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Preface

The Enterprise by HansaWorld range of products contains a number of powerful
accounting, CRM and ERP systems for the Windows, Mac OS X, Linux,
PocketPC 2003 and AIX environments.

The programs are designed to make administration and accounting as easy and
fast as possible. They are similar in operation regardless of platform. In the
specific areas where there are significant differences, these are described and
illustrated in full. In all other cases illustrations are taken from the Windows 7
version.

Text in square brackets - [Save], [Cancel] - refers to buttons on screen.

Information in this document is subject to change without notice and does not
represent a commitment on the part of HansaWorld. The Software described in
this document is a sophisticated information management system. Features are
liable to alteration without notice. This documentation is not intended as a de
facto representation of the system, but as an overview of its facilities. It cannot
be exhaustive in all respects. Whilst effort is made to ensure the accuracy of the
information published concerning the features and use of HansaWorld software,
it is still possible that certain functions mentioned may not be fully implemented,
may not be available under certain circumstances, or may possibly relate to a
future release of the software. Errors and omissions excepted. HansaWorld
accepts no contingent liabilities. All HansaWorld software related transactions
are subject to HansaWorld's Conditions of Sale and Software Licence
Agreement. All rights reserved.
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Business Alerts - Settings - Introduction

The Business Alerts Module

In outline, the Business Alerts module in Enterprise by HansaWorld offers two
features—

It allows you to set up various notifications. For example, key members of
staff can be notified when high value and/or low margin Invoices, Orders or
Quotations are entered, and Customers can be notified about imminent
Deliveries. Key members of staff can also be warned about certain system
events such as unexpected server restarts or problems with the e-mail
queue. Notification can be by message, Mail or test (SMS) message.
Please refer to the descriptions of the settings in the Business Alerts module
immediately below for details.

It allows you to set up approval processes for large-value transactions.
larger organisations, higher value transactions must be approved before
they can be proceeded with. Please refer to page 26 below for details.

Settings

Introduction

The Business Alerts module contains the following settings—

" Settings [F=5(E=R =32
Business Alerts -

Contact Delivery Alerts
Contact Order Alerts
Contact Quotation Alerts
Contact Reservation Alerts
Cost price variance Alerts
Due Report

GP below minimum Alerts
Internal Invoice Alerts
Internal Order Alerts
Internal Quotation Alerts
Internal System Alerts

To edit a setting, ensure you are in the Business Alerts module using the
[Module] button in the Master Control panel or using the Ctrl-0/3-0 keyboard
shortcut. Then, click the [Settings] button in the Master Control panel. The list
shown above appears. Then, double-click the relevant item in the list. You can
also use the Ctrl-S/3#-S keyboard shortcut to open the ‘Settings’ list.
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Business Alerts

The Business Alerts setting contains a number of preferences that are used by
the following other settings in the Business Alerts module: Contact Delivery
Alerts, Contact Order Alerts, Contact Quotation Alerts, Contact Reservation
Alerts, Internal Order Alerts and Internal Quotation Alerts.

If you have more than one Company in your database, you should configure this

setting separately in

each Company. For example, each Company can have a

different phone or mobile number from which text (SMS) messages will be sent.

The Business Alerts setting contains the following options and fields—

SMS

Off
Send

Suggest

System Phone No.

" Business Alerts: Inspect =0 |=E @

Save

SM5
Off

@ Send
Suggest

System Phone Mo. | 07885 123456

Use these options to control how text (SMS) messages will
be sent, when triggered by the Contact Delivery Alerts,
Contact Order Alerts, Contact Quotation Alerts, Contact
Reservation Alerts, Internal Order Alerts and Internal
Quotation Alerts settings.

Text (SMS) messages will not be sent.

Text (SMS) messages will be sent automatically.
Messages will not be opened on screen before they
are sent, so you will not be given the opportunity to
personalise the messages.

Each Text (SMS) message will be opened in a ‘Text
SMS: New’ window before it is sent. The window
title (‘New’) signifies that the message has not yet
been saved. You therefore have opportunities both
to personalise the message and to decide whether
to send it at all.

The phone number that you specify here will be used as
the source of each text (SMS) message. Bear in mind
when specifying this number that Customers may use it to
reply. If you do not specify a phone number here, the
source phone number will be taken from the Internal
System Alerts setting (described below on page 23).

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.



Business Alerts - Settings - Contact Delivery Alerts

Contact Delivery Alerts

Whenever you approve and save a Delivery, a text (SMS) message can be sent
automatically to the Customer, informing them that the arrival of their ltems is
imminent. If you want to use this feature, follow these steps—

1. Sending text (SMS) messages is a chargeable Cloud Service. To use it,
ensure you have registered your database using the Automatic Internet
Enabler method, as described in the ‘Enabler Key’' section in the first
chapter of the ‘Introduction to Enterprise by HansaWorld’ manual. Please
contact your local HansaWorld representative to sign up for the service and
for pricing details.

2. Open the Business Alerts setting (described above on page 6) and set the
SMS Type to “SMS” or “Suggest”.

3. Specify a System Phone No. in the Business Alerts setting or in the Internal
System Alerts setting. This number will be used as the source of each text
(SMS) message and Customers may use it to reply.

4. Configure the Contact Delivery Alerts setting as described below.

The Mobile Number to which a text (SMS) message will be sent will be chosen
as follows—

i.  Ifthe Contact Person quoted in the Attention field in the Order from which a
Delivery was created has a Mobile Number, the text (SMS) message will be
sent to that Mobile Number. The Contact Person must be connected to the
Customer in the Contact Relations register (i.e. the name of the Contact
Person must appear in the list at the bottom of the window when you are
looking at the Contact record for the Customer).

ii. If the Customer quoted in the Order has a Mobile Number, the text (SMS)
message will be sent to that Mobile Number.

ii. If the Contact Person quoted in the Order has a Mobile Number, the text
(SMS) message will be sent to that Mobile Number. Compared to point (),
this will be a looser search: the search will be by Contact Person name only
and the Contact Person will not be connected to the Customer in the
Contact Relations register (i.e. there won't be a Contact Relations record
connecting the Contact Person and the Customer).

If no Mobile Number has been found after these steps, no text (SMS) message
will be sent. Please refer to the ‘Customers, Suppliers and Contact Persons’
manual for more details about the Contact Relations register.

For the text (SMS) message to be sent successfully, you must have entered the
Mobile Number as an international number. You can place + or 00 at the
beginning of a number, but + is to be preferred as it is the standard method of
signifying international numbers and will not change.

If you have set the SMS Type to “SMS” in the Business Alerts setting, the
sending of each text (SMS) message will be completely automatic. Therefore,
you will not be given the opportunity to personalise the message. However, if
you set the SMS Type to “Suggest”, the ‘Text SMS: New’ window will open when
you save an approved Delivery. This will give you the opportunity to personalise
the message (e.g. to specify a delivery time). When you click the [Save] button,
your Signature will appear in the Person field and the Sent box will be marked
automatically, signifying that the message has been sent. If you click the
[Cancel] button, the message will not be sent or saved.
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The Contact Delivery Alerts setting contains the following options and fields—

" Contact Delivery Alerts: Update = = @

Save

¥| 5M5 from OKed Delivery Cust, Class, Std, Text | CODEL

SMS from OKed Delivery

Cust. Class.

Std. Text

Tick this box if you would like an automatic text (SMS)
message to be sent to a Customer whenever you approve
and save a Delivery.

Paste Special Contact Classifications setting,
CRM module

If you would only like to send text (SMS) messages to
Customers belonging to a particular Contact Classification,
specify that Classification here. If you enter a number of
Classifications separated by commas, text (SMS)
messages will only be sent to Customers featuring all the
Classifications listed.

Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be sent to the Customer.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Contact Order Alerts

Whenever you save an Order for the first time, a text (SMS) message can be
sent automatically to the Customer, informing them that their Order has been
received and registered in your database. If you want to use this feature, follow

these steps—

1. Sending text (SMS) messages is a chargeable Cloud Service. To use it,
ensure you have registered your database using the Automatic Internet
Enabler method, as described in the ‘Enabler Key’ section in the first
chapter of the ‘Introduction to Enterprise by HansaWorld’” manual. Please
contact your local HansaWorld representative to sign up for the service and
for pricing details.

2. Open the Business Alerts setting (described above on page 6) and set the
SMS Type to “SMS” or “Suggest”.

3. Specify a System Phone No. in the Business Alerts setting or in the Internal
System Alerts setting. This number will be used as the source of each text
(SMS) message and Customers may use it to reply.

4. Configure the Contact Order Alerts setting as described below.
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The Mobile Number to which a text (SMS) message will be sent will be chosen
as follows—

i. Ifthe Contact Person quoted in the Attention field in an Order has a Mobile
Number, the text (SMS) message will be sent to that Mobile Number. The
Contact Person must be connected to the Customer in the Contact
Relations register (i.e. the name of the Contact Person must appear in the
list at the bottom of the window when you are looking at the Contact record
for the Customer).

ii. If the Customer quoted in the Order has a Mobile Number, the text (SMS)
message will be sent to that Mobile Number.

iii. If the Contact Person quoted in the Order has a Mobile Number, the text
(SMS) message will be sent to that Mobile Number. Compared to point (),
this will be a looser search: the search will be by Contact Person name only
and the Contact Person will not be connected to the Customer in the
Contact Relations register (i.e. there won't be a Contact Relations record
connecting the Contact Person and the Customer).

If no Mobile Number has been found after these steps, no text (SMS) message
will be sent. Please refer to the ‘Customers, Suppliers and Contact Persons’
manual for more details about the Contact Relations register.

For the text (SMS) message to be sent successfully, you must have entered the
Mobile Number as an international number. You can place + or 00 at the
beginning of a number, but + is to be preferred as it is the standard method of
signifying international numbers and will not change.

If you have set the SMS Type to “SMS” in the Business Alerts setting, the
sending of each text (SMS) message will be completely automatic. Therefore,
you will not be given the opportunity to personalise the message. However, if
you set the SMS Type to “Suggest”, the ‘Text SMS: New’ window will open when
you save an Order. This will give you the opportunity to personalise the message
(e.g. to specify a delivery time). When you click the [Save] button, your Signature
will appear in the Person field and the Sent box will be marked automatically,
signifying that the message has been sent. If you click the [Cancel] button, the
message will not be sent or saved.

The Contact Order Alerts setting contains the following options and fields—

" Contact Order Alerts: Inspect =n|R= @

Save

| SMS from Order Limit | 10000.00 Std. Text | COORD

Customer Class. Order Class

SMS from Order Tick this box if you would like an automatic text (SMS)

message to be sent to a Customer whenever you save an
Order for the first time.

Limit If you would only like text (SMS) messages to be sent to
Customers who place Orders worth more than a certain
amount, specify that amount here.

A Customer will receive a message if they place an Order
where the TOTAL (i.e. total including VAT) is greater than
this figure.

No Currency conversion will take place. So if the Limit is
1000.00 for example, Customers placing Orders worth
GBP 1000.01 and USD 1000.01 will both receive
messages.
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Customer Class.

Order Class

Std. Text

Remember that a message will only be sent from an Order
when you save it for the first time. Therefore, if you set a
Limit and are in the habit of saving Orders as you add
ltems to them, be aware that a message will not be sent if
you save an Order before its TOTAL has reached the Limit.

Paste Special Contact Classifications setting,
CRM module

If you would only like to send text (SMS) messages to
Customers belonging to a particular Contact Classification,
specify that Classification here. If you enter a number of
Classifications separated by commas, text (SMS)
messages will only be sent to Customers featuring all the
Classifications listed.

Paste Special Order Classes setting, Sales
Orders module

If you would only like text (SMS) messages to be sent to
the Customers of Orders with a particular Order Class,
specify that Class here.

Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be sent to the Customer.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Contact Quotation Alerts

Whenever you mark a Quotation as Accepted and save it, a text (SMS) message
can be sent automatically to the Customer, to confirm that you have received
their acceptance of the Quotation. If you want to use this feature, follow these

steps—

1. Sending text (SMS) messages is a chargeable Cloud Service. To use it,
ensure you have registered your database using the Automatic Internet
Enabler method, as described in the ‘Enabler Key’ section in the first
chapter of the ‘Introduction to Enterprise by HansaWorld’” manual. Please
contact your local HansaWorld representative to sign up for the service and
for pricing details.

2. Open the Business Alerts setting (described above on page 6) and set the
SMS Type to “SMS” or “Suggest”.

3. Specify a System Phone No. in the Business Alerts setting or in the Internal
System Alerts setting. This number will be used as the source of each text
(SMS) message and Customers may use it to reply.

4. Configure the Contact Quotation Alerts setting as described below.
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The Mobile Number to which a text (SMS) message will be sent will be chosen
as follows—

i. If the Contact Person quoted in the Attention field in a Quotation has a
Mobile Number, the text (SMS) message will be sent to that Mobile Number.
The Contact Person must be connected to the Customer in the Contact
Relations register (i.e. the name of the Contact Person must appear in the
list at the bottom of the window when you are looking at the Contact record
for the Customer).

ii. If the Customer quoted in the Quotation has a Mobile Number, the text
(SMS) message will be sent to that Mobile Number.

iii.  If the Contact Person quoted in the Quotation has a Mobile Number, the text
(SMS) message will be sent to that Mobile Number. Compared to point (),
this will be a looser search: the search will be by Contact Person name only
and the Contact Person will not be connected to the Customer in the
Contact Relations register (i.e. there won't be a Contact Relations record
connecting the Contact Person and the Customer).

If no Mobile Number has been found after these steps, no text (SMS) message
will be sent. Please refer to the ‘Customers, Suppliers and Contact Persons’
manual for more details about the Contact Relations register.

For the text (SMS) message to be sent successfully, you must have entered the
Mobile Number as an international number. You can place + or 00 at the
beginning of a number, but + is to be preferred as it is the standard method of
signifying international numbers and will not change.

If you have set the SMS Type to “SMS” in the Business Alerts setting, the
sending of each text (SMS) message will be completely automatic. Therefore,
you will not be given the opportunity to personalise the message. However, if
you set the SMS Type to “Suggest”, the ‘Text SMS: New’ window will open when
you mark a Quotation as Accepted and save it. This will give you the opportunity
to personalise the message. When you click the [Save] button, your Signature
will appear in the Person field and the Sent box will be marked automatically,
signifying that the message has been sent. If you click the [Cancel] button, the
message will not be sent or saved.

The Contact Quotation Alerts setting contains the following options and fields—

| Contact Quotation Alerts: Inspect =n|R= @
Save
SMS when Quotation Accepted Limit | 10000.00 Std. Text | COQTN
Customer Class. Quote Class

SMS when Quotation Accepted

Tick this box if you would like an automatic text (SMS)
message to be sent to a Customer whenever you mark a
Quotation as Accepted and save it.

Limit If you would only like text (SMS) messages to be sent to
Customers when you accept Quotations worth more than a
certain amount, specify that amount here.

A Customer will receive a message if the TOTAL (i.e. total
including VAT) in a Quotation is greater than this figure.

No Currency conversion will take place. So if the Limit is
1000.00 for example, Customers accepting Quotations

11
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worth GBP 1000.01 and USD 1000.01 will both receive
messages.

Customer Class. Paste Special Contact Classifications setting,
CRM module

If you would only like to send text (SMS) messages to
Customers belonging to a particular Contact Classification,
specify that Classification here. If you enter a number of
Classifications separated by commas, text (SMS)
messages will only be sent to Customers featuring all the
Classifications listed.

Quote Class Paste Special Quotation Classes setting,
Quotations module

If you would only like text (SMS) messages to be sent to
the Customers of Quotations with a particular Quotation
Class, specify that Class here.

Std. Text Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be sent to the Customer.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Contact Reservation Alerts

Whenever you confirm and save a Reservation, a text (SMS) message can be
sent automatically to the Customer, to acknowledge that you have received their
confirmation. If you want to use this feature, follow these steps—

1. Sending text (SMS) messages is a chargeable Cloud Service. To use it,
ensure you have registered your database using the Automatic Internet
Enabler method, as described in the ‘Enabler Key’ section in the first
chapter of the ‘Introduction to Enterprise by HansaWorld’ manual. Please
contact your local HansaWorld representative to sign up for the service and
for pricing details.

2. Open the Business Alerts setting (described above on page 6) and set the
SMS Type to “SMS” or “Suggest”.

3. Specify a System Phone No. in the Business Alerts setting or in the Internal
System Alerts setting. This number will be used as the source of each text
(SMS) message and Customers may use it to reply.

4. Configure the Contact Reservation Alerts setting as described below.

The Mobile Number to which a text (SMS) message will be sent will be taken
from the Contact record for the Reservation Customer. If this Contact record
does not have a Mobile Number, no text (SMS) message will be sent.

For the text (SMS) message to be sent successfully, you must have entered the
Mobile Number as an international number. You can place + or 00 at the
beginning of a number, but + is to be preferred as it is the standard method of
signifying international numbers and will not change.
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If you have set the SMS Type to “SMS” in the Business Alerts setting, the
sending of each text (SMS) message will be completely automatic. Therefore,
you will not be given the opportunity to personalise the message. However, if
you set the SMS Type to “Suggest”, the ‘Text SMS: New’ window will open when
you save a confirmed Reservation. This will give you the opportunity to
personalise the message. When you click the [Save] button, your Signature will
appear in the Person field and the Sent box will be marked automatically,
signifying that the message has been sent. If you click the [Cancel] button, the
message will not be sent or saved.

The Contact Reservation Alerts setting contains the following options and
fields—

" Contact Reservation Alerts: Inspect = = @

Save

/| 5M5 when Reservation is Confirmed Res. Status | CONF Std, Text | CORES

SMS when Reservation in Confirmed

Tick this box if you would like an automatic text (SMS)
message to be sent to a Customer whenever you confirm
and save a Reservation.

Res. Status Paste Special Reservation Status setting, Hotel
and Resource Planning modules

Specify here the Reservation Status that you are using to
signify that Reservations are confirmed. When you enter
this Status in a Reservation and save it, a text (SMS)
message will be sent. If you do not specify a Status here,
no messages will be sent.

Std. Text Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be sent to the Customer.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Cost price variance Alerts

Use this setting if you would like a responsible Person or Persons to be notified
every time an attempt is made to approve and save a Goods Receipt in which at
least one ltem is being received into stock with an unusual cost. The naotification
will be by Mail and Activity. An unusual cost is a Cost Price in a Goods Receipt
row that is greater or less than the Weighted Average of the ltem in question by
a specified percentage.

If you want to use this feature, follow these steps—

1. Specify a Responsible Person or Persons in each Location. This Person or
Persons will receive the Cost Price Variance Alerts.

2. Ensure that every Person who will approve and save Goods Receipts has a
Mailbox.

3. Configure the Cost Price Variance Alerts setting as described below.

13
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It is strongly recommended that you use Cost Price Variance Alerts in
combination with the ‘Disallow Cost Price Variance on Goods Receipt’ Access
Group Action. If you give Full access to this Action to the Persons who approve
and save Goods Receipts, they will not be able to approve a Goods Receipt that
contains an unusual cost, as follows—

i. If a Goods Receipt containing an unusual cost is entered and approved
before saving for the first time, saving will be prevented by Full access to
the ‘Disallow Cost Price Variance on Goods Receipt’ Access Group Action.
As it is not possible to save the Goods Receipt, no notification Mail or
Activity will be created as there will be no Goods Receipt to check. It will be
possible to save the Goods Receipt in an unapproved state.

If the Person entering the Goods Receipt has None access to the ‘Disallow
Cost Price Variance on Goods Receipt’ Action or belongs to an Access
Group in which the Action is not listed, the Goods Receipt will be saved and
no notifications will be issued.

i. If an attempt is made to approve and save an existing Goods Receipt,
saving will again be prevented by Full access to the ‘Disallow Cost Price
Variance on Goods Receipt’ Access Group Action. This time, a Mail will be
sent to the Responsible Person(s) in the Location, requesting them to check
and approve the Goods Receipt. The sender of the Mail will be the Person
attempting to approve the Goods Receipt. A To Do Activity will also be
created for the Responsible Person(s) in the Location, ensuring the need to
check and approve the Goods Receipt appears in their Task Manager as a
reminder. The Goods Receipt will be attached to the Mail and the Activity.

If the Person approving the Goods Receipt has None access to the
‘Disallow Cost Price Variance on Goods Receipt’ Access Group Action or
belongs to an Access Group in which the Action is not listed, the Goods
Receipt will be saved, and notifications will be issued.

Access Groups are described in the ‘System Module’ manual.

If no notification Mail is created when expected, the probable reason is that the
Person attempting to approve the Goods Receipt does not have a Mailbox.

The Cost Price Variance Alerts setting contains the following options and fields—

. Cost price variance Alerts: Inspect = = @

Save

#| Create alert e-mail when item cost on GRN is higher than previous by more than defined %
Allowed Cost Price Variance % 20.0 Std. Text | CPVAR

(Email will be sent to 'Responsible Person' as defined on Location)

Create alert e-mail when item cost on GRN is higher than previous by more
than defined %

Tick this box if you would like a Mail to be sent to the
Responsible Person(s) in the relevant Location whenever
an attempt is made to approve and save a Goods Receipt
in which in which at least one ltem is being received with
an unusual cost. A To Do Activity for the Responsible
Person(s) will always be created, irrespective of whether
this box is ticked.

Allowed Cost Price Variance %

Specify here the variance percentage that should trigger
the sending of a notification Mail and creation of a
notification To Do Activity.

14
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For example if you enter 50% here, notifications will be sent
when a Goods Receipt contains a Cost Price that is more
than 50% higher or lower than the Weighted Average of the
ltem in question.

If you do not enter a percentage, notifications will be sent
from every Goods Receipt except those where all Cost
Prices are the same as the Weighted Averages of the ltems
in question.

Std. Text Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be included in the notification
Mail and To Do Activity.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Due Report

The Due Report setting allows you to have the Aged version of the Sales Ledger
report sent to a Mailbox or Conference every day.

The report will be attached to a Mail, which will be sent from the From System
Mailbox specified in the Mail and Conference Settings setting in the E-mail and
Conferences module. If Due Report Mails are not placed in the relevant Mailbox
or Conference when expected, the probable reason is that you have not
specified a From System Mailbox in this setting.

Use the Due Report setting to configure this feature, as follows—

" Due Report: Inspect =0|R= @

Save

Mailbox | Francoise French
Every Day at | 17:00:00

Mailbox Paste Special Mailboxes and Conferences

Specify here the Mailbox or Conference to which a Due
Report Mail is to be sent every day.

Every Day at Specify here the time when a Due Report Malil is to be sent
every day to the Mailbox of Conference specified above.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.
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GP below minimum Alerts

Use this setting if you would like a responsible Person or Persons to be notified
every time an attempt is made to approve and save a Sales Invoice or save a
Sales Order in which at least one Item is being sold with a gross profit that is
less than a specified percentage. The notification will be by Mail and Activity.

If you want to use this feature, follow these steps—

1. Specify a Responsible Person or Persons in each Location. This Person or
Persons will receive the GP Below Minimum Alerts.

