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CHAPTER 1 USING THIS GUIDE

1: USING THIS GUIDE

PURPOSE OF THIS MANUAL

This manual was created with the hope that it can answer the questions you will have as you
become accustomed to your new software.

HOW TO USE THIS MANUAL

Throughout the manual, you will see items that are designed to bring your attention to Notes,
Warning and Go-To’s. The image in Go-To’s will be an icon relevant to the location or type of
“link” represented.

NOTES
% 5 Notes are items that we want you to be aware of.
These functions will help you become more efficient with the software.
N

Example: The options that are available from the ACTION toolbar will change
depending on the screen selected.

Figure 1-1 An example of a NOTE.

WARNINGS

Warnings are items we want you to pay attention to.

As with any software program, Cyrious is constantly evolving to improve
performance and productivity. These are items you should look out for.

Example: You should never leave your system unattended for any extended
period as you may prevent another user gaining access to the files
you are using

Figure 1-2 An example of a WARNING.

GO-TO’S

As Cyrious is such a complex program, we have included “links” in
every section. These links will tell you how to get to the screens you
need access to, click-by-click.

Example: Main Menu | Setup | System Setup
Figure 1-3 An example of a GO-TO.

Cyrious Control Users Reference Manual 1
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GETTING STARTED

TECHNICAL SUPPORT

If we have not addressed your question in this manual, please contact our Technical Support

team.

SUPPORT

Toll-Free (US): (888) 552-9823
International: (225) 752-2866
Fax: (225) 612-6308

controlsupport@cyrious.com

SALES

Toll-Free (US): (800) 552-1418
International: (407) 905-4644
Fax: (407) 905-4964

sales@cyrious.com

S O F T W A RE

- Accelerate Productivity. Maximize Results

Cyrious Software, Inc.
12627C Jefferson Hwy.
Baton Rouge, LA 70816

www.cyrioussoftware.com
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CHAPTER 3 NAVIGATING IN CYRIOUS

2: GETTING STARTED

WORKING KNOWLEDGE OF MICROSOFT WINDOWS®

Cyrious Control currently operates on Windows 2000, Windows XP, and Windows 2003 (Me).
Since the three operating systems are so similar, it does not matter which version of Windows
you choose to utilize, as long as you are comfortable using one of them.

You should be familiar with the following items:

Referred to in this manual as ... The item looks like this ...

Checkbox - with label
On/Off selection.

v Active Employee soject or
[~ Active Employes Deselect

Edit Box - with label

Used for limited-length text
fields.

Click in the box to enter text.

Dept: I

Memo Box - with label

Used for unlimited-length
and multi-line text fields.

Click inside the box to enter
text.

Click in the box to enter text.

Motes:

Selection Button

Click to select.

g Save |

% Open Ficture |

Radio Button - with labels

Used for either/or selections.

Click Option 1 or Option 2. (option 1 selected)

{+ Reqgular Employes
" Contract Employes

Numeric Spin-Edit
Used for number/quantity.

Click in the box to enter the number; or
click on the arrow to increase or decrease the quantity.

E!uantit_lrl:l 5‘

Page Control/Tab Sheet

Click to select.

| o CUl'l'lllf"‘l'r'l al Itemsl & Totalz| - Hotes | 777 Activities | > Partsl @ Scheduls | 3
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Referred to in this manual as ... The item looks like this ...
Combo / Dropdown Box Click on down-arrow to reveal the options available.
Used for selection lists. Drder Drigi: | =l
Order Origir; | j
[rEw]
First Order
Outzide Sale

Promotions
Fepeat Customer
Telemarketing Calls

Menu Bar Click to select.

Etyriuus Control - ¥ersion: 03.10 [Manager]
File MNew Actions Tools Explore Repors Sales & Marketing Setup Help

Toolbar Click to select.
| = 3 B 5 & 3 B 0 0x
| Logaut Explaorer Mew Order Mew Estimate Mew Company PaymentEnfry Quick Reports Time Clack Activity Manager  Marksting Home Prac
Minimize, Maximize, Restore Click to select.
and Close Buttons = i }E]
Located in the top-right corner =

of the Cyrious main window.

Minimize, Maximize, Restore Select option.

and Close Menu [Hcyrious control - versi

Has corresponding options to the Rectore
buttons. -

Located in the top-right corner
of the Cyrious main window.

Vo E

= Minimize

¥ Close Alt+F4

Figure 2-1 Typical Windows Elements

Cyrious Control Users Reference Manual 4
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CHAPTER 2 GETTING STARTED

SHORTCUT KEYS

In addition to menus and toolbars, some of the commands have shortcut keys for quicker, easier
access. Most use the CONTROL (Ctrl) Key plus another key. Some use the SHIFT plus CTRL plus
another key. Try some of the options below for yourself and perhaps, keep a copy of this page
nearby for quick reference.

ICON MENU COMMAND SHORTCUT
h LOGOUT Ctrl+L
g LOCK SCREEN Ctrl+K
= NEW ORDER Ctrl+0
L -
-“-|

} NEW ESTIMATE Ctrl+Q

NEW COMPANY Ctrl+U

ACTIVITY MANAGER Ctrl+G

CLOSE Ctrl+F4

25
&
m& EDIT Ctrl+E
'

SAVE Ctrl+S

BROWSE WEB Ctrl+F

s ) ABOUT CONTROL Ctri+l

Cyrious Control Users Reference Manual 5
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CHAPTER 2 GETTING STARTED

LOGIN TO CYRIOUS

First you must login to Cyrious Control. Once installed, the icon should appear in your start menu.
It may appear in the list (as shown below) or you may need to select the ALL PROGRAMS

option and then select from a list.
@’ Inkernet Explorer

| E-mail
. "'J_] Microsaft Qffice Cukle

cE_" Cyrious Conkrol

&ll Programs  #

#start | [ & |

Figure 2-2 Example: Start Menu- Cyrious Control

B Cyrious Software b [ Cyrious Contral
Jj Micrasoft Office b
Jj Skartup k
£ Internet Explorer
L‘E] Cwtlook Express

All Programs ' Remoke Assistance

=
P o

Figure 2-3 Example: All Programs - Cyrious Control

2/

Recycle Bin

Shared
Documents

L

Cyrious
Control

Figure 2-4 Example: Cyrious Control Desktop Icon

Cyrious Control Users Reference Manual
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Each user's computer will probably be set up differently - some do not have many icons on

the desktop and others may only use that method. There is no set rule for accessing the
Cyrious Control program.

LOGIN TO CYRIOUS

Once you have started to Control, this Login Screen will appear, prompting you for a Login

Name and Password.

[Hcyrious control - Login =] I
Lagin Marme: || ;I J S
Fazzword: I

W OF X Cancel | Advanced > | @

ol V.3

Freparing to log in

Cyrious Control
Figure 2-5 Cyrious Control Start Up Screen with Login Dialog Box

Etrriuus Control - Login

Login Mame: | j
Adrminiztrator
Pazzword:  |BElack
JGreen
b anager
g | MBrawn il
J Dwarier

Figure 2-6 Login Name Drop-Down List

Etrriuus Control - Login |
E

Login M ame:

Pazzword: I"“““

o OK X Cancel | Advanced > |

Figure 2-7 Login Name Selected with Password

Cyrious Control Users Reference Manual 7
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LOCK SCREEN

When you are leaving your computer unattended for any length of time, this option
should be used to protect your information from unauthorized viewing or use.

File MNew Achons Tt
Close Period L

&y Lock Screen  Chri+K
:; iChange Password

(M Logout Chri+d

-J Baclkup Database

Figure 2-8 File Menu - Lock Screen (Ctrl+K)

When selected, a pop-up window appears. The user will have to enter their password
when they get back to the system.

| LOCKED I

User Name: Store Manager

Thiz zezzion waz in uze and iz locked. Pleaze uze

one of the following options to proceed

Logout Login Other

Figure 2-9 Manual Locked Screen Mode

If you leave your system unattended and do not Lock the Screen, you may find that the
system has automatically locked it for you.

The pop-up window is slightly different as it prompts you to either ...
=  UNLOCK
= LOGOUT
= LOGIN OTHER

L ogowt Loair Other

Figure 2-10 Login Options

Cyrious Control Users Reference Manual 8
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CHAPTER 2 GETTING STARTED

l LOCKED |

User Name: Store Manager

This zezsion was in uze and iz locked. Pleaze uze

one of the fallowing options to proceed

Logout Login Other

Figure 2-11 Automatic Locked Screen Mode

You should never leave your system unattended for any extended
period without using this function.

UNLOCK
When you select the UnLock button, the logon screen will appear, prompting you for a
password.
EEnter Password B =] |
Login Mamme: IManager j
Pazzword: ||
‘/ aF. x Cancel |
Figure 2-12 Login Dialog Box - Prompting for a Password
LOGOUT
If you want to Logout completely, click on the Logout selection button and a prompt
will appear.

Confirm |

\-:) Are you sure vou want end this session?
L]

Yes Mo |

Figure 2-13 Logout Confirmation Dialog Box

Cyrious Control Users Reference Manual 9
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CHANGE PASSWORD
This option will bring up a pop up window with a password change dialog box.

An original password is provided by the System Administrator and they may have the
option for each user to change it the first time they use the system.

Store Manager |

Current Paszword: ||

Mew Pazzwaord: I

Eu:unfirm:l
@-QK | @-Eancel |

Figure 2-14 Change Password Dialog Box

Passwords can always be changed by the System Administrator to provide added
security for the Control system.

Cyrious Control Users Reference Manual 1 O



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
CHAPTER 3 NAVIGATING IN CYRIOUS

3: NAVIGATING IN CYRIOUS

HOME PAGE

The Home page is accessed by clicking on the Home button in the top left of the screen.

File Mew Actions Tools Explore Feports Sales & Marketing Setup Help

Qe 3 B 8 2 908 % s =

Logout Explarer Mew Order New Estimate Mew Company Payment Entry Quick Reports Time Clock Activity Manager  Marketing Home Production Home Toolbar Report

Figure 3-1 The Menu Bar and Home Button

The home screen button will appear at the top of the screen, below the
menu/toolbar, when you are working in Explorer or any of the other areas in

Cyrious.

The Quick Products options appear to the left of the Home.

9 64.246.223.159 - Remote Desktop
[Hcyrious Contral - Yersion: 04.00 [MClark]

Eile Action Tools Custorers Yendors Sales 8 Marketing Banking Reports Setup Help

e I Lk A3 /| = %
M B .. K. B .3 5 2 . =. xR A
Logout  Dashboard [ew Explorer Activity Manager  Time Clock Payrments (Receipts) Quick Reports Print Marketing Harme Exit

- Default Home P

! ! Add Column Q Remave Colurnn Add Instrument Y Shared & Lock Float

Navigator

| Logout vinyl Sign =1 Navigatar. |Dsfaul -

i Lock Screen Roll Print |
% Support and Training vehicle Wrap
45 Change Password Digital Banner X s
— N

¥inyl Yehicle Magnets
User Time Clock.  edit % Q New Company E =
~Time Clack for - ! eLers e

& Me Mol Clatk] RTA Logo a
 Selected User (Molly Clark) Routed Letters Explorer New Order
= & -
‘i Dlock In | 4 Changs Status | EEE—Touteodlieaphicy .
T X
Current | Change To ekt | | CYRIOUS "
Mot Clocked ke - el ! :
Order [keep] Order Sl * ) i
Estimate . 5
keep) Estimate: k; j Activity Manager @ Mew Estimate
[keep) Service l—:ﬁ = s =
Tickst . =T =T
Puce = E: EE
Order: — C=I= ==
ik — Mew Bill Mew Purchase
Company JEl Crder
e Clocl st edit
E=tloEnpestles et

Figure 3-2 The Cyrious Control Home Page
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Quick Produ E:t:s:ﬂ =

Vinyl Sign =
Roll Print
Yehicle Wrap

Digital Banner

¥inyl Yehicle Magnets

RTA Letters

ETA Logo

Routed Letters
Routed Graphic =~

-

Figure 3-3 Quick Products & Quick Lookup Sidebar

The Home screen contains shortcuts to these frequently used functions:

@

5

Explorer New Company New Estimate
Chapter 5 Chapter 6 Chapter 7

There is nothing wrong with change, if it is in the right direction.
Winston Churchill Quick Products |

Cyrious.net Cyrious Software  Private Web Hexzt Tip==

Today’s Tip Quick Products
Example

New Order Payment Entry Activity Manager
Chapter 7 Chapter 4 Chapter 8

Cyrious Control Users Reference Manual 1 2
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ACTION TOOLBAR OVERVIEW

The Action toolbar appears on the right of every screen. This toolbar allows the User to make
certain choices, such as save, print or edit, with respect to the information on the data entry
screen. Any active portion of the toolbar appears in color. Any inactive portion appears gray.

%

The options available from the Action toolbar change in EVERY screen you
access in Control. However, depending on the screen you are in, these
buttons will have drop-down menus of specifically tailored options.

You will learn about these advanced actions later in the manual.

COMMON ACTION TOOLBAR BUTTONS

Button

Function

Button Function
-
. A
Saves all entered information. Closes an unedited screen.
SAVE CLOSE
Disregards any changes and ? Enters a mode th?t allows‘
additions made to a record s previously saved information to
) be changed.
CANCEL EDIT
—
8 . ek
-, Duphcates a pre-existing order, Opens a sub menu to view or
< estimate, or product to a new h h f d
record. change the status of an order.
CLONE STATUS
ﬁ Cancels an estimate or product \jﬁ" Prints the selgcted item such as
ey from the database - an order, estimate or company
) details.
voID PRINT
4 . Export information for access in
> 4 Creates a new record in a new h f h
<P screen. another program format, suc
' as Text, XML and XLS.
NEW EXPORT

Cyrious Control Users Reference Manual
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MAIN MENU OVERVIEW

FILE MENU
Eile
= g
Close Periad L4

F.:-_H Backup Database

i Lock Screen
&» Change Password
E Cpen Web Browser

o Close Al Windows
¥. Logouk
{. Close

Figure 3-4 File Menu Options

BACKUP DATABASE

This will bring up a pop up window verifying that you want to continue with the
procedure.

Confirm

<2 When the backup operation begins, do not use or try ko close Contral on this computer until the Backup is finished.
\“..I’) ‘ou may use Control on other computers during the backup procedure, but any information entered will not be backed up.

Are you sure you want to backup the database?

‘fes Mo |

Figure 3-5 Backup Database Prompt

This procedure takes up quite a bit of time and will disable that
particular computer from using Control until the procedure is
complete.

Cyrious Control Users Reference Manual 1 4
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CLOSE PERIOD SUB MENU

Eile

[

Clase Perind

Ej Backup Database

a Lock Screen

4 Change Password
1‘!‘_1 Cpen Web Browser

4 & Close Day
D Close Week
E Close Month
O Close Quarker

?_} Close Year

0 Close &l Windows

¥. Lagout
{. Close

O Close Export
?_'4. Close Rowvalky

;} Unclose Day
& Unclose Week
& Unclose Month
b Unclose Quarter

-
- Unclose Year

;} Unclose Expart

Cyrious Control Users Reference Manual

15



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
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Figure

3-6

Close o ) e .
Period = Close Day Finalizes the day’s fl‘nanc1al records. Any other

Sub 3 payments entered will show on the next business day’s
Menu Q records.

Opens a prompt to print reports.
Close Week Finalizes the week’s financial records. Any other

Close Month

Close Quarter

Close Year

Close Export

Period

Close Royalty
Period

payments entered will show on the next business
week’s records.
Opens a prompt to print reports.

Finalizes the month’s financial records. Any other
payments entered will show on the next business
month’s records.

Opens a prompt to print reports.

Finalizes the quarter’s financial records. Any other
payments entered will show on the next fiscal quarter’s
records.

Opens a prompt to print reports.

Finalizes the year’s financial records. Any other
payments entered will show on the next fiscal year’s
records.

Opens a prompt to print reports.

Finalizes the export period’s financial records. Any
other payments entered will show on the next export
period’s records.

Opens a prompt to print reports.

Finalizes the royalty period’s financial records. Any
other payments entered will show on the next royalty
period’s records.

Opens a prompt to print reports.

You can configure Cyrious to send your information to your bank

when you close.

Unclose Day

Unclose Week

Reopens the current day’s financial records.
Any other payments entered will show on the current
business day’s records.

Reopens the current week’s financial records.
Any other payments entered will show on the current
business week’s records.

Cyrious Control Users Reference Manual
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Unclose Month Reopens the current month’s financial records.
Any other payments entered will show on the current
fiscal month’s records.

Unclose Quarter Reopens the current quarter’s financial records. Any
other payments entered will show on the current fiscal
quarter’s records.

Unclose Year Reopens the current year’s financial records.
Any other payments entered will show on the current
fiscal year’s records.

Unclose Export Reopens the current export period records.
Any other payments entered will show on the current
export period’s records.

Settle Credit Cards Finalizes the day’s credit card processing records.

NEW MENU

e L. Mew Company
=5 Mew Order
—
I Mew Estimate
;.? Mew Service Tickek

1L Mew Yendaor

i Mew Purchase Order

: Mew Bil

: Mew Receiving Document
M Quick: Bill

Mews Journal Enkry

e | |

.

8

Figure 3-7 New Menu Options

New Order Opens a screen to create a new order.

-—|| New Estimate Opens a screen to create a new estimate.

Cyrious Control Users Reference Manual 1 7



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
CHAPTER 3 NAVIGATING IN CYRIOUS

New Company Opens a screen to create a new company.

ACTIONS MENU

The content of this menu will vary depending on the screen you are working in.
You will learn about the various actions that will appear throughout this manual.

Action

¥. Open

,I# Save A5

4p Lock Screen Crik
@ #dd Instrument r

Figure 3-8 Explorer Actions Menu : Options- Example 1

Action Tools Custom

'[;. CIpEn
ﬂ Sawve As
4p Lock Screen  ChrlE

[:%i &dd Inskrument 4 () accounting - General
- @' Accounting - Payables
@ ficcounting - Receivables
@’ Ackivities and Activity Manager
@' Company and Contact
@ Date And Time
@’ Designer
@ Employes
@ Eskimate
£} Explorer
@ General
@’ Home
£ Order

@ Production

@’ Repart

Figure 3-9 Explorer Actions Menu : Options- Example 2

v T v v v v vy v v vy v wv v v w
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TOOLS MENU

Tools

=/ Cuick Reports

E Dashboards
Explorers
Home Screens
Impork Craka
LItilities

[l Open Calculator

ST T L

Figure 3-10 Tools Menu Options

L, Time Clock Opens the time clock adjustment screen.

Adjustment See Chapter 3 : Employees

Create History Opens a pop up window with options for auto
archiving records. Archiving moves records to your
history. You can access them by performing one of
two History searches in Explorer.

I~ Automatically move Orders/E stimates to History every I 4 5‘ weeks.

| want to move ordars with the follawing statuz(es):

[ Closed
[~ Woided

and older than | 36 E" month(zs).

| want to move estimates with the following status(es):

I~ Pending

I~ Lost

I~ Vaided

[~ Corverted

and older thanl 535‘ mmonth(z).

E;!ExecuteNow I
£ 0K | @Qancel |

Figure 3-11 Create History Dialog Box
Adjust Part Opens a grid displaying all parts available and
Inventory function buttons to change them.

Adjust Part Cost Opens a grid displaying all parts available and
functions to change their prices.

Cyrious Control Users Reference Manual 1 9
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Apply Finance Opens a screen where you can assess all financed
Charges orders and adjust rates.

% Aszess New Charges
" Clear Charges

Figure 3-12 Apply Finance Charges Options

Verify Formulas Opens an evaluation tool that will check all formulas
you have set up in your system. Click the button on
the right to save this log.

Report Checker Lists all reports with broken links or invalid system
reports.
Import Products Opens a screen to import products into Control.

Generic Importer  Opens a screen to import data and templates into
Control.

Browse Web Opens a web browser window in Control.

VERIFY FORMULAS may take a long time to complete, depending on
how many formulas you have set up.

You may choose to wait until the end of your business day to use this
option as you will be unable to use Control until this inventory is
complete.
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Welcome to the Cyrious Software Customer Website

CYRIOUS

If you are not a Cyrious Customer:
Click here to find out how Cyrious can make you and your
business more successful.

Tech Support Sales Dept. Products Companylinfo Customer

Figure 3-13 Cyrious Web Browser

EXPLORE MENU

Tools

=/ Cuuick Reports

B Dashboards k
Explorers k Explorer
Horne Screens A
5.1 Explare Crders
Impoark Data P }
I : . Explore Estimates
Ltilicies
[ Open Calculabor ~i¢ Explore Service Tickets
&1 Explore Line Items
-.:“ Explore Recurring Orders

... Explore Companies

Explore Contacts

Explore Yendaors
= Explore Purchase Orders

= ! Explore Purchase Order Items

= 1 Explare Bills

-
Hr
Bl
-
iy
23 Explore Recsiving Documenkts
1
]
oo
A

- Explore Activities

21 Explore Order Hiskary

:l Explore Estimate History

Figure 3-14 Explore Menu Options

Explorer is Cyrious Software’s powerful search engine. With it, you can locate various
types of records, such as orders, estimates, service tickets, and contacts.
See Chapter 9 : Explorer for an extensive review of how to best use this valuable tool.
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REPORTS MENU

I
1]
=
]
=
ol

Financial Repaorts & Closeouts

Banking

Cuskomers & Receivables

v v w

Wendors & Payables

WIP 8 Built
Sales
Closed

Estimake

v v v v

-

Emploves

Activities

Production & Scheduling

Parts & Inventory

v v w v

Products & Pricing

FIFFFEF FIFFPFY | FEPFE

IJser Reports L

Figure 3-15 Reports Menu

The Reports menu contains sub-menus for each of the options listed. These will be
covered in detail in Chapter 15 : Reporting.

Eepons

E;.." Standard Accounting Reports
E’ Close Cuts

E;.." Tax Reparts

E;.." GL Exports

%/ Gl Account Reports

E Financial Reports
E’ Banking

E’ Customers & Receivables

L

%/ vendors & Payables

% WP & Built
E’ Sales
E’ losed

E’ Estimate

v v v v v

E;.." Lisk=s (Financial)

b RS, A HHHE. £

B

E’ Employes

%/ Activities
E’ Production & Scheduling

E’ Parts & Inventory

3. FEEEEEE SEEFEER FFEEEE R 4

E’ Producks & Pricing

E’ Ilzer Reports L

Figure 3-16 Accounting Reports Sub-Menu

Many of the sub-menu options also have a sub-menu with additional options.
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[ %/ Standard Accounting Reports  #
%/ Banking b % Close Quts L
:‘\.;," Customers B Receivables L4 :‘\.;," Tax Reports L4
%/ vendors & Pavables L E GL Exports 4 ./ GL Export For Cougar
R ; %/ GL Account Reparts b ./ GLExport for DacEasy
:;., Sales } :‘\.;," Lists (Financial) P ./ GLExport For ExcelfGeneric
e i

' GLE k For Mi ft Small Eusi
S/ Closed 4 H. - Expu:urt l:uzur Ml:;::u:u rmall Business
%/ Estimate b W
< GL Export For Peachtree
3/ Employes k as 1Bl Expart For Quickbooks
S/ Activities » a GL Export For Simply Accounting
:‘\.;’ Production & Scheduling L
%/ Parts & Irventary L
:‘\.;," Products 2 Pricing L4
:‘\.;,’ User Reports L4
Figure 3-17 GL Export Sub-Menu

Beports
:‘\.;..’ Financial Reports & Closeouts  F
%/ Banking L4
E Customers & Receivables 3 %/ AR Reports »
E‘J Wendors & Pavables L4 E;..’ Payments (Receipts) from Cuskomers  #

./ WIP & Built , ¥ statements ...* All Account Statements
“La Sales » Ea-’ Promotion Reports , ._.a'l Staktements - 0-30 Days
Yo ! ) CntomerCroes s o
M ' E;." .. Mare Customer Analvsis Reports 4 ./ Statements - Cver 90 Days
3;." Emplovee P ./ Active Customer Listing

E:a" Activitios b « Customer File Folder Labels

E‘J Production & Scheduling L4

%/ Parts & Inventory L4

%/ Products & Pricing L4

:“\.;..’ IUser Reports k

Figure 3-18 Statements Sub-Menu
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SALES & MARKETING MENU

Bepors

%/ Financial Feparts & Closeauts
:"\.;..’ Banking

S/ Customers & Receivables

%/ Yendars & Payables

b . .

g WIF 2 Built
%/ sdles
%) Closed

%/ Estimate

3
3
L4
3

E In WIP Reports

:’*\.;’ In Built Reports

:"\.;..’ Emploves

-

%/ Placed Between Reparts

%/ Built Between Reparts
:‘\.;’ .. More WIF & Built Analysis Repaorts

S/ Ackivities
E’ Production & Scheduling
3./ Parts & Inventory

:“\.;..’ Products & Pricing

v v v v

?.;.’ User Reparks

Ny NG KL WG NN W

WIP Summary - Order Level
WIP by Crder Station

WIP By Customer - Order Level
WIP By Calendar Month Due
\WIP By Line Ikem Station

WIP By Machine

" WIP Crders On Hold

Figure 3-19 Order Status Reports - WIP Reports Sub-Menu

sales & Marketing

5 Activity Manager
-?:-"d' Marketing Home
wj Explare Activities

—4 Recurring Activities

ﬂ’;:- Advanced Query Sekup

Hu Macro Setup

s User Defined Field Setup

Figure 3-20 Sales & Marketing Menu

The Sales and Marketing menu options will be covered in detail in Chapter 14 : Marketing.
Selecting either the Marketing Home option or the Marketing Home button on the toolbar

will take you to the Marketing home screen.
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File MNew Actions Tools Explore Repons Sales & Marketing Setup Help

a T - |5
M« B D <

Logout Explorer Mew Order Mew Estimate Mew Company Payment Entry Quick Reports Time Clack Activity Manager — Marketing Home Production Horme Toolbar Report

=

Y 4 0®m % @ =

= 4 == b

= Esisting Queries j
& Achivity Duenies

& Compary Queries
£ Contact Queries
& Employee Queries
4 Estimate Queries
& Drder Queries

4 Template Oueries

- Esisting Macios

4 Alivity Macios
2 Campary Macios
& Contact Macros
4 Emplopes Macios
5 Estimate Macros
& Order Macros

4 Template Macros

A

&
Advanced Query
Setup

Macro Setup

| 5 CIYRIOUIS
Run Macro

Schedule Macro

SETUP MENU

Figure 3-21 Marketing Home Screen

setup

|.i' ser Cptions
& Marhine Setup

a Swsbem Setup
.j Reporting Setup

Figure 3-22 Setup Menu

Machine Setup
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Employee Setup : Security Setup

Pricing Setup Reporting Setup

These options are covered in the Cyrious Set Up Guide and would generally be controlled
by your System Administrator.
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4: USER OPTIONS

Setup Help

& User Options

ﬁ Swskemn Setup
1;. Machine Setup

6;:'- Employee Setup
;, Security Setup

| Pricing Setup

g Reporting Setup

Figure 4-1 Setup Menu

ﬁ Option Setup
= [ Tranzaction Options 2 ¥ Show tips on home screen on startup,
[ Service Ticket Optionz  Automatical . o
L.. e libiBobons utomatically open web page on login.
- [, Explorer Options : fwmeny, cpriouszoftware, com
[ Ewplorer Opt URL ft
I...| Order and Order Histary Explarer Options ¥ Show web Update Annourcement Screen.
| Estimate and Estimate History Explorer Options .
!“-' ! AT 2 tap Addreszes on the Internet uging:
i Company Explorer Options b aedl st J
T -
i Cortact Explorer Options I el
L_l Template Explorer Options ¥ Show papment account images.
'._. Line Item E xplorer Options v Automatically lock the screen when idle foll 10 3‘ mirnutes.
[ Activity Explorer Options 4 : .
B Sarvics Ticket Exploret i :|  Toolbar digplay options:
| ervice Ticket Exp ?rer ptions i
i Course Explorer Options Cm el
|_I Activity Manager Options & Bath
I 5 5 i
- Misc Options |
I H : 3
Ll Email Options Tie Stamp Format:|< <¢<UserProperdames» - <<Da Merge Figlds =
Reset Values |

Figure 4-2 User Options: Options Setup Screen - Miscellaneous Options Selected

SEE THE CYRIOUS SETUP GUIDE

These options are covered in the Cyrious Set Up Guide and would generally be
controlled by your System Administrator.
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5: SYSTEM SETUP

Setup Help
& User Options

ﬁ Swskemn Setup
1‘;. Machine Setup

6;_‘.\-'- Employee Setup
;, Security Setup
| Pricing Setup

g Reporting Setup

Figure 5-1 Setup Menu Options

lZ_“_é Employes Setup

a System 5
2

- General
& Addiess and Logo
" Quick Products
I_. Email Options
|_I Report Options
|__I Backup Options
|=_I Orders, Estimates. and Service Tickets
- |_l Company
L, Contact Options
!__ Wendor Options

+

=

Stare Number: |12345 Default srea Code: |555 Diefault Country Code: |1

Campaty Marme: ISth I anagement Software

Ta:-:ID:I

[ Shipping | Biling |

" Shipping Methads
B Titles
& Mest Company Mumber
|_I Course
SpeedMaotes and Standard Test
|_I Explorer Dptions
|_l Marketing and Activity Manager
Accounting
Ll Migcellaneous

+ o+ o+t

¥ Phone Mumber Types "

E-rnail &ddress: Isales@cyrious.net

Store Manager: IBrown, Mary j

Defaultz from Store Biling Addreszs ;l
MAPOWEST. -
Phone: |[888] FR2-9323 =] Fa: |[225] 753.7348 =]
Tag Line: ISewing Your Buziness Meeds Better
LRL: Iwww. CyriouE, com !I

Store Logo: 1), Open Picturs |
[ Clear Ficture |
1§y Paste Ficture |

s I Y -

Aecelerate Praductivity, Makimize Results)

Figure 5-2 System Setup Screen- Address & Logo Options Selected.

SEE THE CYRIOUS SETUP GUIDE

These options are covered in the Cyrious Set Up Guide and would generally be
controlled by your System Administrator.
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6 : MACHINE SETUP

Setup Help
& User Options

ﬁ Swskemn Setup
1‘;. Machine Setup

6;_‘.\-'- Employee Setup
;, Security Setup
| Pricing Setup

g Reporting Setup

Figure 6-1 Setup Menu Options

_',) Machine Setup

| Path Location
Reports: ‘WCYRIOUSE4\Cyrious$iCaontral\Reparts',
Report Export: “WCYRIOUSE4\Cyrious$iControl\RepartExporth
StarShip Interface: “CyRIOUSE4Cyrious$sControl\StarShiph
Images: “\CYRIOUSE4\Cyrious$.Control\mages'

b Home a Option Setup

#4 System Paths
& Printer Types
" Bar Coding Options

Figure 6-2 Machine Setup Options

SEE THE CYRIOUS SETUP GUIDE

These options are covered in the Cyrious Set Up Guide and would generally be
controlled by your System Administrator.
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7: EMPLOYEES

CONCEPT

Every Cyrious Control action, order, report, transaction, or activity requires an employee login.

For employees to gain access to Cyrious, you must first enter their identifiable information in
the Employee Setup. Detailed records of all employees may be saved in the Employee Setup
section.

This general employee information identifies actions and secures personal information that is
unavailable for Users who do not have access granted.

Main Menu | Setup | Employee Setup

setup

g User Options
_:';, Machine Setup

1;_\_,5 Employves Setup

H Swskem Setup
Accounting Setup

i Reporting Setup
;l Security Setup

“ Pricing Setup

s User Defined Field Setup

Figure 7-1 Setup Menu Options
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EMPLOYEES & EMPLOYEE GROUPS

To the left of the Employee Setup screen, there is a list of all employees and groups. The
Company is the head of this hierarchy. All sub groups, employees, and divisions are beneath the
parent company.

A sub group is a group of employees that belong to a specific function in the company such as
Administration or Production. Employees are beneath a sub group of the company itself.
Alternately, you may set up a collection of employees or sub groups underneath a division, such
as a regional collection of employees, or a separate company contained under a parent company.

Certain employees and groups are set up as defaults.
You cannot delete these, even if not in use.

The defaults are Company, House Account, and System Administrator.

d?:‘u Emplopee Setup

. Mew Employee Sub Group Admin
8’ New Employee Group Mame: IAdmin ¥ Lchive
@ Dlis Prink & |4.dmin Group Code: |Admin
= Eompany = Manager: |[none] j
A Lt H — _ -
& CC?u.n P Lrefault Fricing Plan: Illeave asis] j
@.‘a Administrator, System -
;},' Black, Bil Default Tag Class: I[Ieave az iz j
&t Brown, Mary Street Address: |'| 2627 Jefferson Hiwy
S
&3 Green, John Sulte C
. |
& Manager, Store : City. State Past: [Eiaton Foude [ 70816
4 Owner, Store Offics Phone: |[555) 555-5555 =]
Office Fax: [[555) 5555655 B
Mok Specified: [[555) 55 5555 =
Email Address: I
Home Screen |[Use Group Home) j Group Home: Default
| rQuick Product
Horne Frame: I[USB Group List] ~|  Group List: Quick Praducts
Order/E stimate: I[Use Group List] j Group List: Quick Products
Group List; Quick Products
4|
Motes:

Figure 7-2 Admin Group Setup Screen
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EMPLOYEES

EMPLOYEE SUB GROUP SCREEN

a’g‘; Employee Setup

_ Mew Employes Sub Group

ﬁ, Mew Employes

@ [Delete
E _"q Company
43 Account, House
%a Administrator, System
&3 Black, Bil
%: Brown, kary
@ Green, John
a’g} M anager, Store
Q;. Owrer, Store

|»

Main Menu | Setup | Employee Setup

Click an employee sub group at far left.

-} A P Company =
4_7’“_._5 Account, House (.

@g &drniriztratar, Systern
&5 Black, Eil

% Browen, kary
4_7’“_._5 reen, John

3 5
=4 Adrnin

& Manager, Stare
ijg_\_!: Owner, Stare

Figure 7-3 Employee Sub Group Admin Selected

Graup Mame: [£dmin

¥ Active

Print As: |&drmin

Group Code: |2 dmin

Manager: |[none|

Default Pricing Plan: |llzave a2 iz

Default Tay Class: |[|eave a3 is)

Lefledl<d

Street Address: I'I 2627 Jefterzon Hwy

fSuite C

City, State Post: IBatDn Fouge

e F0R1E

Dffice Phane: [1555] 5555555

Office Fax: |[555] 556-6555

Nat Specitied: [[555) 555 5555

L e

Email Address: I

Home Screen I[Use Group Home)

j Group Home: Default

Quick Product

Hame Frame: I[Use Group List)

j Group List: Quick Products

Order/Estimate: I[Use Group List)

j Group List: Quick Products
Group List; Quick Products

MNotes:

Figure 7-4 Employee Setup Options: Admin Sub Group Selected.

