CONTENTS

19 FILE MAINTENANCE
\'\%
Account CUStOMET DISCOUNTS ....eveeeeeiee ettt eeee e e e e eeeeeeeeeeeneeenesanns 26
Addd @ NEW CUSTOIMET ... eeeiieeee ettt e e et teeeeeetaaaeeeeeeaaaaeeeeesaaaeaees 5
AMNENA Q CUSTOIMIET ..ot eeee e e e e e e e eeeeeetaee e seaesenaseaessneeenesanns 10
AMENd LAYOULS ...ooiiiiiiiiiieieiiee ettt ettt et 79
AMENA SIEEEE INAINIES ... eveeeee et eeee e e e eeeeeeeeetae e e s eaesenaeeaesenesanesenns 63
\'\%
Bill Marketing MeESSAZES ....cccuvviiieieiiiiieeeeiiieeeeeeitee e e ettt e e e e sareeeessaaaeeee s 66
\'\%
Cancel a Delivery Day for a Round............cccooviiiiiinniiiiiiieeeeeeee, 42
Change Customer Bill TYPes.......ccoviiiiiriiiiiiniiieeeiieeeiee et 20
Change Customer Sub Round ..........ccooeeiiiiiiniiiiiiiee e 23
Customer Address AMENAIMENT ........oeeeneeeeeee e e e eeeeeeeeeeeeeaeeeens 12
Customer Details AMENAMENT.......cevneeieneeeee e eeeeeeeeeeeeeeeeeaeeenaeens 13
CUStOMET F11E CRECK ..ot e e e aaaeeaen 89
CUSTOMET MESSAZES ...uvveeeeniiiieiiiieeitee ettt ettt et e et e e st e e sbae e e eabeee e 9
\'\%
Data File INdeX ReDUIIA. .. ceneieeeieeeee e e e e e e aaeeaaans 88
Datafile ULIITIES) .uvvvvvvrrrreiiiiiiiiiiiiieiieieiiereeetererersrersreeereeereeereeeeereee———————————————. 87
DElete CUSTOMIETS .. uuvvvvvvrvrrrerirrrererrrarerersrerrserersrrrerrrererrrar.——.————————————————————————. 14
\'\%
Enter Amend Delete ROUNAS .....veneeeiiee e eee e e e aaeeaaans 39
T Ot PrICES et et e e e e e e e e aee e e e e e e eeaeeaeaans 34
Enter Customer Opening BalancCes...........occcveviiiiiiiiiiiiiiiiieeeeiiee e, 16
Enter Gallonage FiGUIes .........cooouiiiiiiiiiiiiiieeieeeee e 33
ENLEr SOCK SAlES PIICES oneeeiieeeeee e e e e e e e e et eeeeeeaaeeanns 36

Enter/Amend/DeElete StOCK ... et eee e ee e e e 29



. 0 1

File MaIntenancCe MENU ......o.ueeneeeeeeeee e e et e e e e eaeeeaeeeeaeeenesenaaeanns 3
FALE SHZES oot e et e e e e e e e e e e e e e e e eaaaeeeas 86
Franchise CRarges ........cooocuviiiiiiiiiiieieee et 77
\%
GENETAL PATAIMEIETS ..oeneeeeeeee et e e eee e eee e e e eaaeeaeeeaaee e seaaeeenaeenees 80
|| H |
Holiday File Check ..o 90
|| J |
JOIN SUTEELS ettt e e e e e e e e e aeeeaaeeaaeeanasanaeenaaeenaeans 62
\%
MaINtain MESSAZES.....uveeeeirieeeiieeeiiieeeieeeeteeeetreeestreeessreeeesaeeeesseeenssseennns 65
Maintain Standard MESSAZES ......cccuveeerruiiiiriiiieeriiee et eeee e e e 67
Maintenance Of STOCK TEEIMIS. .. cuneieee et eee e e e ee e e eeaeeaaeans 28
Move CUustomer BEtWEEN StIEELS ..c.uueeeneeeeeeeeeee e e e e e eee e e eeeaaeeeens 48
Move Customers WItIIN STEEELS «.ouuveneeee et eeee e eee e e e e eeaeeanaeans 44
I L OVE SHECEES ..ttt e et e e e e e e e e e e e e eeeesaaeesenaeeeenaeeeanaeeeenn 54
%
Printing Promotional Leaflets...........cooouiiiiiiiiiniiiiiiieeceee e 76
Promotional Leaflet AMENd.......covneeeeeeeeeeee e e e e e e eeeeeaeeans 68
\%
ROUNA MAINEENANCE ....eeeeeeeeeeeee e e e e e e eaeeeeeeeeaeeeneeeaaeeenaaanaes 38
\%
Select CUSIOMET TYPE ...uvvveeeieiiiiieeeiiiiee ettt e e et e e e s abaeee e e 6
SPIE STIEELS eeeneieieiiieeeeee ettt e et e et e e e e e eabeeeenes 56
Suspend/Unsuspend a ROUNd..........ccccuviiiiiiiiiiiiiiniiiee e 40