2. Ensure that every Person who will approve and save Sales Orders and
Invoices has a Mailbox.

3. Configure the GP Below Minimum Alerts setting as described below.

It is strongly recommended that you use Cost Price Variance Alerts in
combination with the ‘Disallow Selling Below Minimum GP’ Access Group
Action. If you give Full access to this Action to the Persons who approve and
save Sales Invoices and those who save Sales Orders, they will not be able to
approve an Invoice or save an Order that contains a low gross profit, as
follows—

i. If an Invoice containing a low gross profit is entered and approved before
saving for the first time, saving will be prevented by Full access to the
‘Disallow Selling Below Minimum GP’ Access Group Action. As it is not
possible to save the Invoice, no naotification Mail or Activity will be created as
there will be no Invoice to check. It will be possible to save the Invoice in an
unapproved state.

If the Person entering the Invoice has None access to the ‘Disallow Selling
Below Minimum GP’ Action or belongs to an Access Group in which the
Action is not listed, the Invoice will be saved and no notifications will be
issued.

i. If an attempt is made to approve and save an existing Invoice, saving will
again be prevented by Full access to the ‘Disallow Selling Below Minimum
GP’ Access Group Action. This time, a Mail will be sent to the Responsible
Person(s) in the Location, requesting them to check and approve the
Invoice. The sender of the Mail will be the Person attempting to approve the
Invoice. A To Do Activity will also be created for the Responsible Person(s)
in the Location, ensuring the need to check and approve the Invoice
appears in their Task Manager as a reminder. The Invoice will be attached
to the Mail and the Activity.

If the Person approving the Invoice has None access to the ‘Disallow Selling
Below Minimum GP’ Access Group Action or belongs to an Access Group
in which the Action is not listed, the Invoice will be saved, and notifications
will be issued.

ii. If an attempt is made to save an Order containing a low gross profit for the
first time, saving will be prevented by Full access to the ‘Disallow Selling
Below Minimum GP’ Access Group Action. As it is not possible to save the
Order, no notification Mail or Activity will be created as there will be no
Order to check. It will be possible to save the Invoice in an unapproved
state.

If the Person entering the Order has None access to the ‘Disallow Selling
Below Minimum GP’ Action or belongs to an Access Group in which the
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Action is not listed, the Order will be saved and no notifications will be
issued.

iv. If an attempt is made to save an existing Order, saving will again be
prevented by Full access to the 'Disallow Selling Below Minimum GP’
Access Group Action. This time, a Mail will be sent to the Responsible
Person(s) in the Location, requesting them to check the Order. The sender
of the Mail will be the Person attempting to approve the Order. A To Do
Activity will also be created for the Responsible Person(s) in the Location,
ensuring the need to check and approve the Order appears in their Task
Manager as a reminder. The Order will be attached to the Mail and the
Activity. A new Mail and Activity will be created each time an attempt is
made to save the Order.

If the Person approving the Order has None access to the ‘Disallow Selling
Below Minimum GP’ Access Group Action or belongs to an Access Group
in which the Action is not listed, the Order will be saved, and notifications
will be issued. New notifications will be issued each time the Order is saved.

Access Groups are described in the ‘System Module’ manual.

If no notification Mail is created when expected, the probable reason is that the
Person attempting to approve the Invoice or save the Order does not have a
Mailbox.

Notifications will not be sent for Credit Notes, or for Invoices in which the
CAE/CAEA field on the ‘Identifiers’ card contains a value. The CAE/CAEA field is
used in Argentina to indicate that an Invoice has been approved by the tax
authorities. After receiving this approval, an Invoice cannot be changed.

The GP Below Minimum Alerts setting contains the following options and
fields—

.

GP below minimum Alerts: Inspect =R @

Save

| Create alert e-mail for Quotes, Sales Orders and Sales Invoices where markup is less than defined ¢
Minimum GP %% 5.0 Std. Text | GPMIM

{(Email will be sent to ‘Responsible Person' as defined on Location)

Create alert e-mail for Quotes, Sales Orders and Sales Invoices where
markup is less than defined %

Tick this box if you would like a Mail to be sent to the
Responsible Person(s) in the relevant Location whenever
an attempt is made to approve and save a Sales Invoice or
save a Sales Order in which in which at least one Item is
being sold with a low gross profit. A To Do Activity for the
Responsible Person(s) will always be created, irrespective
of whether this box is ticked.

Although the name of the check box indicates that this
feature also applies to Quotations, this is not the case at
the time of writing.

Minimum GP %

Specify here the gross profit percentage that should trigger
the sending of a notification Mail and creation of a
notification To Do Activity.

For example if you enter 50% here, notifications will be sent
when at least one row in an Invoice or Order contains a
gross profit that is less than 50%.

17
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Std. Text

If you do not enter a percentage, notifications will only be
sent from an Invoice or Order where the gross profit of at
least one row is negative.

Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be included in the notification
Mail and To Do Activity.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Internal Invoice Alerts

Use this setting if you would like a responsible Person to be notified every time a
Sales Credit Note is approved and saved. The notification will be by Mail.

If you want to use this feature, you should ensure that every Person who will
approve and save Credit Notes has a Mailbox. Whenever a Credit Note is
approved, a notification Mail will be sent to the Person specified in this setting.
The sender of the Mail will be the Person approving the Credit Note. If no
notification Mail is created when expected, the probable reason will be that the
Person approving the Credit Note does not have a Mailbox.

The Internal Invoice Alerts setting contains the following options and fields—

" Internal Invoice Alerts: Inspect o = @

Save

| E-mail from Credit Note Limit | 1000.00 Std, Text | INIMNV Redipient | FF

E-mail from Credit Note

Limit

Std. Text

Tick this box if you would like an automatic notification Mail
to be sent to the Recipient specified below whenever you
approve a Credit Note.

If you would only like notification Mails to be sent to the
Recipient when you approve Credit Notes worth more than
a certain amount, specify that amount here.

The Recipient will receive a notification Mail if a Credit Note
is approved where the TOTAL (i.e. total including VAT) is
greater than this figure.

No Currency conversion will take place. So if the Limit is
1000.00 for example, Credit Notes worth GBP 1000.01 and
USD 1000.01 will both trigger Mails.

Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be included in the notification
Mail.
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Recipient Paste Special Person register, System module

Enter the Signature (initials) of the Person to whom
notification Mails are to be sent whenever Credit Notes are
approved.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Internal Order Alerts

Whenever you save an Order for the first time, a text (SMS) message can be
sent automatically to a responsible Person (i.e. member of staff), informing them
that an Order has been received and registered. If you want to use this feature,
follow these steps—

1. Sending text (SMS) messages is a chargeable Cloud Service. To use it,
ensure you have registered your database using the Automatic Internet
Enabler method, as described in the ‘Enabler Key’' section in the first
chapter of the ‘Introduction to Enterprise by HansaWorld’ manual. Please
contact your local HansaWorld representative to sign up for the service and
for pricing details.

2. Open the Business Alerts setting (described above on page 6) and set the
SMS Type to “SMS” or “Suggest”.

3. Specify a System Phone No. in the Business Alerts setting or in the Internal
System Alerts setting. This number will be used as the source of each text
(SMS) message.

4. Configure the Internal Order Alerts setting as described below.

You should specify the Recipient (i.e. the responsible Person to whom the text
(SMS) messages will be sent) in the Internal Order Alerts setting. Messages will
be sent to the Recipient’'s Mobile Number, chosen as follows—

i.  Ifthe Recipient has a Contact record in which there is a Mobile Number, the
text (SMS) message will be sent to that Mobile Number. The Recipient’s
record in the Contact register is the one quoted in the Contact Code field on
the ‘Access’ card of their Person record.

ii. Ifthe Recipient does not have a record in the Contact register, or this record
does not have a Mobile Number, it will be taken from the Phone 1 or Phone
2 fields (in that order) in their Person record.

If no Mobile Number has been found after these steps, no text (SMS) message
will be sent.

For the text (SMS) message to be sent successfully, you must have entered the
Mobile Number as an international number. You can place + or 00 at the
beginning of a number, but + is to be preferred as it is the standard method of
signifying international numbers and will not change.

If you have set the SMS Type to “SMS” in the Business Alerts setting, the
sending of each text (SMS) message will be completely automatic. Therefore,
you will not be given the opportunity to personalise the message. However, if
you set the SMS Type to “Suggest”, the ‘Text SMS: New’ window will open when
you save an Order. This will give you the opportunity to personalise the message
(e.g. to specify a delivery time). When you click the [Save] button, your Signature
will appear in the Person field and the Sent box will be marked automatically,

19



Enterprise by HansaWorld

signifying that the message has been sent. If you click the [Cancel] button, the
message will not be sent or saved.

The Internal Order Alerts setting contains the following options and fields—

" Internal Order Alerts: Inspect =0 @
Save
/| 5MS from Order Limit | 10000.00 GP Limit | 5.00 Std, Text | INORD
Customer Class. Crder Class Recipient | FF

SMS from Order Tick this box if you would like an automatic text (SMS)
message to be sent to the Recipient specified below
whenever you save an Order for the first time.

Limit If you would only like text (SMS) messages to be sent to
the Recipient when Customers place Orders worth more
than a certain amount, specify that amount here.

The Recipient will receive a message if an Order is placed
where the TOTAL (i.e. total including VAT) is greater than
this figure.

No Currency conversion will take place. So if the Limit is
1000.00 for example, Orders worth GBP 1000.01 and USD
1000.01 will both trigger messages.

Remember that a message will only be sent from an Order
when it is saved for the first time. Therefore, if you set a
Limit and are in the habit of saving Orders as you add
ltems to them, be aware that a message will not be sent if
you save an Order before its TOTAL has reached the Limit.

Customer Class. Paste Special Contact Classifications setting,
CRM module

If you would only like to send text (SMS) messages when
Orders are placed by Customers belonging to a particular
Contact Classification, specify that Classification here. If
you enter a number of Classifications separated by
commas, text (SMS) messages will only be sent when
Orders are placed by Customers featuring all the
Classifications listed.

GP Limit If you would only like a text (SMS) message to be sent to
the Recipient when an Order is entered with a Total GP that
is less than a certain amount, specify that amount here.

Remember that a message will only be sent from an Order
when it is saved for the first time. Therefore, if you set a GP
Limit and are in the habit of saving Orders as you add
ltems to them, be aware that a message might be sent if
you save an Order before its Total GP has reached the GP
Limit.
Order Class Paste Special Order Classes setting, Sales
Orders module

If you would only like text (SMS) messages to be sent when
Orders with a particular Order Class are placed, specify
that Class here.
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Std. Text Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be sent to the Recipient.

Recipient Paste Special Person register, System module

Enter the Signature (initials) of the Person to whom text
(SMS) messages are to be sent whenever Orders are
placed.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Internal Quotation Alerts

Whenever you mark a Quotation as Accepted and save it, a text (SMS) message
can be sent automatically to a responsible Person (i.e. a member of staff),
informing them that a Quotation has been accepted. If you want to use this
feature, follow these steps—

1. Sending text (SMS) messages is a chargeable Cloud Service. To use it,
ensure you have registered your database using the Automatic Internet
Enabler method, as described in the ‘Enabler Key’ section in the first
chapter of the ‘Introduction to Enterprise by HansaWorld” manual. Please
contact your local HansaWorld representative to sign up for the service and
for pricing details.

2. Open the Business Alerts setting (described above on page 6) and set the
SMS Type to “SMS” or “Suggest”.

3. Specify a System Phone No. in the Business Alerts setting or in the Internal
System Alerts setting. This number will be used as the source of each text
(SMS) message and Customers may use it to reply.

