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You can find any page, report, or view in your installation by using the Search field in the top right

corner of the address bar.

m Evo-Auction Cataloguer - Microseft Dynamics NAV
° v |{"% AuctionHouse » Home »
Bl :cons

hEe W o

Contact Article Unigue ID Refresh
Search Search  Lookup

Role Center
Auctions
Sales Invoices

Purchase Invoices

Contact Search

Receipts

Evo-Auction Cataloguer

Cataloguer Activities

[ Unallocated Receipt Lines  Auctions
[ All Receipts Vendors

[M Unallocated Receipt Lines  Departments/Auction/Receiving
D All Receipt Lines Departments/Auction/Analysis & Query

- a X

-1

| jallr N

ASOTO11T  Oriental works of Art

My Receipts

¥ £ alo o)

SPECIALIST General 07/01/2017

When you start typing characters in the Search field, a drop-down list shows page names containing
the character(s) you type. The drop-down list changes as you type more characters, and you can
select the correct page from the list when it is displayed. The second column in the drop-down list
shows the navigation paths to the found pages and can be used to navigate to the Departments page

where that page exists.

NOTE

Search only finds pages and reports that are accessible from the navigation pane, which includes
the Home button, Activity buttons, and Departments.
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SEARCHING FOR DATA

In the Evo-auction you can use the Search functionality to limit a data set across columns on lists.
Search is enabled by entering criteria in search box. The search is cleared by selecting the cross next
to the search box.

I® Edit - Receipt Lines - O >
HOME 2]

= i & © T

View Edit Sho Show as Onelote Motes  Links Refresh Clear  Find
List List as List  Chart Filter

| ristwatch| Short Description - | & | V=

Receipt Lines -~

Sales + UniquelD Sub-Article Lot No. Lot Suffix Vendor + Vendor Name Vendor Phone Clea.. Short #
Allocat... No. No. MNo For..
AS010716  ~ REC01389-5 0 0 SCO004867 Glen Snelling Ladies'
AS010716 REC01389-4 0 0 SCo004867 Glen Snelling Must ¢
AS010716 REC01389-2 0 0 SCO004867 Glen Snelling Ladies'
AS280616 REC01385-1 0 0 SCOD04861 Tom Shillito 01932 568678 Ladies'
AS240616 REC01378-7 0 0 SC0004848 Colin Wright 01932 000 005 [0  Twog v
£ >

A

Mo, of Records: 256

The following table illustrates some Search text examples:

Search Interpreted as... Returns...

Criteria

man @*man* All records that contain the text man and case
insensitive.

se @*se* All records that contain the text se and case
insensitive.

Man* Starts with Man and case All records that start with the text Man.

sensitive



HE Microsoft

& evo-auction BB Solutions Partner

Microsoft Cloud

'man’ An exact text and case All records that match man exactly.
sensitive
@*man Ends with and case insensitive | All records that end with man.
@man* Starts with and case All records that start with man.
insensitive
FIND/GO TO

In Evo-auction you can search in data by using the Find mechanism. Find searches on all types of
pages that have data, except in chart pages. You specify the field you want to search in and the string
you want to search for. Find is also available from the action strip.

NOTE

On card pages the same type of Find functionality is also available, but due to the nature of cards,
the functionality is named Go to. You use Find and Go to in the exact same way.

I Edit - Receipt Lines - O H
AT=IN
s I < H \
@; = K i
OneMote Motes Links Refresh CIE«‘ Find #
Filt
—_— - Sho ached 'I-_-E:\~_’
Rece'lpt Lines ~ || Short Description - | 2> | v
Mo filters applied
Sales + UniquelD Sub-Article Lot No. Lot Suffix Wendor + Vendor Name Vendor P
Allocat... Mo, Mo. Mo
ASD50716 RECO1391-4 ] ] SCO004867 Glen Snelling
ASD507T16 RECD13591-3 1] ] SCo004867 Glen Snelling
AS050716 REC01391-2 ] ] SC0004867 Glen Snelling
AS050716 REC01391-1 ] ] SCO004367 Glen Snelling
ASOT16 RECO1389-5 0 0 SCO004367 Glen Snelling
ASNOTI6 RECO1389-4 0 ] SCo004367 Glen Snelling W

MNo. of Records: 72464
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In the Find in window, select the row that you want to search for a specific string or data in.

In the matches field, enter the string or number that you want to search for.