Page 2 of 90



Menu Map 8

This file maintenance menu allows the maintenance of all of the main items required by

Roundsman
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Menu Map 8,1

This is the maintain customers menu.
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Map Menu 8,1,1

The Round and Name fields will be blank. Insert the Round number required in
the highlighted box, or if you do not know the number of the Round, insert / and press the
return key, this will bring up a list of Rounds. Using the up and down arrow keys select
the Round required and press enter, this will fill in the information in the blank fields.

The system will ask you "IS THIS CORRECT" pressing "1 Yes" at this stage will
move you on to the next screen, pressing "2 No" will clear all the information from the
fields and you can recommence the procedure by inserting the correct round number.
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This screen appears on successful completion of the previous page. Roundsman
is asking you to decide whether the new customer is Retail or Semi Retail, if the round is
an S type round then you will not be able to input retail customers on to it.

For the purposes of Roundsman these are described as
Retail:-  Doorstep deliveries, that are billed weekly, fortnightly or monthly.

Semi-Retail:- Shop deliveries, or customers that require a special discount that
cannot be covered by the 9 price bands.
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By selecting the Retail option this screen will appear with address details blank
and the Name field highlighted.

Insert the Customers surname in the Name field. Roundsman will accept this and
automatically fill in the Full Name field with the same information. If you want to put the
customers Christian name or title Mr/Mrs etc. just over type the field and press enter.

Roundsman will now highlight Room in the Address Details column. This field is
not compulsory, and is normally used in the case of a communal address such as a block
of flats etc., Press enter to continue.

Roundsman has moved you to the House field, this is a compulsory field. Fill in
the house Number or Name and press enter.

The Street field is now highlighted, enter the street name, if the street does not
exist on this round then you will be prompted to create a new street. If you do not know
the street name type / and press enter, this will bring up a list of street names in your
chosen round. Use the up and down arrow keys to locate the correct street and press
enter to select. Roundsman will fill in the Street field and at the same time fill in the
Add(ress) Street and Short Name fields.

The Town, Country, Post Code, and Telephone fields are not compulsory, but the
more information entered about a client, the easier they are to locate.

You will automatically be moved to the next field which is Style. Account styles
are described in the Appendix section. Select the appropriate style and press return. You
are now in Delivery sequence, Press return, a list of all the customers in the same street
will appear on the left hand side of your screen. Use the up and down arrow keys to
determine in what order the new customer receives his delivery, Press enter to select .
Repeat this procedure for the Collection sequence.

Page 7 of 90




The highlight has now moved on to Pay Day. This field is the day that the
Customer normally pays the bill, this will default to Saturday should no entry be made.

Bill Type is now highlighted. Bill type is explained in the Appendix section.
This field will default to 1 if no other selection is made.

The Round and Sub-Round fields are filled in by Roundsman.

The default Price field selects the price from the products file and will
automatically default to 1 if no other price designator is inserted. A selection bar has
now appeared at the bottom of the page.

On pressing Return to accept, this creates a new Customer with all details as input
by you. Using the Left and Right arrow keys to move the highlight to re-enter then press
return which will allow you to re-enter the screen to alter any of the details which may
have been entered wrongly. Highlighting the Ignore and pressing enter will clear all
details without creating the new client.
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This screen should be used for delivery instruction or warning messages for the
delivery person. They are printed in the Roundsbook.

BEWARE OF THE DOG, LEAVE THE MILK INSIDE THE PORCH etc.

The before delivery messages are normally printed in the customer information
line of the Roundsbook, the after delivery messages are normally printed in the balance
area for the customer.

On completion of this screen press return, Roundsman will now give you the
Option of setting up Standing Orders or Non-Weekly Standing Orders, these procedures
are explained in the Daily Routines section. Choose the Exit Option and you will Exit
back to the new Customer screen for more Customer entry, or select the Exit option again
to go right back to the Main Menu.
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Menu Map 8,1,2

KM-ERB-LCUST-EHQUTRY

EHTER CUSTOMER HUMBER OR /S TO0 SEARCH, <ESC> TO EXTT
FRINT SPOOLIHG

This is the Get Customer screen which you will find at all places in Roundsman
where you need to call up a customers information.