Cyrious Control Users Reference Manual

32



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied

CHAPTER 7

EMPLOYEES

Group Name

Active (Checkbox)
Print As

Group Code
Manager

Default Pricing Plan
Default Tax Class

Enter the name of the group. This option must be completed - a
warning will appear when you try to save the information.

If this box is checked, the group is active.

Enter the group name you want printed on documents generated
by Control.

Enter in your coding for marketing and reports.
Enter in the name of the head of this group.
Select the default pricing for this group.

Select the default tax class for this group. You can select from
city, county and state tax classes.

There are numerous options throughout Control to adjust the tax class
used in place of the default.

Street Address

Enter in the group’s address.
For example, your Sales group may be located in Orlando,
whereas your Administrative group is in Miami.

SPECIFYING A TELEPHONE TYPE

The following information applies to many information screens in Control.

Options List

To the left of each telephone field is an arrow. Selecting this
arrow reveals a list of telephone types from which to choose.

Business 2
Buzsinessz Fawm 2
Cell Phone
Home

Haorme Fax
Home Phohe

Figure 7-5 Drop-down list of Contact Number Types

Office Phone

Enter the number of the office phone for the selected street
address. This may be different from the Company phone
number(s).

Click the button to the right of the entry field to enter a more
complex telephone number, such as an international calling

code.

Press Enter to apply the new number.
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! Office Phone j| 555 BEEEE55 _I
! Office Fax j| Country lh—
|[n-:ut specified] j| &rea Code | 555
Phaone | 2555555
Extenzion

Figure 7-6 Click on the button to enter the contact details.

Office Fax Enter the number of the office fax for the selected street
address. This may be different from the Company phone
number(s).

Not Specified This may be a second office phone number or it could be a cell

phone. You must select the option from the drop-down list once
you have entered a number.

Email Address Enter the complete email address for that sub group or
individual.

Email &ddress: iadmin@shupmanagementsuftware.u:u:un'l

Figure 7-7 Example of a complete email address

Home Screen Select the option from the drop-down list.

Harme Screen (|(NESNEL = =Na == Group Home:  Default

[Uze Group Home)
Drefault

b ark.eting
Production

Courge

Figure 7-8 Drop-down list of Home Screen Options

Quick Products Designate the Quick Products you want members of this group to
see when they initially log in to Control. For example, your Sales
team might need quick access to new orders, but Repairs might
need access to service tickets.

rHuick Product
Home Frame: I[USE Group List) j Group List: Quick Products

Order/E stimate: |[(REENETE N8| Group List: Guick Products

[Usze Group Lizt] ot Ol
Bick Pradiots Group List; Quick Products

Figure 7-9 Quick Products Options for Home Frame and Order/Estimate.

Notes Enter any additional information about the sub group as
required. These notes are visible only to those authorized to
access the Employee Setup.
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SPECIAL ACTION TOOLBAR FUNCTIONS- DON'T KNOW WHAT EACH FUNCTION DOES

The options available in the Action Menu will change depending on the screen you are
working in. See example below.

Action

@ Move Up
¥ Demate

{8 Close Chrl+F4
| Mew Emplovee Sub Group
8:. Mew Employes

25 New

#7 Edit Chrl+E

Figure 7-10 Employee Sub Group Setup Actions Menu Options

Close Closes an unedited screen.

New Employee Sub Group Opens a dialog window with prompts to create a new
employee sub group.

Employee sub groups branch out from the main company
group displayed at top.

New Employee Opens a dialog window with prompts to create a new
employee. Highlight an employee sub group and then click
this button. The employee will be under that sub group.
Nothing is highlighted when you click this button, the
employee will be under the parent company.

New Opens a screen to create a new record.

Edit Enters a mode that allows previously saved information to
be changed.

Clone Creates a duplicate of the selected record or option.

Example: There are less options available for the Options Setup Screen.

Actian

i@ Move Up
2 Demote
{8 Close  Ctrl4+F4
7 Edit Chrl+E

Figure 7-11 Action Menu Options for the Options Setup Screen
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RIGHT CLICK OPTIONS

For quick access to certain functions when editing a record, simply place the cursor
over the options and then click on the right mouse button.

A pop-up menu will appear with all of the options available for that selection.

Group Code; I

Undo

Cuk
Copy
Paste
Delete

Selech Al

Right to Left Reading Order

Figure 7-12 Employee Group Code Right Click Options

Oadd | Soeee |

Marme |Phone = |

@ Export Grid

~_1 Column Chooser

Figure 7-13 Employee - Personal Information Tab Right Click Options

This allows access to options that do not appear on the current screen.

The best way to learn what options are available on the Right Click
menu is to open a few screens and look at some of the menus.
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EMPLOYEE SUB SCREEN

Main Menu | Setup | Employee Setup
Click on an employee name at immediate left.

NEW EMPLOYEE SUB GROUP

Opens a dialog window with prompts to create a new employee sub group. Employee sub
groups branch out from the main company group displayed at top.

.. Mew Employee Sub Group | ||Manager. Store
& New Erployee &b Employes Information |f:|_) Personallnformationl &y signature andlmagel @ Schedulel a5 | Activitiesl
© Delete [Title ] ( First) [Last]
- 47 Company A Marme: I j |Store |Manager Tax D #: I
4 Account, House Group: IAdmin j Reports To: I[none] j
'?9 Administrator, Syst . ) e _I
&; Black, Bil Position: IManaQEI Office Phone: I[ | 555
a?;,‘- Brown, Mary Dept: I Office Fax: |[555] B55-5555 _I
o
4 Graen, John E-Mail | Repart Menw: IAII Reparts j
- A% admin 7
% MaracarSion Usze of Spster————————————  ~Cument Statu
.?; Dwne, Stare ¥ Active Emplayee + Feqular Employes Hire Date: INone |;|
¥ SalEspersan € Confract Employes
¥ Irstructor e
N Ehow Dcn I'I'|mc|eEII0c:k ) e
k| Crectz anlan o Termination Date: INone |;|
¥ Show on Line [kems
Pricing
: ’V Pricing Level: I[Standard] j Commigsion Flan: I[none] j
: Home Screen
’7 Home Screen I[Use Group Home] j Group Home: Marketing ‘
i Quick Product
; Harne Frame: I[USE Group List] j Group List: Quick Products
Order/E stimate: I[Use Group Lizt) j Group Ligt: Quick Products
Service Tickets: I[Use Group List] j Group List: Quick Products
MNotes: )
Security Info:
o Edit User |
e Delete User |
- Uszertame; Manager
» Security Template: Administrator
W Show Inactive

Figure 7-14 Employee Setup Screen
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New Employee Opens a dialog window with prompts to create a new employee. Highlight an
employee sub group and then click this button. The employee will be listed under that sub group.
Nothing is highlighted when you click this button, the employee will be listed under the company.

Delete

Show Inactive
Group Name
Active

Print As

Group Code
Manager

Default Pricing Plan
Default Tax Class

Division Name

Address

Quick Products

Notes

Removes an estimate or product from the database.

If this box is checked, all employees and sub groups will show.
The name of the group.

If this box is checked, the group is active.

Enter the group name you want printed on documents generated
by Control.

Enter in your coding for marketing and reports.
Enter in the name of the head of this group.
Select the default pricing for this group.

Select the default tax class for this group. You can select from
city, county and state tax classes.

Use divisions for special distinctions such as regional groupings,
or place separate companies under a single parent company.
This field is mandatory.

If not changed, it will have the same name as the company.

Enter in the group’s address. For example, your Sales group may
be located in Orlando, whereas your Administrative group is in
Miami.

Designate the Quick Products you want members of this group to
see when they initially log in to Control. For example,
Salespersons might need quick access to new orders, but Repairs
might need access to service tickets.

Other specific information about the sub group. These notes are
visible only to persons authorized to access the Employee Setup.
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SPECIAL ACTION TOOLBAR FUNCTIONS

7

Edit

#

Save

(%

Earizel

=)

Delete
e
Clone

B
Erint
h!tq
Activities

i
Mew
i

Cloze

-

-

Edit

Save

Cancel

Delete

Enters a mode that allows previously saved information to
be changed.

Saves the current employee information and closes the
record.

Cancels the action and exits the record. A prompt will ask
you to confirm that you wish to exit the record without
saving the information.

Confirm |

‘i:/} Are you sure you wank to cancel without saving?
W .

Yes Mo |

Figure 7-15 Confirm Dialog Box

Deletes the current Employee from the database. This step
cannot be undone.
If the employee has been assigned to certain tasks/items,

these must be reassigned to another employee before you
can delete.

Reassign Employee |

Thiz employes iz aszzigned to ane or more items. The
employes must be reaszigned.

Current: IManager[E], Store
e I[ncune] j

@- Cancel |

Figure 7-16 Confirm Dialog Box
T

Thiz emplovee iz aszsigned to one or more temz. The
employes muzt be reazzigned.

Current: IManager[E], Stare

Mew: j
Account, Houze
Administrator, System
Black., Bill

Browr, kdan

Green, John
Manager, Store
Cwner, Store

@- Cancel |

Figure 7-17 Confirm Dialog Box
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Edit
v
Save

(%

Earizel

=)

Delete
e
Clone
-_&;-_
Erint
h!tq

-

Activities

v

Clone

Print

New

New
Employee
Sub
Group

Activities

Close

Creates an exact duplicate of the current record and creates a
New Employee listing in the group selected.

- 4% Admin
%% Manager, Stare
Q;..'. MHew Employes
Q_‘_,l. Owiner, Store

Figure 7-18 New Employee - Admin. Group

If you wish to list this employee in another Group, enter the new
employee information, and select the Group Name before you
save the record.

Group: LI

Company

Figure 7-19 New Employee - Group Placement Options.

Prints the selected order, estimate, company, etc. Expands to
choose what exactly you want to print, Employee Activity Report,
Employee Customer Listing, and Employee Info.

Opens a screen to create a new record.

Opens a dialog window with prompts to create a new employee
sub group. Employee sub groups branch out from the main
company group displayed at top.

Expands to create an email, note, call, appointment, meeting, to
do, or work assignment.

Closes an unedited screen.
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SPECIAL ACTION MENU FUNCTIONS

As mentioned previously in this manual, the Action menu on the right side of the

screen provides the User with varying options depending on what screen the User
accesses.

“
Edit
o

Sawve

(%

Eanzel

=

Delete
u
Llone
B
Brint
ﬂg

-

Activities
e
Hew
r

Cloze

Figure 7-20 Employee Setup Screen Action Menu Options

The buttons and their actions as defined in Chapter 1 are typical options for a majority
of the screens you will use in Cyrious, however, we will highlight special actions for
you so that you learn how to best use the software.

Clone - Copies a pre-existing order, estimate, or product to a new record.
Delete - Removes an estimate or product from the database.

Edit User - Edits the User’s information.

Delete User - Click to deactivate the User.

The best way to learn what options are available on the
Action menu is by using the software yourself. Once you
have Control up and running, take a few minutes to open
a few screens and look at some of the drop down menus.
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PRINT SUB MENU

i

li’\?

Main Menu | Setup | Employee Setup | Print Action Menu Button

s

B Ermnployes Activity B eport
o Ernployes Custamer Listing

) Employes Info

Figure 7-21 Employee Setup Screen Print Action Menu Options

Expands to choose what exactly you want to print, Employee Activity Report,
Employee Customer Listing, and Employee Info.

ACTIVITIES SUB MENU

L

..f " Main Menu | Setup | Employee Setup | Activities Menu Button
|\ﬁ 1

33
|| Email

= Create Mate

&2 Mew Other

W Mew Call

{;’s Mew Sppt

L Mew Mig

= Mew TaDo

@5’ Mew Wiork Aszighment

Employee Setup ScreenActivities Menu Options

Expands to create an email, note, call, appointment, meeting, to do, or work assignment.

EMPLOYEE INFORMATION TAB

The top portion of this screen is for the employee’s business information. Complete as
many or as few fields as needed.

You must enter a name in order to save the employee’s
information.
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USE OF SYSTEM

Main Menu | Setup | Employee Setup | Employee Information Tab

I1ze of Suztem
W Active Emplopes

W Salesperson

W Show On TimeClock
v Create Calendar

W Show on Line ltems

Employee Setup Screen Use of System Box
Designates which areas of the system this employee is permitted access.

Active Employee - To have an employee appear throughout Control, check the Active
Employee box. Former employees are inactive and do not appear in other portions of
the software, but you will retain their information in this section.

Salesperson - Check this box to assign salesperson status.

Show on Time Clock - You must check this box to designate an hourly employee.

Employees cannot clock in or out unless this box is
\ 74 checked.

Create Calendar - Check this box to have the Schedule tab activated for the
employee.

Show on Line Items - Check this box to allow an assign an employee to a line item in a
multi-line order for a single company.

CURRENT STATUS

Main Menu | Setup | Employee Setup | Employee Information Tab

Current Statuz

& Fegular Emploves Hire Date: |'|'|.-"'| 742005 |L|
' Contract Employee

0 On Leave

" Prior Emplovee Termination Date; |

Employee Setup Screen Current Status Box

Regular Employee - Desighates an employee whose employment is current and
permanent. Until you enter a termination date for this employee, they will be able to
clock in and out.
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Contract Employee - Designates an employee whose employment is current and for a
pre-determined period. They will be able to clock in and out until the date specified
in the Termination Date box.

On Leave - Designates an employee whose employment is current, but the employee is
not actually working. Employees marked as On Leave will not be able to clock in or out
until you change their status to Regular Employee or Contract Employee.

Prior Employee - Designates a past employee. Employees marked as Prior Employees
will not be able to clock in our out.

Hire Date - Must be entered for regular and contract employees in order to clock in
and out.

Termination Date - Must enter for prior employees.

PRICING OPTIONS

This is where you will specify their commission rate. Control computes commission for
your employees automatically.

ENTERING SECURITY INFORMATION

p o
'.'n Main Menu | Setup | Employee Setup | Employee Information Tab |

% Add User Button

kegan Bridgeman
IJzer Settings
Liogin Marme: |MEridgemarJ W Allowed to log in,
FPazsword: | ““““““““
Werify Py | ““““““““ [ Reset pazsword on nest login.
Template Marne: |.-5‘-.|:|ministrat-:|r j
@ ok | @-Eancel |

Employee Setup User Settings Pop Up Window

From the main employee screen, click the Add User button in the lower right hand
corner of the screen to open an entry screen.

Specify the employee’s desired login name
Enter a password
Verify the password

Select the template you wish to make available to the employee, e.g. your Payroll
Accountant might need to have access to the Accounts Payable template
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PERSONAL INFORMATION TAB

4. Main Menu | Setup | Employee Setup | Personal Information Tab

85 Emplayee Information &b Personal Informetion ]3; Sighature andlmage] @ Schedule | 7 Activities

Phyzical | Mailing

Home Address: |

City, State Post: [Eaton Rauge [La [EE]

Cell Phone | | Bitth Date: | -]

Horne - | J

Office Phane - |[225] 7hZ-2887 J

Emergency Contact Information
€) Add | e Dilete | Emergency Contact Information
Name | Phone -] Mame: [first) | [lazt] |
Rielationzhip: |M0thel

Cell Phane v |(225) ]
[not specified) - |[225] o J
[hat specified) A |[225] - J

Employee Personal Information Tab
Physical Address

In the area below, fill in the employee’s physical home address. This may be necessary in case of
an emergency and you need to locate family members.

Mailing Address

If your company does not hand out pay stubs or pay checks, and you mail them instead, you will
definitely need to enter in a mailing address here. This record will also come in handy when you
need to mail out other information regarding health insurance, 401k benefits, etc.

Birth Date

Some employers may be wary about storing this sensitive information in an area potentially
viewable by many employees. However, storing the employee’s date of birth here may be useful
in case of an emergency. You may need to access this information for medical reasons.

It is also a nice way to remember when to buy your employees cake and ice cream!
Emergency Contacts
Click Add to open a new emergency contact record

Enter the emergency contact’s name, their relationship to the employee, and preferably at least
one phone number for the contact

Keep clicking Add to enter in as many emergency contact records as needed for that employee
Click Save when completed
The Delete button disposes of an emergency contact record.
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RIGHT CLICK OPTIONS

@ E wpart Grid

—
= Colurmn Chooser

Employee Sub Screen Personal Information

Tab Right Click Options

Export Grid - Creates a file that you can export to another program such as Microsoft

Excel.

Column Chooser - Opens a pop up box with a check list of columns you can view in
this box. Cyrious saves all your settings for each screen you customize.

Select Colurnng

Select the columg that pou want to view:

Mame
Phone

The zelected column should be EI pixelz wide
The visible screen should have 1] 3: columng frozen.

M owve Diown
Default

[T Save Changes

@QK | @Qancel |

Column Chooser Dialogue

% Create your own columns by clicking the Add Custom Columns button.

P ——
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SIGNATURE AND IMAGE TAB

Main Menu | Setup | Employee Setup | Signature and Image Tab

& Employee Information] & Personal Informatian &> Signature and Imags l @ Schedule | 77 Activiies

Signature: 85 Open Picture John Smith
% Clear Picture Marketing Department
i Paste Picture

Image: 18 Open Picture
1§ Clear Picture C YRIOUS

) Accelerate Productivity. Maximize Results.
5 Paste Picture

Employee Setup Sub Screen Signature and Image Tab

SIGNATURE

Designates a signature that will show up at the bottom of any documents the
employee prints from Control. This may include letters to a customer, invoices, etc.

Open Picture - Opens an Explorer window to search for an image on your computer.
Clear Picture - Clears the currently selected image.

Paste Picture - Pastes an image that saves to your clipboard.

IMAGE

Designates an image to store in the system that other employees can view. This may
be helpful if you are part of a rather large corporation and you have employees from
different parts of the country or world that otherwise would not be able to put a face
to the name.

The commands are the same as for the signature upload.

SCHEDULE TAB

5 "ol Main Menu | Setup | Employee Setup | Schedule Tab
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EJ} Ermnploves Information E} Perzonal Infarmation .?J} Signature and rmage @ Schedule l T Activities

Employee i1z Certified to be Scheduled for:
0 &

Employee Setup Sub Screen Schedule Tab
Available jobs are in the large box.

'(L “5 Set up the list of jobs.
'a:\ \ Main Menu | Setup | Pricing Setup | Parts Setup
INY

Select the box to the left of a job to assign the employee to it

Click the box again to remove the employee from the assignment

An employee not scheduled for a job in this setup tab will
not be able to charge time to it in the Time Clock.

ACTIVITIES TAB

o

:x Main Menu | Setup | Employee Setup | Activities Tab
|‘ﬁ 1
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.?,; Employee Information | &y Personal Information .?,; Signature and Image ] @ Schedule T Activities
y iCloze Out i W] Contact Activity Template Database Back-Up
Company Credit Card Process Email
’ Contact Activity Credit Mema Email Template
| | 2l
Description _+| ||General Information:
; Find out if she ;

B 10:00: ] Fiun Ingtallment Paymen | EoTnyt:gF [ '
Contact Activity ToDo 5/15/2008 10:00:58 Ak Fiun Ingtalment Payment 5 )
Contact Activity ToDo 4/415/2008 10:00:27 Ak Fiun Ingtaliment Payment 4 Feminder:
Contact Activity ToDo 3/415/2008 10:00:48 Ak Fiun Ingtalment Payment 3 .
Contact Activity TaDo 2/15/2006 10:00:59 AM Run Installment Payment 2 Description:
Contact Activity Call 2/1/2008 12:00:30 P Call for payment | ocatior: ’7
Contact Activity ToDo 2/1/2008 100057 Ak Call to verify payment of ba = .
Contact Activity ToDo 1/415/2008 10:00:04 Ak Fiun Ingtallment Payment 1 Order:
Contact Activity Call 1/9/2008 1:00:30 PM Call fram Donna
Contact Activity ToDo 14342008 10:00:29 Ak Fiun remainder of balance Compary
Contact Activity ToDo 12/28/2005 10:00:46 Ph Ask Mitch if you canunp, !
Company 12/28/2005 1:58:22 PM Company Edited Info: Click for
Time Card 12/28/2005 1:41:15 PM Admin: n Office time card [ ph: [E
Time Card 1242942005 12:55:34 PM Lunch tirme card [12:55:34 R
Company 12/28/2005 10:41:18 AM Company Edited Motes:
Order Order Status Markec 12/29/2005 10:39:33 AM Order Status Marked Sale
Order Edited 12/29/2005 10:39:19 &M Order Edited
Payment 12/28/2005 10:36:48 A Master payment for FASTS
Payment 12/28/2005 10:36:48 A Order payment for FASTSIL
Credit Card Process 12/28/2005 10:36:39 A Credit card payment proce:
Company Edited 12/28/2005 10:36:36 A Contact Update
Estimate Estimate Converted | 12/29/2005 10:35:41 AM Estimate Corverted
Drder Created 12/29/2005 10:35:41 &M Order Created Scheduled Date:
Order Edited 12/29/2005 10:24:02 &M Order Edited ,—D ®
E stimate E stimate Converted | 12/29/2005 102334 AM E stimate Converted " -
Order Created 1242942005 10:23:34 AM Order Created r
Order Order Status Markec 12/29/2005 10:08:40 AM Order Status Marked Sale ]
Company 12/28/2005 10:07:58 Ak Company Edited “r‘"} Make Recuring | [~
Time Card 12/28/2005 10:04:24 A Master time card [10:04:23
Login Login 12/28/2005 10:03:25 Ak Megan Bridgeman Logged
Logout Logout 12/28/2005 E:31:42 PM Megan Bridgeman Logged
Login Login 12/28/2005 £:30:37 PM Megan Bridgeman Logged Created By:  Bridgeman, Megan 5 Complete
Logout Logout 12/28/2005 E:30:16 PM Megan Bridgeman Logged o 12/2/2005 1:18:32 PM —_—
Contact Activity ToDo 12/28/2005 5:00:19 P Daily Close Out .
Login Login 12/26/2005 4:21:04 PM Megan BridgemanLogged || _oPeted By enel
Logout Logout 12/28/2005 4:20:46 P Megan Bridgeman Loggflj
Y — e 2

Employee Setup Activities Tab
The Activities tab is a tool to help you track your employees’ activities.

Unlike using the Activity Manager for viewing employee actions, this section will allow
you to view and schedule more than contact activities, including:

e (lose outs

e Credit card processes

e Database back-ups

e Emails sent from Control
e Estimates created/converted
e Databases imported

e Logins/outs

e Modifiers created

e Notes created

e QOrders created

e Parts used

e Payments ran

e Products created

e Reports printed

e Service tickets created
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You can select which activities to view for that employee by selecting check boxes in
the top query window. The green check button selects all activities. The red circle
button clears all check boxes. You can specify which activities you want to view by

checking the desired boxes.

If you are looking at contact activities, a detailed screen with the company’s contact
information will appear on the right side of the screen, including the related order
number, the date of the contact, and any notes the employee made after making the

contact.

This screen also displays future activities scheduled for the employee.

RIGHT CLICK OPTIONS

.?,; Employeelnformation] & Personallnformation] .?,; Signature andlmage] @ Schedule T Activities

y Close Out

Company
Contact Activity

Contact Activity Template
Credit Card Process
Credit Mema

[atabasze Back-Up
Email
Email Template

®
| |
| Date Description _+| ||General Information:
2 A Find outt if she wants to con
Contact Activity = 10:00:27 Ak Fiun Ingtalment Payment & | EoTnyt:gF [ '
Contact Activity ;,. Open in Mew Window 10:00:58 Ak Fiun Ingtalment Payment 5 Calendar | )
Contact Activity 10:00:27 Ak Fiun Ingtaliment Payment 4 i Feminder:
Contact Activity = Complete Activity 4 10:00:43 AM Run Installment Payment 3 .
Contact Activity ™7 Change Scheduled Date 10:00:59 AM Run Installment Payment 2 Deseription:
Contact Activity 12:00:30 P Call for payment | ocatior: ’7
Contact Activity ™59 New Achivity 3 100057 Ak Call to verify payment of ba = .
Contact Activity 10:00:04 Ak Fiun Ingtallment Payment 1 Order:
Contact Activity 8% Print 1:00:30 PM Call from Donna
Contact Activity Clone 10:00:29 AM Run remainder of balance Comnpary
Contact Activity =i 10:00:46 Ph Ask Mitch if you canunp, !
Company e Delete 1:58:22 PM Company Edited Info: Click for
Time Card - F ComemT ir: I Office time card [ | ph: [E
Time Card & Compary < Open Company Ech time card [1255:34 | |
E?S:any @ Export Grid = Eplo > fnpany Edted R Metee
— 3 Frint Compary Reparts # | Ve g
Order = Colurmn Chooser
Payrent TZ7 27200 10:36:48 &M 1 I Customer Activity Report
Payment 12/28/2005 10:36:48 A u} . Contact Activity Feport
Credit Card Process 1242942005 10:36:39 AM = Bl Customer Account Statement
Company Edited 12/29/2005 10:36:36 &M 5
Estimate Estimate Converted | 12/29/2005 10:35:41 AM 3§ | Word Reports d B (v/oid) 5160 Labels
Order Created 12/29/2005 10:35:41 &M 0 Wl EMS Custamer Reports v [ (+ord] Ervvelape
Order Edited 12/29/2005 10:24:02 &M u] Hc i . ] ol Miss You - E Month
Estimate Estimate Carverted | 12/23/2008 10:23:34 AM g M8 Customer Information W AL
Order Created 12/29/2005 10:23:34 AW Order Created r . ["ford) Mizz You Postcard - 10%
Order Order Status Markec 12/29/2005 10:08:40 AM Order Status_Marked Sale W (w/ord) Bealy Miss You - 9 Morths
Company 12/28/2005 10:07:58 Ak Company Edited = .
Time Card 1242342005 10:04:24 AM Master time card (10:04:23 B (/o) Thank You Postoard - 10%
Login Login 12/28/2005 10:03:25 Ak Megan Bridgeman Logged . ["ford) Blank. Template
Logout Logout 12/28/2005 E:31:42 PM Megan Bridgeman Logged
Login Login 1242842005 £:30:37 PM Megan Bridgeman Loaged I s _ #5 Complete
Logout Logout 12/28/2005 £:30:16 PM Megan Eridgeman Logged W (word] SMS to'v8 Update Malout | © Z0TREF
Contact Activity ToDo 12/28/2005 5:00:19 PM Caily Close Out Comple . [word] Support Amnesty Letter
Login Login 12/28/2005 4:21:04 P Megan Bridgeman Logged
Logout Logout 12/26/2005 4:20:45 PM Megan Bridgeman Loggflj R
4 » A . Fioundtable Followup Letter |
. Envelope - Primary Contact
. Monthly Support Renewsal Form

Right Clicking the Column Title in an Employee’s Activity Tab

Edit - Enters a mode that allows previously saved information to be changed.

Open in New Window - Opens the highlighted record in a new window.

Complete Activity - Expands and displays options for marking the activity as

completed.

Change Scheduled Date - Opens a pop up window with a dialog where you can change

the date of the activity.
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Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
EMPLOYEES

New Activity - Expands to create an email, note, call, appointment, meeting, to do,
or work assignment.

Print - Prints the selected order, estimate, company, etc.
Clone - Copies a pre-existing order, estimate, or product to a new record.
Delete - Removes an estimate or product from the database.

Company - Expands with a few options for viewing the company and displaying reports
pertinent to the company.

Export Grid - Creates a file that you can export to another program such as Microsoft
Excel.

Column Chooser - Opens a pop up box with a checklist of columns you can view in this
box. Cyrious saves all your settings for each screen you customize.

TIME CLOCK

A
|

Main Control Toolbar | Time Clock

Control Home Page | Time Clock

Access the time clock from the top row of Action buttons from anywhere in Control. The only
employees who will appear are those checked in the Show on Time Clock box in the Employee
Setup screen.

In |gag:je i ftatuhs [ Emplayee: Megan Bridgeman
. Admin unc . R
© . Current Status: Admin: In Office
Abadie, Jennifer Not Clocked In
Arceneaux. Kirt Not Clocked In B = b
Bailey, Joseph Mot Clacked In Gt Status Clack Out
Bordelon, Chad Mot Clacked In = o
eman, Megan Admin: In Office Time Clock History Start Date: |12/22/2005 ~! Refrash
Brown. Tina Wot Clocked In Time Card Start Date/Time End Date/Time Cumulative Time Order
€ Car, Michael Clocked In — 3 Thursday, 12/23/2005  12/25/2005 10.04:24 &M
! 4 Lunck 12/29/2005 125634 PM 12/29/2005 1:41:14 PM 48 mins
© Carter. Charles Clocked In A Admin In Offics 12/28/2005 141,15 PM .
Carter. Chas Not Clocked In - 7} ednesday, 12/28/2005 12/28/2005 10:0310 AM 12/28/2005 6:31.31 PM # his 22 mins
Chanes, Joe Not Clocked In H Lunch 1272872005 1: 26:40 PM 1272872005 2:20:42 PM B4 minz
4 hdmin In Office 12/26/2005 2:20:42 PM 12/26/2005 6:31:31 PM 4his 10 mins
@ Cifreo. Julie Impl: On-Site Training o ) Tuesdasy 12/27/2005  12/27/200510:0B32AM  12/27/2005 71157 PM Ihis 3 mins
Clark, Doug Mot Clocked In 4 Lunch 127272005 1:00:00 P 12/27/2005 1:33.40 PM 39 mins
Clark. Steve Not Clocked In -l o Admire In Office 12/27/2005 1:39:40 PM 12/27/2005 71157 PM 5 hirs 32 ming
- ) Fiiday, 12/23/2005 12/23/2005 101630 AM  12/23/2005 5.28:59 PM 7 his 10 mins
Cronan. Jeremy Mot Clocked In G Admin Working A 12/23/2005 101861 M 12/22/200512408PM  3his & mins
Cyrious Store O, Not Clocked In 4 Lunch 12/23/2005 1:24:08 PM 12/23/2005 2.09:41 PM 15 mins
Deleon. Michasl Not Clocked In o Admin Working &t..  12/23/2005 2:09.42 PM 12/23/2005 417.09 PM 2his 7 mins
z Break 12/23/2005 417.09 PM 12423/2005 4 25,58 PM & mins
@ DeSanito. Susan | Clocked In G hdminWorking A 12232005 32558PM 12/23/200552259PM 1 ki3 ming
Dunaway. Kirk Not Clocked In 1 0 Thursday, 12/22/2005  12/22/2005 1:30:53 PM 1242272005 6:04:54 PM 4 hrs 34 mins
Emplayee, Your Not Clocked In T Thursday, 12/22/2006  12/22/2005 5 25,25 4M 12422/20061:03.57 PM Fhis 44 mins
Feliciano, Joey Not Clocked In
Flernmer old, Mitch | Not Clacked In
Flernmer, Michael  |Not Clocked In
Geiss, Kristin Mot Clacked In
Gossett, Chris Mot Clocked In
Grant, Bart Not Clocked In N
KN — 1
[~ Show Only Clocked In Employees 4| K

Time Clock Screen
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CHAPTER 7 EMPLOYEES

SPECIAL ACTIONS TOOLBAR FUNCTIONS

Actions

@ Move Up
2» Demaote

{8 close  Ctrl+F4
@ Maove Down

O Clock Out

{7 Clear Status

Time Clock Screen Actions Menu Functions
Close - Closes an unedited screen.
Clock Out - Clocks the highlighted employee out for the day.

Clear Status - Opens a sub menu to change the status of an order. You can also void an
order with this button.

Special Action Menu Functions

Edit - Enters a mode that allows previously saved information to be changed.
Save - Saves all entered information.

Clock Out - Clocks the highlighted employee out for the day.

Cancel - Disregards changes and additions made to a record.

Clone - Copies a pre-existing order, estimate, or product to a new record.
Close - Closes an unedited screen.

Another Secret Menu in this Area

Wer, 03.00 i
& Stant | [ Cyrious Control - Ver_ .

Calculator and Calendar Buttons

Calculator - Opens the standard Windows calculator.

Calendar - Opens a pop up window showing a small reference calendar.

Calendar

Kl December. 2005 January, 2006 [+ |

Sun Mon TueWed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat

1 2 3 1 2 3 4 8B B 7
4 5 B 7 8 9 10 & 9 10 11 12 13 14
11 12 13 14 15 16 17 15 16 17 18 13 20 A
18 18 20 A 22 23 24 22 23 024 28 X 7 I8
2% 2% 2 BER0 n 2 0 A

[ 1Today: 12/29/2005

Calendar Pop Up Window
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CHAPTER 7 EMPLOYEES

RIGHT CLICK OPTIONS
‘[;. Open |

'!:';! Frirt q & Employes Activity Report

{3 Clock, Out & Employes Customer Listing

BN Clear Status i Employes Info

09 View work Histary
I1ze b aterial

e Set &z Inactive

< Ewport Grid
1 Column Choozer

Right Click on an Employee’s Name in the Grid
Open - Open a record.
Print - Prints the selected order, estimate, company, etc.
Clock Out - Clocks the highlighted employee out for the day.

Clear Status - Opens a sub menu to change the status of an order. You can also void an
order with this button.

View Work History - Shows a list of projects that employee has worked on.
Use Material - Designate which employees that employee can use.

Set as Inactive - Sets the designated employee as inactive. This does not delete their
record out of the system.

Export Grid - Creates a file that you can export to another program such as Microsoft
Excel.

Column Chooser - Opens a pop up box with a checklist of columns you can view in this
box. Cyrious saves all your settings for each screen you customize.

CLOCKING IN AND OUT

Highlight the employee’s name

Click the Clock In button to begin that employee’s time for the day
Click on Clock Out when their shift is over

tE “-5?-\_ Specify passwords for clocking in and out.

j \ Main Menu | Setup | Options | Store Options | Time Clock Options
| i,
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CHAPTER 7 EMPLOYEES

SETTING STATUS

Employes: Megan Eridgeman
Current Status: Admin: In Office

©
Clock Cut

Status Area of the Time Clock Screen

After clocking in, you can expand the Set Status menu to specify where to bill the
employee’s time. Use these statuses to specify how to charge an employee’s time.
These statuses are customizable and can even be specific to the projects your
company is currently working on.

Employees can select options such as Lunch or Smoke Breaks - and they are not paid
for this time.

Once the employee sets his/her status, time will be billed to that area until another
status is set or the employee clocks out, whichever comes first.

CLOCKING ON AND OFF PARTICULAR JOBS
Select a status that relates to a work activity, such as Production or Maintenance
Assign an order or estimate to that job in the pop up window

Order - Enter a specific order number. If you do not know it, you can click on the
magnifying glass to search for the order in Explorer.

Estimate - Enter a specific estimate number. If you do not know it, you can click on
the magnifying glass to search for the estimate in Explorer.

Company - Expands with a few options for viewing the company and displaying reports
pertinent to the company.

