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CDA Grain Trader Instructions

CDA Grain Trader
Sign On Screen

To run the Grain Trader Software program double click on the Grain Trader icon on your computer desktop.

The Logon screen will be displayed:

""" CDA Grain Trader 3
File  Wiew Walue Adding Trucks Reports  Ukility  Window  Help

Shortcuts i3
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Loads %% Login [GTDemo]
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Orders
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ﬁ Password |

Truck Book

Usermame: |

I~ Open as Aemote Database

;‘ﬁ 0K I Cancel

Load Search
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Proceed as follows:

Select your user name by clicking on the drop down arrow next to
USER NAME

A list of users appear, click on your name

Click in the box next to
PASSWORD

and type in your Password

Click on File, then either Open and select your database or select it from the list at the bottom.
You are now ready to use CDA Grain Trader.




CDA Grain Trader Instructions

CDA Grain Trader — Setup or Modify Company Information

The first time you use the software you will need to enter your company details and setup the program options.

Company Details

'” CDA Grain Trader 3 - GTDemo

File View ValueAdding Trucks Reports Utlity Window Help

Shorkcuts s
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&
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Load Search

% Options

Frogram Options
- Banking
ry Details

- Genersl Defaults
Headings
Irwoicing

- Orders
- Poirt of Sals
- Prirter
Users

Company Details

Coy. Name Line 1: [AEC Company

Coy. Name Line 2: |

ABN; [99-688 777 88

Address Line 1: [P0 Box B85

Address Line 2 IWagga Wwagga NSW 2650

Address Line 3 I

Phone 1 IDZ 6321 2121 Phone 2 |

Fax [02 5921 2122 Matile: |

Ernail Iaccuunts@ahccnmpany com.au

aK Cancel

EE
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In the Menu Bar

Click in

Enter the

Enter the company
Enter the company
Enter

Enter

Enter

Enter

Enter a

Enter

Enter

Enter

Click on OK

C:\Program Files\CDA Software\CDA Grain Trader 3G TD ema. mdb

Click on Utility | Global Options | Company Details

Company Name box
Company hame
ACN Number

ABN Number
Address Line 1
Address Line 2
Address Line 3
Telephone Number
2nd Telephone Number
Fax Number

Mobile Number
Email Address

Press the TAB key
Press the TAB key
Press the TAB key
Press the TAB key
Press the TAB key
Press the TAB key
Press the TAB key
Press the TAB key
Press the TAB key
Press the TAB key
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CDA Grain Trader Instructions

CDA Grain Trader - Setup or Modify Banking Details

You can use this option to enter your Bank Account details, enable Deposit Slip printing or enable printing of your EFT
details on invoices.

Banking Details

[” CDA Grain Trader 3 - GTDemo

File Wiew Yalue Adding Trucks Reports  Uklky  Window  Help

Shorteuts B

Debtors
Creditors & Options
ﬁ Frogram O ptions Bank Details
Commodities = Banking
[ Bank Details
H Account Name: |ABC Ci
* Cheque Style I mpany
Contracts - Company Details Bark Mame: IWeSIDaC
+- Contracts
ﬁ ¢ Field Mames ElEsieln IWagga ‘w'agga
Loads ¢ General Defaults BSE Mo |123-456 Account Mo |876-321
% - Headings
£~ Invoicing ¥ Enable deposit slip printing
Crders i Levies
o Loads Opening Balance: $238.44950 ~ CR DR
¢ Orders (=5 per Bank Statement]
Truck Book - Paint of Sale
)J_ﬁ - Printer v Display account details on debtor invoices & statements
(s Seemeh - Users Deescriptive text: IEIur bank details for EFT papments:

Ok I Cancel

| Licenzed ta Michelle Greer | C:M\Pragram Files\CDA SoftvearebCDA Grain Trader WG T Dema. mdb 12/11/2008 15 AM

In the Menu Bar Click on Utility | Global Options
Click on the + box next to Banking then click on Bank Details

Click in Account Name box

Enter the Account name Press the TAB key
Enter the Bank Name Press the TAB key
Enter the Branch Name Press the TAB key
Enter the BSB Number Press the TAB key
Enter the Account Number Press the TAB key

If you wish to print Bank Deposit slips tick the Enable Deposit Slip Printing box
Enter the Opening Balance of the Bank Account - Choose either CR or DR.
If you wish to print Bank Details on invoices tick the Display Account Details box

Click OK to finish
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CDA Grain Trader - Setup or Modify Cheque Type

You can use this option to select your cheque format.

Cheque Style

!” CDA Grain Trader 3 - Glemo
File Wiew Value Adding Trucks Rewsgris  Uklity  Window Help

Shartcuts s

Debtors

Creditors

Commadities [=)- Banking
- Bark Details
& Cheque Stle sty 00 -
Cortracts Compary Details Descriptior: |Style 1: 44 combined Remittance ddvice/Cheque: papes
- Contiacts laddress at bop; Amount in Writing in numerals to suit boxes
m +|- Field Mames
Loads +)- Gieneral Defaults
% - Headings Sample |
¢l Invoicing
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g £ Loads
¥ Orders
TR ERE - Point of Sals
- Printer
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Laad Search

% Options

Program Options

gheque Style

oK I Cancel

‘ Licensed to Michelle Greer ‘ C:\Program Files\CDA SoftwaretCDA Grain Trader 34WGTDemo.mdb
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In the Menu Bar

Utility | Global Options
Click on the + box next to Banking then click on Cheque Style

Click on the drop down list next to Style

Select a number from the list.

