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Allocate Accounts List to group types

Prepare your first Forecast

9.1. Setup contra accounts
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1. INSTALL SOFTWARE

1. Insert the cdrom and run the setup.exe file .
2. Install with all the default settings. Files can be moved later if required.
3. Anicon will be automatically placed in the start menu and/or desktop.

4. This program requires an authorized serial number from DataWise Ltd before it can be renamed to the
licensed user. Please contact us on 0064-09-478-0530 to register your product.

2. INSTALL MYOB ODBC DRIVER (if required)

Install the Latest MYOB ODBC driver

DataWise Forecast now uses the MYOB ODBC connection to read your MYOB data file.

The ODBC driver is installed automatically with later versions

When you select the company data file during setup further instructions will be given if the driver cannot be
found.

LICENSE AGREEMENT

e Copyright to Application development belongs to DataWise Ltd. The Purchaser shall be licensed to use
the software for the Companies for which DataWise Limited has issued serial numbers, once payment
for the Application Software has been made in full.

¢ The Purchaser and their users agree not to tamper with, reverse engineer, modify or extract parts from
the source code for any use whatsoever.

e DataWise Limited takes no responsibility for the data integrity and it’s interpretation. It remains the
responsibility of the Purchaser to verify any projections are valid. DataWise Limited’s warranty shall be

limited to the purchase price of the product.

e Licensing is based on various options. Please consult the website for full details. www.datawise.co.nz




3. LOG IN

1
2. Log in screen appears.
3.
4

. On installation some default companies are available.

On the start menu double click on Forecast icon. DataWise Forecqiig
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Select Company. '
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Company 1 — Demo Data.

T
1

(This default company should not be deleted) nas . Jo = ot

Use arrows on keyboard to select correct one, or type first characters of the description, or click on
downward arrow to select from list.

Type in user name and password and click [Enter].

7. The default Demo Details and passwords are.

Company Name: Demo Company
Admin Login user: Admin Password: 123456
Demo Login user: Demo Password: 123456



4. USER SETUP & PREFERENCES | gt

Qpen... crrl+0 ‘?
Click or use keyboard shortcuts Alt+F or [F10] to open menu. L ;
Usar Sattngs &
Dedate Lsar '
1. Open — This will close this company and open the start menu to select a ;
different company to work on. J

2. Edit Company Login — This is where companies are added, changed and ;T

deleted. This option does not delete any of your data.

Add, change or delete company forecasts:

- Company Setup r_- "‘E"}_-(_l
Set up multiple company login information here...

CoMame
Co Data
Co Login:
Co Path:

‘Soreen Ficlure

Reparts List ¢\ efvapoms|

Dedate
selected
company

Pl Tor Fixcampany,dbl Table

] Add new company
Mavigate list of PANY.

1 companies

E o T 5 EREAL S (T

3. Change Password — Enter your old password and then your new password twice to have it changed. If

you forget your password then you must use the “administrator” password to delete the user. Then re-
add the user as a new user.

4. Add New User — Only the “administrator” or users with level 1 security can add new users.

5. User Settings — Here is where individual user security levels are set and where printers are setup.

User Level 1 — Highest
User Level 2 — Medium
User Level 3 — Basic access
6. Delete User — Only the “administrator” can delete users.

7. Print Preview — used to preview reports.

8. Print Setup — Sets up the printer defaults such as page size and orientation. Set up each users default A4
printer here.

9. Exit - Will close the application and return you to Windows.



5. IMPORT DATA FROM A MYOB DATA FILE

Once the MYOB ODBC driver is installed, you can go into DataWise Forecast and run the MYOB ODBC
Import form.