If you do not produce an exact match in this box, Control will
| 4 not automatically bill time to that company.

Contact - This option is available after you have entered a company name. Enter the
contact name to which you are billing time. You have the option of using the selection
list to search for it.

Part - Enter the part name to which you want time to be billed. If you do not know
exactly how the record is entered in Control, you have the option of using the
selection list to search for it.

Notes - Other specific information about the sub group. These notes are visible only to
persons authorized to access the Employee Setup.
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CHAPTER 7 EMPLOYEES

Some customers will require a detailed breakdown, so it is a
good habit to get into using this feature for all projects.

Password - The employee scheduling time to a project is required to enter in their
password for verification after they have completed all information fields.

e .
=1 Customize jobs.

j | Main Menu | Setup | Options | Store Options | Time Clock Options
A\

TIME CLOCK ADJUSTMENTS

ey Access Time Clock | Tools Menu | Time Clock Adjustment

4 December 2005 4 Employes: Bridgeman, Megan
S MTWTFS
e ——— Skabus:
B | K|
4 5 B 7 8 910 Start Drate: |12/29/2005 -
111213 141516 17 ) ,7_
1819 20 21 = 23 7 Start Time: [10:04:24 8 <5
75 26 27 2@ 20 A [~ Time card iz clozed

End Drate:
Employes; |Bridgeman, Megan - End Time: ’7—

Order: Q| Estimate: Q)

@ J  Company: |[nc-ne] ﬂ
3 i Contact: |[n0ne] j
i Wednesday, 12/28/2005 Part: |[n0ne] j
4 Tuesday, 12/27/2005 | |
U Friday, 12/23/2005 ) Motes:

4 Thursday, 12/22/2005

4 Thursday, 12/22/2005

1 Wednesday, 12/21/2005
4 Tuesday, 12/20/2005

4 Monday, 12/13/2005

4 Friday, 12/16/2005

4 Thursday, 12/15/2008

4 Wednesday, 12/14/2008
4 Tuesday, 1241372005

1 Monday, 12/12/2008

" Friday, 12/9/2005

4 Thurgday, 12/8/2005

i Wednesday, 12/7/2005
4 Tuesday, 12/6/2005

4 Monday, 12/5/2005 -l
4 Sunday, 12/4/2005

4 Saturday, 12/3/2005

4 Friday, 12/2/2005

4 Thursday, 12/1/2005

+ + + + + + + + + + + + + + + + + + + + + + o+

IV Show Inactive

Time Clock Adjustment Screen
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CHAPTER 7 EMPLOYEES

- An employee has to have previously clocked in to activate
‘ 4 this selection.

Select the appropriate day from the calendar
Choose the desired employee from the drop-down box directly below the calendar
Click the Edit button to activate the screen for changes
Use the time and date fields in the center of the screen to complete your changes
Select the Time Card is Closed box to enter in an end time
Select Save to complete your changes
You must make sure that when adjusting times you refrain
m from overlapping the time that a person is clocked in or

out, to the second. If adjustments are incorrect, an
employee may be compensated incorrectly.

SPECIAL ACTIONS TOOLBAR FUNCTIONS

Action

@ Mave Lp

» Demote

{8 Close  Ctrl+F4
@ Mave Davin

0 Clock In

Time Clock Adjustment Actions Menu Options
Close - Closes an unedited screen.
Edit - Enters a mode that allows previously saved information to be changed.
Delete - Removes an estimate or product from the database.
New Master Timecard - Opens a new master timecard.

New Detail Timecard - Opens a new detailed timecard.

CREATING NEW TIME CARDS

Open the Time Clock Adjustment Screen

Select the New Master Time Card button

Alternatively, to create a time card that will show status descriptions:
Open the Time Clock Adjustment screen

Select the New Detail Time Card button
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CHAPTER 8 PAYMENTS & ACCOUNTING

8:

PAYMENTS & ACCOUNTING

CONCEPT

No business software would be complete without exceptional capability to track your incoming
payments. Cyrious integrates your Accounts Receivable with your banking system, your inventory,

and your order completion.

The point-and-click interface makes it easy for your employees to post payments to the system.
Activity Manager records each payment an employee posts, providing managers easy access to
records should disputes arise.

PAYMENT ENTRY SCREEN

Main Toolbar | Payment Entry

File MNew Actions Tools Explore Reports Sales & Marketing Setup Help

Qo 3 e B 2 3 3 . =R =2 =

=—0o} il = 4 = =
Logout Explarer Mew Order New Estimate New Company Payment Entry Quick Reports Time Clock Activity Manager  Marketing Home Production Home Toolbar Report

& Home § & Payment Ertry

Company: 0] _Q_J ~Primary Contact ————— Billing Contact ——————————
Total Amount Due: $0.00 [”°gj]ma' . [m;?mar .
AR Total: $0.00 v i
Secanday: - Secondary: -

Company Credit: $0.00

Order No.: Q| Refiesh |

Cash Check | TrsdsBater | 40O | piscoyer [ MeterCad Visa
i L= 5 = -
| OrderMo. | Balance Due | Amount | Description | Status / Disposition | Sales Date [ Seles Total | Total Payments |
Pagment Amount Totals Contact: [inone] ~|  Update Contact Papment Information
Amount Tendered 0.00 5 Fayment account. (none)
Order Payment Amount $0.00 Mates i
Owerpayment to Credit 0.oo

Amount Difference: $0.00

Figure 8-1 Payment Entry Screen
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CHAPTER 8 PAYMENTS & ACCOUNTING

COMPANY
Before any payment entries can be made, the Company must be selected.

This can be done by entering the Company Name manually or by selecting the Explorer
button and nominating the required Company.

Company: IB etta Real Estate

Figure 8-2 Enter Company Name

— 3

Figure 8-3 Explorer Button - Select Company

Company: |Eetta Real Estate #l Pnmary Contact | ~Billing Contact—
Total Amount Due: $1,392.80 dohy Bette £akn Cpls
e Primary: [555] 234-56E5 Primany: [555] 234-56E5
AR Total: $0.00
| Secandany: - | | Secandany: -

Compaty Credit: $0.00
Order No.: _ﬂ Refresh

Figure 8-4 Company Payment & Contact Details

Primary Contac Billing Contact
John Eetta John Betta

Primary: [555] 234-56665 Primary: [555] 234-56665
Secondary: - Secondary: -

Figure 8-5 Company Contacts Details

Tatal Amount Due: $0.00
AR Total: $0.00
Company Credit: $0.00

Total Amount Due

PAYMENT OPTIONS
Cazh Check. Trade Barter '?:E:E:Sn Digcover MasterLard Yiza
1R C= C= C= s prszy

Figure 8-6 Payment Options Selection Buttons

Payment options selection buttons provide quick access to all of the types of payments
available in Cyrious Control. Select the appropriate button and the options available
for that payment type will appear in the lower half of the payment entry screen.
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CHAPTER 8 PAYMENTS & ACCOUNTING
A A ST T Contact: IBEtta,JDhﬂ j Ilpdate Contact Payment Information |
Armount Tendered: I 0.00 RTH Papment account: Check
Order Payment Amount; I $0.00 Payment Details | Mates I
Overpayment bo Credit: I 0.00 B e I
Amount Difference: I $0.00
Figure 8-7 Example - Check Payment Selected
ORDER DETAILS

The Order Details for the selected Customer appear in the window directly below the
Payment Options.

.| OrderNo. | BalanceDue | Amount | Description | Status / Disposiion | SalesDiate | Sales Total | Total Payments |
'TH 1002 $415.51 0.00 | Grand Format Prints WP/ Design - $415.51 $0.00
r 1003 $379.97 0.00| Office Signage WP / Layaut - $379.97 $0.00
O 1004 $597.32 0.00| Office Signage WIP / [none] - $597.32 $0.00

Figure 8-8 Customer Order Details

| OrderMo. | BalanceDue | Amount | Description | Status / Disposition | SalesDate | Sales Total | Total Payments |
I 1002 $415.51 41551 | Grand Fomat Prints m $415.51 $0.00
I 1003 $379.97 379.97 | Dffice Signage WIP / Layout - - $379.97 $0.00
r 1004 $597.32 0,00 | Dffice Sigriage WIP / [nane) - $597.32 $0.00

Figure 8-9 Customer Order Details - Order Selected

When the Invoice Number is selected, the Amount (in blue) is automatically filled in.

The Status or Disposition may be changed at this point - select the ellipsis button and

| Status / Disposition | SalesDate | Sales Tatal |T|:|taIF'a_l,lments|
oo s 000

w/lP / Layout (Leave a5 i) B $0.00
WP / [none] = ==
E Change Disposition  + JCEERGTY,
& Change Status b (8 arcwork dpproval
7] Layauk
(& on-Hold
(&) Packaging

& Quality Assurance

Figure 8-10 Change Disposition Options
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Statusz / Dizpozition | Salez Date | Salez Total |T|:|ta| F"a_l,lments|

$415.51 £0.00
[T
"¢ Change Disposition #
BB Change Status Y o Buit  Cirl+alkser |
5 (ol A (3 (Leave As Is)
(& {none)
(& Delivered
(& Installed
(& Picked-Up
% shipped

Figure 8-11 Change Status - Built Options

Statusz / Dizpozition | Salez Date | Salez Total |T|:|ta| F"a_l,lments|

$415.51 £0.00
[T
"¢ Change Disposition #
BB Change Status Y o Buit  Cirl+alkser |
5 (ol A (3 (Leave As Is)
(& {none)
(& Delivered
(& Installed
(& Picked-Up
% shipped

Figure 8-12 Change Status - Sale Options

Ilpdate Cantact Payment [nfarmatiorn 1

Figure 8-13 Update Contact Payment Information
Selection Button

Cyrious Control

Conkact payment information updated,

Figure 8-14 Contact Payment Information Update
Confirmation Dialog Box

When payment entry for that client has been entered and updated, you can then
select the next Company and repeat the process.
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CASH

Payment Amount Totals

Armount Tendered: W
Order Payment Amaovnt: IW
Owerpapment to Credit: Iw
Change Due: Im

Contact: IBelta, Jahn

o TEN

Maotes I

Payment account: Cash

=)

Update Contact Payment |nfarmation

Figure 8-15 Cash Payment Entry Options

CHECK (CHEQUE)

Payment Amount Totals

Amount Tendered: I Q.00

Contact; IBetta, Jahin

e ek Payment account: Check

oy FPLEE

Order Papment Amont: I

Overpayment to Credit: I Q.00
Amount Difference: I $0.00

Payment D etails | Mates I

=)

|Jpdate Cantact Payment [nfarmation

Check number: I

Figure 8-16 Check (Cheque) Payment Entry Options- Payment Details Tab

Payment Amount Totals

Amount Tendered: I 0.00

Contact; IEEtla, Johin

= Payment account: Check

g EPLEE

Order Papraent Armount: I

Owverpayment ta Credit: I 0.00

Amount Difference:

Payment D etailz | MNates |

=)

|Ipdate Contact Payment [nformation

Check number: I

Figure 8-17 Check (Cheque) Payment Entry Options- Notes Tab
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CHAPTER 8 PAYMENTS & ACCOUNTING

TRADE BARTER

e luledm T Contact: IBetta, John j Ilpdate Contact Payment Information

Amount Tendered: I 0.00 = Paymert accourt: Trade Barter

Order Payment Amount: I $0.00 Notes |

Overpayment to Credit: I 0.00
Amount Difference: I $0.00

Figure 8-18 Trade Barter Payment Entry Options

AMERICAN EXPRESS

Payment Amount Totals Contact: IBetta, Jahn j Update Contact Payment |nformation
Amaunt Tendered: I 0.00 B Payment account: American Express

Order Payment Amount; I $0.00 Payrent Dietails | Moles |

Overpapment to Credit | 0.00 e | @), s ¥ Send Credit Card Biling Address:
Amount Difference; I $0.00 Name e I Swips d
Expiration date: |[n0ne] = | x| WCode: | | X

Figure 8-19 American Express Payment Entry Options- Payment Details Tab

Payment Amount Totals Contact: IBetta,John j |Ipdate Contact Payment Information |
Amount Tendered: I 0.00 L= Payment account: American Express

Order Payment Amourat; I 30.00 Papment Details  Notss
Owerpayment to Credit: I 0.0o
Amount Difference: I $0.00

Figure 8-20 American Express Payment Entry Options- Notes Tab
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DISCOVER

Payment Amount Totals

Cortact: IBetta,John j Update Contact Payment Information I
Amount Tendered: I 0.00 = Payment account: Discover
Order Payment Amount; I £0.00 Payrnent Details | Notas |

Owerpayment to Credit: I 0.00 oAb I = v Send Credit Card Billing Address:
Amount Difference: I £0.00 ikt I Suipe =]
Expiration date: I[nDnB] A I =] V-Eode:l = x

Figure 8-21 Discover Payment Entry Options- Payment Details Tab

Payment Amount Totals Cantact: |Betta,J0hn *|  Update Contact Payment | rformation |
Amount Tendered: I 0.00 5 Payment account: Discover
Order Payment Arnount: IW Payrent Detals  Motes
Overpapment ta Credit: W
Amount Difference: IW

Figure 8-22 Discover Payment Entry Options- Notes Tab

MASTERCARD

Fayment Amount Totals Contact: |Betta,.John j |Update Contact Payment [mfarmation
Amount Tendered: I 0.00 ,‘: Payment account: MasterCard
-
Order Payment &mount: I $0.00 Payrnient Details | Motas |

Owerpayment to Credit: I nan i b I % ; ¥ Send Credit Card Billing Address:
Amount Difference: I $0.00 b I Suipe =
Espiation date: [[nore) =/ | | ¥Cade: | <] X

Figure 8-23 MasterCard Payment Entry Options- Payment Details Tab

Payment Amount Totals Contact: |Betta,John 7| Update Cortact Paymert Information |
Amount Tendered: I 000 M Payment account; MasterCard
-
Order Payment Amount: I $0.00 Payment Detals  Motes
Owerpayment to Credit: I oo
Amount Difference: I $0.00

Figure 8-24 MasterCard Payment Entry Options- Notes Tab
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CHAPTER 8

PAYMENTS & ACCOUNTING

VISA

Payment Amount Totals Eanaer IBetta,John

Amaunt Tendered: I 000 Payment account: Visa
Order Payment Amount: I $0.00 Payrnient Details I Motas I

j Lpdate Contact Payment Information I

Owerpayment to Credit: l oo A |

CHaE e l $0.00 Mame oh card: I

— ¥ Send Credit Card Billing Address:
o =

E xpiration date: I[none] j ! I j V-Eode:l

=X

Figure 8-25 Visa Payment Entry Options-Payment Details Tab

HavaelE oL nialinta = Cantact: IBetta, John j Update Contact Payment |nformation

Armount Tendered: I 0.00
Order Payment Amourt: I $0.00 FErEEE Wotes

Payment account: Visa

Overpapment ta Credit: I 0.00
Change Due: $0.00

Figure 8-26 Visa Payment Entry Options -Notes Tab

Company

Total Amount Due
AR Total
Company Credit

Order No.

Primary Contact
Billing Contact

. Cash

Expands with a few options for viewing the company
and displaying reports pertinent to the company.

Displays the total amount due for payment from that
company.

Displays the total amount of money received from
that company.

Displays the amount of credit available to the
company.

Enter a specific order number. If you do not know it,
you can click on the magnifying glass to search for the
order in Explorer.

This option is available after you have entered a
company name. Enter the contact name to which you
are billing time. You have the option of using the
selection list to search for it.

This option is available after you have entered a
company name. Enter the contact name to which you
are billing time. You have the option of using the
selection list to search for it.

Select if you are accepting a cash payment.
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Check

Trade Barter

American Express

Discover

MasterCard

Visa

Select if you are accepting payment by check. The
window will prompt you to enter in a check number.

Select if you are accepting trade barter. The window
will prompt you to enter details.

Select if you are accepting payment via American
Express. The window will prompt you to enter credit
card information.

Select if you are accepting payment via Discover card.
The window will prompt you to enter credit card
information.

Select if you are accepting payment via MasterCard.
The window will prompt you to enter credit card
information.

Select if you are accepting payment via Visa. The
window will prompt you to enter credit card
information.

Other payment options, such as eCheck, are available from Cyrious. Please
contact us if you would like additional information.

Amount Tendered

Order Payment
Amount

Overpayment
to Credit

Amount Difference

Contact

Update Payment
Information

Notes

The amount the customer is paying.
The total amount for the order

Additional money a customer is paying.

Some customers may prefer to pay $100.00 instead of
$97.42, and then the overpayment will go to their
credit account.

If the amount appears in red, the customer is not
paying the entire bill. If the amount is not a zero
amount, Cyrious will not allow you to process the
payment.

This option is available after you have entered a
company name. Enter the contact name to which you
are billing time. You have the option of using the
selection list to search for it.

Click this button to update the customer’s financial
record with the payment information you have
entered in this box.

Other specific information about the sub group. These
notes are visible only to persons authorized to access
the Employee Setup.

Cyrious Control Users Reference Manual

65



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
CHAPTER 8 PAYMENTS & ACCOUNTING

EXPLORER RIGHT CLICK OPTIONS

The right-click menu options available in Explorer are many and relative to orders,
status, disposition and activities.

Take some time to view these options.

¥. Open
&; Prink b
i Clane
‘.1} Change Status 3
‘{'} Zhange Disposition 3

'{} Change Sales Disposition  *

E Crder Options r
=1 Activities ’
‘4, Explore L4
o¥ Ship Order

“_" Excport Grid

= Colurnn Chooser

Figure 8-27 Explorer Customer Orders Right Click Menu

£l CpeEn
= Clone B Invaice b

, B2 work Order k
£ packing Slip

$ Gl Detail For Crder

2 Time Clock Labor

‘.'{':- Change Status
‘{) “hange Disposition b
' Change Sales Disposition  #

& Order Options ¥ 5 word Reports 4
77 Activities v

'~y Explore r

ZE ship Order

"_" Export trid
= Column Chooser

Figure 8-28 Explorer Customer Orders Right Click Menu
Print Options Submenu
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¥.l open |

€3 Print HER Invoice  Order Group
i Clone B Invaice

" B work Order

£ packing Slip

$ Gl Detail For Order

2 Time Clock Labor

B print Al

[ 3
]
B Tnvoice

]
B wark Order

*Q- Change Status
‘{} Zhange Disposition b

' Change Sales Disposition ¥

& Order Options ¥ B word Reports 3
7 Activities >

%, Explore r

ZE ship Order

‘_& Export Grid
= Column Chooser

Figure 8-29 Print Invoice/Work Order Group Submenu

1;. Open

€3 Print B Invoicefwork Order Group » |

18 Clone B2 Invoice [ i

*{) ihange Status 3 £ Work Order ¥ B Invoice 2

»» Change Disposition 3 ¥, packing lip B Invoice - Double Windaw

B G| Detail For Order

Hﬁ. Change Sales Disposition  *
B2 Time Clack Labar

&5 Order Options * B word Reparts "
7 Activities r

—4, Explore k

£k ship Order

& Expart Grid

——
- Column Chooser

Figure 8-30 Print Invoice Submenu
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¥. Cpen |

i Clone B Invaice

Ll T T

B work Crder

b Change Status E

e : o B Packing Slip B work Order 2

% Change Disposition L

; ) " B2 5L Detail Far Order B wark Order - Cigital
% Change Sales Disposition ¥

= B Time Clack Labor B work crder - Desian
= Order Options ¥ B word Reports H]

=1 Activities ’

—, Explore L4

o¥ Ship Order

‘_‘}' Export iarid
= Column Chooser

Figure 8-31 Print Work Order Submenu

¥.I Open |

$ Invoice/work Order Group  *
o Clone B Tnvaice ¥
. B work Order 2
B Packing Slip

$ Gl Detail For Order

*Q Change Status
"{} Change Disposition »
s Change Sales Disposition  F

£ Order Options B fword) 5160 Labels

| Activities B (Word) NSF Check
— Explore & (word) Blank Template
cE ship Order

‘_& Export Grid

= Colurn Chooser

Figure 8-32 Print Word Reports Submenu
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£l Cpen

B print »
i Clone
ﬁ: Change Status B® Built  Ctrl+al+6r RERGTTY
“¢» Change Disposition ¥ b Sale  Chl+albesk (& Awaiting Pickup
*{j Change Sales Disposition # & Awaiting Shipment
E Order Options 2 g Pen:?ng Inls-ltal:a::icun
“9 Activities b B E ko e hiat s
: & Quanlity Control
—, Explore r

& waiting Ship Date
ZE ship Order

“_" Export trid
= Column Chooser

Figure 8-33 Change Status - Built Submenu

u Open

B print »
it Clone

uile  Chrl-Alk+EF |

ﬁ Change Status
M Change Disposition L4

; TN RRAY (U (Leave As s)
‘) Changs Sales Dispasition * | (& {none)
B ) Delivered
i Order Options 3 (8 Delivere
7 Activities » @ Ill'lstalleu:l
—4, Explore 3 (& Picked-Up
& shipped

ok ship Order

- Excpart Grid

—
- Column Chooser

Figure 8-34 Change Status - Sale Submenu

Cyrious Control Users Reference Manual 69



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied

CHAPTER 8

PAYMENTS & ACCOUNTING

!;. CIpEn

B print ’
i Clone
ﬁj Change Status E
ﬁ: Zhange Disposition (5 arbwork Approval
'{) Change Sales Disposition * (3 Design
— L 18
=5 Order Options g g a':-“I"-lld
on-H

9 Activities > e
; (& Packaging
—, Explore L4

(2 Quality Azsurance
o¥ Ship Order

3‘_" Export iarid
= Column Choaoser

Figure 8-35 Change Disposition Sub Menu

l;. Open
B print

o Clone

‘.*{'} Change Status
‘ﬁ- Change Disposition

ﬁ:: Change Sales Disposition (% Delivered

— Installed

=% Order Options » g nsk:de
Picked-LI

9 activities = :-E. dp
Shi

'~y Explore » it

“F Ship Order

3‘_" Export Grid

= Colurn Chooser

Figure 8-36 Change Sales

Disposition Sub Menu
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£I Cipen
B print ’
o Clone
‘.'{'} Change Skatus k
.'{j hange Disposition »
*{} Change Sales Disposition  F

@ Order Options o Clock ©n
1 Activities L h" Post Paymenkt
'—4, Explore

[
¥ Apply Finance Charge
ZE Ship Order 47 Edit Description
- Edit Order Motes
—
iy Change Due Date

“_" Excport Grid
= Colurn Chooser

‘a5 Edit UDFs

&= Confirm Material Usage
A+ Confirrm Labor Time

+. Cpen Company
. Print Company Reparks

Figure 8-37 Order Options Sub Menu

{.I Open

B print »
o Clone

‘.*{'} Change Status E
'{j Change Disposition r

*{} Change Sales Disposition  F

i_.'_,_ Crder Options ’
B activities L.~ Email

—, Explare ¥ __ Create Maoke

- 45 New Oth
“F ship Order ar e

yi-:' e Call
# Export Grid L4t Mew Appt
=1 Colurnn Chooser L MNews Mg

= MNew To Do

47 Mew 'Wark Assignment

Figure 8-38 Activities Options Sub Menu
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l;. Cpen

B print »
i Clone

‘.1','} Change Status E
‘.‘{5 “hange Disposition L
'{) Change Sales Disposition #
.1_-'_,_ Crder Opkions 4
T Activities »

‘ﬂ' Explore .. Explore Company

¥ Ship Order =] Explore &ll Orders

= = Explore Line Ikems
" Export Grid "3 Explore Activities

= Column Chooser [

Figure 8-39 Explore Options Sub Menu

SPECIAL ACTIONS TOOLBAR FUNCTIONS

Actions Tools Ex
{8 Close  Ctrl+F4

Figure 8-40 Payment Entry Screen Actions Menu Options

Close - Closes an unedited screen.
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EFFECTIVE USE

PROCESS PAYMENTS EFFICIENTLY

If you have a fast-paced business, it is a good idea to integrate at least one swiping
machine with Cyrious. When you choose to apply a credit card payment, you can then
swipe the card, rather than having to type numbers in.

You can also access the payment screen when you have an order window open, or by
selecting the Post Payment option when right clicking on the order from the order grid
in Explorer.

Actions Tools Explore R

@ close Chrl+F4
2 print ’
1 Activities 3

53 Mexk Record

@ Previous Record

“¥ 1003

—4, Explore L4
&= Confirm Material Usage

4= Confirm Labor Time

S8 Mew

it Clone

‘2% Edit UDFs

4 Edit Chrl+E
oo Estimate

Q) void

'? Edit: Description

'-Q Status »
¥ ship Order

¥ Apply Finance Charge

.'1{; Change 5ales Disposition #

'.‘,o Post Payment

Figure 8-41 Action Menu : Post Payment Option
From Open Order Screen

1002 [ WwWiP Dezign Betta Real Esta ‘['. Cpen

1001 | Cloged | Picked-Up  Betta Real Esta £ Print g

1000 | “oided | [none] Reed Signs o Clone
.'G Change Status L4
f) iZhange Disposition L4
s Change Sales Disposition *

@ Order Options @ Clack On,
" Activities L4 ';p Post Payment

Figure 8-42 Right-Click Menu - Post Payment Option
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SAFE PAYMENTS

Cyrious requires verification codes for all credit card transactions.

eCHECKS

Processing eChecks will require you to purchase standalone software.
For more information, contact Cyrious Software.
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9: EXPLORER

CONCEPT

Explorer is a tool used throughout Control to assist you in locating companies, orders, estimates,
activities, and a variety of other information you may need while using Control. You may access
Explorer from the Home screen, action toolbar, or by selecting the magnifying glass icon found in
multiple places in the program.

Main Toolbar | Explorer
\ Home Page | Explorer

MAIN SCREEN

9 64.246.223.159 - Remote Desktop =] |
[Hcyrious Control - version: 04.00 [Mclark] [_[=]x]
File Action Tools Customers Yendors Sales & Marketing Banking Beports Setup Help
e : 3 =) = 5 7|
B+ IR S J S = =X
Logout Dashboard  New Explorer | | Activity Manager  Time Clock Payments (Receipts) Quick Reports Frint Marketing Home:
Detauit Home § < Exploring Orders 7
arer Edt
5 Viewing Dicke - © Boset| W AdoSeacn  advaced | Gow | Dol | viewing 820l |
Order Search Criteria Doeiub [ Staet Stalen [ Eumpy Desciplion | Prock Dals m|
Order Ho: || 1] WIE (none) water Works Hardware  7/15/2007 1 ey
7| WIP [none) Anderson Celldar  vingl 715720071
e 116 | Voided  [none) Acme Industiss Vil Sign | 7/14/2007 € @
T 15[ WP [none) Acme Industies  Vingl Sign | 7/14/2007 C B
14| Buit  [none) The Chicken Shack VinylSign  7/14/2007 €
none] Ben's Company  VinylSign | 7/14/2007 1 o

Last Hame: 1113| Buit ] i
1112| Bult Installation  Peters Signs Peter Widgets 7/14/2007 1 Print

Al € Description ¢ Order Notes ¢ Prod. Notes 1 WP [none] Peter's Signs. Peter Widgets 7/14/2007 1 -y
l—‘ 110 Voided  [nore) Peter's Signs Poter Widgsts 7/14/2007 1 (i
e e 1109| Bull [hone]  ABC Industial Suppli Test Inventon, 7/14/2007 1 o

Activity
Salespersors | = 1108| Bull  Shipping  ABCIndustia Suppl Yinyl Sign | 7/14/2007 C i
T107| Bull  Shipping  Ametican Coschwork Viny Sian  7/14/2007

Enlered By = 1106| Voided  fnone) 1 Hour A1C Peler Widgets 7/14/2007 1 Close
i - | : 1105| Voided  (none) D'anconia's Copper b Peter Widgets 7/14/2007 1
M| 1104 ok Shipping  KenwoodWater  VinlSign  7/14/2007
T 1103| Voided  (none) Maty Bird Perkins Ca Peter Widgets 7/14/2007 1
= 1102| Voided  Installation  ABC Industial Supph Vingl Sign 7/14/2007 €

Number H 101 | Voided  [none) Many Bird Perkins Ca Peter Widgets 7/14/2007 €

= 1100 Bult Installstion  Mary Bird Perkin Ca Peter Widgets 7/14/2007 1
Tatal Price: 0= | 1093 WP [nore) Mary Bird Perkins Ca Peter Widgets 7/14/2007 1

mE = 109 WIP  (none) Lakeside AV Pak Vingl Sign  7/14/2007
Brelleies H 1097 WP [nore) Kentwood Water  Peler Widgsts 7/13/2007 1
_ : 1096| Voided  [none] 1 Hour A1C Pater Widgets 7/13/2007
Select Display Filters 1095 | Voided  [none 1 Hour A4C Peter Widgets 7/13/2007 1 —
f 109 WIP fnone) Acme Industiies_ New Sign Esti 7/13/2007 1
carent| P E 1033 | Yoided  [noe) Sylvie's Southem Ce Peter idgets 7/13/2007 1
tdor. | ¥ Buit H 1092| WIF fnone) ABC Industial Suppl Grand Operin
¥ Sae 1097 WIF Vingl Geo's Test Company, Part Usage Te 7/13/2007 €
2 1090 WIF fnone] Acme Industies  Whap 722007 €
This Month B
Historical
= Sun. 7/1/2007 to Tue. 7/31/2007
¥ Closed
¥ Voided
Reset | il Save | =

xp
= Explorer Type j Viewing  Dof0

Figure 9-1 Explorer Main Screen(Sub Explorer Not Shown)

The Explorer main screen is made up of four areas.
Toolbar Select different views and options.

| E Yiewing Order |v| | () Besetl v &uto Search Advanced Group Detail

Figure 9-2 Explorer Toolbar
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Order Search Criteria Specify exactly what you are searching for. Explorer uses
numerous criteria to filter search results.

Service Ticket Search Criteria

Ticket Mo: ||
S alesperson; I j
Entered Buy: I j
Azzigned T I j

LCompany I
Product: I j
Product Categaory: I j
Bar Code: I _I

D escription: I
Statian: I j

[+ Show Completed

Select Display Filters
[T &l Statuzes

Current
Orders: v wiIP

v Buil
[T 5ale

Hiztarizal
Orders: Thiz kanth -

Fri. B1./2007 to Sat, £/30/2007

[ Closed
[~ “oided

o Al line items
= Only Top level
= Only child line items

Feset | g Save |

Figure 9-3 Order Search Criteria

Results Window Display the search results.
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Order Humb | Status | Dizgposition Comparny | Description | Proof Date

1004 [none] Betta Heal Estate | Office Signagy ! 1
1003 Wi Lanaut Betta Real Estate | Office Signaag: 51842006 1
1002 wiF Dezign Betta Real Estate | Grand Format | 51842006 1
1001 | Clozed | Picked-Up | Betta Real Estate | Grand Format 5/18/2006 1
1000 “oided | [none) Reed Signs Grand Format | 5/18/2006 1

Figure 9-4 Explorer Results Window

Sub Explorer Screen Display a set of records associated with the search results.

Wiewing. 0 of0

Figure 9-5 Sub Explorer Screen - No View Displayed

iewing Companies for selected Order
E Yiewing Company |v| | o | Dietail |
Compary Mame = Company Mo Status Frimary Contact Frimary Mum | Secondany Mum Email Address

Betta Real Estate 3 Clignt Betta, John

Figure 9-6 Sub-Explorer Screen- Viewing Company Selected

The Sub Explorer screen is covered in more detail in the following section.
VIEWING OPTIONS

Use the drop-down menu on the left-hand side of the screen to select the type of file you are
searching for.

=] viewing Oider |,| Drop-down list for selecting other items to view.

Viewing Order
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I E Wiewing Order

i View Crder

{Fil

View Estirnake

Wigw Service Ticket

(el AN

View Company

@J—_‘- Wigw Cantack

Wiew Recurring Crder
View Line Ikem

I,

| Wiew Ackiviky

Wiew Order History

View Estirnake History
YWiew Purchase Order
Wiew Purchase Order Ikem
Wig Bill

View Receiving Document

Rl | G P L)

Figure 9-7 Viewing Order Options Drop-down List

Click this button if your screen does not display results immediately
£ after you hit the Search button.
Refresh
® Hesetl Click this button to clear all entry fields and results.
Reset
¥ Auto Search Continuously updates your search as you enter new information into

the fields, without having to press Enter.
Auto-Search

- This option will slow your system down if it is
‘ /) updating a high quantity of results.

Rdvatond Selecting this button toggles between the simple and advanced
modes of searching.
Advanced
'. Alternating between modes will delete the results
/ of the current search.
B | Groups your results by the criteria across the top of the screen.

When selected a tick appears in all checkboxes to the right of the
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Group

Select Al

Select All

| Unzelect Al

Unselect All

Dretail

Detail

S ave layout

Wigwing: & Orderz

X

results window.

Company

| Dizposzition

| Order Mumb | Statusz

v 1004 Betta Feal Estate
v 1003 WIP  Layout Betta Feal Estate
v 1002 WP Dezign Betta Feal Estate
v 1001 | Clozed Picked-Up  Betta Real Estate
v 1000 [ Yoided  [none) Feed Signz

| Descripiion | Proof Date |
Dffice Signag
Office Signag: 518420086 1
Grand Format 5/18/2006 1
Grand Format | 518420086 1
Grand Format 5/18/2006 1

Figure 9-8 Search Results - Group Selected

When the Group button is selected, additional buttons also become
available. This allows for individual lines to be unselected.

I Group Select &l | Urzelect .-’-'-.Ill

Figure 9-9 Additional Group Selection Buttons

%

—_—

or to use in macros.

Click to Select all search result items.

Click to Unselect all search result items.

Use these groups to organize information to print

Click to reveal the detail of the highlighted selection.

roup Detal

Compary: Betta Real Estate

Pricing Leyel: [[5tandard] =

¢ 5/15/2006 1
at 5/18/2006 1
at 5/18/2006 1
| 5/18/2006 1

i

Betia Real Estate:
Fieed Signs

P
Closed | Picked-Up
Voided  (none]

s [ Irelude Irec

five

[endzra] =] Dispr/[rene]

(Bt John Belta
123 Belta Diive

Shin
| View Company
Flags & Notes | Flags Orly Motes Orly |

[

&

Cortact: [Betta, John:

42.000.00
$000

Met 30

=

Figure 9-10 Results Window with Company Details

Located at the top right of the Explorer screen, this option allows

you to save the current screen layout.

Located at the top-right corner of the Explorer screen, these
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buttons provide quick access to the Previous Home screen, Next
Home screen, Drop-down menu showing all open screens and Close
Current screen.

-ﬂ‘ Marketing Horme

~4, Exploring Orders

Close &l Windaws

Figure 9-11 Navigation Buttons - Drop-down Menu

DEFAULT HOME SCREEN

Main Menu | Setup | Employee Setup

Each user can change the default Home Screen to suit the Group or department they are working
in. For example: some employees may only need to access the Marketing Screen while others
need Explorer.

