST amount is different to thispthyed on the invoice, in th@ST
box, overtype the GST amount.

To clear a line from the invoice, select the limel &lick Clear Line.
To clear all lines from the invoice, clicklear All.

To enter freight onto the invoice, in t. Code box, type the freight GL code, and click the
GL Code arrow, and then from the GL Account List windowutble-click to select the
general ledger code for freight.

When all items on the invoice have been enteréck Eave

To create a Supplier Invoice from a Goods Receipt

When you do not receive a supplier's invoice withrygoods and you have created a goods
receipt, once you receive the invoice you needto the goods receipt into a suppliers invoice.

Go to:Main menu >Suppliers module >Suppliers menu >Supplier Invoice > Insert.



From theSupplier Invoice window, clickReceipts and then clickresto the message:

In the Goods Receipt Listwindow, double-click the goods receipt that yoswio turn into
a supplier invoice.

Thelnvoice NoandDate boxes will be populated with the goods receipt nendnd today's
date; however, these should be overtyped withrtheice number and date from the
supplier's invoice.

Click theUserarrow, and then double-click to select your useleco
From theSupplier Invoice window, click theSupplier arrow and then double-click to select
the supplier.

The Department box is automatically populated with the defaultaiément code. This
can be changed.

To change the quantity received or purchase pfie@ dtem, double-click the stock item, and
then in theQty or Price box, type the correct quantity received or price.

To add any additional stock items to the invoiocgthieStock Codebox, type the first few
characters of the code, and click 8teck Codearrow, and then select the stock item that

you wish to purchase.

The associate@L A/c code, stoclDescription, Price, andPacksizeboxes are
automatically populated as ydab through.



TheNet, GST, andTotal amounts are calculated automatically as Vab through.

If the calculated GST amount is different to thispthyed on the invoice, in th@ST
box, over-type the GST amount.

To clear a line from the invoice, select the limel &lick Clear Line.
To clear all lines from the invoice, clicklear All.

To enter freight onto the invoice, click td. Code arrow, and then from the GL Account
List window, double-click to select the generalgedcode for freight.

When all items on the invoice have been enteréck Save
The invoice will be displayed in the supplier'siaty.

Delayed Charging

Suppliers will sometimes invoice clinics for goobst allow the clinics to pay for those goods 1,
2 or 3 months later. There are several consideraiioprocessing delayed payments including
keeping stock levels accurate, paying GST in thieecb period and paying the supplier in the
correct period.

The following processing methods are suggeste@sklalso seek advice from your accountant.

Maintenance Setup
Set VisionVPM to use Delayed Charges option in N&xance.

Go to:Main menu >Maintenance module >Maintenance menu >System Defaults> Finance
tab.

Select theSupplier Invoicesoption in theDelayed Charges Usagarea.

If you are going to use delayed payments for clierst well, select thélient and Supplier
Invoicesoption.

When the invoice is forward dated

For example, you receive the goods 10 Januarythleutvoice date is 1 March, payment due 20
April.

When you receive the goods (10 January), createog@$sReceipt (or convert the Goods on
Order to a Goods Receipt) to enter the stock intor gystem.

This enters the stock into your inventory at theedau receive it, updating stock levels.
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Step 1: Goods on Order

Step 2: Converting from Goods on Order to Goods &pts

When you receive the invoice (received 12 Janwgaied 1 March), convert the Goods
Receipt to an Invoice with the invoice date astedron the invoice (1 March).

Stock levels will remain correct from date of Go&tisceipt entry.
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The Supplier Invoice will be available for payménthe Supplier Payment Run
The purchase and GST amounts will be in the pexpptopriate to the Invoice (or Payment).
Enter the Charge Date as 20 April 2010.

Step 3: Converting from Goods Receipts to Invoice



Step 4: Payment of Invoice re Charge Date

When the invoice has a current date, but payment du e date is deferred

For example, if you receive the goods 10 Januany the invoice date is 10 January, but
payment is not due until 20 April.

When you receive the goods, enter invoice as papkabelow. Date invoice / goods received,
note the Charge Date: enter the date this inveickie to be paid.



Step 1: Creating Invoice

Step 2: Creating Payment dated 20.04.10



Supplier Invoice with Split Payments

For example, you receive the invoice and goodsddifeJanuary but 2 payments of equal
amount due March and April.

You will need to set up a Deferred Payment gerazabunt if this is not already done.

