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WORKING NOTES: 7 — PREFERENTIAL DISCOUNTS

THIS CAN BE ONE OF THE MOIST ARDUOUS TASKS IN SETTING UP ESTIMATING SOFTWARE.

THE CYPHER SYSTEM, AND THIS GUIDE, IS DESIGNED TO MAKE IT EASIER FOR YOU TO SET UP AND
CONTROL.

STEP 1 — CREATING YOUR SUPPLIER FILE

(NB - IF YOU USE SAGE LINE 50 ACCOUNTS IT IS POSSIBLE, IF DESIRED, TO IMPORT YOUR COMPLETE LIST OF CURRENT
SUPPLIERS)

1) OPEN THE DATABASE TAB.
CLICK ON SUPPLIERS;

Programs |} Database || System
Contacts and Labour
Customers | Sites | ’ ‘Workers ‘ | l Wisit Notes |
Database and Discounts
& s ] =
Manufacturers Suppliers Products Load Updates Product Discount
Grouping and Lists
e @
Kits Favourites Sub Contractors
& & 2 [4]
Company LogOff About | Contact Help Close
Selected Company |SEC SOLUTIONS LTD (TEST DATA) | Database [Bectrical [~]
@) Connection:Open & Logged in as: GUEST  Version:1.0.20 Keylok: SEC : 1023

2) CLICK ON CREATE (OR USE THE SUPPLIER WIZARD)
3) COMPLETE ALL RELEVANT CONTACT DETAILS

(NB — ADD THE SUPPLIERS CONTACT EMAIL ADDRESS AND ALLOCATE A TYPE, THESE WILL COME IN USEFUL LATER)
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(NB - YOU CAN CREATE YOUR TYPES (1.E. ELECTRICAL, MECHANICAL, OTHERS) FROM THE POP UP
MENU, AND APPLY THE TYPE TO THE ASSOCIATED SUPPLIER)

4) CLICK SAVE AND REPEAT THIS PROCESS FOR EACH SUPPLIER.
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STEP 2 — PREFERENTIAL DISCOUNTS (EMAILING)

1) FROM THE DATABASE TAB, CLICK ON PRODUCT DISCOUNT;

& Cyphen (E=NN=h =<
Programs || Daiabase || System
Contacts and Labour
Customers | Sites | ’ Workers ‘ | l Wisit Notes |
Database and Discounts
& s ) =
Manufacturers Suppliers Products Load Updates Product Discount
Grouping and Lists
Kits ‘ Favourites ‘ Sub Contractors
& & (7) ]
Company LogOff About | Contact Help Close
Selected Company |SEC SOLUTIONS LTD (TEST DATA) | Database [Bectrical [~]
@) Connection:Open & Logged in as: GUEST  Version:1.0.20 Keylok: SEC : 1023

2) SELECT SUPPLIER TYPE FROM THE POP UP MENU THEN CLICK REFFRESH GRID
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3) THE GRID IS NOW READY TO EXPORT TO EXCEL
NB: YOU WILL NEED EXCEL 2007 (OR LATER)

THE EXPORT WILL ASK YOU TO SAVE A FILE

SAVE IT TO YOUR PC (DESKTOP.,/MY DOCUMENTS ETC)

YOU WILL THEN BE ASKED IF YOU WANT TO EMAIL TO THE SUPPLIERS
CLICK YES AND YOU WILL SEE THE FOLLOWING SCREEN.
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Sendl EMi | = o =

H i| ] Atachments
To 1

Subject [Manufacturer Discounts ]

B Please can you filin my discount rates against the -
Manufacturers in the attached Excel file

RequestRead Receipt ~ []

] Ll

Save

° EACH SUPPLIER WILL RECEIVE AN EMAIL WITH A SPREADSHEET ATTACHMENT
° ONLY THE DISCOUNT COLUMN WILL BE EDITABLE
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WORKING NOTES:. 7 — PREFERENTIAL DISCOUNTS
4) IMPORTING FROM RETURNED SPREADSHEETS

SAVE THE SUPPLIER EMAIL ATTACHMENT TO YOUR DESKTOP
OPEN THE SUPPLIERS FILE IN CYPHER

CLICK ON THE DISCOUNTS TAB
FROM THE MENU OPTIONS CHOOSE IMPORT FROM EXCEL
NAVIGATE TO THE SAVED SPREADSHEET AND CLICK OPEN

HERE'S A COMPLETED ONE (WITH GREEN DEFAULT SUPPLIER SET)

Group Number Group Name

REPEAT FOR EACH SUPPLIER SPREADSHEET YOU HAVE RETURNED TO YOU
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STEP 2 — PREFERENTIAL DISCOUNTS (MANUAL)

TO ENTER YOUR DISCOUNTS MANUALLY, REPEAT THE PROCESS STEPS I AND 2 (AS FAR AS 2.2) ABOVE.

YOU WILL HAVE AN EMPTY GRID IN FRONT OF YOU WITH MANUFACTURER'S RANGES DOWN THE LEFT AND
YOU SUPPLIERS ACROSS THE TOP

° HIGHLIGHT THE CELL TO ENTER YOUR DISCOUNT INTO AND TYPE IN THE FIGURE
° YOU MAY MULTI SELECT FIELDS THAT SHARE THE SAME FIGURE AND CLICK ON SET
DISCOUNT AT THE BOTTOM OF THE PAGE, EXAMPLE BELOW:
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° YOU CAN ALSO NOW USE THE SET AS DEFAULT BUTTON HERE (SEE STEP 2.4 ABOVE) TO SET
THAT DISCOUNT, AND THE SUPPLIER, AS THE DEFAULT ONE FOR ESTIMATING/BUYING
PURPOSES