: 01. Development Data - DataWise Limited L%

Fiie Edit Notes et Genledger Reports Intere
MYOE Manual Emport
MYOB O0BC Impart

W MYOB CostCentres

4 NZA Import

Follow the Steps:

1. Click the registration button to register you data file for ODBC, or
Phone MYOB for Free ODBC activation of your data files

Acc Office Import

MYOB Impost aption

A g Ay oy

Quote our Developer Number 7342264 and your Serial Number. e
2. Set up the connection to your MYOB data file by using the [...] button to iy s
search for your data file. Enter the user name and password with the Categery Forecast

appropriate access level. Find the MYOB program file using the [...] Nt S ™

button.

Test the connection. A successful connection will display the company data record which shows the company
name etc.

3. Tick the items you require to run....

Tick the Accounts tick box if you will be importing your accounts list. This can be done each time, and will not
overwrite any previous data. It will update your forecast accounts list with any name changes and add any new
accounts created in MYOB, since the last data import.

If you are merging account lists or writing over a different set of accounts, you can have it flag all the unwanted
accounts. You will then have the opportunity to review and recall any of them if required.

Create the appropriate opening balances journal, depending on the current year of your MYOB data file. Set the
date range to start from this journal date. (If appropriate the journal can also be created manually via a journal
entry.)

Tick the Journal Entries tick box if you are importing transactions. You have the option to replace all the
existing transactions from the last forecast. This is the usual option. (Only add records if you exported a specific
date range to add on the end of this forecast.)

There is a special MYOB script tick box which can run a customised script to modify data if required. See
advanced help topics for more information.

The 3 other tick boxes on the right will
automatically become “ticked” if you are
importing Journals.

There is also a check box to allow viewing
the data being imported. Usually there
would be no changes made, but you could
delete, edit or rename accounts and
transactions if required.

Now press [Import & Run]

Your data should now be successfully
imported and ready for forecasting.

1. Register your datafile for ODBC. | Free registration via MYOB website)
It your datafile Is already registered, Men you do nol needo do this step again.
You will nesd your MYOB seral nember and the DataWise Add-On solubions aclvalion number is 7342264
2. Set up a connaction to your MYOE data file
Country -

(&) 1. Select your MYOB data file (DSNess Connection) Flle Version -

0 2. Selact a valid MYOB ODBC System D3N that connects to your MYOB data file

Company Data File CAPREMIERENTERPRISESIDATAWISE HARDWARE NYO

UserMame | Adminisrator
Password
cutabie

MYOB program exe CAPREMIERENTERFRISESMYOBP EXE

Driver Version MYONZ0S01 -
3. mport Data from MYOR
Tick all the ftems you reguire 1o run...

Defaull Bank Account Number 11110

[Caccounts [ Joumal Entries
Category D) Filter [
[JDelete nen MYOB accounts:

O Create Last Year Opening Balance
Joumad as at 310306

Transations Start Date
Transacsions End Date

0104/2008
3011172007

r Create Curent Year Opening Balance

Joumal as at 310307 (% Replace ransadions

C Agpand onto current transactions

Driver Vergion -

T Regiswation

Adfter selecting the company
file, it's information will be
displayed here

& Test Connaction

4. MYOR Database Management Tasks
LT
[ 4lign Peniods
[l Pack and Reindex Tables

[ Reprocess Data

[ View data tables during impert

# Impon & Run

| [waw |




5. SETUP COMPANY INFORMATION

Go to “General Ledger” menu and select “System Setup”.
1. Enter Company Details - Company name

2. Enter Contact Details

3. Enter Linked Accounts — enter valid account numbers or leave blank. GST details and Retained income
accounts must be valid accounts. NB: Accounts are validated against your chart of accounts, so you may
need to do this information after you have connected and imported external data.