- A% Admin
banager(2], 5

Dwiner, Stare

Figure 9-12 Individual Employee Name Selected

Home Screen
’7 Home Screen I[USE Group Home] j Group Home: M arketing

Figure 9-13 Group Default Home Screen (Marketing) Selected

j [Group Home: b arketing

Haome Screer
’7 Home Screen |EEER

Figure 9-14 Employee Home Screen (Default) Selected

When the Save option is selected, a dialog box appears to confirm that the Employee must exit
Cyrious and restart before this change takes effect.

Cyrious Control

Zhanging the home screen will not take effect until you reskart Cyrious,
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Figure 9-15 Information Dialog Box

SPECIAL ACTIONS MENU COMMANDS

Action

@ Move Up

P¥ Demoke

{8 Close Chri+F4
| Mew Employee Sub Group
£> Mew Employes

2E Mew

7 Edit Chr+E

Figure 9-16 Explorer Action Menu Commands

Close Closes the Explorer window.
Print A sub menu provides a variety of print options.
Activities

o

_|;_ -

Frint '_ Sales Maonitar

'__ WIP Summaty by Order
'__ WIP Summary by Line Ikem

Figure 9-17 Actions - Activities Sub Menu
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EXPLORER

VIEW ORDER

ious Explorer

=] viewing Order |v| | ) Eesetl v At

Main Menu | Setup | Options Setup

Order Search Criteria tc
Order Mo.: I

Company I

Firgt Mamme; I

Last Mame: I

v Al  Descrption ¢ Order Mates € Prod, Motes

Search Text I

Salesperson; I j o=
Entered By: I j e
Dizposition; I j
PO Mumber: I

MNumber: I I

Tatal Price: I 0.00 i

Select Display Filters

v wiP
Current :
Orders: | W Buil .
¥ Sale

Order No.

Company

Names

Search Text

Salesperson

Figure 9-18 Explorer Viewing Order Screen

Enter a specific order number. If you do not know it, you can
click on the magnifying glass to search for the order in Explorer.

Expands with a few options for viewing the company and
displaying reports pertinent to the company.

Searching for a name will search all names associated with an
order, not just the primary contact.

Search descriptions of all line items.

Select the salesperson for the order.
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Disposition Select the type of order.
P.O. Number Enter a specific Purchase Order Number.
Numbers Searching numbers will search all forms of telephone contacts

Divisions
Total Price
Service Tickets

Display Filters

Current Orders

Historical Orders

Reset/Save

(office, cellular, etc.).

You must enable divisions before you can search for them.
Search by entering the total price of the order.

You may choose to include service tickets in a search.

Use the filters to narrow your search. Using the Historical Orders
filter will search both temporal records and those sorted by
closeout dates. Click on This Month to reveal a selection of
filters from which to choose. You can also search closed and
voided orders.

Select Display Filters

¥ WP
Current i
Orders; | ¥ Buil
¥ Sale
o Thiz Maonth -
Histarical
T Man, 5/1/2008 to 'wed, 5/31/2006
¥ Closed
v “oided

Figure 9-19 Viewing Orders - Display Filters Options
Select to view works in progress (WIP), Built, or Sale orders.

Click on this button to select a date range for your search.

Historical I Thiz Month vsl
Orders; All 2008
Zuskam
Standard
Custom Fange(s)
Close Cuts
Previous Close Qut Period

* v v v w

Prior Close Cuts

il Save
Figure 9-20 Viewing Orders - Historical Orders Options

The options selected for your Search can be saved as the default
or, they can be reset to the original default.

Reszet | g Save |

Figure 9-21 Viewing Orders - Display Filters Options
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RIGHT CLICK OPTIONS
1;. CIpEn
B print 2 B open
; B print ’
e Clone w5 clare
i . "Q Change Status 4
:DE_} ':l'lEII'IQE Status ‘o' Change Disposition 4
"{:I- ':l'IEII'II;IE Disposition k "{) Change Sales Disposition  *
. ¥ “hange Sales Disposikion b Order Options & Clock on
— " Activities 4 ‘Q—: Post Payment
= Order Options r Ry " 3% Apply Finance Cherge

u&? bckivities [ X ship Order 77 Edit Description
-~ Edit Order Motes

,* Export Grid

—4, Explore » 7
LY p ) Coiiirer b nose : Change Due Date
2 Edit UDFs
ok ship Order

&= Confirm Material Usage

4z Corfirm Labor Tirme

. o4 Expoart Grid

1 Column Chooser

1. Open Campany
. Print Company Reparts  #

Figure 9-22 Right Click Options Main Menu Figure 9-23 Order Options Sub Menu

There are many more options available from the right click menu. These are found in the
sub menus indicated by the arrow to the right of the menu option.

') Change Status S
¢ Change Disposition L4
'{} Change Sales Disposition  *

Figure 9-24 Some of the Options with Sub Menus

These options are covered in details in the following section.
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VIEW ESTIMATE

Estimate No.

Company

Names

Search Text

Cyrious Explarer

EI “Yiewing E stirmate |v| | (7] Eesetl v

Estimate Search Criteria Fort
Eztimate Mo ||

Compary I

Firzt Mame: I

Last Mame: I

v Al Descripiion € Esh Motes ¢ Prod. Notes
Search Te:-:tl

Salesgersu:un:l j _I
Entered ﬁp:l j _I

Digpozition: I j
Murnber; I I

Total Price: | 0.00 2]

Select Display Filters

Current .
E zhmates: o

Histarical Thiz kanth -
Bstimates: | o B /2006 to Wed, 5/91 /2005

v Lost
[+ Converted
v “Yoided :I

Reset I ]} Save I

Figure 9-25 Explorer Viewing Estimate Screen

Enter a specific estimate number. If you do not know it, you
can click on the magnifying glass to search for the estimate in

Explorer.

Expands with a few options for viewing the company and

displaying reports pertinent to the company.

Searching for a name will search all names associated with an

estimate, not just the primary contact.

Search descriptions of all line items.
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Choosing a Salesperson
or Enterer

Disposition

Number

Total Price

Pending

Historical Orders
Converted

Voided

Use the ellipsis box to the right of Salesperson and Entered By
to reveal an organizational structure containing employees.

Search according to the type of order.

Search by company/contact phone number.

Search by entering the total price of the order.

Select this button to expand your search to include pending
orders.

Click on this button to select a date range for your search
Includes estimates that have been converted into orders

Includes estimates that have been cancelled
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RIGHT CLICK OPTIONS
‘[;. Open
& Print ’
i Clone
a3 Corvvert r
2 Mark Lost
@ void
Q Change Dizposition ¥
e p Change Divizion
B Estimate Options d " Clock On
™ Activities (B Edit Description
~4, Explore L4 "f Edit E stimate Greeting
- Evpont Grid -_-:/ Edit Estimate Mates
1 Calumn Chooger ) '_: Ci Rl
45 Edit UDFs
& Confirrn M aterial Uzage
4z Confirmn Labor Time
1. Dpen Company
. Frint Company Reports ¥
3 Create History
Figure 9-26 Explorer View Estimate Right Click Options
Open Open a record.
Print Prints the selected order, estimate, company, etc.
Clone Copies a pre-existing order, estimate, or product to a new
record.
Convert Convert the estimate to an order or service ticket.
Mark Lost Mark the estimate as lost/not applicable.
Void Cancels a pre-existing order.

Change Disposition
Change Division

Estimate Options
Activities
Explore

Export Grid

Column Chooser

Changes the type of estimate.

A division is a group of employees that you wish to keep separate
for documentation purposes. A division is part of a company and
can consist of both employees and sub groups.

Opens a list of options for your customization.

Expands to create an email, note, call, appointment, meeting,
to do, or work assignment.

Expands to select the kind of Explorer window you want to open.
It will open in a separate window.

Creates a file that you can export to another program such as
Microsoft Excel.

Opens a pop up box with a checklist of columns you can view in
this box. Cyrious saves all your settings for each screen you
customize.
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VIEW COMPANY

Cyrious Explarer

E Yiewing Company |v| | (7] Eesetl [v

Company Search Criteria

Cormpary ||

Mo I

FEirst Marmne: I

Last Mame: I

E rail: I

Salesperson I

T ax Clazs: I

MHumber: I

Address: I

Select Display Filters
[~ Has Open Estimates

[T Haz Open Orders

[T Include Inactive Compaties

Type:

[T Client [T Yendar

# [T Prospect [T Personal
’ [~ Mat Classified
|

Fieset | g Save I

Company
No.
Names

Email
Salesperson

Tax Class

Number

Figure 9-27 Explorer Viewing Company Screen

Expands with a few options for viewing the company and
displaying reports relevant to that company.

Search by company number (automatically assigned by
Control).

Searching for a name will search all names associated
with an estimate, not just the primary contact.

Search by contact’s email address.

Search by salesperson assigned as primary to that
company.

Select the default tax class for this group. You can select
from city, county and state tax classes.

Search by contact phone number.
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Address Enter in the group’s address.
Display Filters
Has Open Estimates Searches open estimates
Has Open Orders Searches open orders
Include Inactive Companies Expand your search to include inactive companies
Client/Prospect Filter between current customers and potential

customers

Vendor/Personal/Not Classified Filter the type of company classifications available.
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RIGHT CLICK OPTIONS
1-.. CIpEn l.. Open
B pri
B print b Sl
: = Create Estimate
£ Create Estimate Company Options *
= B Activities Q| Email
C-:umpan';.-' Dptu:nns 4 —4, Explore » . Create Moke
7 Activities ’ @ oot New Otter
—4 Explore k =1 Calumn Chaosar \"9 o=l
wa Mew Appt
' Export Grid G New Mig
— -+ Mew To Do
| Column Chooser \,'-‘; Mew Work Assignment
Figure 9-28 View Company Right Click Options Figure 9-29 View Company Activities Sub Menu
Open Open a record.
Print Prints the selected order, estimate, company, etc.

Create Estimate
Company Options
Activities

Explore
Export Grid

Column Chooser

Opens a window to create a new estimate.
Opens a list of options for your customization.

Expands to create an email, note, call, appointment, meeting,
to do, or work assignment.

Expands to select the kind of Explorer window you want to open.
It will open in a separate window.

Creates a file that you can export to another program such as
Microsoft Excel.

Opens a pop up box with a checklist of columns you can view in
this box. Cyrious saves all your settings for each screen you
customize.
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EXPLORER

VIEW CONTACT

Cyrious Explorer

=] wiewing Contact |T| | ) Eesetl v dub

Contact Search Criteria

Last Mame: ||

Eirzt Mame: I

Company I
MHurnber: I I
Address: I

E mail: I

[ Include Inactive Contacts

Tupe:
i v Full Contact

’ | v Limited Contact

Figure 9-30 Explorer Viewing Contact Screen

This type of search is similar to the company search function.
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Cyrious Explorer

E Wiewing Comparny |v| | (% Beset

Company Search Criteria
Company || Mo I

Firzt M ame: I

Last Mame; I
E mnail: I
5 alezperson I j

Tax Class; I j

M umber; I I
Address; I

Select Display Filters
[~ Has Open Estimates

[~ Haz Open Orders
[T Has Open Service Tickets
[T Has Contract
LContrach Tepe; I[all] j

[T Include Inactive Companies
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RIGHT CLICK OPTIONS

u Cpen 1.. Cpen

& print » B2 print 4

.’F_ Create Order ._’.“_, Creake Order

IE__-'— Contack Options  # ? Conkack Cpkions ;; Edit LDFs

1 Activities k 7 Activities L4 @ fdd User

“ Export Grid # Export Grid

=1 Column Chooset =1 Column Chooser

Figure 9-31 View Contact Right Click Options  Figure 9-32 View Contact - Contact Options Sub Menu

Open Open a record.

Print Prints the selected order, estimate, company, etc.

Create Order Creates a new order.

Contact Options Expands to provide the option to Edit UDFs or add another user.

Activities Expands to create an email, note, call, appointment, meeting,
to do, or work assignment.

Export Grid Creates a file that you can export to another program such as
Microsoft Excel.

Column Chooser Opens a pop up box with a checklist of columns you can view in
this box. Cyrious saves all your settings for each screen you
customize.
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VIEW TEMPLATE--CAN'T FIND IN SOFTWARE

Cyrious Explarer

=] viewing Template |V| | & Besetl v Auto Se
Template Search Criteria
Template Mo, I
LComparny I
First Mame: I
Last Mame: I

fo &l ¢ Desciption ¢ Motes  Production Naotes

Search Test I

S alezperzon; I j
Enterad By I j
Total Price: | 0.00 =]

Rezet I g Save |

Figure 9-33 Explorer Viewing Template Screen

Template No.
Company

Names

Search Text
Salesperson
Entered By

Division

Total Price

Enter the number of the template.

Expands with a few options for viewing the company and
displaying reports pertinent to the company.

Searching for a name will search all names associated with an
estimate, not just the primary contact.

Search the descriptions of all line items.
Check this box to assign salesperson status.

Displays the name of the employee who entered the record. This
cannot be changed.

A division is a group of employees that you wish to keep separate
for documentation purposes. A division is part of a company and
can consist of both employees and sub groups.

Enter the amount or use the arrows to select a price in
increments of one for your search.

Cyrious Control Users Reference Manual

94



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied

CHAPTER 9 EXPLORER
RIGHT CLICK OPTIONS
i[;. Open
& Prine
i+ Clone
€& Template Options  » EERRa 01
} Activities R & Confirm Material Uzage
o el 4z Confirn Labor Time
* 5
— Export Giid &7 Create Order
— Colurmn Chooser
e Delete
Figure 9-34 Viewing Template Right Click Options
Open Open a record.
Print Prints the selected order, estimate, company, etc.
Clone Copies a pre-existing order, estimate, or product to a new

Template Options
Activities

Explore
Export Grid

Column Chooser

record.
Opens a list of options for your customization.

Expands to create an email, note, call, appointment, meeting,
to do, or work assignment.

Expands to select the kind of Explorer window you want to open.
It will open in a separate window.

Creates a file that you can export to another program such as
Microsoft Excel.

Opens a pop up box with a checklist of columns you can view in
this box. Cyrious saves all your settings for each screen you
customize.
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EXPLORER

VIEW LINE ITEM

b Marketing Home § ‘- Exploting Line ltems

Cyrious Explorer

E Wiewing Line [tem ‘vl | (7] Besetl v A

Select Transaction Filters

Order | E ztimate | Template ||.~’-‘q|l |

Lire Itemn Mo I
Azzigned To: I
Qompan}ll
Product: I

Product Categony: I
Bar Code: I
Deszcription: I

Stage: I

Select Display Filters

Yiew All Line Items

Le

LelLe ]l

Lo

v Show Completed

* Al line items

= Only Top level
= Orly child line items

Reset | gl Save I

Figure 9-35 View Line Item Explorer Dialogue

Service Ticket/Template/All

Assigned To
Company

Division

Product

Product Category
Bar Code
Description

Use the arrows along the top left hand of the screen to
search orders, estimates, service tickets, templates, or
all.

Use the drop down box to search by the employee to
which the line is assigned.

Expands with a few options for viewing the company
and displaying reports pertinent to the company.

A division is a group of employees that you wish to keep
separate for documentation purposes. A division is part
of a company and can consist of both employees and
sub groups.

Use the drop down box to search by product.

Use the drop-down box to search by product category.
Input the item’s bar code.

Search the description of the line item.
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Stage Use the drop down box to search line items in a certain
stage of production.

Show Completed Use this box to expand your search to include
completed line items.

Variable Filters Select appropriate filters for your search.

Display Filters Select appropriate filters for your search.

% Complete status is not included in the stages.

All Line Items Searches all line items

Only Top Level Searches only top level items

Only Child Line Items Searches only child line items
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CHAPTER 9 EXPLORER
RIGHT CLICK OPTIONS
u Open
5 print ’

E :

oMl Open =} Create Order

B2 print >

E 'i'-:.'" Contack Options  #
% Copy Into Mew Crder & Activities N
.\: : ¥ % o
Assign To pr o _:, Create r:n:nte

?3; Complete B Sl Chineat 4 Mews Ckher

= Change Station ] e e Cal

— Lk Mew Appt

£ Line Ikem Options ¥ A Mo Bop

Ly Mew Mg
oo Export Grid . Mew To Do
=1 Column Chooset _:N{ Mew Work, Assignment:
Figure 9-36 View Line Item Right Click Options Figure 9-37 Activities Options Sub Menu

Open Open a record.
Print Print the selected order, estimate, company, etc.

Create Order
Contact Options

Opens a screen to create a new order.
Edit User Defined Fields and Add a User.

Activities Create an email, note, appointments and other activities.

Export Grid

Column Chooser

Creates a file that you can export to another program such as
Microsoft Excel.

Opens a pop up box with a checklist of columns you can view in
this box. Cyrious saves all your settings for each screen you
customize.
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EXPLORER

VIEW ACTIVITY

Cyrious Explarer

= Wiewing Activity |v| | ) Eesetl v

Activity Search Criteria
Order Mo. jl

Compaty ||

First Hame: I

Lazt Hame: I

Select Display Filters

Description: I

Employee: IManager, Store j
[~ Show Detail Entries
[v Show Completed

Activity Clazs:

4
=] Cloze Out

’ Company
- Contact Activity
Cortact Activity Template
Credit Card Frocess
Credit Memao
Database Back-Up
Email
Email Template
Estimate

This Morth - |
Man, 5/1/2006 to WWed, 5/31/2006

Feset I g Save I

Order No.

Figure 9-38 View Activity Explorer Dialogue

Enter a specific order number.

To select another option such as Estimate or Order History No., click on
the down arrow to reveal the drop-down list.

Order Ma. j"

Compary I

Eirzt M ame: I

Last Mame: I

Figure 9-39 Search Criteria for Explorer Activity
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Activity Search Criteria
Order Mo. jl

Eztimate Mo,
Template Mo

Crder Hizgtory Mo,

E ztimate Histu:ur_:l,l Mo

Figure 9-40 View Activity - Order No. Drop-Down List

Company Enter Company name.

Names Searching for a name will search all names associated with an
estimate, not just the primary contact.

Display Filters Select whichever filters you want to use.

Select Display Filters

Descrption: I

Employes: I j
[T Show Detail Entries
v Show Completed

Activity Clazs:

"

i Close Out -
’ Compary

R Contact Activity

[w] Contact &ctiviy Template e

[w| Credit Card Process

[v| Credit Mema

Databaze Back-Up

E mail

Email Template

Estimate ;I

Figure 9-41 Select Display Filters Options

This Month - |
Mon, 5/1/2006 to Wed, 5/31/2006

Description
Employee

Show Detail Entries Selecting this button will show a detailed view of all highlighted
results.
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Thiz Month i
al (105

w Cuskom

’ Standard
Cuskom Rangels)

Clase Cuks
Previous Close Out Period
Prior Close CQuts

Activity Clazs: I

v v v v v

Figure 9-42 View Activity Class Drop-down Menu Options

Activity Class Select the This Month button to reveal a list of classes. You may
search temporally or choose to search activities by their close
out classification.

& Maon, 5/1/2008 to \wed, 5/31./2008
Cloze Out -

. Compary
S Contact &ctivity
[v| Contact &ctivity Template T
[v| Credit Card Process
[v| Credit Memo
Databaze Back-Up
E mail
Email Template
Estirnate ;I

Figure 9-43 Activity Checkboxes with Execute & Cancel Buttons

b

Activity Check Boxes Select the activities you wish to view by clicking on their box, or
view all by selecting the green arrow. To cancel selected
activities, click on the red circle.

Wiewing Orders far selected Activity

E Wigwing Order - 0 Dretail
[Order Mumb | Status | Dispasition Compary | Description | Proof Date |

Figure 9-44 Viewing Orders for Selected Activity Screen
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EXPLORER

Viewing: 4 Activities

=] Viewing Activiy -] @ Becet| B duoseach  pdvenced|  Gowp [ pea
Activity Search Criteria Detal | Date ~ | Class Type Desciiption Sgl’n"umj;{ ADme;f;l Joumal ID: 1133

Entered By: Manager. Store

Orcer No. _x|[1o04 Jidler Dicer Edited
& [~ 5/20/2006  Pan Usage Ol Edited
=ompar; I~ 5/7/2006  PartUsage Order Created

6/17/2006  Order Created Order Created  $597.32

| ate[F2072005 =
Order Times| 125 4t =l
6o ToDate

First Name: r

Descriptior: | Dicer £ dited

Joumal Notes:

Last Name;

Select Display Filters

Description:

Ermployee: -

I™ Show Detail Eniries

4

Inssr Hew line || Delstelins |

|

ol

Reveiseline. || Reyerse llines |

[ Show Completed I Account

| Subfccount |

Debit | Creditt |5 Taxable

Activity Class: This Manth B

Mon, 5/1/2008 to'Wed, 5/31/2008

Inse Out

|»

ontact Activity Template =
redit Card Process

redit Memo

atabase Back-Lp

B

Fied Enfries mean the entiy was manually entered

il

Blug Enliies meanit was entered by the System but was manualy edited.

Figure 9-45 Activity Results Screen with Detail Selected
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RIGHT CLICK OPTIONS
'[;. Open
B2 print
& Excpart Grid
21 Column Chooser
Figure 9-46 Explorer Activity Right Click Menu Options
‘LI Open
b Dpen Company
= Open Order
@ Print Company Reports  # . Customer Information
B Print Order Reports L4 . Customer Activity Report
& ERerE R . Contack Ackivity Repart
e . Customer Account Statement
. WWord Reparts L4
Figure 9-47 Print Company Reports Sub Menu Options
¥. CIpEn
\_,, Open Company
=i Open Order
.333 Print Company Reparks
'!.51 Print Order Reparts L . Invoice'Wark Order Group #
@ Export iarid = IWD::E . :
71 Column Chooser I
. Packing Slip
. Gl Detail For Order
. Time Clock Labor
. Word Reports g
Figure 9-48 Print Order Reports Sub Menu Options
Open Opens Journal screen for that record to allow notes and account

details to be entered.
Click here for more information Journal Screen.
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& Home | ©4 Esploring ctivities | =5 Order #1004 [ =7 Joumat Order: Order Edited

Journal 1D 1133 Q] Date[5720/2008 ~

Entered By Manager. Store Order Humber: [1004 Al Time] 1Ben =@

GoTaDate
Diescription: IDrdEr Edited
Joumal Notes: =]

Figure 9-49 Open Command - Journal: Order: Order Edited Screen

Open Company Opens the Company screen for that item in a new window.
Open Order Opens the Order Screen for that item in a new window.
Print Company Reports Prints the selected order, estimate, company, etc.

Ll Cpen

‘, Open Cormpany

g”_ Cpen Order

..: Print Company Reporks  F . Customer Information

& Print Order Reparts v [l Customer Activity Report

. Conkack Activity Repork

. Customer Account Statement

. ‘iord Reporks L4

& Export Grid

S
- Column Chooser

Figure 9-50 Print Company Reports Sub Menu Options
Print Order Reports Prints the selected order, estimate, company, etc.

tl Open

,.-* Cpen Company

=% Open Order

._ﬁf,- Print Company Reports  #

€3 Print Order Reports d B 1rvoicefvork Order Group ¢
Inmwoi »
¢ Expork Grid = 'WU;CE ; }
L4t S
| Column Chooser ork Lirder
B Facking Slip

B GL Cetail For Order
. Time Clack Labor
B ‘ord Reports L

Figure 9-51 Print Order Reports Sub Menu Options

Export Grid Creates a file that you can export to another program such as
Microsoft Excel.

See section on Export Grid.

Column Chooser Opens a pop up box with a checklist of columns you can view in
this box. Cyrious saves all your settings for each screen you
customize.

See section on Column Chooser.
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CHAPTER 9

EXPLORER

VIEW ORDER IN HISTORY

Cyrious Explarer

Order No.
Names

Search Text
Salesperson
Disposition
P.O. Number
Number

E "Yiewing Order In Hiztory |v| | ) Eesetl v &uta 5

Order Search Criteria =
Order Mo.: I

Compary I

Firzst Mame; I

Last Mame; I

f Al Descrpion © Order Mates & Prod. Motes
Search Te:-:tl

S alezperson; I j e
Entered By: I j foo
Disposition; I j
PO Mumber; I

Mumber: I I
Total Price: | 0.00 2

Select Display Filters

G Thiz Month - |
Histonical
Orders: Maon, 5/71/2006 to'wed, 5/31/2006 o
[+ Clozed
v “oided
Fezet | il Save |

Figure 9-52 Explorer - View Order in History Screen

Enter a specific order number. If you do not know it, you can
click on the magnifying glass to search for the order in Explorer.

Searching for a name will search all names associated with an

estimate, not just the primary contact.
Search the descriptions of all line items.

Check this box to assign salesperson status.

Search according to order type.

Search by Purchase Order Number.
Search by contact’s phone number.
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Division A division is a group of employees that you wish to keep separate
for documentation purposes. A division is part of a company and
can consist of both employees and sub groups.

Total Price Search by the order’s total price.

Historical Orders The historical orders filter will search both temporal records
sorted by a general period or by closeout dates. Select This
Month to narrow down dates. Click on this button to select a

date range for your search.

Today
This Week,
This Manth
This Year

Yesterday

Lask Week

Past Week

Lask Two Weeks
Past Two Weeks
Lask Six Months
Past Six Months
Last Maonth

Past Month

Lask Year

Past Year

Tomarraw
all Mext Week,
Cuskom Mext Monkh
Cuskom Ranges)

Close Quts
Previous Close Out Period
Prior Close Cuts

-

T vy v v

Figure 9-53 Historical Orders Pop-up Menu Options

Closed Expand your search to include closed orders.
Voided Expand your search to include voiced/cancelled orders.

You can broaden your search to include closed and voided orders by selecting those
buttons prior to selecting the Historical Orders pop-up menu.
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VIEW ESTIMATE IN HISTORY

Cyrious Explorer
= Wiewing E stimate Histary |v| | & Eesetl v Autaf

Estimate Search Criteria ot

E stimate Mo.: I

Company I

First M ame:; I

Last Mame; I

fo Al  Descrption  Est Mates  Prod. Maotes
Search Te:-:tl

5 alesperson; I j J
Entered ﬁp:l j J
Dizposition; I j

Murber: I I

Total Price: | 0.00 2

Select Display Filters

Current ¥ Pending

E ztimates:
ﬂi;tnrical Thiz Marth -
E stimates: Man, 5/1/200 to Wed, 5/31/2006
¥ Lost
¥ Converted
v “oided —

|
Rezet | g Save I

Figure 9-54 Explorer Estimate in History Screen

This search is similar to the Order in History screen.
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CREATE HISTORY

Move orders to histories using custom criteria.

Tools | Create Histories

Tools Explore Bepors Se

& Time Clock adjustment

=1 Create Histary

Figure 9-55 Tools Menu - Create History Command

[T Automatically move Orders/E stimates to Histary every I 4 5‘ weeks.

| want to move orders with the following status(es):

[~ Clozed
[~ “oided

and aolder than | a6 5‘ marithis].

| want to move estimates with the following status(es):

[~ Pending
[~ Lost

[~ Voided
[~ Converted

and older than I 14 5“ rncrths].

() Execute Mow I

Figure 9-56 Create History Dialog Box

Made up of checkbox options, this dialog box allows you to select/deselect options for
moving Orders and Estimates to History.

Automatically Move Orders/Estimates to History every few weeks

- default is set to four but not checked.
Order Status Closed, Voided and older Orders

- default is set to 36 months but not checked.
Estimate Status Pending, Lost, Voided, Converted and Older Estimates

- default is set to 18 months but not checked.
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| want to move orders with the following status(es];

[+ Closed
[~ “oided

and older than I 36 5‘ ronthlz).

Figure 9-57 Create Orders in History
Closed & Older than 36 Months Selected

E E:I Execute Mow |

Figure 9-58 Execute Now Selection Button

Confirm |

Wiarnming: This Function will permanently move selected ikemis) to the History File.
® Do you wish bo conkinue 7

Figure 9-59 Move Orders to History - Confirmation Dialog Box.

¥ Automatically move Orders/E stimates to Histary every I 4 5‘ weeks,

| want to move arders with the fallawing statuz(es):

v Cloze
[~ “oide

and older

CYRIOUS

Accelergte Productivity. Maximize Results.

| want to
[T Pendi

[T Lost
[ Woide
[T Cormn

anhd alder than I 18 ﬂ rrotithls].

@ Execute Now I

@ ok @- Cancel |

Figure 9-60Moving Closed Order in to History Screen
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RIGHT CLICK OPTIONS

“ Evport Grid

= Colurmn Chaoser

Figure 9-61 Orders In History - Right-click Menu Options

Export Grid Creates a file that you can export to another program such as
Microsoft Excel.

Column Chooser Opens a pop up box with a checklist of columns you can view in
this box. Cyrious saves all your settings for each screen you
customize.

For more detailed information on Column Chooser click here
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CHAPTER 9

EXPLORER

JOURNAL

", Exploring Activities

Journal: Order: Order Edited

Journal ID: 1133 Company: |EEEEENRSEE &I Date: I5a"2D:’2DDB :l
Entered By: Manager. Store Order Mumber: 1004 gl Timel 1:25 &M j‘@l
Go Tio Date |
Description; |Order Edited
Journal Motes ;I
4 ¥ |
Inzert Mew Line Delete Line | Reverse Line | Feverse Al Lines |
[ Account | Subéccourt | Debits | Credits  [ls Tawsble|  Order | Line Item [ Product | Motes [
F|Services = - 1004 -

Fied Entries mean the entry was manually entered.
Blue Entries mean it was entered by the System but was manually editted.
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ADVANCED CRITERIA SCREEN

Q Explorer | Advanced Criteria Button

%

Cyrious Explorer
E Wigwing Order |v| | (7] Eesetl v Auta Search Advan
M ame: IE-::ntau:t Order Hiztary j
M odify Critena. ..
Selection B 20 Orders where ﬂ
PRt B AN of the fallowing is TRUE
Evmatile B Closed between 54142008 and 5/21/20065
B ‘/cided between 5172006 and 5/31/2006
Save... B Gtatus in IR, Buit, Sale

" Show &l Becaord
% Show only:
IFirst jl EEﬂHecards

Sort By
IEI rder Mumber j

[+ Descending

Figure 9-62 Explorer Viewing Order - Advanced Criteria Screen

Name Use the drop-down box to select previous queries.

Modify Criteria Modify your search.

Selection Criteria Specify what criteria to use for your search.

Execute After creating a query, select execute to activate that search.
Save Saves all entered information. It will be available for selection

from the Name drop-down box.
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Show All Records

Show Only

Sort By

You have the option to view all results from a query or further
sort them into a number of desired orders. Select Show All
Records to view all results.

Select this box to sort the results even further. Choose your
criteria from the Sort By drop-down box.

Use the drop-down box to select a criterion to sort your results.

MODIFY CRITERIA SUB SCREEN

Click the green Modify Criteria button on the upper left-hand side of the screen.

The New Query screen will appear.

Lompan

2| Order Criteria
4;'_',5 Entered By

@9 Prirnary Salespearson

JE'.‘- 2nd Salezsperzon
&2 3rd Salesperson
. D ates of Activiy
B Description

B Discount Level
B Dizposition

. Dizpozition at Sale
B Order Dates

. Origing

W F.0 Nurber

. Pricing Level

B 5ales Amounts
B ctatus

B ser Defined Field
E stimate Criteria
Praduct Criteria

A
+
+
+
+
+
+
+
+
+
+
+
+
+
+
+
+
-
&
-
4

+ & Contact Criteria

of

| Selection Criteria

€ Add

Vewuery |

@ Delete I @ Clear

et AL | Inset oty [ insert NONE

B 21 Orders where ... ﬂ

W AN of the following is TRIE
B Closed betwesn 5172005 and 5/
B ‘/oided between 512006 and 5/
B Status inWIR, Buil, Sale

=
1| | 3

" Show Al Record

% Show anly:

IFirst '” 25 5‘ Records
Sort By:
IDrder MNurnber j

v Descending

o |

Figure 9-63 Explorer Viewing Order - Advanced Criteria Screen

Use the hierarchical structure on the left side of that screen to select the criteria you would like

to use. At the bottom portion of this screen are further options to limit your search to a

manageable number, as well as an option to sort your results by alternate criteria.

Use the drop-down box to select a sorting option.

VIEW SERVICE TICKET

Description of service ticket and when it would be used ...
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Service
[n/a]

Figure 9-64 Explorer Viewing Service Ticket Screen

| Quantity | | | ket Description
200 L nts i

Figure 9-65 Service Ticket Details

Ticket No. Enter a specific service ticket number. If you do not know it, you can click on the

magnifying glass to search for the estimate in Explorer.

Ticket Item #

Priority

Assigned To  Search for service tickets assigned to a specific person.
Service Ticket Type

Description Search descriptions of all line items.

Stage Search according to the phase of development the service ticket is in.
Quantity

Product Search by the product to which the service ticket corresponds.
Due Date

Service Ticket Description

WIP Includes works in progress

Built Includes service tickets that are partially completed

Sale Includes service tickets that are complete but require additional payments (perhaps

those with payment plans)

Closed Includes service tickets that require no further action
Voided Includes service tickets that have been cancelled

All Line Items Searches all line items

Only Top Level Searches only top level line items

Only Child Line Items Searches only child line items
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RIGHT CLICK OPTIONS
{.I Cipen LI CIpEn
5 print ’ 5 print ’
% Copy Into New Order % Copy Into Mew Order
= Assign To L4 L4 Q__._- <Logged In Emploves =
‘?3 Zomplete “:3 Complete d;__,‘- Account, House
: Change Stage g :: Change Stage g 4;:.1',-‘- Administrator, Syskem
=} Line Item Options » = Line Item Options k ‘E: ek bl
w2 Brown, Mary
" Export Grid # Expart Grid & creen, John
I Column Chooser I Column Chooser & Admin b
Figure 9-66 View Service Ticket Figure 9-67 View Service Ticket
Right Click Options Assign To Sub Menu Options
Open Open a record.
Print Prints the selected order, estimate, company, etc.
Copy Into New Order Opens a screen to create a new order.
Assign To Expands to show a list of employee names. Select the employee
you want assigned to this item.
Complete Mark the service ticket complete.
Change Stage Change the phase the service ticket is in.

Line Item Options Expands to show a list of functions you can perform that are
pertinent to the item. Clock an employee onto that job; view

the company, product, pricing, and product layout.
Creates a file that you can export to another program such as
Microsoft Excel.

Opens a pop up box with a checklist of columns you can view in
this box. Cyrious saves all your settings for each screen you
customize.