Choose the Find Next button to start the search. Use the Find Next and the Find Previous buttons to
search through rows. Toggle between the list and the Find window to make edits and continue

searching.

I% Find in Edit - Receipt Lines - O X

Find in Edit - Receipt Lines

Find row where:  |UniquelD ~ | match... |

Find Previous Close

Choose the Close button when you have finished searching.



ENTER DATA

In Evo-auction, there are many general functions that help you enter data in a quick and easy way.

FIND DATA AS YOU TYPE

When you start to type characters in a field, a drop-down list is displayed and shows possible field
values. The list changes as you type more characters, and you can select the correct value when

it is displayed.
I Edit - Receipt Line Card - REC01429-2 - O bt
Bl rove  acmons 7]

E}\ x S Yx = Goto

4 Previous
New View  Edit  Delete Refresh Clear

Line Filter P Next

New Manage Page

REC01429-2

General ~
Short Description: Rich Text Editor a
Category No. e e ) i e o e B e All T [chr] [ Save

| -
Sub Category MNo.: . . Description u

Low Estimate:

Fine Art Pictures

High Estimate:

Fine Art Silver All .};—_} [chr] H save
Reserve Status: Fine Art Silver Plate
Reserve Price: Fine Art Furniture
Sales Allocation: Fine Art Smalls
lllustration Cost: Carpets and Rugs
Lot No.:

Lot Suffic Mew Advanced T Set as default filter column
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Many fields in Evo-auction have a Down Arrow button that you can choose. You choose the
arrow to get a list of data that is available to enter in the field. The button has two functions

depending on the type of field:

e Lookup - Displays information from another table that you can enter in the field. You can

select one piece of data at a time.

m Edit - Receipt Line Card - REC01423-2
HOME ACTIONS

@ ~ 3 Goto
e 4 Previcus
New View  Edit  Delete Refresh  Clear
Line Filter P Mext
New Manage Page
REC01429-2
General
Short Description: A et of six ebonised... Rich Text Editor *{- o
Category No.: 2 22 #2324 Y A Y] Hsave EEcase - »
Sub Category Mo.: v Mo. , Description “ Iy
Low Estimate:
BO1 Books A
High Estimate: .
? COIN Coins al o ehl H save EBdcase - »
Reserve Status: coLL For Collection Iy
Reserve Price: FO1 Fine Art Pictures
Sales Allocation: FO2 Fine Art Silver
llustration Cost: FO3 Fine Art Silver Plate
Lot Nou: FO4 Fine Art Furniture "
Lot Suffix: Mew Advanced T Set as default filter column
Lot Status: SOLD w
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e Drop-down - Displays the set of options that exist for the field. You can select only one of

the options.
I Edit - Receipt Line Card - RECD1429-2 — O *
Bl -ome  acmions 7]
| =2 Goto
[& S
4 Previous
New View Edit Delete Refresh Clear
Line Filter P Mext
New Manage Page
REC01429-2
General A
Short Description: A set of six ebonised... Rich Text Editor ﬁ* A
Category Mo # 2 #3 # Y P Hsave Bcase - »
Low Estimate: 10,000.00
tich Text Editor ~
High Estirnate: 15,000.00
J 2 23 oz Yo Yplchn Hsave Bdcase - »
Reserve Status: Mo Reserve _ .
= = B | Y
Reserve Price: Discretion
Sales Allocation: Fixed
Ilustration Cost: bz
Wide Discreticn
Lot No.:
Lot Suffic
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DEFAULT SEARCH COLUMN

To search in specific column and make it your default filter column, while the drop-down list is
open, press the Down Arrow key to move control into the drop-down, then press the Right Arrow
key to move to the column. Select Set as default filter column in the lower-right corner. Next
time that you type something in that field, the column field will be used for filtering, even if you
leave the field without opening the drop-down list.

I Edit - Collection Header - A3165 - O *
HOME  ACTIONS 2]
Be DY & 3 & R
] New Kd HEF o X 4 Previous
View Get Get  Buyer/Seller Post Postand Motes  Links Refresh Clear
< Delete | |nyoice Receipt collects Print Filter P Next
A3165
General P
Buyer: O Notes: | |
Document No:  [A3165 Charge: [ 0.00]
T |
No.: 5C0004366 v Auction Noz | v]
Mame: First Mame r Surname A.. Address2 C. | |
Mame 2: |Receipt REC01386 |
Address: 15/11/2016 ~
Address 2 [4tan Cook |
City: [Bridge Roed |
Post Code: | |
c -—— -
ounty:
t Mew Advanced I T Set as default filter column |D‘I 234 567859 |
Country: | g Docurnent o, | | N
oK

COPY FIELDS OR LINES

Depending on the type of writable document, you can copy individual line fields or whole lines to
other lines in the document. Read-only data, such as posted entries, cannot be copied inside
Evo-auction.