4. Report Groups

Report group headings can be changed to suit your requirements within the standard structure.

i Setup System (Company D _lol x|

Company Name

[Forecast Demo Data

Company Details | Contact Details | Conirol Accounts  {Report Groups |FErIDd5 | P25+ | P49+ | Medical | ehail

. Balance Sheet | Profit & Loss Statement
CAPITAL EMPLOYED INCOME
Grp G | Capital Employed Grpl  [income
EMPLOYMENT OF CAPITAL GROSS PROFIT EXPENSES
GmF  [Fuedassets G S |variable Expenses
GrA | CurentAssets Gip P | other Income

Gral | Curent Liabilities COWERHEAD EXPENSES

G T |Long Term Liahilities GrpQ | Seling Expenses

G E  |Personnel Expenses

STOCK G [admin Expenses

GrpX | Stock

DEBTORS

GmD  |Accrued Expenses

GrpY  [Debtors Groh |interest
CREDITORS G R | Taxation & Other items

GIDZ |Creditors

Ok
5. Periods - Setup any combination of periods, but ensure starting dates are sequential.

6. Numbers - These are used for generating transactions and journals within the system.

7. Email defaults - Used for emailing directly from the application.



6. REGISTER YOUR SOFTWARE

Each time you start DataWise Forecast you will be prompted to enter your license key

This program is nok free. Ik is an evaluation version of copyrighted saftware, IF you use it beyvond the
evaluation period, you are expected ko register it with DataWwise Limited, Please check the website
v, datawise. co.nz For details,

Enter Kew | By Mow! |

Click on the [Enter Key] and take note of the Hardware fingerprint.

I Enter Key i x|

Enter the registration name and key below, exactly a: given to
oL,

Hardware fingerprint; BF24-3315

Marme;

|
Key: I

i
| Ok I Cancel Buy Howl

Complete the enclosed registration form and send it with your Hardware key to DataWise Limited.
A key number will be emailed back to you .

COMPANY NAME:

Hardware Fingerprint

(Keep a copy of your passwords in a safe place.)



8. ALLOCATE ACCOUNTS TO GROUPS

Each Account must be allocated to the correct group so that it displays correctly in reports.

Please note that there are a few more categories than the MYOB options.

Arwral Ledger

Bl e Shiat

14110 Chegse Accourt

11120 Fayroll Chegue Account
11930 Cashi Dransver

1-1950 Pafty Cashi

1-1860 Undegosted Funds

1-1180 Elchions Clidng Attount
1-1200 Tiage Datisrs

11210 Liis Prasn bor Douteful Db
1-2100 Frégayments

1-2200 Deposits Faid

13140 Office Equipmand al Cosl
1-3120 Dificw Equipmaant &ooum Dy
13290 Computer Equipment Origin.
13220 Computier Equigmseni Aoour
1-3380 Irgrovemants # Cosl
1-3320 Fids vlmanits mms&
1-3401 Liggsr Vifmd A2 Corgt
1-3403 onar vishacly Acc Deo
15400 ipniery - Higdware
15200 rrvaribory - Sofware

1-£300 bvrriory - Bundie Sat
21180 Eankcard

21120 | Ciicwtrs Gt

3,485 Titsnsar™ara

Al | Aeene 10000 Hams | Dalanci Shis Tipe | Current Assats
Home Dtails | Transsfons | ‘Wanancas Uoveman] | Garaph Potes Othes
i aecount numbe Filfar by hipe

L]
Exquity Aasets Income & Expingas
{7 Share Capital (® Cash Aocount ) Salug Incoma
) Cagnsl Resars ) imepniory
O Paksinied bacomie ) Trachs Doablors © Costof Salas
3 Othes Deblors ) 0wt Income
CHFinesd Axpats 3 Cont
(ChAcoum Depreciation 0 Gl Exganaeg
() Irveteatmisnts () Admin Expenses
Cr Paesznnel Expanses
Liabdfies
) Trade Crediors OF o T
(01 Othe Crasitces () Daprecistion Expanse
() Dnadend Creditors 1) Amontisation Experna
Crtong Tem Losas 1 eares! Expansi
CrFinance Leases O Compisy Tii Exparbs

» -
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9. PREPARE YOUR FIRST FORECAST

Click or use keyboard shortcuts Alt+O or [F10] and right arrow to Forecast Menu.
Select “Monthly Forecast” and the Main Forecast Form appears.
You can now follow the 9 steps to making your first forecast...