4. Configure the Internal Quotation Alerts setting as described below.

You should specify the Recipient (i.e. the responsible Person to whom the text
(SMS) messages will be sent in the Internal Quotation Alerts setting. Messages
will be sent to the Recipient’'s Mobile Number, chosen as follows—

i.  If the Recipient has a Contact record in which there is a Mobile Number, the
text (SMS) message will be sent to that Mobile Number. The Recipient’s
record in the Contact register is the one quoted in the Contact Code field on
the ‘Access’ card of their Person record.

ii. Ifthe Recipient does not have a record in the Contact register, or this record
does not have a Mobile Number, it will be taken from the Phone 1 or Phone
2 fields (in that order) in their Person record.

If no Mobile Number has been found after these steps, no text (SMS) message
will be sent.

For the text (SMS) message to be sent successfully, you must have entered the
Mobile Number as an international number. You can place + or 00 at the
beginning of a number, but + is to be preferred as it is the standard method of
signifying international numbers and will not change.
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If you have set the SMS Type to “SMS” in the Business Alerts setting, the
sending of each text (SMS) message will be completely automatic. Therefore,
you will not be given the opportunity to personalise the message. However, if
you set the SMS Type to “Suggest”, the ‘Text SMS: New’ window will open when
you mark a Quotation as Accepted and save it. This will give you the opportunity
to personalise the message. When you click the [Save] button, your Signature
will appear in the Person field and the Sent box will be marked automatically,
signifying that the message has been sent. If you click the [Cancel] button, the
message will not be sent or saved.

The Internal Quotation Alerts setting contains the following options and fields—

" Internal Quotation Alerts: Inspect =0 @
Save
4| 5MS when Quotation Accepted Limit | 10000.00 GP Limit | 5.00 Std, Text | INQTN
Customer Class. Quote Class Recipient | FF

SMS when Quotation Accepted

Tick this box if you would like an automatic text (SMS)
message to be sent to the Recipient specified below
whenever you mark a Quotation as Accepted and save it.

Limit If you would only like text (SMS) messages to be sent to
the Recipient when you accept Quotations worth more
than a certain amount, specify that amount here.

The Recipient will receive a message if the TOTAL (i.e. total
including VAT) in a Quotation is greater than this figure.

No Currency conversion will take place. So if the Limit is
1000.00 for example, Quotations worth GBP 1000.01 and
USD 1000.01 will both trigger messages.

Customer Class. Paste Special Contact Classifications setting,
CRM module

If you would only like to send text (SMS) messages when
Quotations are accepted by Customers belonging to a
particular Contact Classification, specify that Classification
here. If you enter a number of Classifications separated by
commas, text (SMS) messages will only be sent when
Quotations are accepted by Customers featuring all the
Classifications listed.

GP Limit If you would only like a text (SMS) message to be sent to
the Recipient when a Quotation is accepted with a Total
GP that is less than a certain amount, specify that amount
here.

Quote Class Paste Special Quotation Classes setting,
Quotations module

If you would only like text (SMS) messages to be sent when
Quotations with a particular Quotation Class are accepted,
specify that Class here.

Std. Text Paste Special Standard Text register, CRM
module

Specify here the Code of a record in the Standard Text
register in the CRM module. This record should contain the
text of the message that will be sent to the Recipient.

22



Business Alerts - Settings - Internal System Alerts

Recipient Paste Special Person register, System module

Enter the Signature (initials) of the Person to whom text
(SMS) messages are to be sent whenever Quotations are
accepted.

If you do not enter a Recipient here, the text (SMS)
message will be sent to the Salesman specified in a
Quotation when it is accepted.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

Internal System Alerts

Use the Internal System Alerts setting if you would like to be notified when
certain database events occur. Depending on the database event, notification
will be by text (SMS) message or Activity.

Sending text (SMS) messages is a chargeable Cloud Service. To use it, ensure
you have registered your database using the Automatic Internet Enabler method,
as described in the ‘Enabler Key’ section in the first chapter of the ‘Introduction
to Enterprise by HansaWorld’ manual. Please contact your local HansaWorld
representative to sign up for the service and for pricing details.

If you have more than one Company in your database, bear in mind that the
Internal System Alerts setting is stored in Company 0, a partition of the database
that stores information available in every Company. This means that the setting
is used by all Companies, that any change you make in this setting will
immediately be available to all Companies, and it doesn’t matter in which
Company you are working when you need to edit the setting.

The Internal System Alerts setting contains the following options and fields—

" Internal System Alerts: Inspect EI = @
Save
| SMS when unexpected restart Std. Text | SYRES
/| 5M5 when Email Queue has stopped Std. Text | SYEMQ
| Create Alarm Activity when Email Queue has stopped Act. Type | EMQ
/| Create Alarm Activity when Cloud Services have stopped Act. Type | C5Q
System Phone Mo. | 07885 123457
Recipient Phone Mo. | 078385 123456

SMS when unexpected restart, Std. Text

Paste Special Standard Text register, CRM
module

Use this option if you would like to be notified by text (SMS)
message each time the server restarts unexpectedly.

An unexpected restart will occur after the server closed in
an improper way (e.g. it crashed or was force quit). Such a
restart will be marked by the comment “Last session was
not properly terminated” appearing the log.

The notification will take the form of a text (SMS) message
being sent to the Recipient Phone No. specified below. The
source of the message will be the System Phone No., also
specified below.

23



Enterprise by HansaWorld

The message will consist of the text “Program not properly
Terminated”, plus the text in the record in the Standard
Text register in the CRM module that you can optionally
specify in the Std. Text field.

SMS when Email Queue has stopped, Std. Text

Paste Special Standard Text register, CRM
module

Use this option if you would like to be notified by text (SMS)
message each time the E-mail Queue stops.

The E-mail Queue contains external mail that is waiting to
be sent to the relevant destination. External mail is Mail in
which at least one recipient is an e-mail address containing
the @ character. If you need to check the contents of the
E-mail Queue, you can do so by opening the E-mail Queue
register in the E-mail and Conferences module.

If you use this option, the E-Mail Queue will be checked
every five minutes. If the Queue contains an unsent Mail
that has been waiting for at least two minutes, the Queue
will be deemed to have stopped and the notification will be
issued.

The notification will take the form of a text (SMS) message
being sent to the Recipient Phone No. specified below. The
source of the message will be the System Phone No., also
specified below.

The message will consist of the text “E-mail Queue has
stopped”, plus the text in the record in the Standard Text
register in the CRM module that you can optionally specify
in the Std. Text field.

Create Alarm Activity when Email Queue has stopped, Act. Type

24

Paste Special Activity Types setting, CRM
module

Use this option if you would like the Postmaster to be
notified by message each time the E-mail Queue stops.

As with the previous option, the E-Mail Queue will be
checked every five minutes. If the Queue contains an
unsent Mail that has been waiting for at least two minutes,
the Queue will be deemed to have stopped and the
notification will be issued.

The notification will take the form of an Alarm Activity being
created in the name of the Postmaster. The Alarm Type in
the Activity will be Message, meaning that a message will
appear on the Postmaster’s screen, containing the phrase
“E-mail Queue has stopped” and an [Open Activity] button
that they can use to open the Activity. If the Postmaster is
not logged in at the relevant time, they will be shown the
message the next time they log in.

The name of the Postmaster will be taken from the Mail
and Conference Settings setting in the E-mail and
Conferences module: no Activity will be created if you have
not specified a Postmaster.
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Create Alarm Activity when Cloud Services have stopped, Act. Type

System Phone No.

Paste Special Activity Types setting, CRM
module

Use this option if you would like the Postmaster to be
notified by message each time Cloud Services stop.

The following Cloud Services will be monitored by this
option: Sending Electronic Invoices, Receiving Electronic
Invoices, Sending Electronic VAT Declarations, Sending
Electronic Payments and Sending Direct Debits.

These Cloud Services will be checked every five minutes. If
the Electronic Data Exchange Stopped box in the
Electronic Invoice Settings setting in the System module is
ticked or if there is an unprocessed Cloud Service task,
Cloud Services will be deemed to have stopped and the
notification will be issued.

The notification will take the form of an Alarm Activity being
created in the name of the Postmaster. The Alarm Type in
the Activity will be Message, meaning that a message will
appear on the Postmaster’s screen, containing the phrase
“Cloud Service has stopped” and an [Open Activity] button
that they can use to open the Activity. If only one Cloud
Service has stopped (i.e. if the Electronic Data Exchange
Stopped box is not ticked, but there is an unprocessed
Cloud Service task), the message will include the name of
the Cloud Service that has stopped. If the Postmaster is
not logged in at the relevant time, they will be shown the
message the next time they log in.

The name of the Postmaster will be taken from the Malil
and Conference Settings setting in the E-mail and
Conferences module: no Activity will be created if you have
not specified a Postmaster.

Enter the source phone number from which notification text
(SMS) messages are to be sent.

Recipient Phone No.

Enter the phone number to which notification text (SMS)
messages are to be sent.

When you have finished working with this setting, click the [Save] button in the
Button Bar to save the changes and close the window. To close the window
without saving changes, click the close box.

25



Enterprise by HansaWorld

26

Approval Rules

In larger organisations, higher value transactions need to pass through an
approval process before they can be proceeded with. Depending on the value of
a particular transaction, it might need to be approved by a single person, or it
might need to be sent to a higher level for approval.

The Approval Rules register allows you to set up such a system. Transactions in
the following registers can be made subject to Approval Rules—

. Expenses

. Goods Receipts

. Internal Orders

. Leave Applications
. Leave Transfers

. Payments

. Project Budgets

. Purchase Invoices
. Purchase Orders
. Quotations

. Sales Invoices

. Sales Orders

. Stock Depreciations
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Example

The basis of the approval process is the Activity register. When a member of
staff enters a transaction that needs to pass through the approval process, they
will save it and then choose ‘Send for Approval’ from the Operations menu. This
will cause an Activity to be created for the Person(s) who will approve the
transaction (the “Approval Persons”). After checking the transaction, the
Approval Person(s) will enter a specified Result in their Activity and mark it as
Done. Depending on the Result, this will cause the transaction to be approved or
rejected.

This example uses Purchase Orders to illustrate the approval process. Follow
these steps—

1. Enter an Approval Rules record similar to that illustrated below to control the

process—
" Approval Rules: Inspect EI = @
= = New Duplicate Cancel Save
Register | Purchase Orders Comment |
Contact
Activity Types | Rules
Request Details Result Activity Types
Activity Type | POAPP Approved | OK Automatically OK Approved Records
Activity Header | Approval Request: PO Rejected | REJ Allow Editing Rejected Records
e [P | Allow Cahcelling Approval Request
Automatic Approval for Approver
FYI Cancelled | CANC
Activity Type :l Forwarded
Activity Header

The illustration shows the header of the Approval Rules record together with
the ‘Activity Types’ card. Use the fields and options as follows—

*  Set the Register field to “Purchase Orders”, to signify that the Approval
Rules record applies to the Purchase Order register.

* Use the two fields under the Request Details heading to specify the
Activity Type and Text that will appear in all Approval Request Activities
(the Activities that will be created for the Approval Person(s), notifying
them that there is a new Purchase Order awaiting approval).

* Use the fields under the Result Activity Types heading to specify the
Activity Types that the Approval Person(s) should enter in the Result
field of each Approval Request Activity, depending on whether they
approve or reject a particular Purchase Order.
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Use the ‘Rules’ card of the same Approval Rules record to specify when

approval will be needed and who will do it—

e Approval Rules: Inspect

< = New Duplicate

(o] & (==

Cancel Save

Register | Purchase Orders Comment |

Contact
Activity Types | Fules

[ [Up to [Type | Appraval By [Action  [Alarm
1000.00  MNone None Maone

5000.00 User ME,MND Byone  E-mail

User AM, TP By all E-mail

1
2
3
F:!
5
3

[ Mext Level |
NotRequired . A

Mot Required ﬂ
Mot Required

In the illustration, the matrix contains three rows. Each row contains a
separate Approval Rule. One of these Approval Rules will be applied to
each Purchase Order, depending on the value of the Purchase Order.