Several database dependencies are used to determine if fields or lines can be copied. One way
to determine these dependencies is to view the shortcut menu. The content of the shortcut menu
indicates which copy functions are supported by displaying either of these functions:

e Copy Cell
o Copy Rows
e Paste Rows

If the Paste function is not available, this indicates that you can only paste the data into external
documents. Single fields on a sales line, however, can be copied to the same column in other
sales lines.
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Journal lines are very flexible and can be copied freely in the same journal, indicated by the
presence of Paste on the shortcut menu.

To view the shortcut menu, right click on a line or a cell.

m Posted Sales Inveices - Microsoft Dynamics NAV
° - ||:| Auction House » Buyers » Posted Sales Invoices 13
- HOME = ACTIONS  NAVIGATE
& Edit @Track-Trace B'g, E‘p El B tp 1 Show as List OneMote e Refresh
@‘u"iew |_""' Credit Invoice Uy =1 1% [ Show as Chart Notes B Clear Filter
P - Auction Unpaid i .
< Delete = $sEdit Address (J &1 @3 Invoices [ Links i Find
Buyers Posted Sales Invoices ~ | Type to filter (F3) |;1\ucti0n Mo. - | > | A
Auctions
Sales Invoices
- Show results:
Posted Sales Invoices
Collections X Where Mo, = is Enter a value.
WEB Commissions = Add Filter
Posted Collection
Mo, - Sell-to Sell-to Customer Name Payment Pre-Assig.. Auction Buye ™
Custom... Metho... Mo. Mo. Padd
SID0003626  BCDDD4ETD | Andre : 5241 AS101116 5010
bl 72| Comy Cell
SI00003625  BCOD4836  Moniky = Lopy e 05239 AS131216 4456
Y_ | Filterto This Value  Alt+F3
SI00D02624  BCODD430  Mark Al == 05233 ASI61116  TOOD1
# | Find Ctrl+F
SI00003623  BCODD4881 Edwan{ 05232 AS161116  TOOOT
SI00003622  BCODD48E2  Pauling [@ view CtrbeShift+R 05231  ASI61116 2222
SI00003621 BCODD4282  Annad < | Edit Ctrl+Shift«E 05230 ASI6TI16  TODOI
SI00003620  BCODD4836 Monik! X | Delete Ctrl+Del 05225 AS161116 4456
By CopyR Ctrl+ Shift+C
SIO0003619  BCODD4ES6  Monik | Y Nows  Cirleshifts 05228 AS261016 4456
Paste Rows  Ctrl+Shift+V
SIO0D02618  BCODD4881  Edward 05227  ASZE1016  TOOO1
SI00003617  COODDD4 DamiaH Choose Columns... 05222 AS261016 101
SI0D03616  BCODDB31  Edwarg | Cnoose HeaderHeight 05221  ASZE1016  TOOOT
ﬁHome SeEEses e ——— .

ENTER CODES

A code identifies a record such as a vendor number or customer number. Codes are also values that
are used for sorting information on the screen and in reports. Numbers and letters can be used to
identify codes.

When you have to enter a code in a field, look up (press F4) to select from the list of codes related to
the field.

Instead of selecting a code, you can type it in the field. In that case, you only have to enter the first
letter(s) in the code name. For example, type "y" for YELLOW.

Codes are usually assigned automatically from the number series when you move to the next field.

11
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MANDATORY FIELDS

When you enter data on pages in Evo-auction, certain fields are marked with a red asterisk. The red
asterisk means that the field must be filled to complete a certain process that uses the field.

Even though the field contains a red asterisk, you are not forced to fill the field before you continue to
other fields or close the page. The red asterisk only serves as a reminder that you will be blocked from
completing a certain process.

General Py
Ne FEEES L rescee | ]
e R I ]
Salutation Code  First Name Middle Name Phone No.: |:| @

Name Details | | | Mobile No: | |

Address2: | | Balance (LCY): 0.00

City: | v| Blocked: | v]

County: | | Last Date Modified:  [23/01/2017 |

ENTER DATES AND TIMES

You can enter dates and times in all the fields that are specifically assigned to dates (date fields).