1. Accounts | 2 Forecast | Yl | Yr2 | M3 | Wra | Wrs | 3 Process | 4-8 Review | 9 Print | Other
Step 1 - Set up contra accounts.
Actontra account is the other side of the journal which the forecast will generate. eg: Purchases to Trade Creditors -
Salaries, GST, Expenses to Bank Account- D o Dn
Account#  |Name Type  [Type Name Fci% |5st |Contra Acc |Gonira Acc Mame =]
11110 Cheque Account A Currert assets 11110 Cresue account
11115 ASH A Currert &ssets 11110 [Chedue Accaunt
11140 Stock on Hand A Currert Assets 11110 Cheque Accourt
11200 Trade Debtars A Current Azsets 0600 11110 [Cheque Account
11700 Other Prepayments B Currert Assets 1110 [Cheaue Accourt
12410 Vehicles - at Cost F Fixed sssets 11110 Cresue account -
12520 Vehicles - Accum Dep F Fixed Assels 11110 Cheque Account
12710 Furniture & Fixtures at Cost F Fixed Assels 11110 Cheque Account
12720 Furniture & Fixtures Accum Dep F Fixed Assets 11110 Chegue Aceount
21200 Trade Creditors L Currert Lisbilties 1.000 11110 [Cheque Accourt
21310 GST on Sales L Currert Lisbilties 11110 Cheque Accourt
»21320 GST on Purchases L Currert Lisbilties 11110 [Checue Accaurt
21325 Inland Revenue GST PaidiRefund L Current Lishilties 11110 Cheque Account
21501 Provisianal Tax accrual L Currert Lisbilties 11110 Cresue account
21800 Other Current Liabilities L Current Lishilties 11110 Cheque Account
22100 Bank Loans T Term Lishilties 0.000 11110 [Cheue Aocaunt
22300 Other Long Term Liakilities T Term Liskilties 11110 Cresue Account =~

o Wlalrv|wm| m|E|&| | |55 ¥ |

The account numbers and names will be the same as those used by MYOB.

Accounts can be viewed by group type by selecting in the drop down box and reset with the undo arrow.

o B e i L=
|3—9E|E|D Current Year Earnings _

Select Accounts Group 4
V4 4
| o (g




Step 9.1 — Set up Contra Accounts.
Follow the on-screen instructions to set up a contra account for each account listed.
Contra accounts are entered in the green coloured column.
Eg:  Credit purchases contra to Trade Creditors account
Cash Purchases to the Bank Account
Depreciation to Accumulated Depreciation
Cash Sales to Bank Account or Debtors Control Account depending on the sales categories used.
Account Sales to Debtors Control Account
Commissions to the Staff Liabilities account.

Where they attract GST mark the GST box with “T” for True or Tax.

Also set the percentages for Debtors and Creditors accounts as explained in steps 4 and 5.

Add auto forecast data.
GST column — enter T (True) to add GST to the transaction automatically.

FCT% column — enter the percentage as a fraction to calculate the forecast amount as a percentage of the
system generated value.

Examples:
Debtors control — enter 0.6 to forecast that 60% of the debtors opening balance is received each month.

Creditors control — enter 1.0 to forecast that all of your creditors opening balance is paid in the following
month.



Step 9.2 — Enter the forecast for each period.

You can set up your 5 years in any combination of past, present or future years. You could event forecast
for 52 weeks, and have details per week.

Use the Year 1 to Year 5 screen to compare actual data and previous year data to forecast data.

Right click on the data boxes to get the drop down menu to automate the distribution of figures and speed
up the process.