You may search for a customer by entering the customer number, if you know it,
you can enter / in the customer number and a full list of customers on your system will be
displayed in customer number order. If you know the short name , then you can leave the
number blank and enter the short name into the short name field, this will bring up any
customers that may have the same short name, if you have more than one then you will be
asked to confirm that the customer displayed is the correct one or hit the space bar for the
next matching customer.

If you know the customers house number but not the name of the street then you
can enter in the short name field a / plus the number, press return and a list of customers
with the same house number will be presented to you. If you are using names as short
names then enter / with two or three characters of the short name and you will have a list
of customers that have those characters in the first positions displayed to you.

You can scroll up and down the list to select the customer press return when you
have selected the required customer, that customers information will be displayed.
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EM-ERB-LCUST-EHQUIRY

I5 THIS CORRECT?
1. . Yes|j? PRINT SPOOLTHI

You are now asked to confirm that the customer selected is the correct customer,
the screen shows the number, short name, name and address, the number of weeks that
the customer has had no deliveries is displayed, this is calculated by the week end
routine.

The round that the customer is on, the street number of the street that the
customer is in, and the delivery and collection position within that street.

The type of customer is also displayed.

If you are using customer credit limits, and the customer is over your limit then a
flashing O will be displayed.
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This screen will have the Name field highlighted. At the bottom of the screen you
are given the Option to of confirm the present name or enter a new name for your
selected Customer Number.

You can amend the name at this point if required, if not press the enter key, this
will move the highlight to the next field with the same options available to you, this is
allowing you to alter any of the fields on your way down the screen. On reaching the
bottom of the screen the following will appear "Confirm Enter New Address Details." "1
Accept" "2 Re enter" "3 Discard"

Accept will move you on to the next screen whilst accepting all the adjustments to
the details that you have made.

Re enter takes you back into the screen and allows you to change any details
which have been input wrongly.

Discard takes you back to the previous screen without accepting any changes that
you may have made.
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This screen allows you the opportunity to change the account details for the
selected Customer.

The only fields that cannot be altered on this screen are the Delivery sequence,
Collection sequence and the Round. The other fields may be altered in the same way as
the previous screen.

On completion of the alterations "1..Accept""2..Re enter""3..Discard" appears.

The "Accept" option updates all the necessary files with the information that you
have just changed, takes you back to the "GET CUSTOMER SCREEN" ready for any
further alterations to other customers.

The Re enter choice takes you back to the beginning of the screen to make any
further changes and the Discard returns you back to the "GET CUSTOMER SCREEN"
without accepting any changes you have made.
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Menu Map 8,1,3

EM-ERE-CUST-EHQUTRY

EHTER CUSTOMER HUMEER OR 7 Td0 SEARCH, <ESC> T0 EXIT
FRINT SPOOLIHG

This is the Get Customer screen which you will find at all places in Roundsman
where you need to call up a customers information.

You may search for a customer by entering the customer number, if you know it,
you can enter / in the customer number and a full list of customers on your system will be
displayed in customer number order. If you know the short name , then you can leave the
number blank and enter the short name into the short name field, this will bring up any
customers that may have the same short name, if you have more than one then you will be
asked to confirm that the customer displayed is the correct one or hit the space bar for the
next matching customer.

If you know the customers house number but not the name of the street then you
can enter in the short name field a / plus the number, press return and a list of customers
with the same house number will be presented to you. If you are using names as short
names then enter / with two or three characters of the short name and you will have a list
of customers that have those characters in the first positions displayed to you.

You can scroll up and down the list to select the customer press return when you
have selected the required customer, that customers information will be displayed.
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CC» Copyright P.C. Support Date: 21 Aug 94
[RM—CUSTOMER—FHM

MAINTAIN CUSTOMERS

MNumbe p BA1@32 Post OMffice
Short name POST OFFICE COURT RO
Style 18

OUTSTANDING BALANCE

Thiz Customer has an outsztanding balance
that needs to be cleared before they can
be deleted.

But may be marked for deletion anyway

l..Mark To Delete|pPd G50 PRINT SPOOLING

The options "1 Mark to Delete" "2 Retain" will also appear at the bottom of the
screen. Choosing "Retain" will take you back to the GET CUSTOMER SCREEN.
Choosing "Mark to Delete" will flag the customers file for automatic deletion.

The customer will then be deleted by the week end routine, when the balance is 0
and there are no transactions for the previous week.
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Menu Map 8,1,4

Enter the Round number and confirm if correct.
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This screen is giving you the option to display the customers in either Delivery or
Collection order.
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On the left hand side of the screen a flashing arrow will appear in a box, move
this arrow using the Up and Down arrow keys to the Customer required, press enter to
select the required Customer.