* In the first row in this example, Up To is 1000.00 and the Action is
“None”. This row signifies that Purchase Orders up to a value of

1000.00 will not be subject to the approval process.

* Inthe second row, Up To is 5000.00. This signifies that it will be applied
to Purchase Orders valued between 1000.01 and 5000.00. As the
Action is not “None”, these Purchase Orders will be subject to some
form of approval process. More precisely, the Approval By field
contains two Persons (NB and ND), and the Action is “By one”.
Together, these fields mean that each Purchase Order will need to be

approved by one of these two Persons.

* In the third row, Up To is blank and so applies to Purchase Orders
valued 5000.00 or more. The Approval By field again contains two
Persons (AM and IP), but this time the Action is “By all”. Both Persons

must approve each Purchase Order.
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2. Create two records in the Activity Consequences setting in the CRM
module, as illustrated below—

. Activity Consequence: Inspect EI =] @
< = New Duplicate Cancel Save
Type | POAPP 7| To Do
Result Copy Links
Activities | Resources | Alam | Other
Activity Type | POAPP With Comment | PO Approved
Set Person | From Criginating Record | New Person
Days from now Hours from now
Mew Resource Stat, l:l Priority l:l
[E=3 [Eol 5
THEW Duplicate Cancel Save
Type | POAPP 7| To Do
Result | REJ Copy Links
Activities | Resources | Mlam | Other
Activity Type | POAPP With Comment | PO Rejected
Set Person | From Originating Record | Mew Person
Days from now l:l Hours from now I:I
MNew Resource Stat. l:l Priority I:I

In the first record, the Type and Result in the header are the Request Activity
Type and Approved Result Activity Type from the Approval Rules record.
The new Activity Type (on the ‘Activities’ card) is also the Request Activity
Type, and Set Person is “From Originating Record”. The To Do box is
checked. The second record is similar, but the Result in the header is the
Rejected Result Activity Type from the Approval Rules record.

When an Approval Person approves or rejects a transaction (e.g. a
Purchase Order), these Activity Consequence records will ensure that an
Activity will be created for the Person who originally created the transaction,
notifying them that it has been approved or rejected. If you specify Alarm
details on the ‘Alarm’ card of the Activity Consequence record, the Person
who originally created the transaction will receive an Alarm (i.e. message,
text (SMS) message or Mail) as well.
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3. When you enter and save a low value Purchase Order (i.e. one where the
Total including VAT is 1000.00 or less), the Approval Status on the ‘Ord.
Address’ card will be set to Not Required—

L‘. - Purchase Order: Inspect EI@
< = av = =p f‘ New Duplicate Cancel Save -
Mo. | 3001 Mame | UK Trading Company Ltd | &
Supplier | 503 Signers [ oK
| Tems | ftems I Cumency | Del. Tems I Comment | Crd. Address | Del. Address I Extra Costs
Address 1 |
Address 2
City
County
Postcode | |
Approval Status VAT Zone
(@) Not Required (@) Domestic Region |

(") Not Started () Inside EU

(") Not Requested () Inside EU (Post VAT)
Pending 1 Qutside EU
Approved () Qutside EJ (Post VAT)
_) Rejected
Delivery |
Address

As the Purchase Order does not need to pass through the approval
process, you will be able to print it, send it by email, mark it as OK and
create a Goods Receipt from it immediately.
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4. When you enter and save a medium value Purchase Order (where the Total
including VAT is between 1000.01 and 5000.00), the Approval Status will be
set to Not Requested—

\‘:L Purchase Order: Inspect
< E ov = Ep

Mo, | 3002 Name
Supplier | 507 Signers

[E=5|EEE =<5
f‘ MNew Duplicate Cancel Save -
La Plata Turntables |
I ok

| Tems | ltems | Cumrency I Del. Terms | Comment | Ord. Address | Del. Address | Exdra Costs

Address 1 |
Address 2
City
County
Postcode | |
Approval Status VAT Zone
() Not Required (@ Domestic Region |
() Not Started () Inside EU
@ Mot Requested () Inside EU (Post VAT)
() Pending () Qutside EU
() Approved () Quiside EU (Post VAT)
() Rejected

Delivery |

Address

You will not be able to carry out operations such as printing the Purchase
Order, sending it by email, marking it as OK or creating a Goods Receipt
from it. Any attempt to do so will cause the message “Not Approved yet” to

appear.

(==

:] Mot Approved yet

5. To begin the approval process, choose ‘Send for Approval’ from the
Operations menu. This will have the following consequences—

e The Approval Status of the Purchase Order will be set to Pending.

*  You will no longer be able to make any changes to the Purchase Order.

* Separate Approval Request Activities will be created for each Approval
Person (i.e. for each Person listed in the Approval By field in the
relevant row in the Approval Rules record for the value of the Purchase
Order). In this case, Approval Request Activities will be created for NB
and ND), as shown overleaf.
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& Actuiy- Tspect oo

G - = 2p f‘ New Duplicate Cancel Save
Text | Approval Request: PO 3002 Supplier 507 Amount 1,260,00 GBP |
Type | POAPP
Language Persons | NB | Cc
Priarity Supervisar Result [Jerivate [ Done
Time | Customer | Text | Sub | Alam | Resources | Service | User Defined |
Start Time | 19:50:21 Start Date | 18/1/2013 Task Type Calendar
End Ti End Date | 18/1/2013 © Calendar -
me a /1 @ To Do () Profile
Cost (Time) Time Class () Timed To Do (@) Don't Show
() Work Hours
Project Mame | La Plata Turntables
Customer | 507 Telephone | 00 54 21 1234 5678
Invoice Item Contact
[ [code [Text |

e R = o N

If so specified in the Alarm field in the relevant row in the Approval
Rules record, the Activities will cause Alarms to be created for each
Approval Person, to bring the new Purchase Order to their attention. In
this example, Mails will be created for NB and ND—

& Actuiy- Tspect oo

G - = 2p f‘ New Duplicate Cancel Save
Text | Approval Request: PO 3002 Supplier 507 Amount 1,260,00 GBP |
Type | POAPP
Language Persons | NB | Cc

Priari Supervisor Result Private Dane
pe

| Time I Customer | Text | Sub | Alam | Resources | Service | User Defined |

Alarm Type Alarm Symbaol
) Mone (@) Minutes before call
() Message () Hours before () Meeting
15Ms () Days before @) Deskwork
(@ E-mail () Minutes after () Other
() Hours after
() Days after

Resources Asset No, l:l

Serial No. Item Prod. Oper.
Service Order Invoice Ttem Production
Frem FileMame | POV From Ne. | 3002 Resort Event

Start Time | 19:50:21 Start Date | 18/1/2013 Task Type Calendar

End Ti End Date | 18/1/2013 © Calendar -
me a /1 @ To Do () Profile
Cost (Time) Time Class () Timed To Do (@) Don't Show
() Work Hours

The Task Type in these Activities will be To Do, meaning they will be
placed in NB’s and ND’s Task Managers. The Purchase Order will be
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attached to each Activity, allowing NB and ND to check it easily. The
Activities will also be attached to the Purchase Order.

6. If the Approval Persons do not deal with the Purchase Order immediately,
their Task Managers will open each time they log in, to provide a reminder
that there is a transaction awaiting approval—

t: Meil Brooker - Task Manager EI@
O~ = Sp Day Planner New Task
Person Twe| | customer | Priority | Period [ 18/1/2013:18/1/2013 |
e
Activites | Fiter
| Prio Mark Text Type  Supervisor Project Contact Phone |
1 ,_D_ [ Approval Request: PO 3002 Supplier 507 Am... POAPP  18/1/2013 La Plata Turntable...00 54 21 1234 5678 =

Number of Activities: 1
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Task Managers are usually open to everybody, so any member of staff
could update Approval Request Activities, thus approving transactions. It is
therefore recommended that you use the Task Manager Access setting in
the System module to restrict access to the Task Managers of Approval
Persons. In the example illustrated below, ML will be able to read NB’s tasks
but not change them, while JM will not be able to see them at all (NB’s Task
Manager will be empty when opened by JM)—

" Task Manager Access: Inspect EI@
<= @ New Duplicate Cancel Save
Person | NB StartFrom
Text Mo Access
@ Read
Full Access
| | Person | Function | Level
1ML All Activities Read -
2 All Activities None
3
4
5
[
7
g
9
10
11
12
13
14
15
16
17
18
19
20
21
22 &

34

Similarly, ML will be able to open NB’s tasks when they are attached to
other records but not change them, while JM will not be able to open them.

It might be useful to grant read access (as given to ML in this example) to
Persons likely to create Purchase Orders, so they can keep track of how
Approval Request Activities are progressing.
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At any time, you can check the progress of the approval process of a
particular Purchase Order by opening it and choosing ‘Purchase Order
Status’ from the Operations menu. A report will be printed to screen in
which there will be a section detailing the approval process—

" Purchase Order Status === @
O b = Search
Purchase Order Status Enterprise by HansaWorld, Print date: 1812013 19:55
Radio Import/Export Limited Purchase Order: 3002
Detailed
Purchase Order =
Mo Date Supplier Object Plan. Del.
3002 18/1/2013 507 La Plata Turntables
Qty Received Invoiced Object
10110 Amplifier 10
Approval Status
Requested Date Person Result Dedision Date
18/1/2013 NB Pending
18/1/2013 ND Pending

Because the approval process has started, you can no longer modify the
Purchase Order. So, if you now realise the Purchase Order contains an
error, you must cancel the approval process before you can correct the
error. To do this, open the Purchase Order and choose ‘Cancel Approval
Request’ from the Operations menu. You will now be able to amend the
Purchase Order and then restart the approval process by once again
choosing ‘Send for Approval’ from the Operations menu.

Cancelling the approval process is not always possible. If you want to allow
it, you must use the Allow Cancelling Approval Request option and specify
a Cancelled Result Activity Type in the Approval Rules record (as shown in
step 1). Also, you cannot cancel the approval process if step 10 has already
taken place (i.e. if at least one Approval Person has approved their Approval
Request Activity).
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10. As the example Purchase Order falls in the medium value range, it can be
approved or rejected by NB or ND. Only one of them needs to make the
decision. To do this, one of them opens their Approval Request Activity and
enters the Approved or Rejected Result Activity Type (as specified in the
Approval Rules record) in the Result field and marks it as Done—

A" Activity: Update

O - & Sp

Text
Type

Language

-5

f‘ New Duplicate Cancel Save

Approval Request: PO 3002 Supplier 507 Amount 1,260.00 GEFP

POAPP

Persons | MB | Cc

Priarity l:l Supervisor l:l Result |:| Private Done

Time | Customer | Text | Sub | AMlamm | Resources | Service | User Defined |

Project
Customer

Invoice Item

Start Time | 19:50:21 Start Date [ 18/1/2013 Taﬁ’k";“pz e
) Calendar ) Time
End Time | 20:33:54 End Date | 18/1/2013 @ ToDo ) Profile
Cost (Time) | 00:43:00 Time Class ") Timed To Do @) Don't Show

l:l Mame | La Plata Turntables |

_ Work Hours

507

Telephone | 00 54 21 1234 5678

Contact

= - T, R TV R

| |Code |Text

Saving the Activity will have the following consequences—

The Approval Status in the Purchase Order will be set to Approved or
Rejected.

The Not Needed Result Activity Type from the relevant Approval Rules
record will be copied to all other Approval Request Activities connected
to the Purchase Order, and these Activities will also be marked as
Done.