1. Accounts 2 Forecast | Y | T2 | 3 | Yrd | Vs | 3. Process | 4- 8 Review | 9. Print | Other
Step 2 - Enter forecast data for each month. ‘ GsT Hcﬂmra 1110 r— ‘
B 11110 Cheque Account
Forecastyr1 Forecastyr2 Forecastyr 3 Farecastyr4 Farecastyr s Debit
APR F1 [ n | F25 ] o) Far [ o) F4a a
s o Fi..FiZ
MAY  F2 S e F25 [ o F3B[ o] F50f 0
JUNC e Zero 1 boF12 For | o Fea 0| fet 0
JuL Fe | Copy F13to F13. F24 | o F40f 0| Fsz| [i
AUG  FA split F13 to F13 to F24 | o) 0 Feaf 0
SEP F6 “ero P13 to Fat Fa0 [ o) Fa2f o fsef [
Copy F1 to F1..F24
oCT 7 Fai F43 FE6
Split F1EoFLtaF24 I 2 I 2 I 2 autdesc autval
NOV- F8 Zero Fi to F24 Faz | o Faef o Fee| a
DEC 0 | Reverss Signs | 0 G5 o | SGs] [
JaN - Fo | 0] F22] 0 Faa ] | o) Foa i
FEB  F11 0| Fa3 0| Fas[ 0| F47 ] o) Fea [i
MAR 12 0| Fa4] 0 Fael 0 Fae] o) Feof [
Auto Jn|
Totals a i} 0 o 0
o Wl || m[F|&| | D|lm|a| ¥ |
Add Auto-Journals

Using the auto journal button add journals for:

ID — A reference number only

Description — Any short description

Account number — The linked forecast account number

Value — the percentage of the forecast amount to put in the auto-journal.
Debit — Account to debit

Credit — Account to credit

Set up Forecast jounals.
autid autdesc autaccno autval autdht auicdt =

ExampleS: a[Purch 41000 0.88000[11140 21200

1[Purch G5T_|41000 0.08250[21320 21200

75[cas 41000 0.60000[51000 11140

. . B|C.05 42001 0.60000|51000 11140

Cost of sales — Debit COS and credit stock a[porch 43001 0.60000[117140 21200

. . . [cos 12002 0.70000[51000 11140

Trade Purchases — Debit stock and credit Trade Creditors Tolurch |30z w01 [zizo0
Purchases GST - Debit GST on Inputs and credit Trade

Creditors

Interest — Debit Interest Expense and Credit Bank =

th :
account. Enter the value as 1/12™ interest per annum. O onew |[7umwn] Sem | i+ Close




Step 9.3 — Process your Forecast.

The real power of the forecast is in it’s generating of real journal transactions for the forecast. This enables
you to drill down into your accounts to see the individual amounts that make up the forecast and verify the
accuracy of any balance. This also allows you to manipulate the transactions and regenerate the results for
more complex scenarios and “what-if” situations.

Ultimately this leads to a better and deeper understanding of the numbers that drive the business’
profitability, and making this a truly pro-active tool.

Select the periods to forecast. Periods containing actual data (such as is imported from MYOB) should not
be included in the forecast range. The range should include the first period after the actuals and continue till
at least the end of the current financial year.

1. Accounts 2.Forecast | Y | T2 | 3 | Yrd | Vs | 4- 8 Review | 9. Print Other

Step 3 - Process data to create forecast transactions.

Pracess periods to farecast. . .
1 3 60
(do not process for periods containing historic | actual data. ) 5 L= B
Auto forecast balances are cleared ifyou are gaing 1o run auto balances (step4) next Manual adjustments will be
lostfor accounts where Fet % is notzero,

Process Farecast |

Step 1 - Clearing Iast Forecast Transactions |:|
Step 2 - Processing New Forecast Transactions l:l

Step 3 - Processing BiSheet & Income Stmis l:l

Flo Wl v|v]| &|Fle| | Dlzl=s| ® |




Steps 9.4 to 9.8 — Review Debtors, Creditors and GST payments.

Ensure each account is reviewed carefully and the percentages that best reflect the real payment and

collection results are entered.