On pressing the enter key the customers balance will move to the left and become
highlighted with an arrow pointing at the first figure, you may now alter the balance and
press enter. This action will write the transaction to the customers account which will
adjust the balance, to the balance that you have just entered.

When you have finished altering the customers balances press Escape. A warning
flag will appear on the screen as per the next page.
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This warning appears when you press Escape on the previous screen.

If you select Y the round information held on the round control account will be
updated by the total amount of the customer balances.

If you select N updating of the round control account is ignored.
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Menu Map 8,1,5

Enter the Round number and confirm if correct.
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You are now given the option to choose which sequence (Delivery or Collection)
you wish the customers to appear in.
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This screen will appear after you make your choice on the previous screen.

The four columns will be filled with data in whichever order you choose on the
previous screen. A box with a flashing arrow will appear on the left hand side of the
screen, move this to the desired position by using the Up and Down arrow keys. To alter
the Bill Type press enter, this will highlight the figure, make your alteration and press
enter. Move on to the next change and repeat the procedure.

When all changes have been made press Escape and confirm if correct.

Note : To see a list of Bill Types refer to Appendix
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Menu Map 8,1,6,

Fill in the Round Number and confirm if correct.
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You are now given the option to choose which sequence (Delivery or Collection)
you wish the customers to appear in.
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This screen is displaying the customer information in the order you requested on
the previous screen.

There is a small box with a flashing arrow on the left hand side of the screen.
Move this box using the Up and Down arrow keys until you find the customer(s) to be
changed. Press return and the Sub Round number for this customer will be highlighted,
insert the Sub Round number for this customer, repeat this procedure for all the
customers that have to be changed then press Escape.

The message "IS THIS CORRECT" "1..Yes" "2..No" will appear at the bottom of
the screen.

Choosing the Yes option confirms the changes and returns you to the Maintain
Customers sub menu.

Choosing the No option returns you to the top of the customer list so that you can
re-enter your changes.
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Menu Map 8,1,7

KM-ERB-LCUST-EHQUTRY

EHTER CUSTOMER HUMBER OR /S TO0 SEARCH, <ESC> TO EXTT
FRINT SPOOLIHG

This is the Get Customer screen which you will find at all places in Roundsman
where you need to call up a customers information.

You may search for a customer by entering the customer number, if you know it,
you can enter / in the customer number and a full list of customers on your system will be
displayed in customer number order. If you know the short name , then you can leave the
number blank and enter the short name into the short name field, this will bring up any
customers that may have the same short name, if you have more than one then you will be
asked to confirm that the customer displayed is the correct one or hit the space bar for the
next matching customer.

If you know the customers house number but not the name of the street then you
can enter in the short name field a / plus the number, press return and a list of customers
with the same house number will be presented to you. If you are using names as short
names then enter / with two or three characters of the short name and you will have a list
of customers that have those characters in the first positions displayed to you.

You can scroll up and down the list to select the customer press return when you
have selected the required customer, that customers information will be displayed.
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You have arrived at this screen by confirming the customer from the get customer
screen.

The Enter option is highlighted, press return, the highlighted block moves up to
the Product column ready for you to enter the product code, or /and Enter to select from
the pick list. On selecting the appropriate product code the description and retail value
per item will appear.

The highlighted block has moved to the Discount column. Enter the amount of
discount per item. (Remember the amount is shown in pounds and pence, so 2p will be
shown as 0.02) and press Enter. If you return to a blank discount field then you will be
able to input your selling price, the system will then calculate and display the amount of
discount, depending on the discount type, either P for percentage or A for amount.

The Disc. Price column will be calculated and filled in automatically and the
cursor returned to the product column ready for your next product code. When you have
finished entering, press Escape.

Choosing the Amend option will allow you to amend those Discounts that you
have just entered or those that were already available to that customer

Choosing the Delete option allows you to remove any discounts that may already
have been given to that customer or any discounts that you have just made.

When you have finished you may Escape back to the Main Menu.
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Menu Map 8,2

The options on this menu allow you to change the details for stock items and
change the cost and sales prices. You can also maintain the stock categories.
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Menu Map 8,2,1

By Selecting the 1..Enter option will allow you to input a new Product. Selecting
2..Amend will allow you to change the details of an existing product. Selecting 3..Delete
will allow you to delete an item.

Enter the new Product Number, then the description and the Short Name you wish
to give that Product.

The Option will appear at the bottom of the screen
"l Accept" "2 Re enter" "3 Discard"

Accept will move you on to the next screen whilst accepting all the adjustments to
the details that you have made.