Export Grid

Column Chooser
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SUB EXPLORER VIEW

E Wiewing Order | v| | & Eesetl [V Auto Search Advanced | Group | Detail |
5 ;I Order Humb «| Status | Disposition Company Description | Proof Date
First Name: I 1004 WIP Betta Real Estate | Office Signagq 5/ &

1003 WP Layout Betta Real Estate  Office Signage 5/18/2006 1
1002 WiIP Desigh Betta Real Estate  Grand Farmat | 5/18/2006 1
1001 | Closed  PickedUp  BettaReal Estate | Grand Format 5/18/200€E 1
1000 | “oided | [none) Reed Signz Grand Format | 5/18/200€ 1

Last Mame: I

& Al  Descrption ¢ Order Maotes € Prod. Mates
Search Te:-ctl

Salesperson: I j = |
Ertered By I j =
Disposition; I
PO Mumber: I

Murmber: I I "
Tatal Price: I 0.00 i
S nlant Nicnlaae Fibare ﬂ
Rezet I J Save I
iewing Companies for selected Order
E Yiewing Company |V| | 9 | Detail |
Comparny Mame B Company Mo, Statuz Primary Contact Primar Mum | Secondary Mum Email Address

Betta Real Estate 3 Client Betta, John [B55] 234-6EE5

Figure 9-68 Explorer Viewing Orders with Sub Explorer Viewing Company Details

Use the sub Explorer view at the bottom of the window to view a set of records associated
with the search results Explorer has displayed in the main search grid.

Detail

Ermail Address

Status Frimary Contact Primamy Mum | Secondan Mum

.
Compary Mame Company Mo,

Betts Real Estate 3

Betta, John | [555] 234-56E5

Figure 9-69 Detail of the Sub Explorer Panel

For example, if you are viewing an order and wish to view the company associated with it,
choose to view the company sub screen. Here, the company’s information appears at the
same time as the order. All Right Click Options work the same in the sub Explorer.
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A Tip for Using Sub Explorer View

Most of us here at Cyrious use the sub Explorer view almost 100% of the time we are using
the software. We like to see which company an order corresponds to, or who is calling
about a service ticket.

Because having to toggle on the sub Explorer view every time you logged in to Control would
be tiresome, we added a button near the top tool bar that we hope would help you as much
as it helps us.

KIDRES

S ave layout

Viewing: 0 of 25 Orders
Figure 9-70 Explorer Save Layout Button
Say you have selected View Companies in your main Explorer Screen. In your sub

Explorer view, you have selected View Orders. Click the Save Layout button in the top
right corner of the Explorer window to save this view.

Now, every time you view companies in your main Explorer window, the orders sub
Explorer view will automatically pop up.

% You can save a layout type for every main Explorer view.

—_—
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EFFECTIVE USE

You will need to use Explorer any time you need to view a record from in your system.
Even if you know every detail about, say, an order, you will still need to use Explorer
to type in at least the order number to pull up the record for that.

Explorer is also useful when you do not have all complete details about something.

For example, if a customer send in a check, but does not specify an order number on
the check memo, you can View Companies in the main Explorer window, find that
company by typing in the address, then pull all their open orders in the sub Explorer
view to locate the order for which they have sent in the check.

Getting to know Explorer is a skill that the majority of our Users pick up quickly. Once
you have given it a little bit of time, navigating the system is no more difficult than
scooping ice cream or riding a bicycle.
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10 : COMPANIES

CONCEPT

Managing your current and potential clients begins with entering a client’s contact information in
the New Company screen. Here you can compile a list of all clients, their preferred contacts,
billing and shipping addresses, general financial information, and any other User-Defined Fields
you wish to include. The compiled information about companies is accessible throughout Control,
when entering in estimates, orders, payment entry, and scheduling activities. You may also look
research companies with Explorer.

WHAT ARE COMPANIES?

A company is any prospective or current client, active or inactive. Companies may be individual
people or corporations. Active companies are those who are currently using services. You may
also save a potential or previous client’s information by classifying it as inactive. Doing so will
retain that company’s information while excluding that company from the ordering process and
activities.

b .
== Main Toolbar | New Company
s .
il .
Lﬁ? | Main Menu | New | New Company
) Default Home | £ New Company P Y [ v
Company Hans| Check Name | Ficing Levet[iStand] -
[V Active | Prospect [ Clent Campany Humber: [new)  Promotion:[(Standard) |
I~ Vendor [ Personal [ Mot Clsssied I Has Service Conlract
L Company | & Contacts |+ Financial | (23 User Defined Fields |
Subsidiary of: [[none) Q| Pimay Salespersan: [Aecount. House =] industy: [rrone) 2|
Dept/Lacation 2nd Salespersan; [inone] =l ofgin: [irone) =
web Address: @] 3dsaeserson: [ Sl Regon: [ione) |
Biing | Shipping | <Mews> \ PicigPlan: [Poiat 3]
|
Addiess: Standing P01 Number:
I I~ P.O. Required
Qlly.lSEHErsbulg Stale: |\N | Eusta\l .
Deefaut Tay Clase: [My City -~
Count, County 8
o] I ® 2 I Fist Ty To Lookup By Postal Code
[Gifes Proms | EEI Bl Tt Exerpt Status: [Tanable
Dffice Fax MIEEE |
Flags & Notes [Visw Only) | B Flags| - Motes @ 2dd Standard Company Notes:
e . 100% Deposit ii
" By company
. Hew ot
) NoChecks
- Fieall goad Customer
A
=
_— s s e
Take & 100% deposit hom ths Custamen =
A Edit | € add |
53 Previous [ Nest @
_
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New Company Screen
e General contact information

e General financial information
e Internal notes about the company
e Personal information about their contacts

e |dentify which of your employees are associated with individual contacts from that
company

Set up service contracts
Set custom User-Defined Fields

Company Name - Type in the company’s name.

field prevents duplicates among company names. Control
will not allow you to store two companies with the exact
same name.

! The Check Name box to the immediate right of the name

Active - Active companies can place orders. Their activities will appear in order,
estimate, and service ticket entry screens. Inactive companies cannot place orders,
nor can they have activities assigned, therefore, they do not show up in those screens.
Inactive companies only show up when you search Explorer for inactive companies.

Pricing Level/Promotion - Select the company pricing level from the drop-down box.
Pricing levels may be set to a higher or lower percentage of the base price. Pricing
levels allow you to charge a certain rate for individual companies. This information is
concealed from your salespersons and your company.

Primary Salesperson - Assign up to three salespersons in this section.

s Set up salespersons.
L:"% 1 Main Menu | Setup | Option Setup | Company Options

[
Industry, Origin, and Region - Drop-down boxes with common selections. To add your
own selections, select the New option from the drop-down box to reveal an entry
screen.

Billing and Shipping Addresses - Once you have entered a billing address, it will be
the shipping address unless you enter a new shipping address. To enter an additional
shipping address, select the New button.

You also have the option to ship to the billing address by selecting the Use Company
Billing Address button. This will appear once you have entered the billing address.

The Mapquest button provides a street map and driving directions to the address.

Telephone numbers - You must enter in an office contact number to save the
company’s information.

Flags and Notes - Other specific information about the sub group. These notes are
visible only to persons authorized to access the Employee Setup. Flags pop up when
you open and edit a company’s order screen.
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To enter flags and notes, simply type in your desired notes or select from the speed

notes section. You can also use the Add button to create flags and notes using merged
fields.

Speed Notes - Other specific information about the sub group. These notes are visible
only to persons authorized to access the Employee Setup. Speed notes save time by
listing several common notes from which you can choose, rather than creating your
own text. To add a Speed Note into the flags or notes box, either double click on that
note, or highlight it with a single click and select the Add button.

Pricing Plans - Select a previously specified pricing plan. Use the drop down box to
make your selection.
L : Create pricing plans.

) 3
‘:j j Main Menu | Setup | Pricing Setup | Pricing Plans
|

P.0O. Required - Some companies require purchase order numbers for their internal
verification purposes. When this box is checked, this tells Control that this field must
have a value in order to save an order for this company.

Tax Class - Select the default tax class for this group. You can select from city, county
and state tax classes.

The OV (override) button will appear checked off when
m the tax class for that address does not match the default
- tax class.

Tax Number/Exemption - These classifications will apply to all the company’s
transactions.

Division - A division is a group of employees that you wish to keep separate for

documentation purposes. A division is part of a company and can consist of both
employees and sub groups.

o .
Set up divisions.

| 5 3
\j | Main Menu | Setup | Options Setup | Misc. Options
|

SPECIAL ACTIONS TOOLBAR FUNCTIONS

{8 Close  Ctrl+F4
7 Edit Chel+E

Figure 10-1 New Company Screen Actions Menu Right Click Options
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Export - Exports the displayed information for use in another program.
Save - Saves all entered information.

Cancel - Disregards changes and additions made to a record.
CONTACTS TAB
P
PR Access New Company Screen | Contacts Tab
I"\
| 3 ‘
£ Company 4 Contacts | . Financial | |, User Defined Filds |
O s P Aot 2 Pinay 7 Bl | e Lot
& Delet= Tille First Name Last Name
a4 Clane | ﬂll
&5 New Individual || & Genersl | 2 Financial| . Notes| i Use Defined Fiekds | & webview Login |
:| Posttior: | | Image:
Use Company Salespeople v 18 Open Picture
! adSaespesor: [rorel 7] .| 85 Paste Picture
Bithdate: [Mone) =] / [(None) ~] (manthday)
Email |
DOffics Phone: ez - B
Office Fax | iz - ]
ot specified) | fiea - =
Shipping | <News |
Defaults from Company Shipping Address ;l
| Sellrsbura, IN
MAPQWEST, - j
| o Mew cantact shipping addiess |
T
@ Previous| Next @

New Company Screen Contacts Tab

For each company, you may specify one primary contact and as many other contacts
necessary. Under the list of contacts to the left of the screen, a red star denotes the
primary contact.

You can enter specific information about the company here. For instance, the contact
ordering the product may be located right down the street from your shop, but their
accountant is located at their franchise headquarters in Sacramento.

Add - Press to add a new contact to this company’s record.
Delete - Removes an estimate or product from the database.
Clone - Copies a pre-existing order, estimate, or product to a new record.

Active Contact - This option is available after you have entered a company name.
Designates the contact as active. Inactive contacts will not appear in order screens,
but they will appear in that company’s record until you manually delete them from
this screen.
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Primary - The primary contact is the default contact to appear on new orders and
estimates.

Billing - Main person to contact for invoicing and payment purposes.
Position - Enter this person’s position at the company.
Email - The contact’s email address.

Birth date - The contact’s birth month and day. Some companies like to send top
customers birthday cakes or cards.

Use Company Salespeople - Check this box to use the default salespersons you have
designated for this company.

Addresses - You can specify a shipping address and a billing address.

Phone numbers - Enter up to three phone numbers for each contact.

RIGHT CLICK OPTIONS
i[;. Open

B Print C

&= Create Order

ld | Email
= Create Mate
&3 Mew Other
W Mew Call
u,"- M e Appt
L Mew g
“- MewTalo

47 MewwWork designment

New Company Screen Contacts Tab Right Click Options
Open - Open a record.
Print - Prints the selected order, estimate, company, etc.
Create Order - Creates a new order.
Contact Options - Expands to provide the option to Edit UDFs or add another user.

Activities - Expands to create an email, note, call, appointment, meeting, to do, or
work assignment.

FINANCIAL INFORMATION SUB SCREEN

This sub screen appears for each contact entered for a company. Each contact can
have different information from the others.

Account - Designate the type of payment this contact typically uses.
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Access New Company Screen | Contacts Tab | Financial Sub Screen

l;g_\_,‘- General ~ Financial | -~ Motes | ‘ga User Defined Fieldsl ;th WebYiew Login

—Drefault Payment |nformatior

Account; |l j

Check number;

New Company Screen Contacts Tab Financial Information Sub Screen
Selecting Check will prompt you to enter in a check number.

Selecting a credit card type will reveal a form to enter in the credit card number,
expiration date, and billing address. You may alternately choose to swipe a card
through your own card reader to enter the information.

&3 General ~ Financial | ) Nntesl 2 Uszer Defined Fieldsl i Webiisw Lu:uginl

—Default Papment [nformatiorn

Ancount: (SISl gl

Card nurmber; I il %‘

Mame on card: I

E xpiration date; Il:l'l -Jan j ! IEDD? j

Send Billing -
v Address; J Q

Contact's Financial Tab complete with Specific Payment Information
There are also options for refunds, eChecks, wire transfers, and trade barters.

NOTES SUB SCREEN

This sub screen appears for each contact entered for a company. All contacts can have
different information from the others.

The Notes sub screen allows you to enter in additional information about each
contact. This information remains here as a reference; it does not appear in other
portions of the program.
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USER-DEFINED FIELDS SUB SCREEN

This sub screen appears for each contact entered for a company. All contacts can have
different information from the others.

- -1,‘:-
?5’-%*
{__ g

[Hcyrious control - version: 04.00 [Mclark] [=[5]x]

Access New Company Screen | Contacts Tab | User-Defined Fields Sub Screen

File Actions Tools Customers Vendors Sales & Markeling Banking Reports Setup Help

N = J§ 2 8 ¥ & 3 55 @ H

Logout Explorer Mew Order Mew Service Ticket New Estimate Mew Company Payment Entry Quick Reports Time Clock Activity Manager  Production Home Toolbar Dashboard

) Home | “« Esplaring Service Tickets | 4 Exploring Service Ticksts || [ Mew Company

X

2

Company Name: EheckNamEl Piicing Level:[{Standard) - Edit
v Active [ Prospect [ Cliert Company Number [new]  Pramation: [(Standard) =l [
[~ Vendor [ Personal [ Mot Classiied [~ Has Service Contract Save
L0 Company | & Comscts| < Financial 2 User Dsfined Feids | EQ |
ancel

AlFields Refena_Info | Maiketing| Sales | Tech | Ciy_Taiget| Franchise_Biz_Dev| BMS_LEASES | Dongle| Authoiization | Implementation #
Field Value Value - Llone:
= o *
H 1 Export

B Ficieral_Souce_Name
- Close

B Fereral Date

Ml 5ter_in Scke_Process_Done
W curen_Step

W Heisten

/oot Buying Mow
irent_Status

[ 1_Etabiish_Rappon_Done
[ Cuient Biz_Condition_Date
Il cuient Biz_Condition

W Business Aspiations
Business_Strategy

M Bicoest_Pain No2
B Bioosst_Pain No3
W oo _Fain
[l 3 viling_to_Spend ¥ _to_Fix
I Can_They afford 1t
W Frefened_Pavment Method
W Cost_of_Fain_Over 3 Yis
B ¢ How Make Decision_Done
I L=t Gervice Canvact Cal

W 1ol Make_The_Decision
[ /hos_the_Fey_Influencer

[ D<= PR Recsived
B 2csessment Type
B 0tscets Heeded
[ 12y of onsite needed
I <t ianos of man-days onsite
emate hours needed [> the
 fi

EE FEE EEE EEEEE EEEEE EE

|

[~ Show Inactive

Previous|  Mext

r, 04.00 (C ] || User: MClark. [ NUM || Fri.Jun 22 1203 PM
@istart| [ @ 1 O] | C cyrious Control -... &3 Windows Live Messe. | & Shared Documents - .. | Y untitled - Paink | | 5] Tnbox - Microsoft Ou. | 3Kate\yanunvErsalmn| 5 Ref Ch 10-Companie. | @& 12:03FM

New Company Contacts Tab User-Defined Fields Screen

You may designate certain pieces of information that you wish to know in an organized
fashion for all contacts under each company.

_— -1:'\-\.:
%g%ﬁ-‘ Create User-Defined Fields.
@1 Main Menu | Options | User-Defined Fields
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WEBVIEW LOGIN SUB SCREEN

This sub screen appears for each contact entered for a company. All contacts can have
different information from the others.

[ - Access New Company Screen | Contacts Tab | WebView Login Sub Screen

g Generall  Financial | Motes| 5 User Defined Fields 43 Webiiew Login

@ Sdd zer

@ Delete ser

IlzerM ame: [nda]

New Company Contacts Tab WebView Login Information Screen

If the customer uses WebView to access their orders online, this is where you will set
up their IDs and passwords.

Add User - Click to create the User’s WebView ID and password.
Delete User - Click to deactivate the User’s WebView access.

Once you have created a WebView ID for this contact, their username will show on this
screen.

FINANCIAL TAB

off ™

A

'-L_a__ -4 Access New Company Screen | Financial Tab
|"~fj 1
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) - I:::umpan_l,ll &% Contacts ' Financial | (2 User Defined Fieldsl

—Account |nformation Payrment Terms: l - I

v Credit &ccount Open ~|Cash Customer
Credit Balance:
Credit Limit: .00 Met a0

Credit Mumber: I

Lazt Approved: I j

[Muzt have open account]

New Company Financial Tab
Credit Account Open - Activate credit limit fields.

Credit Limit - Specify the company’s credit limit. This amount will appear during a
transaction if the pre-determined amount is exceeded.

Credit Number - Create one for your company’s specific credit authorization
information.

Last Approved - Enter a date in this box per your company’s procedure.

Payment Terms - If a credit account is set up, you must also specify payment terms.
The drop down box provides options for cash and Net 30-90 plans.

Credit Balance - The amount the customer has available to spend.

SERVICE CONTRACT TAB

L3 ol Access New Company Screen | Service Contract Tab

-} Compan_l,ll o Contacts] & Financiall ¥ Activiies 7 Service Contract ‘2 User Defined Fields

W Haz Service Contract

Cantract Tupe: |Eonlro| Coantract j
Start Date: [Man, 1/1/1536 -]
E =piration D ate: |Fri, 141/2100 |L| 34336 days remaining.

Contract Motes:
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New Company Service Contract Tab
Has Service Contract - If checked off, all other fields are required.

Use the drop down boxes to designate the contract type, start date, and expiration
date. Use the Notes box to add internal notes about their service contract.

g You must enable the Service Contract tab through Setup.

USER-DEFINED FIELDS TAB

ol Access New Company Screen | User-Defined Fields Tab

[Hcyrious Control - Yersion: 04.00 [MClark]

[_[=1x]
File Actions Tools Customers “endors Sales & Marketing Banking Beports Sgtup Help
3 3 8 = 4 = O
e a5 & <& & 3 == .
Logout Explorer Mew Order Mew Service Ticket Mew Estimate Mew Company Payment Entry Quick Reports Time Clock Activity Manager  Production Home Toolbar Dashboard
1 Home | “4 Exploiing Servics Tickets || 4 Exploring Service Tickets | . New Company % 7
Company Name: EheckNamel Pricing Level: |(Standard] - Edit
¥ Acive ¥ Prospeet [ Cliert Company Humber fnew)  Frametior: [Gtandard) | ol
[~ Vendor [ Personal [ Mo Clsssified [~ Has Service Cortract Save
£ Company | &2 Contscts | < Financial & User Defined Fiskds | [x)

Cancel
AllFields | Referialinfo | Marketing | Gales |[Tech  City_Target| Franchise_Biz_Dev | BMS_LEASES | Dongle | Authorization| Implementation | -

=
Field [ Value Field | Value | Clone.

Last Service Contract Cal International Discaunt [m] <
TECH_SUPPORT I L=t Fizviewed Date Bz

1 Fi d_B:
[l Lost_Reviewed By A
ortiol_Beta_Tester @
(ose

erver IP

[ server ROF Login

tus - Info Server RDP Password
Wants_TradeUp_to_Control
adellp_Type

Multi-Store Index

Support_Espiation_Date

Support_Lapsed_On
Confinuaus_Support_Since

ate_Requested_Tradellp
B Haled Version 8 D
Received_v8_License_Agresmen

Mailed_v8_License_Agieement
Flemove_fiom_Renewal Marketin L

E tion and ASP
On ASP Subscription
ASP_Billing_Period
£SF_Service

Dangle_ID
ser_Licenses
ore_Licenses

ASP Userbame 1 oduction Orly Licenses
ASP Userlare 2 =
ASP Userame 3 CCharge Serial Mo

ASP UseiName 4 B Fcchage Version

ASP UserName 5+ PCCharge Ship Date
ASP Server DNS

Support Other Info

|| | | |
[z G el K]

™ Shaw Inactive

@ Provious|_tent
— —)

User: MClark. NUM | Fri,Jun 22 12:06 PH

#'start| (5 @ 1 0] [T CyriousControl-... &) windows Live Messe... | & Shared Documents -..| 1 untitied - Paint | | ] mbox - Microsoft ou... | 55 katelyn - Conversation | 18] Ref ch 10-Comparie... | [0] 2, 12:06Fm

Wer. 04,00 [Customizable)

New Company User-Defined Fields Tab
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'(f-u “5 Set up User-Defined Fields for your customers.
L; \ Main Menu | Options | User-Defined Fields
|

Some handy customer User-Defined Fields we use at Cyrious are:

e Program Using

e Software Version Using
e Support Expiration Date
e User Licenses

e Store Licenses
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EFFECTIVE USE OF COMPANY INFORMATION

DUPLICATE COMPANIES

Control does not allow duplicate company names by default. Forcing unique names for
all companies prevents losing or confusing orders for companies with similar names. If
necessary, you can elect the permission of duplicate names.

fe) Check the Allow Duplicate Companies option.
x?*« 1 Main Menu | Setup | Option Setup | Store Options | Company Options
I

COMPANY WITH MULTIPLE CONTACTS

Cyrious allows you to save as many company contacts as necessary for a company. You
will retain a default primary contact for each company; however, the management of
multiple employees and contacts further organizes complex networks of contacts and

actions. This allows you to assign multiple employees to multiple company contacts.

COMPANY AND CONTACT ADDRESSES

Control allows you to enter in multiple addresses for each company, as well as for
each individual contact. The billing address for the company is the primary contact
address for that company and any of their contacts, unless otherwise specified.

SETTING DEFAULT SALESPERSONS

The House Account is the default primary salesperson for a company. However, you
can choose to label an individual employee as a primary salesperson for a company, or
for an individual contact within a company. The primary salesperson will show up by
default when entering orders and estimates. In the company screen, you may choose
to put up to three of your own employees as salespersons for that company.
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11: ESTIMATES, ORDERS & SERVICE TICKETS

CONCEPTS

The order, estimate, and service ticket screens largely resemble one another. To create an
estimate, order, or service ticket, you must enter information describing the company and items
included.

Control also allows you to save notes, check totals, include additional company information, and
schedule/monitor jobs for each item or part involved in the ordering process. You can even
create a set of User-Defined Fields to classify information about your orders.

An order template is a shell of a commonly ordered product for a company. This reduces time
spent creating duplicate orders. You can also clone orders to cut down administrative hours.

SCREENS

We will take you through the process of completing an order from start to finish. Most customers
will probably ask you for an estimate before they give permission to proceed on a job, so we will
show you how to create an estimate, convert it to an order, and mark it for completion.
: Create a new estimate.
re = 1. Main Menu | New | New Estimate
Ai" 2. Cyrious Home Screen | New Estimate
ot

3. Cyrious Main Toolbar | New Estimate

SPECIAL ACTIONS TOOLBAR FUNCTIONS

Action

@ Move Up
»» Demote

ﬂ Save Chrl+5k
@' Cancel
L. Mew Comparry k41

i Calculate Taxes Online

New Estimate Screen Actions Menu Options

Save - Saves all entered information. Expands so you can select whether you want to
save the open record as an order, estimate, or service ticket.

Cancel - Disregards changes and additions made to a record.

New Company - Opens a screen to create a new company.
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EXTIMATES, ORDERS & SERVICE TICKETS

CHAPTER11

SPECIAL ACTION MENU FUNCTIONS
7
Edit
a |
Save as Estimate

Save as Order  Shift+CkeHC

v
!

Save As Service Tickek

Save as Recurring Order
Clone
[Elaze

New Estimate Screen Special Actions Toolbar Print Button Options

When you have just opened the New Estimate screen, these options are available
throughout the new estimate creation process i.e. all tabs mentioned below.

COMPANY TAB
7=
oy ==l Access New Estimate Screen | Company Tab
L
|\§ !
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Compang[fnone) Ql L. MewCompany |  Piicing Level: [iStandard) - New
Descriptiore Promation: [[Standard) - (none) 4|
L3 Company | & tems | < Totsls| 5 Pagments | . Motss| . Estmts Grestings | ++ Parts | @ Scheduls | [ User Defined Fields |
I~ Inclide Fraspests [ Include Inactive
Company: [inone] QI Contact; [[none] |
L New Enmpanyl L visw Enmpar\yl Contact Informati
Jrvoice | Choose Other .. - PNT_’"‘*
P 4j osition:
o %I [
1.8 Secondary:
L Emait
Shigping [Local/Fick p -
Address : :
antract Information
F %I Cant L Inf i
ortract Type:
-8
S rder | aceounting
Carnpany Mumber
Flags & Notes | Flags Orly  Motes Only | Ty Dl
— Credt Limit $0.00
B Credit Balsrce: $0.00
Tems
=l Pricing Plan
@ Frevious) Newt @

New Estimate Screen Company Tab

The Company tab is the start of every estimate. Three fields on this screen are
mandatory.

1. Description - Type in a master description for the order.

2. Company - You must designate a company.

To pull up an existing company name, either type in the first three letters of
the company name and press Enter, or open Explorer by selecting the button to
the right of the company field. When searching for companies, you can check
the boxes above the entry field to include prospects or inactive buyers to
broaden your search results.

You can also create a new company by clicking the New Company button
below the entry field. After creating a new company entry, it will auto-
populate in the New Order screen.

Once you select or create a company, their invoicing and shipping addresses
will auto-populate in the boxes below.

3. Contact - This option is available after you have entered a company name. You
have the option of using the selection list to search for it. Once you select a
contact, their information will auto-populate in the Contact Information box

below.
Ship Order - Click this button to choose whether you want to ship this order to the
invoicing or shipping address. Alternately, you can enter in a completely different
shipping address.
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View Company - Click this button to open up the company record in a separate
Explorer window. You can make any needed changes in that window, and after saving
the updated record, the changes will show up in the New Order window.

Contract Information - The type of contract you have with this company, if any, will
show up.

Flags/Notes - Other specific information about the sub group. These notes are visible
only to persons authorized to access the Employee Setup.

Account Information - The company’s financial summary will show here.
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ITEMS TAB

P

I,I.L"“j_.-.-
._{L\_
Y
INY/L

[Hcyrious control - version: 04.00 [Mclark]
File Actions Tools Customers Wendors Sales & Marketing Banking Bepors Setup Help
5

o= R 3 4 &5 o 3 5. @

Manager  Production Home Toolbar Dashboard

Access New Estimate Screen | Items Tab

[_[5]x]

Logout Explorer Mew Order Mew Service Ticket New Estimate Mew Company Payment Entry Quick Reports Time Clock Actk
) Hame |« Exploting Service Tiokets | “ Exploring Servios Tickats || =1 New Estinate 7
Compary: inone) 53 L New Comgeny | Fiiing Leve [iStandard) - Ed
Descpios] Fronolor: [oerdmd =] lone ] I
L Company & lems | o Totels| 52 Papmerts | - Notes | - Estimate Grestings | ' User Defined Fieks | . o
i 2l Procucts| <] | Q‘ 5 newtineten | € bee || g8 Gore || @ Hovwels | €@ HoveBown | 3 Demote | € Fomoe || Cancel
[ Gtaion | Base | Disc. | Sublolal | Tawes | Total |

i 3%

Description [items [

Product
& New Estimate

$0.00 $0.00 $0.00 $0.00 $0.00

Ll
T

(=)

2
&

BMS Support
Call

Control Support
il

) £

SMS Support
Call

=)

Bug - Dev

=

Suggestion -

2 o
o
2

E)
3

=
=
=]

=
Previewiew | €3 NoDetals <3 Pricing Fom | Summary | Detsil ) Activiies < Advanced
@ b e | €) add © Delzte *1 Rename 235 Clone |
Wariation 1
SE Frevious | Mest I
User: MClark NUM || Fri. Jun 22 12:18PM

Ver, 04,00 (Custamizatle)

New Estimate Screen Items Tab

Use this screen to enter the items for your estimate. Your Quick Products list will
initially appear in the box at the left, but you can choose to view all items, as is

shown in the screen capture above.
To add items to an estimate, do the following:

1. Locate the product you want to add to the estimate in the product tree
displayed in the box to the left

2. Double-click the item you want to add to the estimate
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3. Depending on how you have set up your product, you may get a pop-up screen
asking you to enter in additional details about the product (size, color,
discount)

4. Keep adding items to the estimate until you are done.

There are additional functions available in the main Items tab screen.
Copy New Line Item - Copies the line items you have added to an order.

Copy All Line Items - Copies all line items in the order.

Blue arrow - Pressing the big blue arrow will toggle between viewing your Quick
Products and viewing a product tree as shown in the above screen capture.

View Quick Products - Designate the Quick Products you want members of this group
to see when they initially log in to Control.

New Line Item - Creates a new line item.

Delete - Removes an estimate or product from the database.

Clone - Copies a pre-existing order, estimate, or product to a new record.
Move Up - Moves the selected line item up.

Move Down - Moves the selected line item down.

Demote - Moves the selected line item down one level.

Promote - Moves the selected line item up one level.

RIGHT CLICK OPTIONS
& Print r
4 Capy Inta New Order
! Assign To v
¥ Change Stage g

@ Lire [tem Optiors 0 Clack On

1 Optionz +L Dpen Company
2 Wiew Product
0 Wiew Pricing Fom
\3 Wigw Surnmary Product Lagout
i Wiew Detail Product Layaut

ZE Ship Line ltem

New Estimate Screen Items Tab Action Menu Options
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Print - Prints the selected order, estimate, company, etc.
Copy Into New Order - Opens a screen to create a new order.

Assign To - Expands to show a list of employee names. Select the employee you want
assigned to this item.

Line Item Options - Expands to show a list of functions you can perform that are
pertinent to the item. Clock an employee onto that job; view the company, product,
pricing, and product layout.

Options - Opens a list of options for your customization.

VIEW TOOLBAR

Preview View | €3 NoDetails & Fricing Form |5/ Summary -, Detail = Activities o Parts T Summary Schedule %) Advanced
New Estimate Screen View Toolbar

The tool bar directly below the line item entry field contains some additional options
for viewing information about products.

Preview View - Shows a short summary description of the products on the Line Item
Entry screen.

No Details - Collapses the summary descriptions, leaving a short list of products.

Pricing Form - Reveals the pricing form for a highlighted item. You can make changes
on this form for the items selected.

Summary - Reveals the product layout for invoices/orders.
Detail - Reveals the product layout for work orders.

Activities - Expands to create an email, note, call, appointment, meeting, to do, or
work assignment.

the Clock In button to begin the process. If the employee has not

@ From this screen, you can also assign an employee to that activity. Select
previously clocked in, he/she must do so at this time.

Parts - Reveals the parts included in the highlighted item. You can make changes to
the parts listed in this section. Double click on the portion you wish to change and
enter the new information.

Summary Schedule - View and schedule jobs for an individual item.

Advanced - Assign the sale account for an item. You can override the default account
by selecting a new sale account for an item. From this screen, you can also assign an
employee and stage to the item. You can also change the default address to a new
shipping address for each item on the order. This will also change the tax on that
item.
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USING THE VARIATION TOOLBAR

) Seths Active | ) bdd ‘ @ Delete | M Fename | o> Clone ‘

New Estimate Screen Variation Toolbar

The Variation toolbar, directly below the View toolbar, is the only notable difference
between the order and entry screens. The Variation toolbar allows you to create
alternate estimates for a potential order without forecasting multiple estimates. All
variations will print on the same estimate. The first variation listed is the one that will
be included on your expected revenues.

Set as Active - Designhate the order the buyer is most likely to approve.

Add - Create a new tab and alternate estimate. You must name your variation before
you can begin entering items.

Delete - Removes a variation.
Rename - Renames a variation.

Clone - Copies a pre-existing variation. This is ideal if you only want to tweak one or
two things.

TOTALS TAB

ol Access New Estimate Screen | Totals Tab
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Campany:[none] 3d| L WewCompany | Picing Lewel [(Standard) - New
Descriplmn| Promotion: I[Standard] = [nore] =l
B Compary| &l ems ' Totals | &2 Papments | Notes | - Estimete Greetings | +* Pans| @ Schedue | /2 User Defined Felds |
Primary Salesperson: [(rone] ]| ‘ Y
2nd Salespersor: [Inone) - _|
) Base: 3000
3rd Salespersor: [[rane] T s o
Entered By: Clark, Moll Fiaunding/Min. Adjustment $0.00
_ _ Discounts $0.00
TN Sellersburg, 1N 47172] Line Item Total: £0.00
Taes (My City) $0.00
Fod 5 Date: [Mon, 7/16/2007 - s iy B T
ale " =
Time: [12.00:00 8M = AosEEE i
Deposits/Payment 3000
Date: [Fii, 7/13/2007 - cposter yments
Due Wite OIf Amounts: $0.00
Time: | 4:00:00 P =
I Firm Date Balance Due: $0.00
Estimate Station: [inane) = .
Station at Sale: [[none] - J
Diigi: B [

@ Previous|_new @ |

New Estimate Screen Totals Tab
Primary Salesperson - Check this box to assign salesperson status.
Second Salesperson - Check this box to assign salesperson status.
Third Salesperson - Check this box to assign salesperson status.

Entered By - Displays the name of the employee who entered the record.

w This field cannot be changed.

Division - A division is a group of employees that you wish to keep separate for
documentation purposes. A division is part of a company and can consist of both
employees and sub groups.

Overridden - Designates if the default value has been overridden.
Proof Date - If the box is checked, you must enter in a delivery date.
Due Date - Enter in a due date for the product.

Firm Date - Check this box to designate a due date as final; the customer will not
accept the product after this date.

Estimate Disposition - The kind of order this is.

Disposition at Sale - The kind of order this will be when it is sold.
Order Origin - The origin of the order.

P.O. Number - Purchase Order number.
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Pricing breakdown - This tab will display the breakdown of every charge for this
order. You cannot change anything from this area of the screen if the amount in
dollars is not displayed on a button. In the screen capture above, you could click on
the $5.00 button on the City Taxes line. Use the Items tab to alter any other prices.
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NOTES TAB

V. =

e

e’ Access New Estimate Screen | Notes Tab
I"|

|\j !

Cornpany [{none] Ql £ Mew Company | Pricing Leet [(Standard) - New
Deserptior| Prometion: [iStandard) = (nane) |
5 Company| ) ltems | < Totaks| &2 Payments - Notes | _ Estimats Grastings | «* Parts| @ Scheduls| I User Defined Fields |

[Py Template Teat Menge Fields =

Vigwing Template

Estimate / =
Bl | Q[ Eustume.;s;ma;imkup :I
Use this section istomen ider Flick up
for recording notes — Fax Proot

you want the -] _~ Full Payment Due
Companytosee [« » 2 b
bout thie estimate

o order

Internal Use
Only Notes: =
Use this section

for recording
intermal notes that

only need to
appear on the

work order

< | »l_I
= = =
The Customer will Pick-up estimate rumber. =]
= <<OrderMumber>>, upon completion.
[N} v <<Salespersonl ProperMames >
Estimate: Grestings: “igw E stimate Gresting 2 Edi | ) add |
@ Previous | New @

New Estimate Notes Tab

Template mode - Mode where using templates is easily accessible, as pictured in the
above screen capture.