To create this account:

Go to:Main menu >General Ledgermodule >General Ledgermenu >Chart of
Accounts> Insert.

Enter the general ledgéccount CodeandDescription.
Mark the account as@urrent Liability andZero Rated for GST.

Step 1: Enter the supplier invoice to receipt goaisl charge the Deferred Payment account.
Select the Supplier and cli¢kvoice.

Enterinvoice No, User Codeand invoiceDate.
Enter all stock items received.

To enter the Deferred Supplier Payments accountot&L A/c and enter the general ledger
code for Deferred Supplier Payments.

Tab toDescription and enter the Supplier name and the products.
Tab through td otal and enter the total including GST amount as a negatmount.
Click Save



TheTotal of the invoice should be 0.00.

Step 2: Enter invoices to cover the split defer@dounts
You will need to enter a delayed charge invoicesimch month that the payment will be split.

In this example, payment is to be split over twanths; March and April, therefore two invoices
are required.

Enter the invoice number with a D at the end toitig it's a delayed charge invoice.
Enter the Charge Date as the beginning of thedyshpnt month.
Tab to theGL A/c field and enter the code for the Deferred Supt@yment.

Enter theTotal as the amount of the payment split over the nurabaronths.
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In the screenshot below, the Charge Date is 1 Ma@chith the Total of 967.50, being half of
the original invoice.
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You would then need to enter another invoice wiharge Date of 1 April 2010 as shown
below:

As each of above invoices became due, you woukipepayment either through Supplier
Payment Run or on the individual supplier.
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To download an Invoice from e-Order

Go to:Main Menu >Suppliers Module >Suppliers menu >Provet Options > Check for
new invoices
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The e-Order Pending Invoice List

Go to:Main Menu >Suppliers Module >Suppliers menu >Provet Options > Open
Pending Invoice List

Invoices downloaded electronically through e-Oraier saved to Rending invoice Listand are
not automatically applied to the supplier. Once dimaded, the pending invoice list will be
displayed automatically but it can also be dispiagteany time by clicking in th®@pen Pending
Invoice List option as seen below:

Please note: Downloaded invoices will only be digpd on the Pending Invoice List if you have
selected thédded to the Pending invoice lisbption inMain menu >Stock module >Stock
menu >eSend Options> Provet > Provet - Setup

Pending invoices will not affect supplier or stdzMances or be displayed on an activity window
until they have been edited and an invoice datéobas applied to them.



Clicking theOpen Pending Invoice Listwill display a window, similar to the one below:

From this window you can see the date the invoias downloaded, the invoice number and
total. Double clicking an invoice will open ti8ipplier Invoice window.

Once the invoice has been checked against the pajméce, and you have verified that the
products have arrived, enter the date and ordebeufnom the paper invoice asdvethe
invoice.

You can make modifications and save the invoicengha without entering a date if required.
This will leave the invoice on the pending involist until a date has been added to it.

To insert a Credit Note for stock

You would insert a credit note when you return ktiaca supplier and receive a credit note for
the returned stock.

Go to:Main menu >Suppliers module >Suppliers menu >Supplier Details> Select
Supplier >Invoice.

In the Supplier Invoice window, type the credit note numberiitvoice No.
Type the date of the credit note and your user cutdeDate andUser.

Tab through to automatically populddepartment box with the default department code.

55
1



Use the list arrow to select titock Codeof the item for which you have received the
credit.

Tab through to automatically populate &k A/c, Description andPrice.

In theDept box, type the code of the department to which téya irelates, if different to the
Department box above.

In the Qty box, type the negative quantity of the stock it@rhich is displayed on the
supplier's credit note.

TheNet, GST, andTotal amounts at the bottom of the window are calculaigdmatically.

If the calculated GST amount is different to thiagpthyed on the credit note, in tST
box, over type the GST amount.

To clear a line from the credit note, select the knd clickClear Line.
To clear all lines from the credit note, cliCkear All.

When all items on the credit note have been entetet# Save

To insert a Credit Note for expenses or services
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Go to:Main menu >Suppliers module >Suppliers menu >Supplier Details > Select
Supplier >Invoice.

In the Supplier Invoice window, type the credit note numberiitvoice No.

Type the date of the credit note and your user autdeDate andUser.



Tab through to automatically populddepartment box with the default department code

For each line on the credit note, in take A/c box, type the first few characters of the
account code, then click tii&L A/c arrow and double-click to select the general ledger
account to which the expense or service relates.