Re enter takes you back into the screen and allows you to change any details
which have been input wrongly.

Discard takes you back to the previous screen without accepting any changes that
you may have made.
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You now have the ability to amend anything on the chosen Product.

The category is the section that you wish to put this product into i.e.: 1 MILK for
all milk type products. This will then allow you to get the profitability for the product
category as well as the products themselves. Sales analysis and purchase analysis are only
used for special facilities. The ERB ITEM is only used where the ERB hand held
computers are in use. Base units and quantities are used on the milk products to convert
to pints and gallons. The secondary unit is gallons and the base being pints. The
quantities are the conversions required to convert to gallons and pints.

"1 Accept" "2 Re enter" "3 Discard" will appear at the bottom of the screen
when you have finished.

Accept will move you on to the next screen whilst accepting all the adjustments to
the details that you have made.

Re enter takes you back into the screen and allows you to change any details
which have been input wrongly.

Discard takes you back to the previous screen without accepting any changes that
you may have made.
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You can now enter your cost prices and sales prices when setting up a new stock
item. If you are amending then this screen is displayed only. You then need to use the
change cost price or sales price options from the last menu.

Vat code are Z for Zero Rate, S for Standard Rate. All prices must be entered as
VAT exclusive.

Page 31 of 90



This screen is not required for Roundsman.
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Menu Map 8,2,2

This screen allows you to enter the conversion ratio figures for the milk sold.

If description column shows Pints the conversion ratio to go in the Gallonage
column is 8. The Other quantity is pints

NOTE. Any product listed in the Description column that does not have a
conversion figure in the Gallonage column will not appear on the Depot or Round
Gallonage Report.
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Menu Map 8,2,3

If you alter cost prices in the middle of a week a warning will flag onto the screen.
This warning tells you that any changes made will take effect from the beginning of the
current week.

Press the space bar to clear the warning.

Enter the stock code or / and Enter for a pick list. Move up and down the list
using the arrow keys and enter at your choice of product. Another warning will flag onto
the screen telling you that the Electronic Roundsbooks will require re-loading today and
I-Implement this week. 2-Implement in the future will appear at the bottom of the screen.

Choosing 1. Implement This Week, will instigate the change as from the first day
of the current week

Choosing 2. Implement In the Future.

At the Stock Code screen enter the stock code and press 2. Implement In The
Future. A box will appear with a highlighted date and ENTER WEEK COMMENCING
DATE TO BE IMPLEMENTED. Make your choice in the box and press enter.

Page 34 of 90



The above screen will appear asking you to ENTER NEW COST PRICE, on
entering the new price and pressing return ACCEPT REENTER DISCARD will appear.

Accept will enter the change to be brought into effect on the date chosen by you.
Reenter will allow you to change the price again.

Discard will reject all the changes made and return you to the Enter Stock Code
screen.
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Menu Map 8,2,4

If you alter cost prices in the middle of a week a warning will flag onto the screen.
This warning tells you that any changes made will take effect from the beginning of the
current week.

Press the space bar to clear the warning.

Enter the stock code or / and Enter for a pick list. Move up and down the list
using the arrow keys and enter at your choice of product. Another warning will flag onto
the screen telling you that the Electronic Roundsbooks will require re-loading today and
I-Implement this week. 2-Implement in the future will appear at the bottom of the screen.

Choosing 1. Implement This Week, will instigate the change as from the first day
of the current week

Choosing 2. Implement In the Future.

At the Stock Code screen enter the stock code and press 2. Implement In The
Future. A box will appear with a highlighted date and ENTER WEEK COMMENCING
DATE TO BE IMPLEMENTED. Make your choice in the box and press enter.
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This screen gives you the opportunity to enter up to 9 different sales prices in
whatever pricing structure you desire. Price band one should be the full retail price, or the
top selling price that you achieve. The other price bands can be used to discount
customers.

ACCEPT REENTER DISCARD will appear at the bottom of the screen.

Accept will make the changes as from the beginning of the week and return you to
the enter stock code screen.

Reenter will put you back into the present screen ready for you to make any
alterations to the changes you have just made.

Discard rejects any changes you have made and returns you to the Stock Code
screen.
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Menu Map 8,3

This menu gives you the options needed to maintain the rounds.
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Menu Map 8,,3,1

By choosing the first Option from at the bottom of the screen. You will be asked
to fill in the new Round Number and the Roundsmans Name, Address and Telephone
number.

The system will fill in the Round Control, Round Charges and Hamper Control
fields.

The next field for you to fill in is Type of Round. If you are using Electronic
Roundsbooks for delivery and collection then use E, if not use R.