How you enter dates depends on the settings that have been selected in the Regional and Language
Options window in the Control Panel. You can enter dates with or without separators.

ENTERING DATES

In a date field you can enter two, four, six, or eight digits:

¢ If you enter only two digits, this is interpreted as the day, and it will add the month and the
year of the work date.

o If you enter four digits, this is interpreted as the day and the month, and it will add the
year of the work date.

o |f the date you want to enter is in the range 01/01/1930 through 12/31/2029, you can
enter the year with two digits; otherwise, enter the year with four digits.

You can also enter a date as a weekday followed by a week number and, optionally, a year (for
example, Mon25 or mon25 means Monday in week 25).



HE Microsoft

s eVO-OUCUOD [ | Solutions Partner

13

Microsoft Cloud

Instead of entering a specific date, you can enter one of two codes.

Code Result

t This is today's date (the system date for the computer).

This is the work date. To define the work date, On the Application menu E
choose Set Work Date. If you do not define a work date, the system date will be
used as the work date.

You may want to use a work date if you have many transactions with a date other than today's
date.

CLOSING DATE

When you close a fiscal year, you can use closing dates to indicate that an entry is a closing
entry. A closing date technically is between two dates, for example between Dec 31 and Jan 1.

To specify that a date is a closing date, put C just before the date: C123101.
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ENTERING TIMES

When you enter times, you can insert any separator sign that you want between the units, but it is
not required.

You do not have to write minutes, seconds, or AM/PM.

The following table lists the various ways in which times can be entered and how they are
interpreted.

Entry Interpretation
5 05:00:00

5:30 05:30:00
0530 05:30:00
5:30:5 05:30:05
053005 05:30:05
5:30:5,50 05:30:05.5
053005050 05:30:05.05

You must enter two digits for each unit of time if you do not enter a separator.

ENTERING DATETIMES

When you enter datetimes you must enter a space between the date and the time.

The following table lists the various ways in which you can enter datetimes and how they are
interpreted.

Entry Interpretation

131202 132455 13-12-02 13:24:55
1-12-02 10 01-12-02 10:00:00
1.12.025 01-12-02 05:00:00
1.12.02 01-12-02 00:00:00
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t or today
ttime

t10:30

t3:3:3

w or workdate
m or Monday
tu or Tuesday
we or Wednesday
th or Thursday
f or Friday

s or Saturday
su or Sunday
tu 10:30

tu 3:3:3

15

11-current month-current year 12:00:00

11-12-current year 12:00:00

today's date 00:00:00

today's date actual time

today's date 10:30:00

today's date 03:03:03

the working date 00:00:00

Monday of the current week 00:00:00

Tuesday of the current week 00:00:00

Wednesday of the current week 00:00:00

Thursday of the current week 00:00:00

Friday of the current week 00:00:00

Saturday of the current week 00:00:00

Sunday of the current week 00:00:00

Tuesday of the current week 10:30:00

Tuesday of the current week 03:03:03

HE Microsoft
[ |

Solutions Partner

Microsoft Cloud
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ENTERING DURATION

You enter a duration as a number followed by its unit of measure.

You can also enter a number and it is automatically converted to a duration. The number you
enter is converted according to the default unit of measure that has been specified for the
duration field.

To see what unit of measure is being used in a duration field, enter a number and see which unit
of measure it is converted to.

The number 5 is converted to 5 hrs, if the unit of measure is hours.

Duration Unit of measure

2h 2 hrs

6h 30 m 6 hrs 30 mins

6.5h 6 hrs 30 mins

90m 1 hr 30 mins

2d 6h 30m 2 days 6 hrs 30 mins

2d 6h 30m 56s 600ms 2 days 6 hrs 30 mins 56 secs 600 msecs
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SETTING DATE RANGES

You can set filters containing a start date and an end date to display only the data contained in
that date range or time interval. Special rules apply to the way you set date ranges.

Meaning Sample expression Entries included

Equalto | 121500 Only those posted on 12 15 00.

Interval 12 1500..01 1501 Those posted on dates between and including 12 15
12 1500 00 and 01 15 01.

Those posted on 12 15 00 or earlier.

Either/or | 12 15 00|12 16 00 Those posted on either 12 15 00 or 12 16 00.