1. Accounts 2 Forecast | Y | 2 | Yra | Vrd | Vrs | 3 Process 4- 8 Review | 9. Print | Other

[ Step 4. Current Assets - Verify Debtors Control, Bank and Stock Balances

Debtors Receipts - Receive % of previous months closing debtars balance - entered inFet % field or calculate your receipts an a seperate
spreadsheet and enter the data manually.

Stock purchases are forecastto ensure stock levels stay consistant

Cash Flow- Checkto see if cash flow has gone negative and revise ifnecessary.

[~ Step 5- Verify Creditors Payi
Creditors are often paid in full the following month. To do this the FCT % should be 1.0

IFGST s paid monthly enter 1 in the FCT% fialds of GST actounts otherwise check GST paymants and enter manually in GST account as a
credit

— Step 6 - Verify Long Term Liabilities

Long term liahilities often incure interest - use auto journal to dehitinterest and credit hank account
Capital repayments are entered a forecast amounts

Step 7 - Sales & Income Account
’7U39Au1u Jpurnalto calculate Cost of Sales, Commissions and J L T. Purshases

Step 8 - Verify Expense Accounts
lrnemamatmn Expense - Debit Depreciation Expense and Credit Accumulated Depreciation (B/S account)

o W]l d|lr | n| m|Fl|l&e| | Dlz|aE]|

v |

Step 9.9 — Print Reports.

The Balance Sheet and Income Reports can be printed individually and for each of the 5 years.

The Cash Flow forecast — detailed or summary report for each bank account. Automatically exports to

Excel. Can be viewed on screen.

The Variance Report — compares Actual, Forecast & Budgets.

A Forecast Data Report prints a record of the data you have entered for the 5 years and is a good record to

keep in case of a data failure.

All reports are printed on A4 paper in Landscape mode.

(Y FORCAST DEMO DATA - 1. Forecast Data (01Data) USER: Mark Period: 20

Fle Edi View Forscast Genledger Reports Incsmet Data Window Help

\ Balance Sheet & Income Statement Forecasting

1. Accounts | 2 Forecast | i | Yr2 | Yra | rd | Yrs | 3. Process | 4- 8. Review

Step 9 - Print Forecast Reports

=18l x]

1ol x|

9. Print | Other

Print Balance Sheet & Income Statsrments

Print Balance Sheet & Income Statements I

Print Cash Flow Forecast

Print Cash Flow Forecast |

Print Wariance Report

Forecast Report Heading

Print Variance Report for a given manth =l
Tick the Boxes of the reports you wish to print...

Frint Forecast data sheetwhich shows the input forecast data as enete |

Frint Forecast Data Sheet

™ Include blank lines

-

[~ ear 1 Balance Shest [~ ear 1 Incame Statermant

[” *fear 2 Balance Sheet [ *fear 2 Income Staterent

[~ *ear 3 Balance Sheet [~ *fear 3 Income Statement
SO I R

[~ *fear 4 Balance Sheet [~ *fear & Income Statement

[~ *ear & Balance Sheet [~ ¥ear & Income Statement

Erint Preyiew | Exit |
¥ 7
| um [cars
i@ start H e @ S ”“ |Olunrs. .| Gerine... | Beati..| itech.. | ETHEEM[@ror.. GyFcT... (B2 BPERLB DS ss0am,




TECHNICAL SUPPORT

A team of fully qualified accredited consultants and training courses are available to help you make the
most of your software.

More detailed help documentation is supplied under the “Help” option and on the cdrom supplied with this
software.

For technical support please contact your dealer or visit our website for the latest information, tips and list
of DataWise Accredited Consultants.

DataWise Forecast is a product of DataWise Limited.
DataWise is the Registered trade mark of DataWise Ltd.

CONTACT DETAILS

DataWise Ltd

188 Browns Bay Rd
Browns Bay
Auckland

New Zealand

Tel: +64 09 478 0530

Fax: +64 09 478 0531

eMail: support@datawise.co.nz
Web: www.datawise.co.nz
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