Text mode - Mode where entering text is enabled.
Merge Fields - Used to create Speed Notes.

Estimate/Invoice Notes - Other specific information about the sub group. These notes
are visible only to persons authorized to access the Employee Setup.

Internal Use Only Notes - Other specific information about the sub group. These notes
are visible only to persons authorized to access the Employee Setup.

Speed Notes - Other specific information about the sub group. These notes are visible
only to persons authorized to access the Employee Setup.

View Estimate Greeting - Opens a pop up window that shows what text will appear at
the top of the invoice. You can use Speed Notes for this, too.
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ESTIMATE GREETINGS TAB
s
e Access New Estimate Screen | Estimate Greetings Tab
L
INY/)

5 Company| & ttems| < Totels | &2 Payments| ) Notes - Estrate Grestings | '+ Pats| @ Schedus | I3 User Defined Fields
| 3 Tenplae Tewt (5[] Mergs Fields ~
Yiewing Template

_ Quate Time Limit

" Thank You

Dear <<Contact Propert ames > ﬂ
Wie appreciate the opportuniy to provide this
quatation ta yau. e hope this meets pour
approval and ook forward to serving you inthe
El A Edit (D) Add

L Previous| nNew @ |

New Estimate Greetings Tab

Use this section to designate the greeting that will show up on the estimate. You may
either enter in your greeting manually or select a message from the Speed Notes list to
the right of the box.

This tab functions exactly like the Notes tab, except the information that shows here
will only print out on the estimate, and not on the order itself.
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PARTS TAB
(' = _' \- .3
[N
=l Access New Estimate Screen | Parts Tab
| d !
£ Compary | tems| < Totsls| &7 Payments| . Notes| . Estimsts Grestings < Pats | @ Scheduls | 1 User Defined Fiskis
lneler:[B] x|  Linelemnfa)
V E quipmert Labar Material
) Freight Location Other

Labor Cost: 000000000.00 Equipment Cost:000000000_00 Other Cost: 00000000000 Total Cost:000000000.00
Material Cost:000000000.00  OutSource Cost000000000.00 Freight Cost: 000000000.00

Ref# |Lnelt( Product | Modifier Part | Description Station [ow [ Available [EstimatedUs [Ot] Units  [Estimated Co 0| Incude? | Included [Actual Usage [Caleulated Us[ Ur

el
Only

il | |
@ Previous| New @

New Estimate Parts Tab

Use this screen to view all of the parts used in all of the line items in the estimate.
This helps if you want to review costs incurred from the variables entered when
assigning parts. You can filter the parts for viewing by using the check boxes with the
parts’ description labels.

You can adjust the actual costs of the individual parts by typing over the costs that
appear in the Cost columns. Doing so automatically checks the OV (override) button.

@ Leave estimated costs as they are.

Ref# - An automatically generated number used to keep track of your parts.
Line Item - The line item number to which this part corresponds.
Product - The product to which this part corresponds.

Modifier - Any modifiers to which this part corresponds.
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Part - Enter the part name to which you want to bill time. If you do not know exactly
how the record is entered in Control, you have the option of using the selection list to
search for it.

Description - Description of the part.

Available - Denotes whether or not that part is available/in stock.

Estimated Usage - How much of the part is going to be used to fill this order.
OV check box - Check if any value needs to be overridden.

Units - The units used for this part.

Estimated Cost - Amount it will cost to use the estimated amount of the part.

Actual Usage - Calculated after the order is complete. Shows how much of the part
was actually used to complete the order.

Actual Price - Calculated after the order is complete. Shows how much the amount

used cost.
SCHEDULE TAB
-~ .\- o
==
PR Access New Estimate Screen | Schedule Tab
I.'h
| ‘3 !
& cUmpanﬂ ol ems | < Totak | %5 Papments| 0 Notes| 0 Estimate Grestings | «* Pans @ Scheduie | 13 User Defined Fiekds B B
Lneltem: B =] Lineltem [nfa)
& [¥] Equiprent Laber Materia
@ |l Frehi Lacation Other [ D | wesk Today

Labor Cost: 000000000.00 Equipment Cost:000000000. 00 Other Cost:000000000. 00 Total Cost: 00000000000
Material Cost: 000000000.00 OutSource Cost 000000000. 00 Freight Cost: 000000000.00

Product | Part ‘ Description Instance | Time ‘ " « 7j13/2007
5 |

Line
Them

& | 7 | &8 | 9 | w | n

==
=

>w)

[
o
&

FQ

(=]
T

< | |

¥ Hide Unscheduled Parts

New Estimate Schedule Tab

Each part may have a calendar, though that is not necessary. If you select labor in a calendar,
you may assign an employee to that job.
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Line Item - The line item number to which this activity corresponds.

Product - The product name.

Part - The part name.

Description - Description of the activity.

Instance - Denotes the frequency of the activity displayed.

Time - Scheduled time for the activity.

Timeline - If you have selected a day view, this area will display hours. If you have

selected a week view, this area will display days.

ASSIGNING A CALENDAR TO A PART
1. Select a part instance from the drop down list

2. Designate a block of time to schedule that activity

3. Double click in the time slot to reveal a New Activity screen

Use the Calendar tab to schedule both equipment and labor, and view if equipment
and labor are scheduled at the same time.

employees or parts.

@ Control does not prevent you from overlapping scheduled
y,

USER-DEFINED FIELDS TAB

P %

|7 - j-

e T ol Access New Estimate Screen | User-Defined Fields Tab
L

|\ﬁ !

8 Compery| & hems| < Totals| 5% Motes| 57 Estimate Greatings | 1% Parts| @ Schedule G User Defined Fields |

AllFieids _Implementation | Implementation Team | 0C | Shipping | Hardware | Software |

Field

Application Type

Implementor
Sales Engineer
Owner_/_HD
Sales_Manager
Pricing_Authority
Production_Manager
Accounting Representative
PC_Tech
Other_Team_Members

Sale_Date
KickOIf_Meeling_Dale:
Instalalion_Date
Conversion_Complete_Date
Pre-FT SignDff Date
OnSite_Stat_Date
OrSite_Completion_Date
Final Sign0ff Date
Conpletion_Date
Original_Target_Date
Training_E spiration_Date

Curent_Stahus

Value Field | Value [ =

Days_Total
[l 7izining_Hours_Used

~ [ Training_Hours_Billed
B relementation_Hours_Used
B rclementation_Hours_Billed
W Hous_Remaining
W 0y Biled
W 0o _Feraining
B rol_Lsst Updated

W Furchase_Suvey Date
B Tiaining_Surey_Score
Training_Survey_Date:

W iropiement_Suvey Score
B Irolement_Suvey_Date

| [
[ County_Utimate_Destination
[l Shipping_Irvvoics_Amount

[l HrcvorePOMumber
~ [l HasHardware T oOrder r
- W Hardwarctideredpy

. heaan

New Estimate User-Defined Fields Tab
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This screen displays any User-Defined Fields you have set up.
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ADJUSTING ESTIMATES, ORDERS, AND PARTS

You can search for an order, estimate, or company by using the Explorer button.

Click Edit

A w N =

PRE-EXISTING ORDERS

Make your adjustments

Locate the estimate you wish to adjust

Select OK to apply changes

SPECIAL ACTIONS TOOLBAR FUNCTIONS

Close - Close the order window you currently have open.

Print - Will expand to show options for the things you can print from this window.
These options will be for invoices, shipping records, and so forth.

Activities - Expands the normal Activities menu found throughout Control.
Next Record - In this example, we are viewing Order No. 25435. Selecting this option

Actions

[ Close Chrl+F4

& Print »
T Activities v
@ Mext Record

@ Previous Recaord

“¥ 25435

<4, Ewplore k
&+ Confirn Maternial Usage

44 Confirn Labor Tirne

S8 Mew

i Clane

am Edit UDFs

7 Edi Ctil+E

i#s Estimate

@ woid

'? Edit Dezcription

{) Stahuz k
£k Ship Order

i {} Change Sales Disposition ¥

e p Change Divizion

Order Actions Menu Options

would take us to Order No. 25436.
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Previous Record - In this example, we are viewing Order No. 25435. Selecting this
option would take us to Order No. 25434.

[Order No.] - This option refreshes the order window.

Explore - Expands the Explore menu. You can select a type of Explorer view, and it
will open up in a new Explorer window.

Confirm Material Usage - This option opens up the Confirm Material Usage dialogue.
See Section 10.2.5, Confirm Material Usage.

Confirm Labor Time - This option open up the confirm Labor Time dialogue. See
Section 10.2.2, Confirm Labor Time.

New - Opens a new order window.

Clone - Clones the order you currently have open.

Edit UDFs - Opens a window allowing you to edit the order’s User-Defined Fields.
Edit - Enables you to edit the order.

Estimate - Opens the order’s corresponding estimate in a new window, if applicable.
Void - Voids the order.

Edit Description - Enables you to edit the description of the order.

Status - Expands to show the menu options available for changing the order’s status.
Ship Order - Opens a dialog for shipping the order out.

Change Sales Disposition - Expands to show the menu options available for changing
the order’s sales disposition.

Change Division - Opens a dialog for changing the company’s division.

EFFECTIVE USE

USING ESTIMATES AND ORDERS
Many of our companies will likely use a procedure that goes something like this:

1. The salesperson creates an estimate, and provides the customer a quote from
this estimate

2. After the customer agrees to the quote, the customer signs off on it
Once the estimate if approved by the customer, it is converted to an order

4. No line items are sent to production until a supervisor has approved the order
and payment has been processed

Integrating estimates into the workflow will help your company catch mistakes.
Additionally, it is so easy to convert an estimate into an order; there really is no need
to skip this step - a step that many customers favor.
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CONVERTING AN ESTIMATE TO AN ORDER

@ |_
ach Caorvert
w5 Conwert To Service Ticket

Estimate Action Toolbar Convert Button Options
1. Click the arrow on the Convert button on the right hand action menu

2. Select whether you want to convert the estimate to an order (Convert) or a
service ticket (Convert To Service Ticket)

3. In the window that pops up, confirm that you want to convert the estimate
4. Check the box if you want to edit the order after converting it

Cyrious will keep track of estimates, even after you have converted them. Also, after
you convert an estimate into an order or a service ticket, the Internal Notes section in
the order/service ticket will say something like “Converted from Estimate #308619”.

OTHER SPECIAL ACTION MENU FUNCTIONS
Void - Cancels a pre-existing order.

Clone - Copies a pre-existing order, estimate, or product to a new record.

!—:;! E ztimate
& Estimate 2
& Contracts r
B BMS SMA Cover Letter

& Estimate Like &n Invoice

. Fstimate Like An Invaice [Prt Bio]

b Support [nvoice

& wiad Feports k
o Suppart [nvaice [SMSCankral]

& Canadian Estimate

& Estimate [0 Drrive)

Actions Toolbar Print Button Options

Print Sub Menu - Displays options for what you can print from this screen. Many of
these options expand further and can be customized to meet your needs.

Mark Lost - Mark the estimate as lost, or no longer applicable.
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[ Email

= Create Nate
4% Mew Other
W Mew Call
;ﬂp Hew Appt
L Mew Mig
= MewTaDo

47 Mew work Azzignment

Actions Toolbar Activities Button Options

Activities Sub Menu - Expands to create an email, note, call, appointment, meeting,
to do, or work assignment.

CREATING TEMPLATES
Templates are invaluable for frequent orders.

1. Create the frequently used order, such as “Qty 50 Staked Promotional Signs”,
which might be an order for a customer you have who works in the real estate
industry and purchases this item each time a new house is listed

2. Select the arrow on the Save button on the right-hand action menu
Select Save as Template to make that order reusable

v

=4 Save as Order  Shift+Chl+0
‘: Save az Estimate

gl Save Az Service Ticket

sl Save as Template

Actions Toolbar Save Button Options

You can search for previously created order templates in Explorer.
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£ Compary ) hems | <2 Totals] 57 Notes| %59 activiies | &% Pans| @ Scheculs | 13 User Defined Fields |
) 5 | © | 2 | © | o | » | « |
Praduct Description Items Stage Base Disc. Subtatal Taves Total
- = Service Ticket #25415 5M5 Tech - - $0.00 30.00 $0.00 $0.00 $0.00 j
+ 8 1 - 5MS5 Support Call 12/23/08 Trey> Stewe> Subject lin. 4 Rieview 000 0.00 0.00 0.0000 0.0000
& SMS Ver. 8 Support.
& Description: 12/29/05 Trep> Steve> Subject line in all invaices emaile: J
are incoirect.
& Resolution: 12/29/05 Trey: Stever Walked him through remaving the
urwanted text in the subject ine of the invoice template
|
Preview View | €3 Mo Detalls &3 Pricing Farm 3! Summary | Detail 5 hetivities 2 Pats T Summany Schedule  <F Advanced

Service Ticket Items Tab

Service tickets are records of services you provide to companies. Instead of adding
products in the Items tab, you would add services, such as “Affix decal sign to
company’s automobile”.

To save an order as a service ticket, select the arrow on the Save button on the right-
hand side of an estimate or order screen. Select Save as Service Ticket. You can view
service tickets by selecting an Explorer search.

STATUS

The status option is available when you are using an order or a service ticket. The
Status sub menu is located in the right hand Activities menu.

As with all other sub menus, clicking the arrow will display a vast array of options. In
this particular case, there are even more options available ...

& Process Payment E:; Change Dizposgition
& Completed e WP k
£ Sale Crl+s/t+5¥

Actions Toolbar Status Button Options

... Moreover, the options are customizable. Here at Cyrious Software, we have created
different statuses to use for orders and service tickets. Our Implementation Team can
teach you how to make use of this feature to fit your company’s needs.
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12 : ACTIVITY MANAGER

CONCEPT

The Activity Manager schedules and tracks all employee activities. This includes all contacts
made by an employee as well as all activities that an employee engages in while using Cyrious.

- All activities by all employees are available for viewing
‘ / by all employees.
SCREENS
{ -“\3_._:{ 1. Main Toolbar | Activity Manager
\ﬁ 1 2. Cyrious Home Screen | Activity Manager
|

SPECIAL ACTION TOOLBAR FUNCTIONS

Actions

@ Mave Up
»» Demote

{8 Close Chrl+F4
" Activities 3

83 Print B scheduled ]
ﬂ Save View  Chrl+5 0= Completed L4
B Al activities

B2 all Scheduled Activities

B Completed Activities

B all Customer Activities

| Employves Ackivities

B Ackivity Log Sales

B fctivity List For This Manth

B Activiby List For This Week

&;; Ackivity Lisk For Tormorrow

B Ackivity Lisk For Today

Activity Manager Actions Menu Options
Close - Closes an unedited screen.

Activities - Expands to create an email, note, call, appointment, meeting, to do, or
work assignment.

Print - Prints the selected order, estimate, company, etc.
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CALENDAR TAB

ey Access Activity Manager | Calendar Tab

[Hcyrious Control - version: 04.00 [MClark] HE E
File Acfions Tools Customers Vendors Sales & Marketing Banking Beports Setup Help

- 3 - = — 53 2 & B
A« = X 3 8B & 9 § o2
Logout Explorer New Order New Service Ticket Mew Estimate Mew Company Payment Entry Quick Reports Time Clock Activity Manager  Production Home Toolbar Dashboard
) Home | “\ Exploring Servics Tickets r“‘—’i Activity Manager 7
7 Calendar | 9 ety st Fiters EI;‘
My Calendar Activity Calendar [l ‘E‘?l 7 | &“ﬁl :“_l "-'jl % Show Completed | 3 Show Calendar 3‘1\3
Clark, Moll
idar JJuneyzz 4 June 2007 » (%]
SMTWTFS [Earoe]
“ B iﬁ
3456789 Clere
01112 13 14 15 16 =
Jizi=n 17 18 19 20 21 Bl 23 &
24 25 26 27 26 29 30 Frint
Lk July 2007 o1
2 iy -
T T o Aetiiies
2/ 1234567 L]
8 91011121314 Closs
15 16 17 18 19 20 21
0] 22 23 24 25 26 27 28
2930 31
&
= 40 August 2007
e S M TwWw TFS
G e 123 4
= 5678 91011
= 1213 14 1516 17 18
] /o 19 20 21 22 23 24 25
5 26 27 28 29 30 31
o
(s
] 7o September 2007
s SMTwW TFS
2 i} 1
'}; 87 2345678
= 910 11 12 13 14 15
H goo 1617 18 19 20 21 22
3 7324 25 26 27 28 29
£ il el
" 102 LI October 2007
SMTwWTFS
110 123456
7 8 910111213
1415 16 17 18 19 20
12 pm 21 22 23 24 25 26 27
282030 31
122 Nowember 2007
SMTwTFS
20 123
— 45678 910
1112 13 14 15 16 17
30 1619 20 21 22 23 24
252627282930 1
2345676
il
Ver. 04,00 [Customizable] Sewver. CYRIOUSS (administrator) NUM | Fii,Jun 22 1:35 PM

Activity Manager Calendar Tab

This calendar view of the activity manager allows you to organize and view activities
in a sequential manner. Pictured here is a daily view of a single employee containing
both timed and non-timed activities. The left side of the screen displays timed
activities, whereas the right side of the screen shows non-timed activities.

Viewing Calendar For - In this screen capture, the scroll bar to the left of the timed
activities shows a list of all employees and parts currently used in Control. Here, the
Store Owner has been selected with a check mark. You may select as many employees
and parts as you wish. Their activities will all show on one calendar.

This may be helpful if you ware trying to plan a meeting and you want to check the
availability of multiple employees.

Show Completed - Selecting this box reveals all activities, including those already
completed. Completed activities have a strike-through.
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Calendars - Use the calendars in the top right-hand portion of the screen to select one
or more days to view. Click on a single day to view, click, and drag through a grouping
of days to view.

Click Here to Add a New Non-timed Activity - Use this button to reveal a new activity
screen to enter in a new non-timed activity.

Filters - Reveal a list of activities from which you can select. Use this option to
include only those activities necessary in the list of activities.

RIGHT CLICK OPTIONS
ey k Other
Display * Zall
T Appt
kg
To Do

Wiork Assignment  #
Right Clicking on an Item in the Calendar
Edit - Enters a mode that allows previously saved information to be changed.
Open in New Window - Opens the highlighted record in a new window.

New - Opens a screen to create a new record.

SPECIAL ACTION MENU FUNCTIONS

The Print button on the right hand Activity tool bar gives you many options for printing
that will help you keep track of past and present assignments.

Action

@ Maove Up
7» Demote

{8 Close Chri+F4
" Activities *

£ Print & Scheduled r
ﬂ Save Wiew  Chrl+s 88 Completed L4

B2 all activities

$8. 2l Scheduled Activities

B2 Al Completed Activities

B Al Customer Activities

B all Emplovee Activities

B Activity Log Sales

Activity Manager Calendar Tab Actions Menu Options

Scheduled - Expands to give the User the option to print scheduled customer,
employee, estimate, or order activities.
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Completed - Expands to give the User the option to print completed customer,
employee, estimate, or order activities.

All Activities - Prints a report of all scheduled and completed customer, employee,
estimate, and order activities.

All Scheduled Activities - Prints a report of all scheduled activities.
All Completed Activities - Prints a report of all completed activities.

All Employee Activities - Prints a report of all scheduled and completed employee
activities.

Activity Log Sales - Prints a log of all sales activities.

Activity List for this Month - Prints a list of all activities from the current month.
Activity List for this Week - Prints a list of all activities from the current week.
Activity List for Tomorrow - Prints a list of all activities for tomorrow.

Activity List for Today - Prints a list of all activities for today.

ACTIVITY LIST TAB

e = ol Access Activity Manager | Activity List Tab

. n

| ﬁ ‘
% Colendar 7 Activity List 1 [ES Fiters
7] Taday - ‘ 12/29/2008 - 12/29/2005 v Show Completed

Desoriplion B Order Number. 25065
s M arkad Gals Company: Signs On Time
Description: Order Status Marked Sale
Entered By Bridgeman, Megan
Dederbiestsd T Motes: [Dier Cloeed |
B
bhaster payrent for FASTGIGNS 10000

12292006 DiderEdiad

12090005 Coder Statue Markad Sl -

12/29/2005 k bditch it L

b Date/Tims__ | Account | Debits | Credits Order | Compary [ Division |
1242972005 T0h08: 2 SMS Sales $1.200.00 | 25065 Signz On Time Compary
12/25/2005 10:08:4 SMS Sales $144.00 25085 Signs On Time Company
| 12/23/2005 10:08:4 5MS Sales $600.00 25085 Signz On Time Company
12/29/2005 10:02:4 SMS Sales $72.00 25085 Signs On Time Company
12/23/2005 10:08:4 WP $1.200.00 | 25085 Signs On Time Campany
12/23/2005 10:08:4 WIP $144.00 25065 Signs On Time Campany
12/23/2005 10:08:4 Orders Due $1.056.00 25085 Signs On Time Company
12/25/2005 10:08:4 WP $600.00 25085 Signz On Time Company
12/29/2005 10:02:4 WP $72.00 25085 Signs On Time Company
12/23/2005 10:08:4 Orders Due $528.00 28085 Signs On Time Campany
12/23/2005 10:08:4 Deposits $1.584.00 25065 Signs On Time Campany
‘
KT — ;IJ

Activity Manager Activity List Tab

You may find a simple list of activities more advantageous than a calendar view. Use
the Activity List tab to view all activities as a list. Here, the left-hand portion of the
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screen is the list of activities to complete. The right-hand portion of the screen
displays general information, where you can view activity details.

RIGHT CLICK OPTIONS
‘;;. Open

L\ Open Company

& Open Order

B Prie Company Reparts #

£ Print Order Reparts S B reocicewiork Drder Group 3

i [

. 4 Ewport Grid = LTDLC; ; b
1 Column Choozer or _ T E.f
B Facking Slip

B GL Detail For Order

. Wword Reports

. Contral Add. Packing Forms
B chS 2dd. Packing Forms
I EM5 Add. Packing Forms
. Customer Lethers

. Contracts

. |rmplermentation Detail B epart
W Facking Slip

Right Clicking on an Item in the Activity List

- v v v w w

You will get a different pop up menu depending on what kind of item you clicked on,
i.e. right clicking on a service ticket will pull up a different menu than clicking on an
estimate.

DATE SELECTOR BUTTON

The selection button at the top right hand corner of the screen drops down and
prompts the User to select what dates to display in the current view.

Cyrious Control Users Reference Manual 1 5 6



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied

CHAPTER 12 ACTIVITY MANAGER
ToDo Mew ToDo
General Information;
Add/R Calend Contact
emove Colordas__| Tops C Oher O Cal  Cappt O Mg @ ToDo
Reminder; |Scheduled Timej Pricrity: |Normal j To Do Type: |
Lescription: ||
Location: | )
Order: | ﬂ Estimgte:l £
Compaty |[ﬂDnB] ﬂ Eogtact:|[n0ne]
Imfio:
k=]
M akes:
=l
=l
Scheduled Date;
12430/2005 : € Schedule a Time for this Activity
™ Private Event & Only Schedule the Date [Timeless)
= Al Day Event
ﬂfﬁ Make Recuring | [ Foll over if not completed
Original Scheduled D ate:
Created By:  Bridgeman, Megan a:as Complete
ot 1273042005 10:18:52 AM
Completed By:  [none]
£) Ok ‘ @ Cancel |

Activity Manager New Activity Pop Up Window

Use the New Appointment screen to enter information about a new activity. This
screen appears in the Calendar view when you click and drag to select a block of time,
or when you right click on the timed or non-timed activity screens. This option is also
available from the Activity List view, and on the Main Menu | New menu.

Add/Remove Calendars - Select this button to add employees or parts to a scheduled
activity. If there are multiple employees or parts displayed in the Calendar view, they
will all appear in this list, and all of them will be assigned to the activity.

Contact Type - Check the appropriate box for your activity type.

Activity (Other, Call, Appointment, Meeting, To Do) Type, Description, and
Location - You may either type in the information into these fields or select from the
drop-down boxes.

e Set frequently used selections in these fields.

xﬁ« | Main Menu | Setup | System Setup | Activity Manager | Pick List
|

Notes - Enter any additional details the employee might need about this activity.
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Scheduled Date - Use the calendar to select a date for an activity, if different from
the day currently selected in the Activity Manager.

Scheduled Time - Check the circle associated with the period for this activity. You
may opt to have the activity roll over to the next day if not completed. If an activity is
scheduled for a specific period, the option to roll over will be removed.

Private Event - Select this box to make an entry private, or visible only to the persons
associated with that activity. The entry will appear for all to view, however, the
description is omitted.

Make Recurring - Select this button to make an activity repeat.
Created By - Displays who created this activity.
Completed By - Displays who completed the activity.

COMPLETE SUB SCREEN

When an assigned activity is complete, click on the Complete button. A screen will
appear prompting you to enter information regarding the completion of that activity.
Once an activity is completed, it will only appear in the Activity Manager when the
Show Completed check box is checked.

If more than one employee is scheduled for an activity, when you mark the project
complete, you will be asked if one, some, or all the employees involved in that
activity have completed it.

Complete

MHaotes:

Reszult: - r
J r

Schedule again

=

Completion Tirme:

s scheduled Dater [12/30/2005 Start Time: |10:21 Ak %@
& Custon: Duratior: ’m
ErdTime: [1021a0 )|

£ 0Ok, ‘ € Cancel |

Activity Manager Complete Sub Screen
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Notes - Enter in any details about completion of the activity.

Result - Select a result for your activity from the drop-down box.

" Create a list of results.

x?*‘ 1 Main Menu | Setup | System Setup | Activity Manager | Pick List | Result
| i,

Schedule Again/Copy Notes - You may choose to schedule the completed event again

later. Check the Schedule Again box. You can copy the notes that you have made for

that activity in the future activity. You may also choose to clone that activity.

Completion Time - If you have chosen to schedule a time for an activity, you may use
this section to enter a precise time for that activity. Select the Custom Time radio
button to activate the time selection fields on the right hand side of the screen.

EFFECTIVE USE

Employees should use Activity Manager as a device to manage their own time and see how others
are using their time. Keeping all employees informed of the daily activities of others, even those
in different departments, helps employees comprehend what other departments need to function
to full potential.

Much of the efficacy of the Activity Manager depends on using the Options Setup and filters to
mold the Activity Manager to your needs. Simple setting changes will save you valuable time and
mild aggravation over the course of your workday.

OPTIONS

You can set options for the store as a whole by selecting Store Options from the left-
hand selection chart. An employee can also choose his/her own specifications by using
the User Options selection choices.

ol Main Menu | Setup | Option Setup | User Options | Activity Manager

TIMED/NON-TIMED ACTIVITIES

Timed activities appear in the Calendar view. Use these for organizing or tracking
daily activities. You can assign a company, estimate, or part to a timed activity to
help manage billed hours. You can also assign a service ticket to an activity to help
manage support time.

Often, salespersons or support staff may need to make numerous calls or perform
quick activities throughout the day. Create non-timed activities for these kinds of
things. You will retain a list without having to complete extraneous forms.
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CREATING AN EMAIL

L3 ol Main Menu | Actions | Activities | New Email

Order: | g E stimate: | g
Eompan_l,l| jﬂ
Contact: | j
To |
=
W Send ta each recipient individually.

oC: |
=l
BCC: =
=l

Subject: Merge Field:
Meszage: |
=l

Attachments: Add
Remaove
£) 0K | @ Cancel |

Activity Manager Email Dialogue

Sending emails from Control may help make your staff more productive, as they can
perform this task without having to toggle between windows.

1. Choose a company, order, or estimate. Doing so will pull up the company,
contact name, and contact email in the To field

2. Enter addresses in the CC and BCC fields
3. Select OK to send the email

When entering in the message, you can select from the Merge Fields drop down
selector to insert pre-saved information, such as a standard Thank You note for a
customer who has just placed an order online.

Cyrious Control Users Reference Manual 1 60



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
CHAPTER 12 ACTIVITY MANAGER

CREATING A MACRO ACTIVITY

= Main Menu | Actions | Activities | New Macro Activity

Macro Activiby:

EITIF'|C'_'r'EE| j Pricrity: |Mormal -
Drescription: ||
Macio: [(nane] -l _I
Reminder: |Scheduled Time B
et T s Autornatically Run ... Schedule ta Run ..
: & Never At the Start of the Day
[~ Private Event ¢ Only If Logged On [Local] & At a Specific Time
' On Server (In Background) —@
o Original Scheduled D
ke
Make Becuring riginal S cheduled D ate
Actual:
Start D ate:
Start Tirne:
Ceelizalal; Cruration:

o 1243042003 10:31:55 AM

Completed By [none] End Time:

Mates:

@QK | @-Eancel ‘

Activity Manager New Macro Activity Dialogue

This dialog is the same as setting up a new activity in Activity Manager.
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13: PRODUCTION TRACKING

CONCEPT

Production is an important part of business, because after all, what you produce is what keeps
customers coming back!

Control offers many tools to help ease the burden of tracking and producing multiple projects at
once.

SCREENS

Main Toolbar | Production Home

File MNew Actions Tools Explore Repors Sales & Marketing Setup Help

Logout Explorer New Order New Estimate Wew Company Payment Entry Quick Reports Time Clock Activity Manager

-’ Production Home

X @& =

Marketing Home Production Home Toolbar Report

Clocked In Y
Clacked In &
@ Green, John Clocked In
Change Work |[E5 =
Info =
L =/
v ]
Confirm Labor Change Another
Time Job's Info
CYRIOUS
7 I Ly / .
r- a4
L _/\,_/
Confirm Material Use Material
Usage of &
. e,
‘ _.l_l View Work
I~ Show Onl Clocked In Emploess History
| This Wesk v| 5/14/2006 - 5/20/2005 [¥ Shaw Completed
Class | Type I Dats I Time I Dessiiplion [ Employss | Company | ContactMame | Oider | Estimale | Drder Primary ~

Figure 13-1 Production Home Screen
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SPECIAL ACTIONS TOOLBAR FUNCTIONS
Actionsg
@ Mave Up
P» Demote
{8 Close  Ctrl+F4
O Clock Out
B2 print
Figure 13-2 Production Home Screen Actions Menu Options
Close Closes an unedited screen
Clock Out Clocks the highlighted employee out for the day.
Print

Prints the selected order, estimate, company, etc.
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CONFIRM LABOR TIME
w Main Toolbar | Production Home | Confirm Labor Time
Confirm Labor Time I
Employee: |[EER 3] Order I 3'
Pagsword; I Compaty
Entered By IManager, Stare j Diescrintion
Lire Item: I[all] j Lire Item: [nda)
Labor Cost: 00000000000 Equipment Cost: 00000000000 Other Cost: 00000000000 Tatal Cost: 00000000000
t aterial Cost: 00000000000 OutSource Cost 00000000000 Freight Cost: 00000000000 Tatal Unit Cost; 0,00
Line ‘ Product | Part | Descrinti | Estimated | Actual Use Make Use
Item Ihats il AR Uzage Uzage Additional | Hew Total | Curmrent
Execute |
€9 oK | € Cancel |

Figure 13-3 Confirm Labor Time Screen- No Order Selected

Your employees will use this screen to verify that they have spent a specified amount

of time working on one particular project.

The Employee will have to enter their password in the upper left hand corner as their

means of verification.

Employes: IBern, b ary

2l

Paszward: I

Entered By: IManager, Stare

]

Figure 13-4 Employee Password Must Be Entered

The Order Number must be entered in the top right corner of the screen. If the order
number is not known to the employee, it must be selected from a list in Explorer.

—

Figure 13-5 Click on the Explorer Button
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Order Mumb = | Status | Dizposition | Company | Description | Proof Date |
1004 WiP [rone] Betta Feal Estate Office Signage 5132006 1

Lapout Betta Beal Estate | Office Signagy ?
1002 WiP Dezign Betta Real Estate Grand Format | 5182006 1

Figure 13-6 Select the Order from the List

EY

Order (1003
Compary Betta Real Estate

Description Office Signage

Figure 13-7 Order Number Selected

The Employee can then make changes to the Labour Time.

Confirm Labor Time I

Emplayee: IBrown, [GE

= Oreler [1003 q]

Passwornd: I

Company Betta Real Estats

Entered By: IManager, Stare

j Description Office Signage

Line Item: [(all
Labaor Cost; $40.0500

j Line Item: [nda]

Equipment Cost: $41.5000
OutS ource Cost: $0.0000

Other Cost:$0. 0000 Total Cozt: $145.5%00

Freight Cost:$0. 0000

Material Cost: $64_0000
Line Product Part D h Estimated Actual Use Make Use
Item oo izl EECIpOn Usage Usage | Additional | Mew Total| Cumrent
» 1 Grand Format F| Design Labor | Diesign Labor 100k & 700 ¢ 000 0.oa v
@ 1 Grand Format F| Packaging Lab | Packaging Labor | 0,20 min 0.20 min 0.00 0.00 v
Add
@ —a, Wiews Park
Delete -ﬁ“‘ Help Text
+% Update Part Cost
85 print
@ Clock On
- Export dGrid
| Calumn Chooser

Erecute |

@- Ok | @- Cancel |

Figure 13-8 Confirm Labor Time with Order Selected and Right Click Options showing
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UPDATE PART COST

Main Toolbar | Production Home | Update Part Cost

If changes are to be made to the part cost

Lire: Iben: |[a||]

Labar Cost: $40.0500
Maternial Cost: $64.0000

I

Line Item: [nda)

Equipment Cost: $41.5000

OutSource Cost:$0.0000

Confirm Labor Time I

Employee: |Brawn, Mary =l Oreler [1003 A
Password:l Company Betta Real Estats
Entered By |Manager, Stare j Description Office Signage

Other Cost:$0.0000
Freight Cost:$0.0000

Taotal Cost: $145.5500

Line
Item

Product

Part

‘ Description

Make
Mew Total

Use
Additional

Estimated Actual
Usage Usage

Use
Current

iy 1

olzo

Grand Format F| Desigh Labor
1 Grand Format F| Packaging Lab | Packaging Labor

Dezign Labor

0.00
0.00

0.00
0.00

1.00 hr
0.20 min

4, Wiews Part
& Help Text

|

v

::-_45 Update Part Cost
8 print

@ Clock On

- Export Grid

7 Calumn Chooser

Execute |

@-QK | @-Qancel |
Figure 13-9 Confirm Labor Time with Right Click Options Options

Description of the various fields ...
Add Add New Line Item to the Order.
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i
Grand Format Prints
@ ok | @ LCancel |
Figure 13-10 Add Line Item Screent
The
Items |

:I Add » |

+- = » Equipment

- << Remove |
| »|

€7 0K | € Lancel |

Figure 13-11 Add Line Item Screen 2

To select the new Line Item, click on the category at the left, then select the part from the list
below. Click on the Add button then select OK.