If there are entries posted on both days, they will all be
displayed.

You can also combine the various format types.

Sample expression Entries included

12 15 00|12 01 00..12 Entries posted either on 12 15 00 or on dates between and
10 00 including 12 01 00 and 12 10 00.

..12 14 00|12 30 00.. Entries posted on 12 14 00 or earlier, or entries posted on 12 30 00
or later - that is, all entries except those posted on dates between
and including 12 15 00 and 12 29 00.
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USING DATE FORMULAS

A date formula is a short, abbreviated combination of letters and numbers that specifies how to
calculate dates. You can enter date formulas in various date calculation fields and in recurring
frequency fields in recurring journals.

NOTE

In all data formula fields, one day is automatically included to cover today as the day when the
period starts. Accordingly, if you enter 1W, for example, then the period is actually eight days
because today is included. To specify a period of seven days (one true week) including the
period starting date, then you must enter 6D or 1W-1D

Examples of how date formulas can be used:

The date formula in the recurring frequency field in recurring journals determines how
often the entry on the journal line will be posted.

The date formula in the Grace Period field for a specified reminder level determines the
period of time that must pass from the due date (or from the date of the previous
reminder) before a reminder will be created.

The date formula in the Due Date Calculation field determines how to calculate the due
date on the reminder.

The date calculation formula can contain a maximum of 20 characters, both numbers and letters.
You can use the following letters, which are abbreviations for time specifications.

C

Current

Day(s)

Week(s)

Month(s)

Quarter(s)

Year(s)
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You can construct a date formula in three ways.

The following example shows how current plus a time unit.

CW Current week

CM Current month

The following example shows how a number and a time unit. A number cannot be larger than
9999.

10D 10 days from today

2W 2 weeks from today

The following example shows how a time unit and a humber.

D10 The next 10th day of a month

wD4 The next 4th day of a week (Thursday)

The following example shows how you can combine these three forms as needed.

CM+10D Current month + 10 days

The following example shows how you can use a minus sign to indicate a date in the past.

-1Y 1 year ago from today
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POST CODE AND CITY FIELDS

If you fill in Post Code field with a postcode that is linked to a single city in the Post Code table,
Evo-auction fills in the City, Country/Region, and County fields automatically.

If there is more than one city linked to the post code, Evo-auction displays a list of the relevant cities
for you to choose from. If the postcode is not set up in the Post Code table, you must enter the city
manually.

If you fill in the City field before the Post Code field, and if the city is linked to a single postcode in the
Post Code table, Evo-auction fills in the Post Code, Country/Region, and County fields
automatically. If there is more than one postcode linked to the city in the City field, Evo-auction
displays a list of postcodes for you to choose from. If the city is not set up in the Post Code table, you
must enter the postcode manually.

COPY AND PASTE ROWS

You can use the shortcut menu to copy and paste rows from Evo-auction. For example, you can copy
lines from Evo-auction and then paste the lines into Microsoft Excel; or you can copy and paste lines
into a list in Evo-auction to save time entering data.

To copy and paste rows, open the shortcut menu for one or more lines and choose COPY ROWS.
Then open the shortcut menu again and choose PASTE ROWS to insert the copied rows.

[ dit - Receipt - REC01431 Monika Fakhoury - O X
HOME = NAVIGATE 12
@ % [‘?_’ li.l LEH Ijl [ Print Valuation Report D Sl Y)( 3 Goto
] Mew s v ] = (51 Print Article Labels D 4 Previous
View Collect Update Comments Print  E-mail Vendor Stock Motes  Links Refresh Clear
< Delete Receipt Vendor Details Receipt Receipt Reconciliation Filter P Mext
REC01431 Monika Fakhoury
General REC01431 | SCO004886 | Menika Fakhoury v User Assignments E
Lines P
Ec.l Card Photos Line ~ By Transfer/Copy Line ) New @ Find  Filter Clear Filter DAL R
Article Mo, UniguelD Sales Auction Lot Mo, Lot Suffix Lot Status :
Allocation Date
AMIREC01431-1 e N e A 2 e e
| Copy Cell
2 RECD1431-2
3 RECO1431-2 Filter to This Value  Alt+F3
&% Find Ctrl+F
4 RECO1431-4 1
5 RECOI431-3 : B CopyRows Ctrl+Shift<C
6 REC01431-6 I Choose Columns...
7 RECD1431-7 1 =" MNewline Ctrl+Ins c .
omments L]
2 RECO1431-8 i Deleteline Ctrl+Del
1 Choose Header Height 3 Eument
£ >
Additional Information ©
v
OK

20
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IMPORTANT

fix the error and continue to paste in lines.

will be overwritten.