Tab through to automatically populate the gen@@ddjér accouriDescription or over type
with the information on the expense or service pased. For example, A4 envelopes.

In theDept box, type the code of the department to which tim irelates, if different to the
Department box above.

In theTotal box, type the negative GST exclusive amount fortéma and press ENTER.

If the calculated GST amount is different to thispthyed on the credit note, in tlsST
box, over type the GST amount.

To clear a line from the credit note, select the knd clickClear Line.
To clear all lines from the credit note, cli€kear All.

When all items on the credit note have been entetet# Save

To insert a Prompt Payment Discount

Some suppliers offer incentive discounts if theistomers pay their account before a specified
date.

To insert a prompt payment discount onto a suppisice, use the Discounts Received general
ledger code and insert a negative amount exclugi@&ST. The Discounts Received general
ledger code should be an Other Income accountagdeNOT zero-rated for GST.
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Go to:Main menu >Suppliers module >Suppliers menu >Supplier Details > Select
Supplier >Invoice.

In theSupplier Invoice window, type the credit note numberliivoice No.

Type the date of the credit note and your user audeDate andUser.

Tab through to automatically populddepartment box with the default department code.
Click the GL A/c box, and double-click th®iscount Receivedyeneral ledger account.

Tab through to automatically populdescription with the description of the selected
general ledger account.

In theDept box, type the code of the department to whichpiteenpt payment discount
relates, if different to thBepartment box above.

In theTotal box, type the negative GST exclusive amount ofttoenpt payment discount
and pres&nter.

If the calculated GST amount is different to thigpthyed on the invoice, in th@ST
box, over type the GST amount.

To clear a line from the invoice, select the limel &lick Clear Line.
To clear all lines from the invoice, cliklear All.

When all items on the invoice have been enteréck Eave



To print Barcode Labels

This feature allows you to print barcode labelsstmick items on the supplier invoice. This is
particularly useful if you have received new stdekns.

Go toMain menu >Suppliers module >Suppliers menu >Supplier Details> Select
Supplier >Invoice.

Click Edit.

From the Supplier Invoice window, cligkarcode

From the Print Barcodes window select the stoak ifier wish you to print a barcode, and
click Print.

To edit the quantity of barcodes to print, selbetstock item and clickdit and type the
number of barcodes you wish to print in @&/ column.

To remove the stock price from the barcode, séexdDon't Print Price check box.
Click Save
Select a report destination, and clok.

The barcode labels will print to the selected dedibn.

To view Supplier Activity from an Invoice

Go to:Main menu >Suppliers module >Suppliers menu >Supplier Details> select
Supplier >Activity

The supplier's activity will be displayed.
Optional: To view the items on an invoice, seléet invoice and clickedit.
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To place Stock on Backorder

You need to place stock on backorder when you haveeceived the full quantity of stock that
you ordered. You can do this by changing the qtiardiceived once you have created the
supplier invoice.

Go to:Main menu >Stock module >Stock menu >Stock Ordering > Goods On Order.
From theGoods on Orderwindow, click Select Lines

From theOrder Selectionwindow, click theOrder Number arrow, and select the order
number you wish to view, and cli€BK .

Note: To view all items currently on order fromedexted supplier, from th@upplier
Codebox, select a supplier.

From theGoods on Orderwindow, clickCreate Supplier Invoice

The Supplier andDate boxes will be populated automatically with the digrpcode and
name, and today's date.

In thelnvoice No.andDate boxes, type the invoice number and date from tipplgar's
paper invoice.

Click theUserarrow, and then double-click to select your useteco

Tab through to automatically populddepartment box is automatically populated with the
default department code.

For each stock item that you need to change, dealiole the stock item and then in tiggy
box, over type the quantity with the correct qugnceived.

TheNet, GST, andTotal amounts at the bottom of the window are calculaigdmatically.

If the calculated GST amount is different to thigpthyed on the invoice, in th@ST
box, over type the GST amount.

To clear a line from the invoice, select the limel &lick Clear Line.
To clear all lines from the invoice, clikiear All.

To enter freight onto the invoice, in td Code box, type the freight GL code, and click the
GL Code list arrow, and then from tHeL Account List window, double-click to select the
general ledger code for freight.

When all relevant items on the invoice have beemgbd, clicksave

The difference between the quantity ordered andjtizmtity received will be displayed
on theGoods on OrderandStock Detailswindows and th®verall Stock Levelsreport.