This will add the new Line Item to the order
Need another screen with line items in the right column
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RIGHT CLICK OPTIONS
Right Click Options - Should these be under their own headings
;\ View Park
&' Help Text
:'_;" IUpdate Part Cost
j"-_, Primk
" Clack On

‘" Expart Grid
=1 Column Chooser

Figure 13-12 Confirm Labor Time Right Click Options

VIEW PART

—  Major Companents Refrzsh Tree | Part: Design Labor
[¥ Track Costs [T Track Inventory [T Show on Production Schedule

& Product/Course 5

= Mew Part Categary

@ Part Setup =
= Supporting Components & New Part Sub-Cateaoy. ||| Part |Eonsumptlon| Casts I F‘ruduclsl Modlhersl Vendmsl Advancedl
|| Modifier Setup & Labor
. Selection Lists Q Delete
i Mame: |0 esion Labor A1 Rename |
a Vatisbies IDesign Labor d I &
. User Constants Categony: ILabor j ¥ Active
& Pricing Formulas T + s » Equipment j o
7 Default Cost Multic - &% Laber Desciiption: IDES‘gn Labor
¢4 Pricing Plans ! & Design Labor B SKL: |

Figure 13-13 View Part Menu Option - Part Setup Screen

HELP TEXT
Design Labor Online Help Text
ﬁ

| -

|

o |

Figure 13-14 Help Text Screen For Additional Information
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UPDATE PART COST

Part Unit Cosk

Enter Mew Unit Cost for Design Labaor; [ 4000000 ] per hr

k. | LCancel |

Figure 13-15 Update Part Cost

CLOCK ON
Confirm |

\3} kreed is currently not clocked in. Would vou like to clock in?
-

Yes Mo |

Figure 13-16 Clock On

Cyrious Control

Employes: kreed must be clocked in order ko conkinue.

Figure 13-17 Warning Message After No Was Selected

fimeCard |

Employee: Manager. Store

Pazzwaord: ||

@QK | @-Eancel |

Figure 13-18Clock On Requires A Password
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EXPORT GRID

Save As HE
Save in: I;:’; My Documents j (& f = [

My Documents
My Computer
-
File name: I ﬂ Save I
Save az type: ile [ j Cancel |

.

i)
HTHL File [ hitral)

Figure 13-19 Export Grid- File Options

When exporting, the options available are where to save the file, what file type and the file
name.

csv
XML
HTML
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COLUMN CHOOSER

Select Columns

Select the columng that you want to view:

[ Reftt

Ling Itenm
Product

] Modifier

Fart
Description
] Instance

] Part Type
] OnHand

] Reserved
[] &wvailable

] On Order

[ Expected
Estimated Usage
] ow

[ Units

[] Estimated Cost
] ovw

[ Include?

[ Included
Actual Uzage

[miN

The zelected column should bel 1 5‘ pinelz wide

The wizible zcreen should have I o E‘ columns frozen,

2l{[ Movelp

Mave Down |
Drefault |

[~ Save Changes

=

@QK | @Qancel |

Figure 13-20 Column Chooser Options

Description of Column Chooser...

Select Columns

Select the columne that you want to view:

[] Rettt

Line Item
Fraduct

[ Modifier

v Part

Degcrption

E stimated Lsage
[ Instance

LI =, Y

1 Move Up

tove Down

4l

Drefault

[ Save Changes

Figure 13-21 Estimated Usage Option Selected & Moved Up
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CHANGE WORK INFO

5 .9

Change Work Information for Mary Brown

Main Toolbar | Production Home | Change Work Info

43 Mary Brown

«_;-; Currently working on;

Ordler # na)

Compary [(na)

Estimated Llzage 0.00
Time Started [nda)

Add to production notes

Description
Statuz I j
Dizpazition I[nnne] j
Line Itemn [na)
Stage I[nnne] j
Part [r/a]

" Change what Mary iz warking an.

Wiork Status |4d. Digital Production |

Order ~|f1on4 EY,
Company Betta Feal Estate

Description Office Signage

Status IBUilt j

Dizposition I[none] ﬂ

Line Item I'I]Large Format Pririts =]

Stage I\A-"aiting Far Installation j

Part I'I] Packaging Labor - Packaging Labj

E stimated Uzage

Add to production notes

Reset Walues |

tdary iz to ensure that the sign iz packaged properly to
enzure there iz no damage to the edges|

Feszet Values |

@QK | @Qancel |

Figure 13-22 Change Work Info Screen

Managers can use this box to re-assign an employee to a different project and add production

notes as required.
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The left side of the screen shows which project the selected employee is currently working on.

On the right side of the screen, you can select information for which project you are re-assigning
the employee to.

1. Enter or search for the order number you want the employee to work on.
Make sure this value auto populates in the Order box.

2. Add any additional information to the production notes.
Click on OK.
4. The employee will receive an alert that they have been reassigned.
The alert is ...
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CHANGE ANOTHER JOB’S INFO

Main Toolbar | Production Home | Change Another Job’s Info

Change Job Information

Order ||
Company [hote]

Description

Lire [tem I[none]

|
gl & Current New
Edit LIDFs Status [nane) [inane] =]
Digposition [none] I[none] j
j Stage [rore] I[none] j
j,"“ Apply Changes |
@ Ok | 6 LCancel |

Once the Order Number has been selected, use this screen to change the status,

Figure 13-23 Change Another Job's Info Screen

disposition and line item.

Change Job Information

Order {1004
Compary Betta Real Estate

Description Office Signage

Line Item I[none]

SI E Current Hew
Edit UDFs Shatus WP
Dizposition [hame]
j Stage [none]

Packaging
Quality Azsurance
ﬂ Apply Changes |
@ oK | 6 Cancel |

Figure 13-24 Change Another Job's Info Screen
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Ordler [1004 al —
Edit UDFs
order#oo4 |
Field [ Value [ Field | Value [

@QK | @Qancel |

Figure 13-25 Edit UDF’s Screen
UDF’s are User Defined Fields ... Insert Text

Cyrious Control

Changes applied.

Figure 13-26 Confirm Changes to UDF’s have been applied.

User Defined Fields are used to ...
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CONFIRM MATERIAL USAGE

Main Toolbar | Production Home | Confirm Material Usage

Emplapee: IBmwn, Fary

=

Entered By: IManager, Store

E

Order {1004

Company Betta Real Estate

Description Office Signage

=Y

Lirne Iter: I[a"] j Line Itern: (nda]
Labor Cost: $24.0500 Equipment Cost: $200.8000 Other Cost: $0.0000 Total Cost: $247.85(
Matenal Cost: $23.0000 OutSource Cost: 300000 Freight Cogt: $0.0000
Line Binduct Part D inti Estimated Actual Make Use
Item fOCUE at SACIBUON Uzage Uzage Hew Total| Currenl
iy 1 Large Format Printze - Bond Paper - 43 in 48" Band 11006 ¢ 3100 000 v
| Large Format Prints | Outdoor 1nk Cutdoor [mk 3.00 oz 3.00 oz 0.00 I
Add
[Delete
1] | i3
Update Parts |
@ ok | @Eancel |

Confirm Material Usage I

Figure 13-27 Confirm Material Usage Screen

Use this screen to confirm how much material you are using for a particular project. This allows
managers to verify if material amounts for a project are running higher than usual.
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Grand Format Prints

@ ok | @ LCancel |

Figure 13-28 Add Line Item Option

Material Usage ...
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VIEW WORK HISTORY
Main Toolbar | Production Home | View Work History
ViewBill Black's Work History |

I Time Clock Entriez

tateral Entries

Status Changes

Dizposition Changes

Stage Changes

Time Clock History

Start Date: | 4/22/2006

j Refresh |

Time Card o | Start Dated... | End DateT ... | Curnulative Time| Elru:ler| Estimate| Eu:umpan_l,l:l
: ! 3 572006, . . [none] -
4 4d. Digital Production  5/417/2006... [hione]

Figure 13-29 View Work History Screen

The User can access their work history here. They can view specific information about mate
used, status changes, disposition changes, and stage changes.

rials
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¥iew Bill Black's Work History

Time Clock Entriesl I tdaterial Entries Status Changes | Dizposition Changesl Stage Changes |
Material History StartDate:I 4/2242008 'I Refrash |

Drescription | Cuattity | D ate/Time | Elrderl Estimatel Eu:nmpan_l,ll Eontacttl

Y

Figure 13-30 Employee Work History - Material History

¥iew Bill Black's Work History I

Time Clock Entriesl Material Entries | I Status Changes Dizpozition Ehangesl Stage Changes |
Status Change History Start D ate: I 442242005 'I

Descrption | Dates/Time | Dn:lerl Est n April. 2006
Sun Mon Tue Wed Thu Fri Sat i’
26027 28 29 30 N1

2 3 4 5 B 7 8B
9 10 11 12 13 14 15
16 17 18 19 20 2
23 024 025 26 27 28 29
o1 2 3 4 5 B

Figure 13-31 Employee Work History - Status Change History
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¥iew Bill Black's Work History

Time Clock Entriesl M aterial Entriez | Status Changes | I Dizposition Changes Stage Changes |
Disposition Change History Start Date: I 4/22/2008 "I

Refresh

Description | Date/Time | Order| Estff < April, 2006
Sun Mon Tue Wed Thu Fri Sat iI
26 3¢ 28029 30 3 A4

2 3 4 5 B 7 8
10 11 12 13 14 18
16 17 18 19 20 21 [ EA
23 024 25 26 27 oM 29
W12 3 4 5 6

0 o
Figure 13-32 Employee Work History - Disposition Change History

¥iew Bill Black's Work History

Time Clock Entriesl M aterial Entriez | Status Changes | Dizpoitian Ehangesl I Stage Changes
Stage Change History Start Date: I 4/22/2008 "I

Description | Date/Time | Order| Estff < April, 2006 [ » |

Sun Mon Tue Wed Thu Fri Sat iI
26 27 28 29 30 A A

2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 [ EA
23 24 25 26 27 28 29
/1 2 3 4 5 B

Refresh

Figure 13-33 Employee Work History - Stage Change History
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USE MATERIAL

-i : // Main Toolbar | Production Home | Use Material

Use Material I

E stimated Llzage 0.00

COrder 004 EY Actusltodate  0.00
Cormpary Betta Feal Estate

Description Office Signage = Uze an additional I 0.00 5*
Lire Item |1] Large Format Prints j ) Wiake the total used I 0.00 5‘

Fart I[nDne] j = tark all estimated as uzed

[Init Area: 16.66B67 2q ft Total Area: 33.33333 eq ft

Layout Info
t aterial \Width: 48 in. Print Height: B in Print "Widtkh: 40 in
b aterial Leader: 0.5 ft Gap Height: 0 in Gap Width: Oin

Cluantity High: 2 ea Quantity *wide: 1 ea Matenial Height: 105t _ILI
3

2 eablin# 40 in Large Format Printz on Bond b atenial (8 720 dpi . j

Dermlabfida: 1 = kA —bmriml Srm—e AT an D e - D CCCCT ~m B

PR BN BN BN B BN

|Ipdate Part |

@-QK | @-Eancel |

Figure 13-34 Use Material Screen- No Parts Selected

Use this screen to add a material to a previously entered order.
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useMaterial |
Estimated Usage 000
Oreler [1004 4 Actsaltodate 000

Company Betta Heal Estate

Description Office Signage _ " Use an additional

Line ltem [1)Large Format Prints | | € Make the total used D00

* Mark all estimated a5 used

o 2 eabliniBanner -'n. ‘white d b aterial (@ 720 dpi . =

s Unit Area: 1Banres - B0 i Whate 3 zqft

o Layout In{Bannes - 72 n wWhite

& bdatenial ‘Wil Banner - 36 . white idth: 40 in

» Matenal LejBond Paper- 120in idth: O'in

* [uantity Hy Bond Paper - 18 in rial Height: 10.5 ft i

PR = P PR = M il frmm OCCCCT mm B

i Bond Paper - 24 in i LI—I
|Jpdate Part i

€) oK | @;ance||

Figure 13-35 Part Selection - Drop-down list

Update Part
Line Item
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PRODUCTION TRACKING

EFFECTIVE USE

The Production home page is a one-stop venue for everything a shop employee needs to work

efficiently. They can monitor how they are distributing time and take note if there is anything
that needs to be changed.

Change Work
Info

3 @

Confirm Labor ~Change Another
Time Job's Info

CYWRIOUS

@ @ y / :

Confirm Material Use Material
Usage

YView Work
History

Figure 13-36 The Production Home Screen Icons

There are many standard reports in Control ...
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14 : MARKETING

CONCEPT

The Marketing tools in Control make your salespersons’ jobs as easy as possible. Here, they can
access everything they need to help your shop remain competitive.

SCREENS

%\Q Main Toolbar | Marketing Home

& 4

File Mew Actions Tools Explore Feports Sales & Marketing Setup Help

Q== 0 8 8 2 4 3. xX @& =

==, Tre -

Logout Explorer Mew Order Mew Estimate New Company Payment Entry Quick Reports Time Clock Activity Manager  Marketing Home Production Home Toolbar Report
& Home | # Production Home | @ Marketing Home

- Existing Queries ﬂ
& Activity Queries £ ]
& Compary Queries
& Contact Queries

& Employee Queries Advance;:i Query
& Estimate Queries Setup

& Orcer Queries
& Template Queries
~ Existing Macros

G Activity Macros
& Compary Macros
44 Contact Macros
& Employee Macios
¢ Estimate Macros

& Order Macros f@\i
3 Template Macros 3 / C.YRIOUIS L Ly
Run Macro Macro Setup

Schedule Macro

Figure 14-1 Marketing Home Screen

Marketing is a vital part of any business and the ...
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- Exizting Queries i’
¢ Activity Queries

Company Queries
Contact Queries
Employee Queries
E ztimate Luenes
Order Quenies

bhbhbbbd

% Template Quenes
- Ewxisting Macroz

Activity Macmos
Company kMacroz
Contact Macros
Employee Macros
E ztimate Macros

Order Macros

teRLeee

Template kMacros

Figure 14-2 Marketing Home Screen Sidebar

Macro Setup

Run Macro

Schedule Macro

Advanced Query Setup
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Macro Setup |

Company Macroz

Contact Macros

E stimate b acros

el
¥ a

+ gt Employee Macros
-
¢ Order Macros
F

Template Macroz

< e
@QK | agancel |

Figure 14-3 Macro Setup Screen

Cyrious Control

Select a macra ko run,

Figure 14-4 Warning - If OK is Clicked and
No Macro Has Been Selected

::’ Mew Macro Categary System Category
E Mew Macro Categon Mame: I.-“-‘-.I:tivity bl acros ¥ Lctive

@ Delete Categorny: |[HDHE] =l
: Tupe: [hone)

C ki =
armpary Macros M acros:

Contact Macros

Employes Macros

E ztimate b acrog

Order Macros

TiRewww

Template Macroz 4
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SPECIAL ACTIONS TOOLBAR FUNCTIONS

Acticn
@ Mawve Up
> Demote
8 Close  Crl+F4
LA Mew Group
@ Mave Down

@' ey Thern

Figure 14-5 Marketing Screen Actions Menu Options

Close - Closes the Marketing home screen.
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REPORTING

MACRO SETUP

2|

B
(=)

- ¢ Company Macrog j

B Backup

) BMS - 5ha ALL)
[ BMS 4hr Technical
E Clear Support UDFs
[ Monthly Spt Biling -
[ Monthiy Spt Billing -
[ Monthiy Spt Billing -
Y Honthly Spt Billing -
B Subszcriptions Maontt
n Subszcriptions Maontt
E Subszcriptions Mantt
E Subszcriptions Guart
B Subscriptions GQuart
B Subzcriptions Run b
D Subszcriptions Unigr

& Contact Macro

& Employes Macros

- 0 Estimate Macros

E Print Suppart Billz
= g Order Macros

B tega Graphics kth

B Payment Received
- ¢ Template Macros

) FastSigns# 10402

* o
-

Main Toolbar | Marketing Home | Macro Setup
|
y)

& Description l B Trigger] B Actionsl

Macro name; | R =]

Categony: |Ulder Macros j W Achve
Type: Order
Description: |
=l

Figure 14-6 Macro Setup Screen

Macros make it easy for your salespersons to stay on top of their prospects. Macros are

automated actions Cyrious performs to remind them of potential orders and other

updates.

Macros can also be in the form of message windows that pop up whenever a specific
action occurs.
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One macro most Users like to have is a message box confirming that the User
wishes to save changes to or delete a record. Our example above is a macro
set up to notify the User when a payment is successfully processed.

SPECIAL ACTIONS TOOLBAR FUNCTIONS

Actions
gl Save  Chlss

@ Cancel

Figure 14-7 Macro Setup Screen Actions Menu Options

Close - Closes the Macro Setup screen.

DESCRIPTION TAB

Main Toolbar | Marketing Home | Macro Setup | New Marco | Description

| Tab
el

L% Description |E| Trigger | [ Actions |

b acro name: ||
Cateqgorny: I.ﬁ.cti'-.-'it_l,l Macros j v Active
Type: [none]
Dezcription: ;I

[

Figure 14-8 Macro Setup Screen Description Tab

Macro Name Enter a name for the newly created macro.
Category Choose a category for the newly created macro.
Active If this box is checked, the macro is active.
Type Displays the type of macro.

Description Enter a description for the macro.
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Detailed descriptions are best. They will help you keep better track
of your work later.
TRIGGER TAB

Main Toolbar | Marketing Home | Macro Setup | New Marco | Trigger

o =

ﬂ. D ezcription :l Trigaer :. .-i‘-.cticunsl

[f automatically executed, rn this macro .

+ On Server [In Background]

" Locally on User

*Mote: Meszage Actions will not zhow when running a macro on the server.

Thiz macro iz activated bazed on ...

{* Execute Manually Only

& [none] recaord changing:

= Besultz from a SOL Select Queny:

i [none] list from a queny:

" Indirect Change of

Figure 14-9 Macro Setup Screen Trigger Tab

If automatically executed, run this macro ...

Choose whether to run this macro for all on the network or only for the User who
created it.

This macro is activated based on ...
Choose whether to activate the macro manually, or when a company’s record changes.
Use Saved Query

If selected, select the Company from the box below.
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REPORTING

ACTIONS TAB

Main Toolbar | Marketing Home | Macro Setup | New Marco | Actions

Tab

B, Descrintioml B, Trigger Er Actions |

Prampt to Begin | Natify of Completion I

Add

Company Macio
Contact Activity Macio
E-Mail Macro

Message Action —
Report Macio [Action]
Report Macro [Crestal)
Feport Macio [SGL) LI

Q Delete

a4 Clone

I; l) Miove Up

Action Name: |EEMAEIEER

i ¥ Active
I~ Record Activity of Action upon Campletion

g E Mowve Down
"

Meszage Text

I~ Allow user to cancel macra execution with thiz message

Action Name

Active

Figure 14-10 Macro Setup Screen Actions Tab

Enter a name for the new action.

If this box is checked, the action is active.

Record Activity of Action upon Completion

Message Text

If this box is checked, each time the action is completed, an

activity will be added to the User’s calendar.

Enter a message that will pop up on the User’s screen when the

macro runs.
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SCHEDULE MACRO

Main Menu | Marketing Home | Schedule Macro

It is not a bad idea to schedule a few daily macros.

Suppose your Accountant is slightly absent-minded. You might want to set up a macro
reminding him/her to close out the financials every day at 4:45 PM.

Let us apply this example to the descriptions below.

w &

Eluurnal: Macro Activity: |
Emplayes: II:Iark, bl cally j Fricrity: INl:lrmal TI
Dezcription:; ||
Marcno: I[nDnE] j iew M acna |
Reminder: IScheduIed Time j
[ohellzd Datie Automatically Bun ..——— 7 Scheduls to Run ...
I?-'J1 32007 |;| % Mever (Al the Start of the Drayp
[~ Private Event = DOnly If Logged On [Local) {+ At aSpecific Time
" On Server [In Background) 10:02:00 Abd ﬁ@l
4 Make Recurrin Original Scheduled Date:
—Actual:
w Execute Now Start Date:
Start Time:
Created By:  Clark., Mally Duratior
o F/13/2007 10:02:18 Ak o
End Tinne:

Completed By [hone]

M otes:
£) oK. | € Cancel |
Figure 14-11 Macro Scheduling Dialogue
Employee Select your Accountant’s name from the list.
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Priority Designate a priority for the macro. l.e. a priority of Urgent will
play a sound and flash a red exclamation mark. A priority of
Normal will show a typical Windows message box.

Description Enter a description for the macro. In this case, you would put
something like “Perform Daily Close Out”.

Macro Select the macro you want to run.

View Macro After you have selected an item from the list, click on View
Macro to play it. This ensures you have selected the right one.

Reminder You can set a reminder for this macro if desired. In this case, you

Scheduled Date
Private Event

Make Recurring
Automatically Run ...
Schedule to Run ...

Original Scheduled Date
Actual

Notes

would select Scheduled Time.
Begin the macro today.

If it a private event, the reminder will only appear on your
Accountant’s screen. However, the activity will still show in
his/her Activity Manager for others to see.

Click this button to make the item repeat. Choose to make this
one every day, Monday through Friday.

We want our accountant to close out every day, so we will select
Only if Logged On.

As mentioned above, we want the Accountant to close out every
day at 4:45 PM. This is where you would enter that time.

Displays the first date for which the event was scheduled.
Displays unchangeable information pertaining to the item.

Other specific information about the macro.
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RUN MACRO

Main Menu | Marketing Home | Run Macro

Macro Setup |

+ g Activity Macros -

+ g Company Macroz |-
Contact Macros

Course Event Macros

Employee Macros

Qrder Macros

-
&
o

+ g Estimate Macros
#
o Template Macros
o

Wiork, Agzighment Macros

Figure 14-12 Run Macro Pop Up Window

This is a pop up screen. You can select a macro to run manually.
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ADVANCED QUERY SETUP

Main Toolbar | Marketing Home | Advanced Query Setup

¥ Advanced Query Setup

£ New Group

Query Mame: |D:-ntact Order History

@ Mew lterm

Category; |Contact Queries ~| ¥ Active
g Delete I J

& Activity Queries SR LR

d.‘r Eompany Quetiss b Query: B 2 Contacts where ... ﬂ
- & Contact Queries
& Contact Order History
&' Emplovee Queries
& Estimate Queries
+ & Order Queries
& Template Queries

[»

-
4| | »

= Show Al Fecord
& Show anly
IFirst '” 25 5‘ Records
Sart By
j IName j
v Shaw Inactive ™| Descending

Figure 14-13 Advanced Query Setup Screen

@ Clicking the button to the right of the selection box will bring up an
existing advanced query.
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- &' Contact Queries
@ Contact Order History

Figure 14-14 Select an Existing Advanced Query

@ Fastsigns Client Cor
@ Fastsigns Clients
@ Mewsletter Emails
@ Prospect Contacts v

£ SBT June Fromo -

Q Guem Narme: |E0ntloIDnSupportEustomers
% Categony: | J WV Active
& Activity Queries j uiery Typer Contact
- & Contact Cueries Quen: B &I Cortacts where .. j
@ ControanSuppDrtE.Il Bl Having Comparies whers ...
@ CDnll.0|F'IDSDECtS?'\'|t B Or_Support |s Checked (Set)
@. E-mnails for all Active . Pragram is equal to "Contral'

The example shown ...

Figure 14-15 Advanced Query Example
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ADVANCED QUERY SELECTION CRITERIA SCREEN

r

w Main Toolbar | Marketing Home | Advanced Query Setup | Right Ellipsis Button
[ -

ControldnS upportCustomers
Selection Criteria © Dekete | D Clear
+ [l Company Criteria j 3 | | |
+ &7 Order Criteria W & Contacts where . j
- ) e . )
+ | Estimate Criteria B Having Comparies where ...
+ i Product Criteria B Or_Support |s Checked [Set)
+ gy Contact Criteria B Program iz equal to "Control
+ ot Service tem Criteria
A
" :
A
A
1 | * ’J
@ Show All Record
€ Show anly:
3 Records
Sart By:
. |Name j
[ | » H [T Descending
@ o

Figure 14-16 Advanced Query Selection Criteria Screen

More detail ...

Cyrious Control Users Reference Manual 1 97



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
CHAPTER 15 REPORTING

Special Actions Toolbar Functions
Actions

S Mew Group
,I# Save  Chl+5

@ Clear
@ Cancel

Figure 14-17 Advanced Query - Actions Menu Options

New Group Creates a new group.
Save Saves the current information
Clear
Cancel Cancels the actions and reverts to the previously saved.

More details ...
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15 : REPORTING

CONCEPT

Cyrious Software’s reporting functions are an easy, accurate, reliable way to ensure that your
bank receives the correct information in a timely manner. Additionally, reporting serves as a
double-check for your own internal accounting purposes.

ACCESSING REPORTS FROM THE MAIN MENU

The main menu is the easiest place to access your reports. The Reports menu expands to show
every kind of report you have created and store in your system. This makes reports instantly
accessible when you need them most - on our way out the door for a meeting, when it’s 4:59 PM
and you need to close the shop, and when your Executive Accountant at Headquarters needs your
state sales tax report faxed over immediately.

REPORTS SUB MENUS

ACCOUNTING REPORTS SUB MENU

Beports
E Financial Reports & Closeouts  F E’ Standard Accounting Reporks  #
E’ Banking r E Close Quks . Close the Day
E’ Cuskomers & Receivables ¥ E’ Tax Reports b ../ Close the Month
E’ Yendors & Pavables k E’ Gl Exports b . Close the Year
S/ WIP & Built y %/ GL Account Reports ¥ Settle the Credit Card Batch
E’ e . E’ Lists (Financial) s . .
- i Close the Export Period
&) Closed k : i
£ : s Close the Rovalky Period
S
:':L’ G : HI. Closeouk Liskting

i Closeout Listing {Detail)
%/ Activities r
E’ Production & Scheduling k
E’ Parts & Invenkory r
E’ Producks & Pricing ¥
E’ Ilser Reports k

Figure 15-1 Reports Menu Accounting Reports Options

Close Outs Expands to grant access to daily, monthly, and yearly close out
reports; royalty and export reports; credit card settlement
report; and close out listing reports with and without detail.

GL Export Expands to grant access to QuickBooks, MYOB, Simply

Accounting, DacEasy, Peachtree, Generic, and Small Business
Financial close out reports.
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A/R Reports

Statements

Sales Tax Reports

General Ledger

Expands to grant access to detailed summary, summary by
primary salesperson, summary by Entered By, and WIP summary

close out reports.

Expands to grant access to close out reports showing all due
invoices and invoices due from the past 0-30, 31-60, 61-90, and

90+ days.

Financial Summary Prints a general financial summary.

CUSTOMER REPORTS SUB MENU

Bepaorts

E;,' Financial Reports & Closeouts  #

S“_—, Banking L4

E Cuskomers & Receivables L4 3‘_, &JF Reports

E;,.' Yendors & Pavables L4 E_, Payments (Receipts) from Customers
%/ Statements

%) WIP & Built Eoa

E;,' Sales g 3‘_, Promokion Reports

%/ Closed r

;" . . %/ Customer Credits

-/ Estimate

il E‘_.. v Maore Customer Analysis Reports

E;,' Employes ¥ . Active Cuskomer Listing

3‘;.-' e - s Cuskomer File Folder Labels

E;,' Production # Scheduling L4

E;,' Parts & Invenkory L4

3‘_—,' Products & Pricing L4

E;,' Iser Reports g

Active Customer Listing

Customer by Payment Terms

Customer Credit Balance

Customer Credit Limit

Customer Listing by Primary

Figure 15-2 Reports Menu Customer Reports Options

paying.

balance.

open accounts.

Prints a list of all active customers.

Expands to grant access to a summary close out report, a close
out listing by tax, and a report on closed orders.

Expands to grant access to detailed, summarized, detailed by
order, and Adjusted by Employee close out reports.

Prints a list of customers arranged by their method of

Prints a list of customers with an outstanding

Reports credit limits for those customers who have

Prints a list of each customer arranged by his or her
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Salesperson assigned primary salesperson.

ESTIMATE REPORTS SUB MENU

Eepons

E’ Financial Reports & Closeouts
E’ Banking

S/ Customers & Receivables

E’ Vendors 8 Pavables

% WIP & Built 3
E’ Sales g
E’ Closed g

»

Converted Estimates

E Zonverted Eskimate Reports

E’ Pending Estimate Reporks

L=
Fpc » oy Converted - By Customer

E’ Rejected Estimate Repaorts ! Converted - By Entered By

L
5/ Activities E’ ‘oided Estimate Reports s Converted - By Primary Salesperson

»

5/ Production & Scheduling » % . Mare Estimate Analvsis Reports
]
»

e SEID, NN RS R W

2/ Parts & Inventory

-/ Products & Pricing

e
Q.
freit,
.
St
ES
feit,
Q.
et
E’ Reports For BMS g
E’ Reports For Desy g
E}’ Reports For Implementation L4
E’ Reports For Sales Department #
Y 3
.
St
ES
feit,

- Reparts Faor Tech

-/ S0l Reports L4
2/ Test r

Figure 15-3 Reports Menu Estimate Reports Options

Among the many reports available from this menu are reports focused on:

e Converted estimates

e Pending estimates

e Rejected estimates

e Voided estimates
More detail ...

Cyrious Control Users Reference Manual 20 1



CHAPTER 15

Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied

REPORTING

ORDER STATUS REPORTS SUB MENU

Eepons

3‘.;..’ Financial Reports & Closeouks
3‘.;..’ Banking

3/ Customers & Receivables

?.;..’ Yendors & Payables

v v v v

= WIP & Built

3‘.;..’ Clased

3‘.;..’ Estimate

b
q 3/
»
b

%
Pt

?.;..’ Employes

f

-

% Activities
3‘.;..’ Production & Scheduling
3./ Parts & Inventory

3‘.;..’ Products & Pricing

W5 Ny N WL

analvsis By Category Reports g |

lesperson Reports

Cammission Reporks
.. Mare Sales Analysis Reports b ./ Sales - Yearly Sales By Salesperson

Sales - Order Discounts
Sales by Sales Account
Sales Repart

Sales - Yearly Sales By Calendar Month

- v v

?.;..’ Ilser Reparts

-

Figure 15-4 Reports Menu Order Status Reports Options

Among the many reports available from this menu are reports focused on:

Placed reports

WIP reports

Built reports

Closed reports

Voided reports

By Entered By

By primary salesperson

More detail ...
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PAYMENT REPORTS SUB MENU

Beports Setup Help

3‘.;..’ Financial Reports & Closeouts  F
?.;..’ Banking k
E Customers & Receivables » ?.;.’ A/R Reports »
E‘.;..’ Yendors & Payables r E Payments (Receipts) From Customers ! Payments Repart

%/ statements F ./ Payments by Customer Repart
%) WIP & Built = "‘,P”'" tth"' . 5 i
E’ Sales L E’ Promotion Reports e TN PP e
E\.;..’ Closed k N - « Processed Credit Cards
%/ Estimate et ! Processed Credit Card &tterpts
it %/ .. Mare Customer Analysis Reparts e B
3‘.;..’ Emploves b . Active Customer Listing s Credit Card Expiration Repart

! Custamer File Folder Labels ! scheduled Payments Repart
% Activities e gt L _t"’ i E
E'\.a-" Production & Scheduling L4 H. VEZHEI :pDSI ? tDn e
! Woided Payments

E‘.;..’ Parts & Invenkory r == i
3"\.;..’ Producks & Pricing ¥
E’ IUser Reports L

Figure 15-5 Reports Menu Payment Reports Options

Payments Report Lists all payments for the day.

Order Deposits Lists deposits customers have made on orders.
Credit Applied Lists credit applied to all customers.
Customer Payments Lists all customer payment received.

Payments Without Credit Lists payments made by customers without credit.

Voided Payments Lists all voided payments.

More detail ...

Cyrious Control Users Reference Manual

203



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
CHAPTER 15 REPORTING

SALES REPORTS SUB MENU

Eepons

E’ Financial Reports & Closeouts  F

E’ Banking g

E’ Cuskomers & Receivables g

E’ Wendors & Payables g

S WIP & Built 3

g E;.." Analysis By Category Reports L4
g E;.." Analvsis By Salesperson Reports L4
E’ Estimate g E" Commission Feports L4
E’ i . E_.." .. Mare Sales Analysis Reports L4
s Sales - Crder Discounts

3/ Activities P Sales by Sales Account

%/ Production & Scheduling b Sales Repart

3/ Parts & Inventory b ./ Sales - Yearly Sales By Calendar Month

E’ Products 2 Pricing L

E’ Ilser Reports k

Figure 15-6 Reports Menu Sales Reports Options

By Salesperson Print a sales report listing by salesperson.
Commissions Provides options for detailed commission reports.
Sales Report Print a general sales report.
Sales - Order Discounts Print a report showing all discounted orders.
Sales - Yearly Sales by Print a report detailing monthly sales for the past
Calendar Month year.

More detail ...
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ANALYSIS REPORTS SUB MENU

Beports
3'.;.." Financial Reports & Closeouts  #
E" Banking k
E;.." Cuskomets & Receivables L
E;.." Wendors & Pavables »
S/ WIP & Built r

1 ; . Sales - By Calendar Monkh
E;.." Closed r E‘.;..’ Analysis By Salesperson Reports b . Sales - By Customer Qrigin
E;.." Estimate 4 3"\.;..’ Commission Reporks b .. Sales - By Industry
F-a" Eil . E‘_..’ .. More Sales Analvsis Reports L4 ._. Sales - By Order Origin

oy Sales - Order Discounts oy Sales - By Postal Code

£/ Bctivities P ./ Sales by Sales Account s Sales - By Produck
%/ Production & Scheduling ¥ . Sales Repart a Sales - By Product Category
%/ Parts & Inventory ¥ . Sales - Yearly Sales By Calendar Manth o Sales - By Customer (Yalume)
E" Products & Pricing ¥ . Julie's Fla Sales Report a Sales - By Customer (Frequency)
E" Reports For BMS L
E;.." Reparts for Dey r
E;.." Reparts for Implementation 4
3'.;.." Reports for Sales Department #
E" Reparts for Tech k

Figure 15-7 Reports Menu Analysis Reports Options

Among the many reports available from this menu are reports focused on:

e Sales by category

e By primary salesperson and product

e Other analysis

e Promotions

e Production
More detail ...
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EMPLOYEE REPORTS SUB MENU
Beparts

3‘.;..’ Financial Reparts & Clossauts
3‘.;..’ Banking
3‘.;..’ Cuskomers & Receivables

b R FEE . S

3’.;,.’ Yendors & Pavables

%) WIP & Built
3‘.;..’ Sales
E’ Closed

3‘.;..’ Estimate

b sHE R SR

E Emnployee E Time Clock Reparts ad Time Clack - Detail

i Bckive Emplovee Listing s Time Clack - Surnmarsy

S/ Ackiviti

£ Ackivities ; :
! Emplovee Sales Report ! Time Clock - Labor By Order

3‘.;..’ Production & Scheduling "". P o ety f

« Emploves Summary

A=

[
[
3’.;,.’ Parts & Inventory B
s Emploves Labels

E’ Products & Pricing :
« Employes Lisk wy Barcodes

3‘.;..’ Ilser Reports ¥

Figure 15-8 Reports Menu Employee Reports Options

Time Clock Reports Offers various time clock reporting options.
Active Employee Listing Lists all actively employed personnel.
Employee Summary Prints an employee summary.