When pasting into Microsoft Dynamics NAV, the lines are validated and upon encountering the first
erroneous line, the paste command is stopped. An error message is displayed, after which you can

You paste rows directly where your cursor is located. If you paste into an empty line, any existing
subsequent lines will be moved after the pasted lines. If you paste into an existing line or lines, this

SORTING

The sorting function makes it easy for you to get a quick overview of your data. A sorted list can be
saved using the Save View As... functionality, which is found by choosing the page title.

m All Receipts - Microsoft Dynarics NAYV

° - ||:| Auction House » Vendors » All Receipts

lew Manage GCESS

Sellers
All Receipts
Auctions

All Receipts -
Filters
Advanced filter

Shift+F3
Ctrl+Shift+F3
Ctrl+Shift+ A

Purchase Invoices

Limit totals

Posted Purchase Invoices
Collections Clear Filter
Posted Collection

Save View

RECO1427 5C0004882  Pauline Duncan
RECD1426 SC0O004882  Pauline Duncan
RECO1420  SCOO04B866  Alan Cook
RECO1419 SCO0D4867  Glen Snelling
REC01418 SC0004871  Jim Capehomn
RECO1417 5C0004832  Pauline Duncan

REC01403
RECO1408
RECO1407

SC0004875  Aaa Solicitors
SCOO04875  Aaa Solicitors
SCODD4E78  Andy Galazka

Save View As X

o Add this View te the Navigation Pane

Marme: All Receipts - [View]

Activity Group: |Home v|

Cancel
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- HOME ACTIONS
» a— = —
N /s X 5 0 RE O
New Edit  View Delete  Collect Comments Print  E-mail Receipt Stock
Receipt Receipt Receipt  Report..

B (3 Print Article Labels

Vendor Stock
Recenciliation

Address

12 Pine Court

4 Meadow View
4 Meadow View
12 Pine Court

4 Meadow View
4 Meadow View
Bridge Road
Guildford Street
28 Mead Lane
4 Meadow View

63 Monks Ave

&

Links

01/01/16..

Receipt Date

Address 2

City i

Guildford 3
Chertsey §
Chertsey §
Guildford §
Chertsey §
Chertsey S
Shepperton I
Chertsey s
Wadhurst E
Chertsey 8

Somerton 5
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If you have many customers, you can choose to sort your customers by:
e Customer No.
e Search Name
e Customer Posting Group
e Currency Code
e Country Region Code
e General Business Posting Group
e Name, Address, or City
e VAT Registration No.
You can choose to sort on a single column and in Evo-auction you can sort on multiple columns at a

time. Use the following shortcuts for sorting:

Shortcut Description

Left-click Left-click on a column to sort a column ascending, then left-click again to
toggle between ascending and descending.

Shift+left-click On multiple column headers, the columns will all be sorted in the same
ascending or descending direction.

Shift+double-click | If you are sorting on multiple column headers using Shift+left-click, you can
use Shift+double-click on the first column you clicked on and this will toggle
ascending/descending direction of all the columns included in the sorting.

WARNING

Sorting is not supported on images, BLOB fields, FlowFilters, and fields that do not belong to a
table.
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SEND EMAIL MESSAGES

HME Microsoft

I solutions Partner
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When Evo-auction is integrated with an email system, you can choose the button on the right side of

the E-Mail field to open a window in which you can create and send a message.
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Edit - Customer Card - BCOD04882 . Pauline Duncan

Bl o

ACTIONS NAVIGATE REPORT
= L =Dy # Edit h o) Sales Journal ==
B & 's & u | W W[
U] Mew [[7 Apply Template... oo
Sales  Sales Reminder Wiew Cash Receipt o Customer - OneMote Motes  Links
Invaice Order X Delete Journal @ Statistics Balance to Date
MNew Manage Process Report Show Attached
BC0004882 - Pauline Duncan
General -~
No.: [BCoooase?] I[.-] Post Code: |KT16 86U v
MNarme: |Pau|ine Duncan | Country/Region Code: | v|
Salutation Code  First Mame Middle Mame Phone Ma.: 01932 DOOOOD
ils:  MISS i
Mame Details: |Paul|ne || | Mobile Now: | |
Address: |"jl Meadow View | E-Mail: paulina.drumew@... | |Gy
Address2 | | Batence vy 182
City: |Chertsey v| Blocked: | v]
County: |5urrey | Last Date Modified: ~[28/11/2016 |
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CREATE COMMENTS

HME Microsoft

Solutions Partner
Microsoft Cloud

Comments are used to add extra information to accounts, customers, and so on. With comments you
can, for example, specify that a customer has a certain agreement or has been behind with payments.