You will then be asked to fill in non-delivery days, usually 1=Sunday, but this
may be another day, depending on the start day of the week that you have chosen to start
Roundsman. This field is numeric so count the days using the first day of the week as 1.
Round Suspended must be filled in by you. The round start day will be set to the day of
the week that Roundsman starts.

When starting a new system then at least 2 rounds should be setup.
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Menu Map 8,3,2

Select the Round you require and confirm.
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You now have the Option to either Suspend the Round Or Leave Unsuspended.

By suspending a round then all of the update routines will ignore all of the
customers on the suspend rounds.
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Menu Map 8,3,3

Select the Round you require, you can also select a sub round if required.
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Temporary changes of 0 will be written, for the date input, on all customers on the
selected round and sub round. If the sub round was left blank, all customers on the
selected round will be processed.
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Menu Map 8,3,4

Enter the Round Number you require and confirm.
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This Option allows you to move a Customer within a street.
Select the street that contains the customer you want to move by pressing Enter.

You will then get a list of Customers within the chosen Street.
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Now select the Customer you wish to move.
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You are now being asked to select the position of where you want to move the
selected Customer within the Street.

By selecting a Customer in the Street, the one you have already selected, will be
placed above the one you have just chosen in the Street.

E.g. You want to move 37 THE FAIRWAY to before SPAR SHOP
BRITANNIA.

Once you have selected 37 THE FAIRWAY, then select SPAR SHOP
BRITANNIA by pressing enter this will move 37 THE FAIRWAY to before the SPAR
SHOP BRITANNIA in delivery sequence.

You will now be prompted to place the selected customer in collection sequence
within the street. This is done in the same manner as the delivery sequence, but may be in
a different order.
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Menu Map 8,3,5

This Option allows you to move Customers between Streets.

Select the Round required.
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Choose the Street that contains the Customer you wish to move.
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Now select the customer that you wish to move.
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We have selected 35 The Fairway from round 1.

Now Enter the Round you want to move this Customer too. It can be a different
round or the same as the round that the customer is on at the moment.
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Choose the Street where you want the Customer to go. We only have one street on
this round so we select the street. All streets that may be on the receiving round would be
displayed on this screen in delivery sequence.

When you select a street the customers that are in the street are then displayed, in
delivery sequence. By selecting a customer the customer that was selected to be moved
will be placed before the customer now selected. The same applies to the collection
sequence.
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If you press the Esc key you will get the options to:

1. Add To End Of Delivery List - this will put the chosen Customer to the bottom
of the Delivery list within the Selected Street.

2. Select Delivery Position Again - this gives you the Option to choose an
alternative position for the Customer.

3. Reject Move - this will abort all moves done and take you back to the Round
Maintenance Menu.

The same options are available for the Collection sequence.
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Menu Map 8,3,6

This gives you the ability to move streets between Rounds or within a Round.

Having selected the round, in this case round 1, select the street that you wish to
move.
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Then choose the Round you want to move the Street too, in this case round 2.

Now select the position you want the Street to go within the Round, for both
Delivery and Collection sequence. In this case by selecting the start street the previous
street sleeted will go before start street.

This routine will change all of the customers on the selected street to the new
round, and all information will go with them.
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Menu Map 8,3,7

This Option gives you the ability to split a street into more than one section within
around. Select the round that contains the street that you wish to split.
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Select the Street you want to Split. We will select THE FAIRWAY
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Select the first customer that will be on the second part of the street, in this case
31 THE FAIRWAY.
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Confirm or Enter the first part street name, you may change the name if you wish,
but it must be different from any other street name on this round. The normal way of
overcoming this is to use a . or , or to give the street a number.
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Now Choose what Delivery and Collection Sequence you want or leave it the
same. You can display the sequence by pressing the / key.

The above shows the delivery sequence, the selection of the collection sequence is
the same and will follow on from the delivery.
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You now must make an alteration to the Street Name in the Second Half Street.
E.g. THE FAIRWAY 2

Then choose the Delivery and Collection Sequence for the Street to be positioned
within the Round. You can display the sequence by pressing the / key.
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Menu Map 8,3,8

This Option allows you to Join all Customers within a Street to Customers in
another Street.

Select the Round that you require.
Then choose the Street you want the Customers to join to, (Receiving Street).

Choose the Street with the Customers that you are going to move, (The Street that
is going to be lost).

Select the Delivery and Collection Sequence you want the street to go in.

By pressing return to the default Delivery and Collection Sequence, that will put
the Customers at the bottom of the receiving Streets Customers.
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Menu Map 8,3,9

Select the round that contains the street that you wish to amend.
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This Option allows you to Amend the Street Names within the selected Round.