Employee Sales Report  Prints a sales report showing all employees, not just
salespersons.

More detail ...
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PARTS & INVENTORY REPORTS SUB MENU

Eeports

E’ Financial Reports & Closeouts
E’ Banking

E’ Zusktomers & Receivables

WL

%/ Vendars & Payables

% WP & Built
E’ Sales
E’ losed

E’ Estimate

% FEEEEEE SEEFEER P EEEEE 41

E’ Employes g

%/ Activities

E’ Production # Scheduling

B_j Estimated ko Actual Reports

E’ Ilsage Reports r
%/ Lists 3
o Cosk Analysis By Order

. Imwenkbary CSummary

E’ Producks & Pricing ! summary By Order

. summary By Park
E’ Il=er Reports g 1oy

! Summarty By Primary Salesperson
! Detailed By Product Category
! Labor By Part

ai Part Inventory Adjustrment

RN N L

Figure 15-9 Reports Menu Parts & Inventory Reports Options

Among the many reports available from this menu are reports focused on:

e Part usage reports
e Parts Estimated vs Actual
e Part inventory adjustment

More detail ...
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ACTIVITY REPORTS SUB MENU

Eepons

! Financial Reports & Closeouks

Banking

Customers & Receivables

v v v v

Yendors & Payables

WIP & Built
Sales
Closed

! Estimate

FEFFY FrYEY

! Employes k

t:'?

a Bckivities - All Ackivities

E By Cakegory

S/ Completed Activites b . Activities - By Customer

B fctivities

S/ Production & Scheduling

St
?.;..’ Parts & Invenkory ?.;..’ Scheduled Activities b ./ Ackivities - For Salespeople

Al Completed Activities

E’ Products & Pricing and
a8l scheduled Ackivities

E’ Iser Reparts r

Figure 15-10 Reports Menu Activity Reports Options

Among the many reports available from this menu are reports focused on:

e All scheduled activities
e All completed activities
e By category

e Completed activities

e Scheduled activities

More detail ...
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SYSTEM INFORMATION SUB MENU

Fepors

E;,.’ Aocounting Reports
%/ Customer Reparts

%/ Estimate Reparts
&

e
E’ Fayment Reportz

Order Statuz Reports

E;..’ Sales Reparts
E;..’ Analyziz Reports
:':“.;,.’ Employes Reparts

E;,.’ Parts & lrventon Reports

E;,.’ Activity Reparts
E System Information

E;,.’ Prozpecting R eportz

S

k
2
2
[
2
2
[
2
k
2
2
k

s/ Backup StoreData

E’ Tech Support Reportz k E General Information

2 Accounting

S

2+ Stare Information

E;,." Products
%/ BMS Reports b %) Modifiers

E;,.’ |rmplermentation R epaorts L4 E;,." Partz

2
4
2
2
[
2

e/

n] ] 5] u] u] &l &

Selection Ligt By Category
Frice Discounts

Custamer Pricing Plans
Cuztomer Pricing Levelz
Store Congtants

Sales Goals Lizting

Salez Goals Vs Actual Sales

Figure 15-11 Reports Menu System Information Options

Among the many reports available from this menu are reports focused on:

e Accounting

e Store Information

e Products

e Modifiers

e Parts

e General Information

More detail ...
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PROSPECTING REPORTS SUB MENU

1

epons

' Financial Reports & Closeouts
Banking

Cuskomers & Receivables

v v v v

Wendors & Payables

WIP & Built
Sales
Closed

Estimate

- v v v

-

Employves

Ackivities
Production & Scheduling
Parts & Inventory

v v w v

Products & Pricing

Reports For BMS
Reports for Dey

Reports For Implementation

HAA LA A dd AL

Ackivity Call Report
! Ackiviey Call Repart-Z0R,

Reparts For Sales Department

il 7 B .

&k

' Reparts for Tech

' sal Reports Ackivity Call Report - By Customer

! Test ¥

£k

! BMS Customer Lisking (Copy)

|

Distribukor Skatus Report
! Prospect-At-A-Glance Report
! 3MS to Control Tradellp Report

£k

Sales Forecast - Joe

7] L

Py
sy

Sales Forecast - Kim

Payments on &l Orders Report For Me

! SPClasingEFfectivensass Sales Forecast - Jogy

s W3A Customer Listing Sales Forecast - Mitch

Sales Forecast - Darryl

Sales Forecast - Al

BRI R R IR

! Sales Forecast Summarty

Figure 15-12 Reports Menu Prospecting Reports Options

Among the many reports available from this menu are reports focused on:

e Activity call report

e Activity call report by customer
e Distributor status report

e Prospect-at-a-glance report
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e Sales forecast
e Payments on all orders report for me
e Payments on all orders for all

More detail ...

MAIN QUICK REPORTS SCREEN

Main Menu | Reports | Quick Reports
Main Toolbar | Quick Reports

%/ Dally Closeout Date HideEmptpSalesCats GroupSaleséccounts ConsolidateT axes ShowZeroT axes —|
3/ Monthly Closeout E Simce Last Daily Clos... | True False False False o
z-'f Others ¥ o/ Settle Credit Cards [no value] [no value] [ho walue] [ro walug) [ valug)
&/ Weskly Clossout [l i/ DE-Payments Repoit | (oroup valee] no vale) o value] o vakee) o valee]

¥ o/ DC-Sales Report [aroup valug) [no value] [ho value] [ra walug) (o valug]

v ./ DC-Financial Summary | [group value) Tiue False False False

¥ i/ Close Day [no value] [no value] [ro walue] [ro value] [ro valug)

Figure 15-13 Main Quick Reports Screen

More detail ...
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SPECIAL ACTIONS TOOLBAR FUNCTIONS
Actions

@ Move Up

2 Demote

{8 Close Chrl+F4
@ Maove Dowin

52 print

@' MNew Report Group

¥ Mew Action

wl Mew Crystal Report
B Mew Woard Report

ad Mew SOL Report

Figure 15-14 Quick Reports Screen Actions Menu Options

Close Closes an unedited screen.

Print Prints the selected order, estimate, company, etc.
New Report Group Creates a new report group.

New Action Opens a new action item.

New Crystal Report Creates a new Crystal report.

New Word Report Creates a new Word report.

PRINTING A DAILY CLOSE OUT REPORT

Daily close outs are typically performed before the cash drawer is deposited with the
bank. For new shops, this may be once or twice a week, while more established stores
typically do this daily.

The Daily Activity Report, which is usually the first report printed in the daily
closeout, contains a summary of all accounting and payment transactions since the
last daily close out. Among other things, this report lists the payments by payment
group (cash, check, etc.) and reconciles the cash drawer prior to making any bank
deposits.

Two additional reports, the Daily Payments Report and the Daily Orders Picked-Up
(Sales) Report are also usually printed with the daily closeout. These reports provide
more detail than the daily activity report and can be used for reconciliation that is
more detailed.
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The User can also specify other reports printed with each daily closeout.
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PRINTING A WEEKLY CLOSE OUT REPORT

Although weekly close out reports are not commonplace, they do help with
reconciliation should you need them.

PRINTING A MONTHLY CLOSE OUT REPORT

Monthly close outs are typically performed at the end of each month to close out the
sales figures. Additional reports like the sales tax report, royalty report, commission
report, sales breakdown by industry, sales breakdown by category, and others are
often printed at this time.

The depth of analysis desired will determine which reports are printed. Additionally,
many managers prefer a printout of the accounts receivable listing at least once a
month.

OTHER REPORTS

Cyrious offers a report for just about every need a professional in the industry could
need. However, our software also allows you to create your own reports. Our
Implementation Team is happy to help you create these reports.

EFFECTIVE USE

WHY CLOSE OUT?

Closing out is an important part of disciplined accounting procedures. Cyrious uses
daily, weekly, and monthly close outs to help simplify reporting procedures and
practices
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16 : ONLINE TAXES

CONCEPT

AvaTax is a service by Avalara that provides tax information for the entire US. Avalara is
general purpose software, not specific for the sign or graphics industries. It is intended for
retail as well as commercial businesses. Cyrious does not intend to implement every option
available to Avalara subscribers. Instead, only those tax options commonly used by sign
and graphic companies will be supported at this time.

In order to use AvaTax within Control, users must meet the following requirements:

e Have purchased the Tax module for Control from Cyrious.

e Have established an account with Avalara. Avalara typically charges on a per-transaction basis for
tax lookups.

¢ Have a permanent Internet connection from the computer running the Cyrious SSLIP applicaiton.

¢ Open the following ports on any firewall to allow communication between the SSLIP and the
AvaTax system: t.b.d.

As with other external communication, the SSLIP will be the conduit for all communication
with the AvaTax system. The sequence will be:

1. A tax lookup event is triggered in Control.
2. An order-level tax message is created containing:
a. The source and destination address for the order.
b. The source and destination address for each line item, if overridden.
c. The product, pre-tax sale amount, and product tax code for each line item.

3. Each Source address is validated as it is added to the message if it is not already validated.

4. Each Destination address is validated as it is added to the message if it is not already validated.
On average, this is expected to produce less than one address validation messages per order
(since orders to repeat addresses should already be validated.)

5. Control sends a message to the SSLIP requesting tax information lookup.

6. The SSLIP sends a request to AvaTax requesting tax information lookup.

7. AvaTax responds to the SSLIP with the information.

8. The SSLIP responds to Control with the information.

9. Control returns the requested tax rates.

The following timeout events may be encountered:
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The SSLIP waiting on connection to AvaTax. Maximum wait time, none. If no connection can
be made, terminate as soon as possible and notify the user that a connection to AvaTax could not
be made.

The SSLIP waiting on response from AvaTax. Maximum wait time, 30 seconds. If no response
is received, terminate the connection and notify the user.

Control waiting on response from the SSLIP. Maximum wait time, 60 seconds. A visual
"working" screen should tell the user it is retrieving tax information via the web.

TAX CHANGES

TAX CLASS

A new type of system Tax Class called "Online Lookup” will be created. All tax lookups will
be associated with this new Tax Class. This account will be automatically treated as
inactive unless the Tax module is authorized. The user will not be able to delete this
account or set it inactive manually, but can change the name.

The user must be able to set Online Lookup as the default tax class.

TAX ACCOUNTS

The Auto Lookup Tax Class will reference one system tax account, called "Online Taxes".
This account will be automatically treated as inactive unless the Tax module is authorized.
The user will not be able to delete change anything about this account.

PRODUCT TAXABILITY CODES

In earlier versions of Control, each product (in product setup) may be specified to be
taxable, non-taxable, or exempted from specific taxes. In Control version 4, Product
Taxability Codes (PTCs) are used to identify the tax treatment for products.

PTCs may be set to one of the following taxability options:

Taxed - indicating the product is taxed at normal rates.

Tax Exempt - indicating the product is exempted from all taxes.

Partially Tax Exempt - indicating the product is exempted from certain taxes. A checklist of
taxes is presented to select which taxes this product is exempt from.

The following PTCs are created automatically by the system:

Goods - used for signs, prints and other graphic manufactured items.
o Taxability set to "Taxed".
Services - used for design, installation, and other services.
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o Taxability set to "Tax Exempt".
¢ Resold Items - used for outsource and resold items.
o Taxability set to "Taxed".
e Shipping - used for freight and shipping.
o Taxability set to "Taxed".
¢ Installation - used for installation items.
o Taxability set to "Taxed".

Each fully taxed product is updated to be "Goods". Each non-taxable product is updated to
be "Services". PTCs will be automatically created for any product which is partially
exempted, and the corresponding adjustment made. A store wide default PTC may be set,
and will initially be set to Goods.

When using AvaTax, each PTC will have a corresponding Tax Code. The tax code will be
used in AvaTax to determine the taxability of the product. The Tax Code will default to
the PTC name. If the accounting module is not authorized, the user will not see the
corresponding Tax Code.

The Shipping Taxability Code uses FR020100 to take advantage of the automatic tax
calculation for shipping to different states.

GENERAL LEDGER

The general ledger will need to store the following additional information about all sales
tax entries:

¢ Product Taxability Code (PTC)

STORE SETUP

The following store settings will be established on a Tax Lookup setup frame:

e Avalara Account Number
e Avalara AvaTax Connection URL

The following other options will be on the tax frame.

Auto-Validate Options: (See Address Record Changes)
e Auto-complete and validate address during address entry.

Validation Update Options: (See Address Record Changes)
e Always update the address with the validated address
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e Never update the address with the validated address
® Prompt to update the address with the validated address

INFORMATION CAPTURED

AvaTax has the ability to verify addresses and return the corrected address. The following
validated information will be stored in Cyrious:

Address, properly formatted according to USPS rules
City

State

Zip-9

County

Country - US or Canada

Additionally, the address record must know IF it was validated. This should be set upon
validation and cleared when any field in the address changes (forcing re-validation).

STORAGE OPTIONS

Some customer may not wish for the address to be rewritten with the validated address, as
words like "Highway" become the terser "Hwy". For these users, the option is given in
system setup:

e Always update the address with the validated address
¢ Never update the address with the validated address
e Prompt to update the address with the validated address

In all cases, this information will be stored with the address record in the customer,
contact, and/or order. The tax calculations REQUIRE validated addresses in order to
compute. When the address record is not directly updated, the validated address should
still be stored in an XML memo in the record for the program to access.

AUTO-COMPLETE OPTION

Another option that should be made available in System Setup is:

e Auto-complete and validate address during address entry.
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If this option is selected (it should default to on), as soon as the user types the address,
city, and state or the address and postal code, the address authorization should be called
and the complete address set.

Some tax authorities require the source (Ship-From) location as well as the destination
(Ship-To) addresses. Because the system does not know in advance if it is required, the
source address is a requirement for all orders.

The option to add multiple addresses to the store record was added in Control 3.1. These
addresses will now be used to fill a drop-down of Ship-From locations in the order/estimate
record, although other addresses may be used. (See Order Entry Changes.)

The options for tax lookup should change for the customer. The drop down list for "Default
Tax Class" will include the new tax class, "Online Lookup”, for anyone using AvaTax.

The option to "First Try to Lookup by Postal Code" should be hidden (removed) for anyone
with the online tax module..

Setting the division of a company will cause it to use the default ship-to location of that
division.

The options for Postal Code Tax Class should be removed from the System Setup and other
menus for customers with the online tax option. This option will not be available, since it
is @ manual approximation of what the online tax option provides.

SHIP-FROM ADDRESS:

The first addition to the order and line items is to add a source (ship-from) address. This is
used to determine the origin of the shipment for product. The ship-from addresses will be
selected from a drop-down box with the following entries (in this order):

¢ Company Billing - The main company address.
e Company <<other>> - Other company addresses from store setup.
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¢ Division <<division name>> - When divisions are used, the address for each division (excluding
the Company) should be included.
e Choose ... - Some option to allow the customer to choose an alternate address.

The drop-down should fill in with something like the following:
Company Billing - 12627-C Jefferso
Company Florida - 1932 North Blufo
Division Reselling - 555 Main Street,
Choose Other ...

The default address should be the address that corresponds to the division of the order. If
divisions are not enabled, then the Company Billing address should be the default.

For orders, the Ship-From address combo box should be located on the Customer tab in
Order Entry.

For line items, the Ship-From value will default to the order's Ship-From value. However,
on the advanced screen for the line item the user should have the ability to change this
setting. The same drop-down and options should be given to the user.

SHIP-TO ADDRESS:

The Ship-To address handling also needs to change in Control 4. Previously, the contact's
shipping information automatically populated the Ship-To address. However, now the user
must have a way of indicating that the order will be picked up (and use the ship-from
address instead of a different address).

The Ship-To address should now be reworked to be a drop-down box. The drop-down box
should have the following entries (in this order):

Local/Pick-Up

Contact Shipping - The shipping address of the contact.

Contact <<other>> - Other addresses from the contact record.

Customer Shipping - The main shipping address of the customer.

Customer Billing - The customer's billing address.

Customer << other>> - Other addresses for the customer record.

Choose ... - Some option to allow the customer to choose an alternate address.

For line items, the Ship-To value will function as it currently does, though the interface
should change to match the order. That is, the Ship-To will default to the order's Ship-
From value. However, on the advanced screen for the line item the user should have the
ability to change this setting. The same drop-down and options should be given to the
user.
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BILLING ADDRESS:

Although there is no change in the functionality associated with the billing address for an
order, it should be visually reworked with a drop-down similar to the others. The entries in
the drop-down box should be (in this order):

Contact Billing - The contact's billing address.

Contact Shipping - The shipping address of the contact.

Contact <<other>> - Other addresses from the contact record.

Customer Billing - The customer's billing address.

Customer Shipping - The main shipping address of the customer.

Customer << other>> - Other addresses for the customer record.

Choose ... - Some option to allow the customer to choose an alternate address.

INVALID TAX STATE

It is also possible that the Internet might be down when an order is being put in. In that
case, it would not be possible to perform a tax calculation. Regardless, it is desirable that
the user be allowed to put in as much information as possible

The order record (TransHeader) and line item (TransDetail) each need a boolean field to
indicated whether the Tax Calculations are valid. When they are not valid, the following
fields should be affected:

The IsValidTax field should be set to False

Any tax amounts in the database should be written as NULL

The salestotal fields should also be NULL

All other fields based on SalesTotal, including BalanceOustanding should be NULL

Care should be taken that if an order was 100% prepaid with tax, then the absence of tax
should not automatically create an overpayment. The rule should be that if Tax is not able
to be computed, then it should not consider anything an overpayment or adjust any
payments.

TAX INFORMATION STORAGE

As a store option, the full tax information retrieved for each line item will be stored in the
TransTax table. Separate records for each tax will be created. The data should be stored
as an XML blob field. The name of the tax should be stored in a field for easy access for
reporting.

TAX CALCULATION MECHANISM

TAX CALCULATION LOCKING
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In previous versions of Control, the tax was calculated each time any variable or modifier
or part in the order changed. The speed when calculating taxes from internal table makes
this real-time approach practical. However, sending even a simple message across the
Internet and receiving a response message will normally take a minimum of 0.4 seconds
(though normally 0.6 or more should be expected). This delay would be very noticeable,
hamper efficiency, and aggravate the user.

For these reasons, a tax-lock mechanism should be incorporated when using online tax
lookup.

Taxes are looked up on the following conditions:

e The user clicks on a "Lookup Taxes" button.
e The user saves the order or estimate.

SETTING "LOOKUP TAXES ONLINE" AT THE ORDER LEVEL

Taxes in Control are calculated at the line item level. When an order is set to "Lookup
Taxes Online”, all line items default to this tax classification.

Whenever taxes are looked up, they are looked up for the entire order (all line items), even
if the lookup request is generated for a single line item.

SETTING "LOOKUP TAXES ONLINE" AT THE LINE ITEM LEVEL

Line items may only be set to "Lookup Taxes Online" when the order has "Lookup Taxes
Online" as its default tax class. Line items may override their orders tax class, but they
may not to lookup taxes.

If the order is set to "Lookup Taxes Online", the line item may override this setting to a
static tax class. If the line item is overridden to use a static tax class, it will be calculated
manually and not included in the tax record sent to AvaTax. This will result in parts of the
order showing up on both the Cyrious Control internal tax reports and the AvaTax online tax
reports; each for their corresponding amount.

TAX LOOKUP

When a tax lookup event is triggered, the following sequence of events happens:

1. A "Looking up Online Taxes" dialog is displayed
2. An order-level tax message is created containing:
a. The source and destination address for the order.
b. The source and destination address for each line item, if overridden.
c. The product, pre-tax sale amount, and product tax code for each line item.
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3. Each Source address is validated as it is added to the message if it is not already validated.
Each Destination address is validated as it is added to the message if it is not already validated.
On average, this is expected to produce less than one address validation messages per order
(since orders to repeat addresses should already be validated.)

Control sends a message to the SSLIP requesting tax information lookup.

The SSLIP sends a request to AvaTax requesting tax information lookup.

AvaTax responds to the SSLIP with the information.

The SSLIP responds to Control with the information.

Control returns the requested tax rates.

WO NowW

TAX POSTING

Taxes are posted to AvaTax when an order is marked Sale. Prior to that time, all requests
for tax lookup are done without committing the order, and AvaTax will not recognize the
tax as having been incurred. This can be done as a quote.

The same order number should be used for all Tax lookup calculations for an order. To
differentiate orders from estimates, Orders numbers should be prefixed with "0" and
estimates should be prefixed with "e". For example, Order 1234 would be referenced in
AvaTax as 01234 and Estimate 5678 would be references in AvaTax as e5678.

EDITING EXISTING ESTIMATES AND ORDERS

ESTIMATE EDITS

Estimate edits cause the estimate taxes to be recalculated. The lookup is done as if it
were a new estimate, but using the existing estimate number (preceded by the letter "e" as
indicated elsewhere).

ORDER EDITS BEFORE SALE

Edits to Orders in WIP and Built causes the taxes to be recalculated. The lookup is done as
if it were a new order, but using the existing order number (preceded by the letter "0" as
indicated elsewhere).

ORDER EDITS AFTER SALE

Once an order is a sale, it has already been recorded in the AvaTax system. As such,
changes must be made to reverse the effects of previous taxes and post the new taxes.
This is accomplished in the following manner:

1. A copy of the original order is made in memory.
2. When the order is revised, the system scans the original and new order to determine if any of
the following have changed for any line item: subtotal, product, tax class, tax exempt status.
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3. If none of those have changed, the order original taxes are retained and nothing further (tax-
wise) is done.

4. If any of the line items have changed, a negative copy of the original order is made. To make a
negative copy, each line item is made negative. The letter "0" (for original) is also appended to
the line item number.

5. The line items for the negative original order is then added to the new order. This produces an
order with two line items for most line items: one positive for the new value and one negative
with the original value.

6. The combined order is submitted for tax posting. This will post a negative or positive value
based on the changes made.

7. Since AvaTax won't accept two final orders with the same number, the revision number of the
order should be appended to the order number. The original order 1234 will be known as
"01234". The first adjustment (after sale) for that order would be "01234a", the second
"01234b", and so forth.

LIMITATIONS WHEN UNABLE TO CONNECT

STATUS CHANGE TO SALE

When an order is marked "Sale", the tax event occurs and the taxes are recorded in the
AvaTax system.

If the SSLIP is unable to connect to AvaTax to lookup the taxes, the user will receive a
message such as

The system was unable to connect to AvaTax to record the taxes. Therefore, this order cannot
be changed to Sale at this time. Please contact your system administrator or try again later.

Message from SSLIP: <<reason message>>

The appropriate reason message (such as "Could not connect to AvaTax", "Account not
authorized”, etc.) should be inserted into this message.

A log of the attempt and message should be created.

Existing orders should remain in his previous state (WIP or BUILT). If Cyrious is configured
to save new orders automatically in a SALE status, the order should remain unsaved and the
user should be left in edit mode.

CONVERTED ESTIMATES, CREATING NEW ORDERS, AND STATUS CHANGE TO BUILT

When the changes do not create a taxable event, and SSLIP is unable to connect to AvaTax
to lookup the taxes, the order is still saved but the following things should also occur:

1. The user should be notified with a message like:
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The

system was unable to connect to AvaTax to record the taxes. Therefore, the taxes could

not be computed at this time. The order (or estimate) will still be saved but the taxes are left
undetermined. This may affect the way your invoice or other reports print. Please contact
your system administrator or try again later.

Message from SSLIP: <<reason message>>

2. Ana

ctivity should be created, or notes should be made in the edit/creation activity, indicating

the reason the connection could not be made.

3. The

EDITS

VOIDS

order is saved with an invalid tax state as indicated elsewhere.

If the SSLIP is unable to connect to AvaTax when editing an Estimate or Order in WIP/Built,
the procedure is identical to that for in the preceding section (Converted Estimates, etc.);
that is, the user is notified but the save is allowed. The order is saved but with an invalid

tax state.

If the order is already a Sale, however, the save may not take effect because the tax
changes cannot be posted. Therefore, the procedure should be identical to that when
changing the status to a sale; that is, the user is notified and the save is NOT allowed.

Voiding an order that is already a Sale is the (accounting) equivalent to editing it down to
zero. Therefore, the procedure is the same as for edits, based on the status of the order.

If not connection can be made when voiding an estimates or a orders in WIP or built, the
void is allowed and the tax is left in an invalid state. If the order is in a Sale status, the
void is NOT allowed.

ORDER SCREEN CHANGES

ITEMS TAB - TAX LOCK STATE

When taxes are locked (not being calculated) for a line item, the column on the Items tab
that normally shows the tax amount should instead have a button that says "Calc. Taxes" (or
similar). Clicking this button should recalculate the taxes for the entire order.

The sales total (after tax) column should display the text "not available” (or similar) if the
taxes are not known on that line item.
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TOTALS TAB - TAX LOCK STATE

When taxes are locked (not being calculated) for an order, there needs to be a button on
the Total tab (near the taxes) that says "Calc. Taxes" (or similar). Clicking this button
should recalculate the taxes for the entire order.

INVOICE
CYRIOUS REPORTS

AVALARA REPORT RETRIEVAL

SETTING UP AVATAX

GO to the AvaTax Developer Admin URL supplied in the license details email:

https://admin-development.avalara.net/

Your product license details

From: tmebinfolaralara.com [mailto:webinfoavalara. com]
Subdject: Your product license details

Below are the licensing details for your dommloaded products.
--| AWATAX COMMECT - Dewelopment Server |————————-——————————————

Product: NFE AyaTax Connect EDE, Serwvice Fee
Aeocoumt Number : [ladalelelolsRelotol

License Eey: ALE Q0N QA0 S Q0

Adwin Usernsame: copbactPdomns it oo

Adwin Password: AQAQQad 0

SDE/Dewveloper Service Location

Arvalax Developer Service TURL: https://Sdevelopment. avalara het/
Arralax Dewveloper Adwmin TRL: https: f faduin-development. . awalara net f

Figure 16-1 AvaTax License Details Email

1. Sign in using the Admin Username and
Admin Password
2. Click on the Organization link
3. Create an account and set the Company Code. The company code will be needed for
Control to use Avatax.
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U Avalara Account: 1100010647

Organtzation
Use this page to organize vour companies, To edit a company, click on the drop down arrow to the right of the company name. To enter nexus and
taxability details, click in the appropriate column.

Multiple organizational entities:
If your organization is comprised of multiple entities that require separate tax configuration, please enter each entity, Cnce configured, each entity
should be represented by a row in the table below,

Exportl
Filter by Company Mame: Il— Company Code: l—

Relation

Company Mame Company Code State Local Tax Tax Iterns | Status Has Children
Nexus Nexus Codes Rules Parent

Cyrious Software, Inc _SI Cyrious-BR _I J _I J _I Active

Figure 16-2 AvaTax Organization Setup Page

4. On the Organization page, click the button under the State Nexus column.

Company Name Company Code State Local
Mexus MNexus

Cyrious Software, Inc _¥| Cyrious-BR i | ’ J

5. Select the states that the company will retrieve the online taxes for.
6. Click Save to save the changes.

Some states have special taxes for different counties. All special taxes that must be accounted
for must be manually selected in Avatax. Ex. Georgia has special taxes for Appling County.

1. Go to the Organization page
2. Click on the local Nexus button

Company Mame Company Code State Local

MNexus Mexus

Cyrious Software, Inc ﬂ Cyrious-BR J ( | I

Figure 16-3 AvaTax Local Nexus Button

3. Select the state (in this case Georgia)

Jurisdiction: T
I Jurisdiction Level; |< All = 'I

Filter by State: FEORG|A

Figure 16-4 AvaTax Local Nexus State Filter

4. Click the arrow to force the webpage to refresh with all of the special
taxes for Georgia.

5. Select all special taxes that apply.

6. Click Save to save the settings.
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Select Local Nexws: Cyrious Software, Inc

Use this page to select local jurisdictions within the states in which you have nexus, Click in the Date columns to access a calendar for setting
specific effective date ranges or lzave them blank and tax calculation will begin immediately,

Local Hexus List

Export |

Filker by State: CEORGR, Jurisdiction: Surisdision Lavel: [< &> 18] 0.3
Al | State anallyf Administered Jurisdiction Jurisdiction Level | Begin Collecting End Collecting

[T |GA [APPLING County - School District Special ﬂ
GA  |APPLING County - Special Purpose District Special

[T |GA |ATKINZON County - School District Special

[T |G&  |ATKINSON County - Special Purpose District Special

[T |G& |BACON County - School District Special

[T |G& |BACON County - Special Purpose District Special

[T |GA [BAKER County - School District Special

[T |G&  |BAKER County - Special Purpose District Special

[T |GA |BALDWIN County - School District Special

[T |GA [BALDWIN County - Special Purpose District Special

[T |G&  |BANKS County - School District Special

[T |GA  [BANKS County - Special Purpose District Special

[T |G& [BARROW County - School District Special

[ |G& |BARROW County - Special Purpose District Special 2

Humber of rows; 309

Figure 16-5 AvaTax Local Nexus Setup Page

SETTING UP CONTROL TO USE ONLINE TAXES
Go to Setup >> System Setup >> Accounting >> Online Tax Options
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ONLINE TAX OPTION SETUP

- | Accounting

Chart of Accounts
Bill Fayment Metho
Fapment Methods
Default Accounts
Tax Clazzes

Online Tax Optionz

ik 3 3 % 3

Paurnant Tarras ]

Figure 16-6 Control Online Tax Option

[¥ | Enable Onlite Tax Lockup
Account #: |1 100070647

License Key: |B1C120EF173022E6

IRL: Ihttps:a".-"develn:npment.avalara.netx’

Company Code: IE_I,Iriu:uus-BH

Addresz Beplace Optiar
% Prompt to replace

) Slways replace with validated address
) Mever replace with validated address

r Sutamatically walidate and complete addrezzes when the Eiy, State, and
Fosztal Code are filled i

T ax Option
[T Autormaticall calculate bases before Save of Estimates

[T Autormatically calculate bases before Save of Drders [ tWIE
[T Autormatically calculate tases before S ave of Drders [r Bt

Set all Companies to use the Online T ax Class

Figure 16-7 Control AvaTax Setup

Authorize the key for Online Taxes
Check the Enable Online Tax Lookup option.

Fill in the AvaTax information using the license information obtained from Avalara.

Dl dreE LieE 110 nsS1n] aeELdl 1S LU YUurD auwilaiogasn pa

——[ AVATAX CONMECT - Dewvelopment Server J]-———————————-

Product: NFR hvaTax Connect 3IDE, Service |
bocount Numrber: COOAAOOI000

License EKey: AQQO0Oa0303 030

Ldmin Usernsme: cortactioomaln.corm

Figure 16-8 AvaTax License Details Email (Account Number)
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Fill in the Company Code with the Company Code from the AvaTax web site.

Company Mare Company Code State Local
Mexus Mexus

Cyrious Software, Inc il-: Cyrious-BR J J

Figure 16-9 AvaTax Organization Setup (Company Code)

Set the URL to the AvaTax Developer Server URL provided in the email.

SDE/Developer Service Location

ivaTax Developer Service URLe"https://development.avalara.net/ =

bvaTax Developer Admin TTRL: https: /fadnin-deve lopment. . avalara. net/
Figure 16-10 AvaTax License Details Email (URL)

TAXES FOR SHIPPING / FRIEGHT

In order to use Avatax's feature to calculate taxes for shipping to different states and using
each state’s tax rules for shipping, all shipping products will have to be set to use the
Shipping Taxability Code.

AvaTax uses the Product Code FR020100.

SETTING COMPANIES TO USE ONLINE TAX

Set the default tax class.

Standing P.0O. Mumber: |
[T B0 Bequired

Default Tag-EIaW _/_-_[:)
V|

T ax Exempt Status: |E:-:|3m|:ut il _I

[/

Figure 16-11 Default tax class in Company Entry

Validating Address with AvaTax
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i [70a15-2354 '

Figure 16-12 Validate address button in Company Entry

ORDER ENTRY
Before retrieving taxes from AvaTax, the addresses are validated to guarantee an accurate

calculation.

Before taxes are retrieved from AvaTax

EE—

Figure 16-13 Totals tab before taxes calculated online

After taxes are retrieved from AvaTax

231

Cyrious Control Users Reference Manual



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
CHAPTER 15 REPORTING

Figure 16-14 Totals tab after taxes calculated online

Tax breakdown

Tax Class Selection

Online Tax
PEMMS YLV AN LA, 12048
PHILADELPHIA, $20.08
ILLIMOIS $52.50
DISTRICT OF COLUKBIA, $115.00

Figure 16-15 Tax breakdown

Line Item tab

Cyrious Control Users Reference Manual 23 2



Rapidly Operational ¢ Highly Served ¢ Incredibly Satisfied
CHAPTER 15 REPORTING

& MEEr UEnned Fleids I

: Price | Subtotal Taxes. Total |

$4.400._. nfa nla

00 10000 Calc. Ta:-:es! ha

0

1 100.00 Calc. Ta:-:es! n/a

0.00 1000.00 £2.5000 1062.5000

Figure 16-16 Line item totals before taxes calculated online

MANUAL SETUP
1. The AvaTax documentation also states that both .NET v1.1 and WSE2
must be installed prior to using the Avalara AvaTax Adapter.

The WSE2 can be downloaded here: http://www.microsoft.com/downl
oads/details.aspx?Familyld=FC5F06C5-821F-41D3-A4FE-6C7B56423841&displaylang=en

2. Copy the following files to the same folder as the SSLIP executable:
Avalara.AvaTax.Adapter.dll
Microsoft.Web.Services2.dll

a. Copy log4net.dll ( version 1.2.0.30714 ) into a subfolder called AvaTax.

b. Place the log4net.dll ( version 1.2.0.30714 ) into the GAC (Global
Assembly Cache), which is the <%WINDOWS%>\assembly directory.

<%WINDOWSDIR%> will either be C:\WINNT\ or C: | WINDOWS\ depending on the version of
Windows installed.

4, Run the following command:

%dn\regasm.exe "%ss\Avalara.AvaTax.Adapter.dll"

where:

%dn : The path for the Microsoft.Net Framework (ex:
C:\Windows\Microsoft.Net\Framework\v1.1.4322 )

%ss : The path to the SSLIP executable (ex: C:\Program Files\Control\SSLIP )
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