If you created Activity Consequence records as described in step 2, an
Activity will be created in your name as the creator of the Purchase
Order, informing you that it has been approved or rejected. The
Purchase Order will be attached to the Activity, so you will be able to
return to it easily. If so specified in the Activity Consequence record,
you will receive an Alarm as well.
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Yo SR
o - = 2p f‘ MNew Duplicate Cancel Save
Text | PO Approved |
Type | POAPP
Language Persons | ML | Cc
Priarity Supervisor Result Private Done
Time |Customer | Text | Sub | Alam I Resources | Service | User Defined |
Start Time | 19:50:00 Start Date | 18/1/2013 Task Type Calendar
End Ti 20:33:00 End Date | 18/1/2013 Calendar Time
nd Time o nd Ua /1, @ ToDo Profile
Cost (Time) | 00:43:00 Time Class Timed To Do @ Dor't Show
Work Hours
Project MName | La Plata Turntables
Customer | 507 Telephore | 00 54 21 1234 5678
Invoice Item Contact
[ code [Text

00 wd o s L R e

End Activity

Because the Activity Type in this Activity will be the Request Activity
Type from the Approval Rules record and because the Activity
Consequence will set the Task Type to To Do, this Activity will cause
your Task Manager to open each time you log in, until you enter a
Result and mark it as Done. It is recommended that you enter the Not
Needed Result Activity Type from the relevant Approval Rules record as
the Result. Entering the Approved or Rejected Result Activity Types will
invoke the Activity Consequence once again, causing another Activity
to be created.

11. If the Approval Status in the Purchase Order was set to Approved, you will
now be able to print the Purchase Order, send it by email, mark it as OK
and create a Goods Receipt from it.

12. When you enter and save a high value Purchase Order (where the Total
including VAT is 5000.01 or more), the approval process is broadly as
described in steps 4-10 above. The only difference will be that such
Purchase Orders must be approved by both Approval Persons (in the
example, AM and IP). The Approval Status in the Purchase Order will
change to Approved when the last Person approves their Approval Request
Activity. If one Person rejects their Approval Request Activity, no action by
the others will be needed.
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13. To implement a two-stage approval process, change the Approval Rules
record as shown below—

e Approval Rules: Inspect EI =] @

< = New Duplicate Cancel Save

Register | Purchase Orders Comment | |
Contact
Activity Types | Fules

[ [Up to [Type | Appraval By [Action [Alarm  |MNextLevel |
1 1000.00  MNone Mane Mone Mot Required =~ A
2 5000.00 User MB,MD Byone  E-mail Mot Required ﬂ
3 User MB,MD By all E-mail Required
4 User AM, TP By all E-mail Mot Required
5
B -

In this example, the third row specifies that Purchase Orders with a value
greater than 5000.00 must be approved by NB and ND. The Next Level in
this row is “Required”, signifying that after this approval, such Purchase
Orders will be escalated to a second stage in the approval process. This
second stage is described in the fourth row of the grid: in this case, it
requires approval by AM and IP.

14. If you did not do so in step 2, you should now create a record in the Activity
Consequences setting in the CRM module as follows—

. Activity Consequence: Inspect EI =1 @
< = MNew Duplicate Cancel Save
Type | POAPP 7] To Do
Result Copy Links
Activities | Resources | Alam | Other
Activity Type | POAPP With Comment | PO Approved
Set Person | From Originating Record | Mew Person
Days from now l:l Hours from now l:l
Mew Resource Stat. l:l Priarity l:l

15. When you enter and save a high value Purchase Order (where the Total
including VAT is 5000.01 or more), the approval process will again be
broadly as described in steps 4-10 above.

When you select ‘Send for Approval’, Approval Request Activities will be
created for NB and ND. In this example, the Approval Action is ‘By all’, so
both NB and ND must approve their Approval Request Activities. When the
second Person does so, the “Required” Next Level and the Activity
Consequence will combine to cause two more Approval Request Activities
to be created for AM and IP. Again, the Approval Action is ‘By all’, so they
must both approve their Approval Request Activities in order for the
Approval Status of the Purchase Order to change to Approved.
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16. So far in the example, separate Approval Request Activities will be created
for every Approval Person. You can change this so that you will need to
choose Approval Persons every time you use the ‘Send for Approval’
function. To make this change, open the Approval Rules record and go to
flip B of the ‘Rules’ card—

s Approval Rules: Inspect EI =] @

< = New Duplicate Cancel Save

Register | Purchase Orders Comment | |
Contact
Activity Types | Fules

[ [Upto [Type [ Appraver |F¥IPersans Action Description ]
1 1000.00  Mone Automatic Norne AL
2 5000.00 User Manual MNone B
3 User Automatic None
4 User Automatic None
3
5 -

In this example, Approver has been changed to “Manual” in the second
row. The Approval Persons on flip A are still NB and ND.

Now when you enter a Purchase Order up to the value of 5000.00 and
choose ‘Send for Approval’, the ‘Select Approver’ window will open—

s Select Approver EI =] @

Cancel QK

Approver
FYI Person

Here you can choose Approval Persons by opening ‘Paste Special—

A\~ Select Approver =10 | I >
Cancel QK
\" | Paste Approver EI =1 @
|User |Name |
ME Meil Brooker -
MD Moel Dupont

The ‘Paste Special’ list only contains the Persons listed in the Approval By
field on flip A of the Approval Rules record. Choose as many as you need,
and separate them with commas—

I8 Select Approver EI = @

Cancel QK

Approver | ME,ND |
FYI Person | |
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You will not be able to proceed if you try to enter the Signature of someone
who is not listed in the Approval By field. When you click [OK], separate
Approval Request Activities will be created for the Persons you have

chosen.

If one of those Persons cannot complete their approval task, they can open
their Approval Request Activity, enter the Forwarded Activity Type specified
in the Approval Rules record, mark the Activity as Done and save it. On
saving, the ‘Select Approver’ window will open, allowing them to specify the
Person who should carry out the task. ‘Paste Special’ will again list the
Persons listed in the Approval By field on flip A of the Approval Rules
record, but with the forwarding Person omitted.

In a multi-stage approval process, if the next level is “Manual”, each
Approval Person on the current level will be asked to choose Persons for
the next level when they approve their Activity. Approval Request Activities
will be created for the chosen Persons.

Entering an Approval Rules record

To enter a new record in the Approval Rules register, first ensure you are in the
Business Alerts module and then click the [Approval Rules] button in the Master
Control panel. The ‘Approval Rules: Browse’ window is opened, showing the
Approval Rules records already entered.

Purchase Invoices
Expenses
Quotations

Sales Orders

Sales Invoices
Project Budgets
Stock Depreciations
Goods Receipts

o Approval Rules: Browse EI@
Now  Dupiese [ ] Semch

Register . |C0ntact |C0mment

Purchase Orders Purchase Orders -

Purchase Invoices
Expenses
Quotations

Sales Orders

Sales Invoices
Project Budgets
Stock Depredations
Goods Receipts

As in all browse windows you may sort the list by clicking on the column
headings. To reverse any sort, simply click once again on the column heading.
You can also scroll the list with the scroll bars. Finally, you can search for a
record by entering a keyword in the field in the top right-hand corner. When you
press the Return or Enter key, the first record with a match for the keyword in the
current sort column will be highlighted.

To enter a new Approval Rules record, click [New] in the Button Bar or use the
Ctrl-N (Windows and Linux) or 3-N (Mac OS X) keyboard shortcut. Alternatively,
highlight an Approval Rules record similar to the one you want to enter and click
[Duplicate] on the Button Bar.

The ‘Approval Rules: New’ window is opened, empty if you clicked [New] or
containing a duplicate of the highlighted Approval Rules record.
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" Approval Rules: Inspect EI = @

= = New Duplicate Cancel Save
Register | Purchase Orders Comment | Purchase Orders |
Contact

Activity Types | Rules

Request Details Result Activity Types
Activity Type | POAPP Approved | OK Automatically OK Approved Records
Activity Header | Approval Request: PO Rejected | REJ Allow Editing Rejected Records

| Allow Cancelling Approval Reguest

Mot needed | NN
oL nesds Automatic Approval for Approver

Cancelled | CANC

Activity Type I:I Forwarded | FWD
Actwitytesder [ |

When the Approval Rules record is complete, click the [Save] button to save it.
As soon as you save an Approval Rules record for the first time, it will be
activated. Records in the register in question that are saved after that moment
will be subject to the approval process. Records saved before that moment will
not be subject to the approval process. You will need to save each one again so
that their Approval Status changes from Not Required to Not Requested, thus
making them subject to the approval process.

Since the amount of information stored in each Approval Rules record will not fit
on a single screen, the Approval Rules window has been divided into two cards.
At the top of each is the header. There are two named buttons (‘tabs’) in the
header.

Activity Types | Rules

By clicking the tabs you can navigate between cards. The header is always
visible, as a reminder of the Approval Rules record you are working with.

Header
- Approval Rules: Inspect EI [=] @
< = New Duplicate Cancel Save
Register | Purchase Orders Comment | Purchase Orders |

Contact

Activity Types | Rules

Register Paste Special Choices of possible entries

Using ‘Paste Special’, choose the register to which the
Approval Rules record is to apply.

In the case of Sales Invoices, you should create separate
Approval Rules records for Cash Notes (Invoices with a
“Cash” Payment Term), Credit Notes and all other Invoices.
If you do not create a record for Cash Notes, for example,
the Rule for Invoices will not be used in its place.

Comment Any Comment that you enter here will be shown in the
‘Approval Rules: Browse’ window.

Contact Paste Special Customers, Suppliers and
Contact Persons in Contact
register

Use this field if you would like different approval processes
to be followed depending on the Customer or Supplier.
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For example, you can create one Approval Rules record for
Purchase Orders issued to Supplier 507, and a second
Approval Rules record for Purchase Orders in which this
field is empty, to be used for all other Suppliers.

Activity Types Card

Activity Types | Rules

Request Details Result Activity Types
Activity Type | POAPP Approved | OK Automatically OK Approved Records
Activity Header | Approval Request: PO Rejected | REJ Allow Editing Rejected Records

FYI
Activity Type
Activity Header

| Allow Cancelling Approval Request

Mot needad | NN
Automatic Approval for Approver

Cancelled | CANC
Forwarded | FWD

Request Details - Activity Type

Paste Special Activity Types setting, CRM
module

The approval process will begin when a member of staff
creates a record in the Register specified above and then
selects ‘Send for Approval’ from the Operations menu. This
will cause separate Activities to be created for each Person
listed in the Approval By field in the matrix on the ‘Rules’
card (described below on page 47). These Activities are
the basis of the approval process and are known as
“Approval Request Activities'.

Specify here the Activity Type that you want to be used in
Approval Request Activities.

If an Approval Person has any open Activities with the
Activity Type specified here, their Task Manager will open
automatically each time they log in, to remind them that
there are transactions that need approving. Therefore, you
may want to specify an Activity Type here that is not used
for any other purpose, otherwise Task Managers will
frequently open on logging in.

Request Details - Activity Header

FYI

Specify here the text that you want to be copied to the Text
field in the header of Approval Request Activities.

It is recommended that this text should be quite short. The
Text field in Activities can contain sixty characters, and
other information in addition to this text will be copied
there. For example, in Approval Request Activities created
from Purchase Orders, this text will be followed by the
Purchase Order Number, the Supplier Number, the value
and the Currency, together with identifiers for those pieces
of information.

There is no need to add a trailing space to this text: one
will be added automatically.

When Approval Request Activities are created, additional
Activities can also be created for Persons who need to
know that the approval process has started, but who will
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not play any part in that process. These Activities are
known as “FYI Activities” (“For Your Information” Activities).

Specify here the Activity Type and text that you want to be
used in these Activities.

Result Activity Types

Approved

Rejected

Not needed

Cancelled

Forwarded

Paste Special Activity Types setting, CRM
module

Specify here the Activity Types that are to be used as
Results in Approval Request Activities. It will not be
possible to use any other Activity Types as Results in these
Activities.