If you make any changes to the Street Name all the Customers in that street will
be changed as well.
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Menu Map 8,4

It is from this menu that the maintenance of the messages on the bills is
maintained, also the messages for the Roundsbooks and the promotional leaflets.
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Menu Map 8,4,1

From here you may insert marketing messages which will be inserted on all bills
using the chosen layout.

The message size varies between the different bill layouts. The layout number on
the menu relates to the bill layout that is used for the customers bill.
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Menu Map 8,4,2

This screen allows you to Create, Amend, Delete or print standard messages.

Standard Messages are those messages which will appear on the Manual
Roundsbook and Electronic Roundsbook giving information to the Roundsman, i.e.
Beware of the Dog, Leave milk inside the porch, Please shut the gate etc.

To create a message select Create Message from the bottom of the screen and
press Enter. You will be prompted for the before delivery and after delivery option, then
enter the appropriate message code then the message.

To Delete a message that you no longer require select the Delete Message from
the bottom of the screen. Then select the message you wish to Delete and press Enter.

If you want a copy of all the messages available, then take the Print Message
Option, which will print all messages to the Print Spooler.
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Menu Map 8,4,3

You have nine layouts for promotional leaflets, these can be printed to different
sizes of paper and can have there own text printed on them.
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PRESS SPACE TO COMTINUE

This screen gives you some notes on the procedure of laying out the Promotional
Leaflet.
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There are two sections to each leaflet, the heading and the detail, in this case for
layout 1. It is the heading that stores the page size for this layout. The detail section is
where your text is input.

Page 70 of 90



The page length should be entered and should be based on the length of the paper
and printed at 6 lines to the inch. The displayed screen shows that the page is 66 lines
long which is the same as standard listing paper at 117 long.

Lines at the top and bottom set the number of blank lines to be inserted at the top
of the page and the bottom.

The line length relates to the number of characters that can be printed on a line.
This is controlled by the size of the print used, normal print is 10 characters to the inch,
condensed print is 17 characters to the inch. The setting of 136 means that the report will
be printed on paper 8.5 wide in condensed print.
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The options at the foot of the above screen give you the ability to layout the
section selected, and displayed at the top of the screen, in this case HEADING-1. Blank
is the option used to input text.

The move fields option allows you to move fields that are being printed to a
position you require.
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Having taken the field names option from the previous screen a list of the fields
that can be printed in the header section are displayed.
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Having selected a field you can now say if you wish to use the field, with the no-
print field set to Y the field will not be printed.
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The above gives you some idea as to the type of things that you can do.

On exiting from the amendments the system will go through a routine that will set
the layout that you have created in to the Roundsman programs
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Menu Map 8,4,4

Enter the round you want the promotional leaflets for, if you are using sub rounds
then you can select a sub round, leaving the sub round blank, ignores sub rounds..

Select the Customer Style, based on the list displayed.

Choose whether or not you want to include Suspended Customers by entering Y
or N.

Select the layout number and confirm if correct.

The layout selected will then be produced, and sent to the Print spooler.
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Menu Map 8,5

This Option gives you the ability to input any Weekly Charges for a Franchise

Round that are not part of Stock.

E.g. Van Rental, Fridge Rental, etc.
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We have entered a charge for van rental, there can be any number of charges
made to the franchisee. On accepting the above you are given the chance to copy the
charges to another round to save them or to get another round to set the charges manually
if required.
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Menu Map 8,6

This Option allows you to amend the layouts of the Bills, Roundsbook, Collection
lists, Arrears list and Order Processing Reports. The order processing reports will only be
available, if you have purchased the order processing module
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Menu Map 8,7

RM-GENERAL-PARMS

PLEASE ENTER PASSUWORD

PRINT SPOOLING

This Option sets up Roundsman.

The password is GEN in capital letters.
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Menu Map 8,7

RM-GENERAL-PARMS

IS THIS CORRECI?
1. .Yes|2 PRINT SPOOLING

Last Customer No. - To set the Next Customer Number you can either set the
Numbers from 1000 and this will set the rest of the Customers Numbers up
automatically. The other Option is to set a O and you can enter your own number for each
individual Customer.

Last Street No - to set the Street Number is the same procedure as the Next
Customer Number.

Last Invoice Number.- to reset the invoice numbers used

Week Commencing - this is to set up the Date you actually Start Roundsman
Live. The days will appear underneath in the order from the Date you entered.

Day Order - this is the order of days that are set from the Week Commencing
Date Option. This option is set by the week commencing date.

Weekly Bill Type - By entering the Weekly Bill Type you use, this will default to
this Bill Type.