To print a Supplier Invoice

Go to:Main menu >Suppliers module >Suppliers menu >Supplier Details > Select
Supplier >Activity

In theSupplier Activity window, in theFrom andTo boxes, type the date range that
includes the transactions you wish to view, anckdRebuild.

The supplier activity is displayed.
From theSupplier Activity window select the invoice that you wish to printaick Print.
Select a report destination, and cl@k.

The invoice will print to the selected destination.



Inserting a one-off Supplier Payment

You would insert a one-off payment for a suppliéren, for example, you use a supplier
irregularly and do not receive invoices and statem&om the supplier or you are making an
additional payment to a supplier. For your regslgopliers you would use the Supplier Payment
Run to insert your payments.

Go toMain menu >Suppliers module >Suppliers menu >Supplier Payment> Insert.

From theSupplier Paymentwindow, type the code of the supplier for whom yoe
inserting a payment intGode, or click theCode listarrow to select a supplier code.

Tab through so that tHéame, Address, andBalance Owingboxes display the supplier
details and the amount they are owed.

The supplier's payment method is automaticallyctete(from the Supplier Details) however,
you can select a different payment method if nexagss

In the Amount Paid box, type the amount you are paying the supplier.
Tab through to automatically populate tB8T.

If you are sending the supplier a hand-written cigedype the cheque numberGheque
Number.

In theDate box, type the date that the supplier is being paid.
Click theUser box, and double-click to select your user code.

TheBank Account box displays the bank account from which the sepplayment is
being made; however, this can be over typed ifwah to pay from a different account.

The Department box displays the default department; however,¢his be over typed.
Click Save
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The supplier's Balance Due will decrease by thewsrnof the payment.

The payment will be displayed on tbiareconciled side of theBank Reconciliation
window.

Supplier Payment Remittance Report

A Remittance report can be printed from the suppléayment window once a payment has been
saved. This is a simple report similar to a cligagment report displaying the amount paid for a
supplier and any outstanding balance.

The balance owing field on the supplier paymentdweim will be recalculated when a payment is
saved.

Go to:Main menu >Suppliers module >Suppliers menu >Supplier Payment> Insert /
Select payment Edit > Remittance

Select a report destination, and clok.
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To Delete a One-off Supplier Payment

First locate the payment, either on the Suppligmni&ant window or through the supplier
activity:

Go toMain menu >Suppliers module >Suppliers menu >Supplier Payment

Go toMain menu >Suppliers module >Suppliers menu >Supplier Details> Select
supplier > Activity

Use the date range to assist with locating the Brgmayment.
Double-click the payment you wish to delete.
Click theCommandsmenu, and then selebelete

Click Yesto the messag@arning, this will delete this payment. Continue?
You will only be able to delete supplier paymeihigtthave not yet been reconciled.

The payment will be removed from the supplier'svagtand theBalance Duewill be
increased by the amount of the payment.



Performing a Supplier Payment Run

Use theSupplier Payment Runto produce a list of suppliers who are due to did.prhe
Supplier Payment List displays the total amount owing to each suppéied this is separated
into the current, one month, two month, and threatmperiods. It also displays the date the
supplier was last paid.

You can view the method that will be used to pashesupplier, or edit the amount that you will
pay a specific supplier. When tBeipplier Payment Runis updated, you can display all direct
credit payments as one amount on the bank recatioiii

Before you can pay any Suppliers by the Credit @ayment type, you must first ensure you
have a General Ledger account code that is apptefn use. For example:

Credit Card Holding — Suppliers
Current Liability
Zero rated for GST

Enter this code in th€redit Card Holding Account box inMain menu >Maintenance
Module >Maintenance menu> Account Defaults

To Perform a Supplier Payment Run

Go toMain menu >Suppliers module >Suppliers menu >Supplier Payment Run

From theSet Current Report Datewindow, type the closing date for the month you are
paying suppliers int&nter closing date for Supplier Payment Runfor example, 31
December 07

Type the next available cheque number from yougubéook intdNext Cheque No
In Payment Date type the date you are making the payments, famgie, 20 January 08.
Click OK.

The Bank Account box displays the default bank account code; howehis can be over
typed.



Type your user code In théser Codebox.

The Payment Deptbox displays the default department code; howekes can be over
typed.

Optional: To only display supplier invoices for arficular clinic, select thEhow
Balances Forcheck box, and then double-click to select theicli

From theSupplier Payment Listwindow, select the suppliers you do not wish ty, gand
click Clear Lines.

This would include those suppliers that you paxbgque.