Specify here the Activity Type that an Approval
Person will enter as a Result in order to approve a
transaction in the Register specified above.

Specify here the Activity Type that an Approval
Person will enter as a Result in order to reject a
transaction in the Register specified above.

If you have listed several Persons in the Approval
By field in the matrix on the ‘Rules’ card, separate
Approval Request Activities will be created for each
Person. However, if the Approval Action is “By one”,
only one of those Persons needs to approve or
reject a particular transaction, and so the other
Persons’ Approval Request Activities for that
transaction become redundant (rejection is always
on a “By one” basis). This Activity Type will be
copied to the Result field of the redundant Activities
and they will be marked as Done automatically,
thus removing them from the approval process.

If you are using the Allow Cancelling Approval
Request option described below, it will be possible
to cancel the approval process for a particular
transaction, providing that no Approval Request
Activities have been approved or rejected.

To cancel the approval process, open the relevant
transaction (e.g. the relevant Purchase Order) and
choose ‘Cancel Approval Request’ from the
Operations menu. This will cause this Cancelled
Activity Type to be copied to the Result field in all
Approval Request Activities, which will also be
marked as Done. They will thus be cancelled and
removed from the approval process. The Approval
Status of the transaction will be changed to Not
Requested.

When you begin the approval process by selecting
‘Send for Approval’ from the Operations menu of a
transaction, Approval Request Activities will usually
be created for every Approval Person (“automatic”
selection of Approval Persons). It is possible to
change this process so that you will need to
choose Approval Persons manually each time you
use the ‘Send for Approval’ function (“manual”
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selection of Approval Persons). Please refer to the
description below on page 49 of the Approver field
on flip B of the ‘Rules’ card for details.

If you are using manual selection of Approval
Persons, you may from time to time create an
Approval Request Activity for someone who is
unable to proceed with the approval request. This
Person should enter this Forwarded Activity Type in
the Result field of their Approval Request Activity
and mark it as Done. On saving, they will be asked
to specify another Approval Person.

If you are using automatic selection of Approval
Persons, it will not be possible to enter this
Forwarded Activity Type in the Result field of
Approval Request Activities. With automatic
selection, every Approval Person will already have
an Approval Request Activity, and therefore there
will be no other authorised Person to whom
Activities can be forwarded.

To use the forwarding feature, you must also create
a record in the Activity Consequences setting in the
CRM module. In this record, the Type and Result in
the header should be the Request Activity Type and
Forwarded Result Activity Type respectively. The
new Activity Type (on the ‘Activities’ card) should
also be the Request Activity Type, and Set Person
should be “Specified Person”.

As mentioned above, you can only enter these five Activity
Types into the Result field of an Approval Request Activity
(an Activity with the Request Activity Type specified above).
In practice, you will only use three (Approved, Rejected
and Forwarded) because the other two are used within the
program. However, if you activate ‘Paste Special’ from the
Result field in such an Activity, every Activity Type will be
listed. If you would only like the three valid Activity Types to
be shown in the ‘Paste Special’ list, create a record in the
Activity Consequences setting in the CRM module where
the Type and Result in the header are the Request Activity
Type and Rejected Result Activity Type respectively, and
where the new Activity Type (on the ‘Activities’ card) is
empty. As detailed elsewhere in this section, you should
also have Activity Consequence records for the Approved
and Forwarded Activity Types. Finally, tick the Show
Results from Consequences only option in the CRM
Settings setting in the CRM module. This option together
with the three Activity Consequence records will mean that
‘Paste Special’ from the Result field in an Approval
Request Activity will only list the three valid options. The
Activity Consequence record with the Rejected Result will
have no further impact because its new Activity Type is
empty: its only purpose is to be used by the Show Results
from Consequences only option.
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Automatically OK Approved Records

When a transaction passes through the approval process
and is approved, its Approval Status will be set to
Approved. Use this option if you would like the OK box in
the transaction to be ticked as well.

The usual consequences of ticking the OK box will occur,
such as the creation of Transactions in the Nominal Ledger
and the updating of stock levels.

Where a transaction does not have an OK box (i.e. Internal
Orders, Project Budgets, Quotations), this option will have
no effect.

Allow Editing Rejected Records

When a transaction passes through the approval process
and is rejected, its Approval Status will be set to Rejected.

By default, it is not possible to edit a transaction once its
Approval Status has been set to Rejected, The only way to
continue with it would be to duplicate it, modify it and send
it for approval once again.

Use this option if you would like to be able to edit records
that have been rejected. To edit a rejected transaction, you
must first set the Approval Status to Not Requested and
then save the record. You will now be able to edit the
record freely before starting the approval process again.

One advantage of being able to edit a rejected transaction
is that the rejected Approval Request Activities will be
attached, so its previous history in the approval process
will be visible.

Allow Cancelling Approval Request

When you place a transaction in the approval process by
choosing ‘Send for Approval’ from the Operations menu,
you will no longer be able to modify the transaction.

If you then discover that a transaction contains a mistake,
by default you would need to contact the Approval Persons
and inform them about the mistake. However, if you are
using this option, you will be able to remove the transaction
from the approval process, correct the mistake and re-
submit it.

If you are using this option, you must specify a
Cancellation Activity Type in the field above.

To remove a transaction from the approval process, open it
and choose ‘Cancel Approval Request’ function from the
Operations menu. This will cause the Cancellation Activity
Type to be copied to the Result field in all Approval
Request Activities, which will also be marked as Done.
They will thus be cancelled and removed from the approval
process. The Approval Status of the transaction will be
changed to Not Requested, allowing you to make the
necessary changes before re-submitting.

You will only be able to use the ‘Cancel Approval Request’
function from a transaction whose Approval Status is
Pending, and providing there are no connected Approval
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Request Activities that have already been approved
(marked as Done and with the Approved Result Activity
Type as their Result).

Automatic Approval for Approver

It may be that the Person who places a transaction in the
approval process by choosing ‘Send for Approval’ from the
Operations menu is also listed as an Approval Person for
that transaction. Use this option to specify whether that
Person’s Approval Request Activity should be approved
(marked as Done with the Approved Result Activity Type
copied to its Result field) immediately and automatically. If
so, and if the Person is the only approver (or if the
Approval Action is “By one”), the Approval Status of the
transaction will immediately be set to Approved with no
further action needed.

Rules Card

Use the grid on the '‘Rules’ card to define the Approval Rule(s) that will be
applied to all transactions in the Register specified in the header.

As shown in the illustration below, the rows in the grid should be in transaction
value order, with the lowest value at the top. In this example, the first row defines
the Approval Rule for Purchase Orders up to a value of 1000.00, the second row
defines the Approval Rule for Purchase Orders valued between 1000.01 and
5000.00, and the last two rows define the two-stage Approval Rule for all other
Purchase Orders.

Activity Types | Fules
Up to Type Approval By Action | Alarm Mext Level

1 1000.00  Mone Mone Mone Mot Required = A
2 5000.00 User NB,MD Byone  E-mail Mot Required B
3 User MNB,MD By all E-mail Required
4 User AM,IP By all E-mail Mot Required
5
6 -

Flip A

Up to The grid on the ‘Rules’ card allows you to define the

various approval processes that you want be used for
transactions in different value ranges. Use this field to
specify the upper limit of the value range for which the row
will be used. Leave the field empty if there is no upper limit,
as has been done in the last two rows in the illustration.

The figure here will be interpreted as being in your home
Currency (Base Currency 1). So, if you enter a transaction
in a foreign Currency, its value will be converted to your
home Currency before the value range into which it falls
can be determined.

In most cases, the value of a transaction for this purpose
will be its total value including VAT (usually shown in a
TOTAL field), converted if necessary to your home
Currency. Exceptions are Payments (where the value will
be the sum of the Bank Amounts), Project Budgets (the
Total Sum, which excludes VAT) and Stock Depreciations



Type

None

User

Approval By

Action

None

By one

By all

Business Alerts - Registers - Approval Rules

(the sum of the FIFO values). Leave Applications and
Leave Transfers don’t have any numeric values, so when
entering an Approval Rules record for either of these
registers you can only define a single row on the ‘Rules’
card.

Paste Special Choices of possible entries

Use this field to control whether the Alarm field to the right
must contain a value. Enter one of the following values—

No Alarm will be required.
An Alarm must be specified.
Paste Special Person register, System module

List here the Person or Persons who must approve each
transaction: enter their Signatures separated by commas.
These Persons are described as “Approval Persons” in this
documentation.

Usually, when you enter a transaction and choose ‘Send
for Approval’ from the Operations menu, separate Approval
Request Activities will be created for each Person listed in
this field. However, if the Approver field on flip B is set to
“Manual”, you will asked to choose which of the Persons
listed here are to be issued with Approval Request
Activities.

It is recommended that you use the Task Manager Access
setting in the System module to restrict access to the Task
Managers of the Persons listed in this field. This will ensure
that only they can approve or reject their Approval Request
Activities.

Paste Special Choices of possible entries

Use this field to specify how many of the Persons listed in
the Approval By field need to approve their Approval
Request Activities in order to approve a transaction.

No Person needs to approve an Approval Request
Activity: i.e. transactions will not need to pass
through an approval process.

One Person needs to approve an Approval Request
Activity. When an Approval Person does so (i.e.
enters the Approved Result Activity Type in the
Result field and marks it as Done), the transaction
will be approved (its Approval Status will be
changed to Approved). No action will be needed by
the other Persons: the Not Needed Result Activity
Type will be copied to the Result field in their
Approval Request Activities automatically, and
those Activities will be marked as Done.

All of the Persons listed in the Approval By field
must approve their Approval Request Activities
before the transaction will be approved.

Rejection will always be on a “By one” basis.
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Alarm

E-mail

SMS

Message

Paste Special Choices of possible entries

When you enter a transaction and choose ‘Send for
Approval’ from the Operations menu, separate Approval
Request Activities will be created for each Person listed in
the Approval By field. You can also have Alarms created
for those Persons, to alert them to the new Approval
Request Activities.

The following options are available—
Each Approval Person will be sent a Mail.

To use this option, each Approval Person must
have a Mailbox, and you must also have specified a
Mailbox in the From System field in the Mail and
Conferences Settings setting in the E-mail and
Conferences module. This Mailbox will be the
Sender of all Alarm Mails.

Text (SMS) messages will be sent to the Approval
Persons, with their mobile numbers being chosen
as follows—

1. They will be taken from the records in the
Contact register for each Approval Person.
These are the Contact records quoted in the
Contact Code fields in their Person records.

2. If an Approval Person does not have a record
in the Contact register, or this record does not
have a mobile phone number, it will be taken
from the Phone 1 or Phone 2 fields (in that
order) in their Person record.

To use this option, you must have specified a
System Phone No. in the Internal System Alerts
setting in the Business Alerts module. This System
Phone No. will be the Sender of all Alarm Text
(SMS) messages. If you do not specify a System
Phone No., messages will not be sent.

Sending Text (SMS) messages is a chargeable
Cloud Service. To use it, you must have registered
your database using the Automatic Internet Enabler
method, as described in the ‘Enabler Key' section
in the first chapter of the ‘Introduction to Enterprise
by HansaWorld’ manual. Please contact your local
HansaWorld representative to sign up for the
service and for pricing details.

Messages will appear on the Approval Persons’
screens. If an Approval Person is not logged in at
the relevant time, they will be shown the message
the next time they log in.
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Paste Special Choices of possible entries

Use this field to specify whether the approval process is
single- or multi-level, as follows—

Not Required The approval process is single-level. When the

Required

Flip B
Approver

Automatic

Manual

FYI Persons

Approval Persons approve their Approval Request
Activities, the Approval Status of a transaction will
be changed to Approved.