This is the same for Account Bill Type and Other Bill Type ( Fortnightly and
Monthly ).

Default Style - By entering the Style you use for most Customers, this will default
to this Style every time you enter a new Customer.

Monthly Billing - This Option is to set whether or not you use Monthly Billing,
answer Y /N.
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Month Week No. - If you answered Yes to using Monthly Billing, enter which
week you are in for the current Month.

Monthly Bill Acc. - If you Bill Account Customers on a Monthly bases then
answer Y to this Option.

Print Zero Bills - On printing your Bills if you have a Customer with no balance,
you have the Option to Not print a Bill for that Customer, answer Y /N.

Fortnight Billing - If you have Fortnightly Customers you need to set this Option
to Y to be able to print Bills for those Customers.

Cycle One Week No. - If you answered Yes to Fortnight Billing you must state
which week cycle 1 isin (e.g. Isitin week 1 or 2 ).

Show Prices - This gives you the Option when creating a new Standing Order or
Temporary Change you can have the prices shown and have the ability to enter any
discounts, by answering no the prices will not be shown and no discounts can be entered.

Warn Change - This gives you a warning if you make a change against a
Customer in the present week.

Default Payday - This allows you to set a default payday for when you enter a new
Customer, but you still have the ability of changing that day on the input of that
Customer.

Default Auto Allocate - This Option will automatically allocate any payments
from Account Customers to the Invoices on the Sales Ledger.

No Blank Lines - Number of Blank Lines gives you the ability to enter the amount
of blank lines you want between each product in the Roundsbook.

Customer History - This gives you the ability of quoting how many weeks you
want the Customer History for.

Round History Period - This gives you the ability of quoting how many weeks
you want the Round History for.
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RM-GENERAL-FARMS

DO ¥YOou WISH TO DELETE DISCOUNTS WHEN DELETIMG S-0
PRINT SPOOLING

Options covered on this screen cover:

If standing orders are deleted do you wish to have the discounts, if setup for
account customers deleted at the same time.

If you use decimal quantities then set this item to Y

We suggest that the option to use the spooler is always set to Y, all reports are
then sent to the spooler

If you wish to set credit limits for customers then set this option to Y
If your rounds start on different days to Roundsman then set this option to Y

If the above is set to Y then do the rounds run part in the current week part future
week or all in the future week. This option should only be used under the guidance of
P.C. Support.

If you wish to use payment type then set this option to Y. When entering
payments then you will be prompted to enter a number that relates to the type of payment
made, i.e. 1 for Cash, 2 for Cheques, 3 for Tokens, 4 for Cash and Tokens or 5 for
Cheque and Tokens. You can allocate as many types of payments as you require.

The last option allows you to set the default payment type if payment type is being
used.
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RM-GENERAL-PARMS

SET THE LOWER LIMIT OF SECURITY ONE <2883 SUGGESTED
FRINT SPOOLING

The security levels work with the user setup access level. We have set
Roundsman so that if your user level is above the top level security then you will have
full access to all of roundsmans features. If your access level is between the second and
top access level you will not be allowed to set customer discounts, but will be prompted
with prices. If your access level is below the second level then you will not be allowed to
changes prices and will not even be shown prices or discounts.
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RM-GENERAL-PARMS

ENTER NEW PASSUWORD

PRINT SPOOLIM(

This enables you to change the password that controls access to the general
parameters and the week end routine.

You will only be allowed to change the password if your access level is above the
top level, as set on the previous screen.
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Menu Map 8,8

The file sizes option are now no longer required as the files are now self creating
and self expanding. This option has been retained for maintenance only. You may find it
useful to print the file stats some times to see how much of your file space is actually
being used.
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Menu Map 8,9

These options are for the maintenance of datafiles only and need only be used if
an error message indicates that there might be something wrong with the datafiles.
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Menu Map 8,9,1

This facility needs to be used if you get an error message come up on screen:
e.g. Reading Passed End of File or Cannot Read Index.

Once you know what file you need to re-build, enter a Y by the file you require in
the list.

Then confirm if correct and the File Index will be re-built.
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Menu Map 8,9,2

This facility allows you to have records checked that Retail Sales Ledger maybe
unable to find. Selecting Option A will check the records.

Option B will check the Retail Sales Ledger against Roundsman Customer file
and delete any files found on the Retail Sales Ledger that are not on the Customer File.

The use of this option is indicated if, when accessing a customer a message is
received that says either sales ledger records not found, or retail record not found.
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Menu Map 8,9,3

This facility will check all holidays against all the Customers to see if they are
correct. The use of this program is indicated if customer holidays are not showing as
expected.
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