To create a comment, open a card and select Comments from the Ribbon.

Edit - Customer Card - BCO004882 - Pauline Duncan
HOME ACTIONS MNAVIGATE RE;OEES ~
[} Ship-to Address‘ ) Comments ) E3 Ledger Entries [

Js Dimensions

[T Current Commission Bids [ Invoice Discounts E Preg

~
E,‘, Bank Accounts ) Contact @)ﬁne ap B Statistics .2 [[% Archived Commission Bids Prices Std.
'a Direct Debit Mandates £ Cross References o= Sales EE | [T Successfull Commission Bids | [[& Line Discounts
Customer History Commission Bids Sales
BC0004882 - Pauline Duncan
General
No: 0004882 |[-] Post Code:
Mame: |Pau|ir|e Duncan | Country/Region Code:
Salutation Code First Name Middle Mame Phone No.:
ils;  MISS i
MName Details: Pauline || | Mobile No.:
Address: |4 Meadow View | E-Mail:
Address 2 | | Balance (LCY):

The Comments window opens.

Filter: Contact - COD04882

Comment Code

1T ~ Late payment agreed. Authorised by AB.

m Edit - Rlshp. Mgt. Comment Sheet - CO004882 - Pauline Duncan - O
HOME Q
20X <
== < T
MNew View  Edit  Delete v Show as Refresh Clear  Find
List List Chart Filter
MNew Manage View Page
Rlshp. Mgt. Comment Sheet ~ | Typetofiter (F3) | Date - | v
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Registered comment are displayed in FactBox pane and synchronised between receipt, contact card,
vendor and buyer card. Comments are available for a view but are not printed anywhere.

E Customer Card - BCODD4282 . Pauline Duncan O X
HOME ACTIONS MNAVIGATE REPORT e
J5 Dimensions @ G [E3LledgerEntries [ | [T3 B | Hme = =
E,‘aBank Accounts = @ B Statistics & ] @ |—D - Efl,l
1 Direct Debit Mandates 2 §f=Sales B [ & g B (1

Customer History Commission Bids Sales Documents Credit Card | Service

BC0004882 - Pauline Duncan

General ~ Customer Statistics v

w

= -
No: [BCOOG4882 |[..]  PostCo.. [kTI68GU | Comments “ :
MNa.. |Pau|ine Duncan | Country... 1 Comment 1
Salutation... First Name Middle Mame Phone ... I 1
Na.. MISS Pauline || | _ 1 Late payment agreed. Authorised by AB. ||
Mabile ... 1 I

Ad.. [4Meadow View | . |
E-Mail: -paulln 1
Ad.. | | 1 |
Balance... 83482 ] I
City: |Chertsey v] " Blocked: I I
Co.. |Surre_v | Last Dat... |28/11/2016 : |
|
- I
! I
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THE NAVIGATE

In the Navigate window you can see a summary of the number and type of entries with the same
document number or posting date. This feature is very useful when you need to find the ledger entries
that resulted from certain transactions.

You can open the Navigate window in two ways:
e By opening an empty Navigate window, by using the Search box.

e From all windows that display posted entries and in posted sales invoices, purchase invoices,
credit memos, receipts, and collections. In this case, the Navigate window will show the
document number and posting date of the entries that you selected. The Navigate window also
lists the documents that have the same document number and posting date as the entries that
you selected.

The Navigate window has a different first FastTab, depending on your selection in the Find by group.
You must enter information about the documents or item tracking numbers that you want to search for
before information is filled in from the records located.

I edit - Navigate — O X
HOME  ACTIONS e ——————— 2]
I -~ 3 Goto
= D% B < %
Find i Find by Find by Find by 1 Refresh  Clear
Document Auction Business Contact 1 Filter
P i

Navigate

Document ~
Document No.: | Posting Date:

Related Entries Ma. of Entries Entry Table 1D
No.