Note: To edit the amount you are paying a supplier ptiealick the supplier, and then in
theTotal column, over type the payment amount and preds

To Print Chgs, aDC List, Chq List, orCC List (credit card), click the corresponding
button, and then ensure that the printed repoets@nrect.

Click Save and then clickresto the messagéf, you want cheques printed make sure you
print them before running this procedure. Continue?

From theSupplier Paymentswindow, select from the following options:
Update Suppliers Using Cheque Payments.
Update Suppliers Using Credit Card Payments.
Update Suppliers Using DC Payments.

Supplier payments will be displayed individually th'e bank reconciliation unless the
Batch DC Payments on the bank Re®ption is selected.

55



SelectingBatch DC Payments on the Bank Redisplays the all the direct credit
payments as a single amount on the bank recomailidt theOptional Batch No box,
type a number which will be displayed on B&nk Reconciliation window.

Click OK.

Optional: To display the direct credit paymentgtom autobanking list, clickesto the
following message.

The supplier payments will be displayed on theeconciledside of the Bank
Reconciliation window for the specifid®ayment Date

If Yeswas selected in the step above, the direct cragitnents will be displayed in the
Autobanking Entries window.

For each payment that is entered, the suppBafance Duewill decrease by the amount
of the payment and can be viewed on the Supplietwigy window.
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Autobanking for Suppliers

Autobanking gives you the ability to use desk-tapking to pay your Suppliers. The
transactions are put into an Autobanking file whyoli can then pick up using your banking
software, meaning they do not have to be enterathaghe transactions will go through to your
bank reconciliation.

You will need to:

Set up Autobanking.

Set up Bank Accounts for Suppliers.
Process your supplier payment run.
Check and process the Auto banking.

Send the Autobanking file to your bank.

Autobanking set up for NZ clients

Go toMain menu >Maintenancemodule >Maintenancemenu >Codes and Descriptions
> Autobanking Setup.

Click Insert.
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Selectl want to use autobanking for my supplier payments
Select the appropriate bafdemat for the bank account you will use for your autopawts.

EnterYour Company Name the GL Code for youBank AccountandYour Bank
Account Number.

In the Default Output file name box, enter the name of the autobankbugput file and the
path (location).

Click Save

Set up Bank Accounts for Suppliers - NZ clients

Every supplier you wish to pay using the Auto bagkinethod must have a bank account
number loaded in their Supplier Details window.

Go toMain menu >Suppliers module >Suppliers menu >Supplier Details> Select
Supplier.

From theSupplier Details window, in thePayment Detailssection, seledDirect Credit.

In theBank Accountbox, enter the supplier's bank account number.

The number should be 16 digits unless using Westjpgch has 18 digits. There should
be no spaces between the digits. Tab to move betthedields. Enter any particulars,
codes or references you want to appear on the Bup@tatement.

Click Save
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Autobanking set up for Australian clients

Go to:Main menu >Maintenancemodule >Maintenancemenu >Codes and Descriptions
> Autobanking Setup.

Click Insert.

Select thd want to use autobanking for my supplier paymentsheck box.

In theBank CodeandUser (APCA) Number boxes, enter the appropriate information to
use for your autopayments.

In theYour Company Name Your GL Bank Account Code, Your BSB Number and
Your Bank Account Number boxes, enter the relevant details.

In the Default Output file name box, enter the name of the autobanking outputifilé the
path (location).

Note: The output file must be saved with a file extensof .aba. As in the example
above: autobank.aba.

Click Save



Set up Bank Accounts for Suppliers - Australian cli ents

Every supplier you wish to pay using the Auto bagknethod must have a bank account
number loaded in their Supplier Details window.

Go toMain menu >Suppliers module >Suppliersmenu >Supplier Details> select
Supplier.

From theSupplier Details window, in thePayment Detailssection, seledDirect Credit.

In the BSB NumberandBank Account boxes, type the Supplier's BSB number and bank
account number.

In the Account Namebox, type the Supplier's account name.

If this field is left blank, VisionVPM will defaulthe Account Nameto the Supplier's
Name and use this name in the autobanking file.

In the Statement Referencéox, type a Reference that you want to appeaheistipplier's
statement.

Click Save

Process your Supplier Payment Run

Go toMain menu >Suppliers module >Suppliers menu >Supplier Payment Run
Process the Supplier Payment Run as per normal.
Click Save

From theSupplier Paymentswindow, select from the following options:
Update Suppliers Using Cheque Payments
Update Suppliers Using Credit Card Payments.