The approval process is multi-level. When the
Approval Persons approve their Approval Request
Activities, the next row in the Approval Rules record
will take over. The Approval Status of a transaction
will remain Pending.

To use this feature, you must also create a record in
the Activity Consequences setting in the CRM
module. In this record, the Type and Result in the
header should be the Request Activity Type and
Approved Result Activity Type respectively. The new
Activity Type (on the ‘Activities’ card) should also be
the Request Activity Type, and Set Person should
be “From Originating Record”.

Paste Special Choices of possible entries

When you enter a transaction and choose ‘Send for
Approval’ from the Operations menu, separate Approval
Request Activities will be created for the Persons listed in
the Approval By field on flip A, as follows—

Separate Approval Request Activities will be created
for every Person listed in the Approval By field.

A dialogue box will open, allowing you to choose
which of the Persons listed in the Approval By field
will be given Approval Request Activities.

If you are using this option, you should specify a
Forwarded Activity Type on the ‘Activity Types’
card. If one of your selected Persons is unable to
carry out their approval task, they will be able to use
the Forwarded Activity Type to forward the task to
one of the other Persons listed in the Approval By
field.

If the approval process is multi-level (i.e. Next Level
on flip A is ‘Required”) and in the second level this
field is “Manual”, each Person on approving their
Approval Request Activity will be asked to choose
the Approval Persons for the next level.

The choice that you make here (Automatic or Manual) will
apply both to Approval Persons and to FYI Persons.

Paste Special Person register, System module

When Approval Request Activities are created, additional
Activities can also be created for Persons who need to
know that the approval process has started, but who will
not play any part in that process. These Activities are
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Alarm

Description

known as “FYI Activities” (“For Your Information” Activities).
List the Person or Persons (“FYI Persons”) who will receive
FYI Activities here. You should also choose an FYI Activity
Type on the ‘Activity Types’ card.

Paste Special Choices of possible entries

When FYI Activities are created, you can also have Alarms
created for those Persons, to alert them to the new FYI
Activities. The options are the same as for the Alarms that
can be created for Approval Persons: please refer to the
description of the Alarm field on flip A (page 48 above) for
details.

A free text field where you can leave notes about the row.



Business Alerts - Reports - Introduction

Reports

Introduction

As with all modules, to print a report in the Business Alerts module, click the
[Reports] button in the Master Control panel or use the Ctrl-R (Windows and
Linux)/#8-R (Mac OS X) key combination. The ‘Reports’ window will open, listing
the reports that are available in the Business Alerts module—

" Report oo s
Approval Status -
5MS Status

Double-click the report that you need in the list. A specification window will then
appear, where you can decide what is to be included in the report. Leave all the
fields in this window blank if the report is to cover all the records in the
appropriate register. If you need to restrict the coverage of the report, use the
fields as described individually for each report.

Where specified below, it is often possible to report on a selection range, such
as a range of Customers. To do this, enter the lowest and highest values of the
range, separated by a colon. For example, to report on Customers 001 to 010,
enter “001:010” in the Customer Number field. Depending on the field, the sort
used might be alpha or numeric. In the case of an alpha sort, a range of 1:2
would also include 100, 10109, etc.

Use the Media options at the bottom of the specification window to determine
the print destination of the report. The default is to print to screen. You can
initially print to screen and subsequently send the report to a printer by clicking
the Printer icon at the top of the report window.

Once you have entered the reporting criteria and have chosen a print
destination, click [Run].

With a report in the active window, use the ‘Recalculate’ command on the
Operations menu to update the report after making alterations to background
data. The ‘Reopen Report Specification’ command on the same menu allows
you to produce a new report using different reporting criteria.
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Approval Status

This report lists the Approval Request Activities issued to a specified Person or
Persons during the report period.

For each Activity, the report shows the register of the originating record, the
serial number of the originating record (e.g. the Purchase Order Number or
Invoice Number), the request date (i.e. the Start Date from the Activity), the
requesting Person (i.e. the Salesman in the originating record), the Approval
Person, the Approval Status and the value of the originating record.

When printed to screen, the Approval Status report has the Enterprise by
HansaWorld Drill-down feature. Click on the serial number of an originating
record to open the related Approval Request Activity.

Period

Person

Approval Status

Pending

Approved

Rejected

52

- Specify Approval Status =R @
Fun
Period | 1/1/2012:31/12/2012
Person
Status
| Pending
Approved
Rejected
Mot needed
Media
@ Screen Pdf
Printer Himl as Attachment
File | Print Dialog
Clipboard Ignore Timeout Limit
Fax

Paste Special Reporting Periods setting,

System module

Enter a reporting period: Approval Request Activities
whose Start Dates fall in this period will be shown in the
report.

Paste Special Person register, System module

Range Reporting Alpha

Enter a Person’s Signature to list the Approval Request
Activities scheduled or carried out by that Person. You can
also enter a range of Signatures separated by a colon (;).

Use these options to determine the, Approval Request
Activities that will be listed in the report.

The report will list Approval Request Activities with
no Result and those with a Result but not marked
as Done.

The report will list Approval Request Activities that
have been marked as Done and where the Result is
any Approved Result Activity Type specified in the
Approval Rules records.

The report will list Approval Request Activities that
have been marked as Done and where the Result is
any Rejected Result Activity Type specified in the
Approval Rules records.
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Not needed The report will list Approval Request Activities that
have been marked as Done and where the Result is
any Not Needed Activity Type specified in the
Approval Rules records.

SMS Status

This report shows the current status of the text (SMS) messages you sent during
a specified period.

For each message, the report shows the Contact Number and Name of the
recipient, the date and time the message was sent, the date and time of the
latest status of the message, and the status itself.

When printed to screen, the SMS Status report has the Enterprise by
HansaWorld Drill-down feature. Click on the Contact Number of a recipient to
open the relevant record in the Contact register, and on the creation date of a
message to open the message.

" Specify SMS Status = & |5
Run
Period | 1/1/2012:31/12/2012
Customer
Show status types
¥| Sent to Server
| Pending
| Delivered to recipient
/| Failed
Sorting
@ Customer code
Status
Date
Media
@ Screen pdf
Printer Himl as Attachment
File /| Print Dialog
Clipboard Ignore Timeout Limit
Fax
Period Paste Special Reporting Periods setting,

System module

Enter a reporting period: Text (SMS) messages sent during
this period will be shown in the report.

Customer Paste Special Customers, Suppliers and
Contact Persons in Contact
register

Enter a Contact Number if you want to list messages sent
to a particular Contact.

Show status typesUse these options to include messages with various
statuses in the report.

Sorting Use these options to specify the order in which the
messages will be listed in the report.
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Access Groups
Using to control who can approve Goods
Receipts, 14
Using to control who can approve Invoices, 16
Using to control who can save Orders, 16
Activities
Notifying Responsible Persons by
Cloud Services Stop, 25
E-Mail Queue Stops, 24
Aged Debtor report

Sending to a Mailbox or Conference every day,

15
Approval Persons, 47
Manual Selection, 39, 49
Approval Process
Automatic Approval for Approver, 46
Cancelling, 35, 43, 45
Checking Progress, 35
Editing Transactions after Rejection, 45
Final Notification, 36
For Different Customers or Suppliers, 41
Initiating, 31
Manual Selection of Approval Persons, 39, 49
Multi-Stage, 38, 49
Approval Request Activities, 27, 42
Approving, 36, 43
Cancelling, 35, 43, 45
Forwarding, 40, 43
Listing, 52
Rejecting, 36, 43
Approval Result Activity Type, 36
Approval Rules
Business Alerts register, 26
Entering, 40
Approval Status
Business Alerts module report, 52
Approved Result Activity Type, 43

B

Business Alerts
Business Alerts module setting, 6
Business Alerts module, 5
Registers, 26
Reports, 51
Settings, 5

C

Cancel Approval Request

Operations menu command, 35, 43, 45
Cancelled Result Activity Type, 35, 43, 45
Cloud, 25
Contact Delivery Alerts

Business Alerts module setting, 7
Contact Order Alerts

Business Alerts module setting, 8
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Contact Quotation Alerts
Business Alerts module setting, 10
Contact Reservation Alerts
Business Alerts module setting, 12
Cost Price Variance Alerts
Business Alerts module setting, 13
Cost Prices
Alerting when Unusual, 13
Credit Notes
Alerting on Approval, 18
Customers
Notifying by Text (SMS) Message
Deliveries, 7
Orders, 8
Quotations, 10
Reservations, 12
Separate Approval Processes, 41

D

Deliveries

Notifying Customers by Text (SMS) Message, 7
Due Report

Business Alerts module setting, 15

E

E-Mail, 24
Error Messages
Not Approved yet, 31

F

Forwarded Result Activity Type, 40, 43
FYI Activities, 42

FYI Activity Type, 42

FYI Persons, 49

G

Goods Receipts
Alerting on Unusual Cost Prices, 13
Approving
Preventing, 14
OK check box
Restricting access to, 14
GP Below Minimum Alerts
Business Alerts module setting, 16
Gross Profit
Alerting when Too Low, 16

Internal Invoice Alerts

Business Alerts module setting, 18
Internal Order Alerts

Business Alerts module setting, 19
Internal Quotation Alerts

Business Alerts module setting, 21



Internal System Alerts
Business Alerts module setting, 23
invoices
Alerting on Low Gross Profit, 16
Approving
Preventing, 16
OK check box
Restricting access to, 16

M

Modules
Business Alerts, 5

N

Not Needed Result Activity Type, 36, 43

0

OK check box
Goods Receipts
Restricting access to, 14
InvoicesRestricting access to, 16
Operations Menu
Cancel Approval Request, 35, 43, 45
Send for Approval, 31
Orders
Notifying Customers by Text (SMS) Message, 8
Notifying Responsible Persons by Text (SMS)
Message, 19

Persons
Notifying by Activity
Cloud Services Stop, 25
E-mail Queue Stops, 24
Notifying by Mail
Credit Notes, 18
Notifying by Mail and Activity
Goods Receipts with Unusual Costs, 13
Invoices with Low Gross Profit, 16
Notifying by Text (SMS) Message
E-mail Queue Stops, 24
Orders, 19
Quotations, 21
Server Restarts, 23

Q

Quotations

Notifying Customers by Text (SMS) Message, 10

Notifying Responsible Persons by Text (SMS)
Message, 21

R

Registers
Approval Rules, 26
Business Alerts module, 26

Index

Rejected Result Activity Type, 36, 43
Reports
Approval Status, 52
Business Alerts module, 51
Sales Ledger
Sending to a Mailbox or Conference every
day, 15
SMS Status, 53
Request Activity Type, 42
Reservations
Notifying Customers by Text (SMS) Message, 12

S

Sales Ledger
Sales Ledger report
Sending to a Mailbox or Conference every
day, 15
Sales Orders
Alerting on Low Gross Profit, 16
Saving
Preventing, 16
Send for Approval
Operations menu command, 31
Server, 23
Settings
Business Alerts, 6
Business Alerts module, 5
Contact Delivery Alerts, 7
Contact Order Alerts, 8
Contact Quotation Alerts, 10
Contact Reservation Alerts, 12
Cost Price Variance Alerts, 13
Due Report, 15
GP Below Minimum Alerts, 16
Internal Invoice Alerts, 18
Internal Order Alerts, 19
Internal Quotation Alerts, 21
Internal System Alerts, 23
Task Manager Access, 34
SMS Status
Business Alerts module report, 53
Suppliers
Separate Approval Processes, 41

T

Task Manager Access
System module setting, 34
Text (SMS) Messages
Notifying Customers by
Deliveries, 7
Orders, 8
Quotations, 10
Reservations, 12
Notifying Responsible Persons by
E-Mail Queue Stops, 24
Orders, 19
Quotations, 21
Server Restarts, 23
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