Source -
Document Type: | | Source Mo.: | |
Source Type: | | Source Mame: | |

oK
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FIND BY DOCUMENT

On the Document FastTab, enter the document numbers and posting dates.

I Edit - Navigate — O X
HOME = ACTIONS - (7]
270N
Y ||Tj \ 0 A = Goto
( \ %0 < B,
e Print Find by Fjnd by Find by OneNote Motes  Links Refresh Clear
Document Juction Business Contact Filter e
lanage Process \ Find B Show Attached Page
age DCess \_—_/ d By Show Attached age
Navigate
Document =
Document Mo.: Posting Date:
Related Entries Me. of Entries Entry Table ID
Mo,
Source “
Document Type: | | Source Mo | |
Source Type: | | Source Mame: | |

Field name Description

Document No. | Enter the document numbers on which you require additional information.
You can insert a filter if you want Evo-auction to search for a certain interval

of document numbers.

Posting Date Enter the posting date on which the document you are searching for was
posted. You can insert a date filter if the documents that you are searching for
were posted in a certain time interval.
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FIND BY AUCTION

On the Auction FastTab, enter the auction numbers and posting dates.

m Edit - Mavigate
HOME = ACTIONS (7]
7~ Y 2 Goto

N2 q
) 3 (S
ie Find Flnd Find by Find by OneNote Motes  Links Refresh  Clear )
Docum&t Auctlorl %ﬂsmess Contact Filter Next
anage Process ﬂ Show Attached Page
Navigate
Auction =
Auction Mos || ~ Posting Date:
Related Entries No. of Entries Entry Table ID
No.
Source =
Document Type: | | Source No.: | |
Source Type: | | Source Name: | |

Field name Description

Auction No. Enter the auction number on which you require additional information.

Enter the posting date on which the document you are searching for was
posted. You can insert a date filter if the documents that you are searching for

were posted in a certain time interval.

Posting Date
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FIND BY BUSINESS CONTACT

HE Microsoft
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On the Business Contact FastTab, you can enter document information that was assigned by a
vendor or a buyer. You can use the options on this tab to search for vendor documents by using
the numbers that the vendor has assigned the documents.

I Edit - Navigate - O X
E HOME = ACTIONS — o
H ||$D %’ @\ £3 Refresh
1 . Clear Filter
Find Find by Finiby Find by
Document Auckon Business Conflact 2 Goto
-~ f,

Navigate

Business Contact &
Business Contact Type: || vl External Docurment No.:

Business Contact No.: | v|
Related Entries MNo. of Entries Entry Table D
Mo,

Source 2
Document Type: | | Source Mo.: | |
Source Type: | | Source Mame: | |

oK

Field name Description

Business Contact
Type

Business Contact
No.

Document No.
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When you want to search for vendor or customer documents, select
vendor or customer or leave it blank.

Select the number of the vendor or customer who assigned a number
to the invoice that you are searching for.

Enter the document number assigned by the vendor/customer.

Evo-auction will match this number with the number in the EXTERNAL
DOCUMENT NO. field for all customer or vendor ledger entries. Then
will show all ledger entries that contain this document number.
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After you have entered the relevant search information, select Find from the Ribbon to start the
search. If you change any of the filters, you must choose Find again.

m Edit - Navigate - Selected - Posted Purchase Invoice

— O *
HOME | ACTIONS = 7]
E}\ V4 [H] ||Tj % g m; D £5 Refresh 4 Previous
' G2 Clear Filter P Next
View Show Rela‘d Find Pl',lt. - Find by  Find by Find by OneMote Notes Links
Entries “q, P Document Auction Business Contact 2 Goto
Manage Protmm = Find By Show Attached Page

Selected - Posted Purchase Invoice

Business Contact =
Business Contact Type: | ~ | External Document Mo.:
Business Contact No.: |SCGDO438?_ w |
Related Entries MNo. of Entries Entry Table ID
Me.
Posted Purchase Invoice 1 1 122
Posted Purchase Credit Memo 1 2 124
G/L Entry 24 3 17
VAT Entry 18 4 254
Vendor Ledger Entry 2 5 25
Detailed Vendor Ledg. Entry 4 6 380
Source =
Document Type: | | Source No. | |
Source Type: | |

Source Mame: | |

The NAVIGATE window shows the following information for the located documents:

e Related Entries
e No. of Entries

e Entry No.

e TableID
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