Update Suppliers Using DC Payments

SelectingBatch DC Payments on the Bank Redisplays the all the direct credit
payments as a single amount on the bank recomailidt theOptional Batch No box,
type a number which will be displayed on B&nk Reconciliation window.

Click OK.

Click Yes
The direct credit payments will be displayed in wgobanking Entries window.

The supplier payments can be viewed on the Autabgrikntries window fronMain
menu >Auto Banking.

Check and Process the Autobanking

This process creates an autobanking file whichgaoupick up using your banking software.

Go toMain menu >Auto Banking.

Double-click to select the company for which yowskwto process the autobanking.
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Select any lines that you do not want to go to ymank account and clidRelete

Click Yesto continue.

Click Print and select report destination.
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Click Update.

Click Yes.

Click Yesto Do you want to clear these entries?

This will remove the lines of the autobanking aeaMe the window clear for the next
autobanking.

Send the Autobanking File to your Bank

You will have an icon on your desktop, and instiats from your Bank on how to operate your
banking software.

The autobanking file you will need to send to thakis located in the path you specified in the
Bank Setup window flain menu >Maintenancemodule >Maintenancemenu >Codes and
Descriptions> Autobanking Setup.)

Proceed using your bank's instructions.

Regenerating Autobanking Payments

If you accidentally delete the autobanking paymémts the Autobanking Entries window,
before you have created the autobanking file treeaeprocedure in Maintenance that will
regenerate the entries and display them in thefutking Entries window again.

Please note that this procedure will not enter@iclate payment on the Supplier's account but
will only generate the autobanking entries enabjiog to create the autobanking file for
inclusion in your banking software.



Go to:Main menu >Maintenance module >Maintenance menu >General Maintenance>
Recreate Autobanking APs

Click Yesto the following message:

Enter the date that you originally ran the Supdfayment Run. For example, if you ran the
Supplier Payment Run today, you would enter toddgts.

Click Yesto the following message:
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When you go back to the Autobanking Entries windoewlain > Auto Banking, the
entries will be displayed again, ready for you palate and create the autobanking file.



Performing a Supplier Mail Merge

The Supplier Mail Merge function allows you to menrgpur suppliers to Word or Excel enabling
you, for example, to print labels for your supmievisionVPM will list all suppliers on the
Supplier Mail Merge List window. If you select mailerge VisionVPM will use the same
facility as the Marketing Word mail merge to listaiments and create new ones.

There is an optional date field at the bottom efwhndow for including aged creditor and
balance due fields to the mail merge.

You also have the ability to send a bulk emaihtose suppliers who have email addresses. To
enable emailing you must initially set up this ftiagality in Main menu >Clients module >
Clients menu >Email / SMS Options> Email Setup Please call the Provet IT Service Desk if

you require assistance.
Go to:Suppliers menu >Supplier Mail Merge.

A window listing your suppliers will be displayesimilar to the one below:

To remove suppliers from the merge, select theiredsuppliers and clicKlear.
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Merging to Word

When you clickMerge the following window will be displayed:

VisionVPM automatically creates two documents; & seppliers document and a Supplier
Labels.doc. You can use these documents to buld yperge templates and merge the
documents to Word or you can create new documents.
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The following fields are available in Word for marg:

For further information regarding merging to WondMisionVPM please refer to the Marketing
User Guide.

Merging to Excel

When you clickExcel VisionVPM will send the contact details for suppsi®n the list to Excel.

Please refer to the following spreadsheet:

Emailing

Before you attempt to email your suppliers you $thoun the Validate Email Addresses
procedure. This procedure will check to see ifalir supplier email addresses are valid.

To run this procedure go tMain menu >Maintenance menu >Database Maintenance>
Supplier Maintenance> Validate Email Addresses
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Click Yesto the following message:

If VisionVPM detects invalid email addresses, aoreégimilar to the one below will be printed:

You should correct all invalid email addresses.
To email your suppliers

1. Clear all suppliers that do not have an eadlress.

The easiest way to do this is to click tmail column which sorts the list by email
address, select all suppliers that do not haverail @ddress and clicdklear.

If you have any incorrect email addresses, VisioM#ll display the following
message:

Click Yesand VisionVPM will display the incorrect email addses:

You should correct the email address(es) and reiptbcedure again.
2. When you have corrected the email addreskels Email.

The following window will be displayed:



3. Enter the details and cli@end
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