A brief description of the cheque details will be displayed in the box below.
Click on the Sample button to view a sample of the cheque format.

Click OK to finish
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CDA Grain Trader - Modify Debtor & Creditor Types

These fields contain the names assigned to Debtor & Creditor Types

Type Field Names

' CDA Grain Trader 3 - GTDemo
File View Walue Adding Trucks Reports  Utility  Window  Help

Sharkcuts n

Debtors
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Creditars

Program Options Al Creditor Types
Commodities [+ Banking
-~ Company Details —
Iz = Contracts | EESDHDEIOI’V
Cortracts - Comman D’:mv:'
m - Purchase Contracts
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- Sale Contracts Trader
Loads - Brokerage Contracts — Broker
% [=I- Figld Mames Olther
=) Credito
Orclers : Other
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” [+ Invoicing
Load Search
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Licensed ta Michelle Greer | C:\Program Filesh\CDA Software\CDA Grain Trader 35G TDemo.mdb 12411/2008 9:22 AM

In the Menu Bar Click on Utility | Global Options

Click on the + box next to Field Names
Click on the + box next to Creditors
Click on Types

Click in any of description boxes that you wish to modify.

Type in the new description

Click on OK to finish
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CDA Grain Trader - Modify Debtor & Creditor Classes

These fields contain the names assigned to Debtor & Creditor Classifications

Class Field Names

' CDA Grain Trader 3 - GTDemo
File ¥iew Value Adding Trucks Reports  Utility  Window Help

Sharteuts o

Diebtors

% Options

Creditors
Program Options ~ Creditor Classes
Commodties [+ Banking |
Iz - Company Details | e
[=I- Contracts Whaat
Cortracts - Commar Sorghum
m Purchase Contracts Baley
Sale Contracts Titicale
Loads - Brokerage Contracts — Lupins
@ [=I- Figld Names Candla
Ortlers [=I- Creditors Fiold Poas
Mot Used
oy Deblors Mot Lised
Truck Back - General Defaults EZ: Hz::
ﬁ -~ Headings Mot Used
+- Inwoicing
Load Search . Mat Used
o Levies Mot Used
_3“ LD‘?dS Mot Used
1<
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In the Menu Bar

Click on

Utility | Global Options

Click on the + box next to Field Names
Click on the + box next to Creditors
Click on Classes

Click in any of description boxes that you wish to modify.

Type in the new description

Click on OK to finish

0K Cancel
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CDA Grain Trader - Add User

This option allows you to add user names and passwords to access the software.

Add User

A Grain Trader, 3 - GTIDemo
File Wiew Value Adding Trucks Reporks  Ukiity  Window  Help

Sharkcuts 3

Debtars
Creditors “ Options
Program O ptions Users
Commadities [+ Banking
- Contracts
e - Field Names ¥ User can process loads and finalise value adding jobs
ﬁ Gieneral Defaults
- Headings
Loads - Invaicing
% - Levies
- Loads
Orclers - Orders
Q - Paoint of Sale
Printer
Truck Book - Usars
g
Load Search

Add User | Delete User |

arK | Cancel |

Licensed to Michelle Greer | C:\Program Files\CDA SoftwarehCOA Grain Trader 3\G T Demo. mdb | 124112008 925 AM

[0 crain Trader Manal - Microsoft word |

In the Menu Bar Click on Utility | Global Options | Users

Click on Add User
Type in the new user name in the NAME field
Press the TAB key and type in the PASSWORD for this user
Click on the check box if the User is allowed to process loads and
finalise value adding jobs.

Click on OK to finish




CDA Grain Trader Instructions

CDA Grain Trader —Add New Departments

Departments consist of Sales and Purchases.
Departments 1 to 9 are reserved by the system and consist of
- Total Invoices
- Total Credits
- Total Receipts
- Total GST

Departments 10 to 999 are user defined departments. Every commodity must be linked to a sales department and a
purchase department.

These departments can be very broad or very defined.
E.g. Grain Sales or AH1 Wheat

Anything you invoice out or purchase will need a department
E.g.
- Fumigation
Grading
- Drying
Weigh Tickets

New Department

I"_CDA Grain Trader 3 - GTDemo

Fle View YalueAdding Trucks Reports Uklity Window Help

shartcuts ES

Debtors

¥ Sales Departments
Crecitors

| Description | GL Debit | GL Credit
Toldl Invoices
Commodties Total Credis

Total Receipts 21200 21200
P Discount Allowed
Loads GST Collected
25 GST Discount Allowed
Orders
Sales - Seed & Grain
ﬁ Sales - Transport
Truck Book Sales - Brokerage
= Sales - Grading

Sales - Bagging
Load Search

Cancel

| Licensed to Michelle Greer | C:\Program Files\CDA Softwars\CDA Giain Trader WG TDemo mdb 12/11/2008 930 AM

Click on View | Departments | Sales Departments
Click on ADD NEW

Press Enter at the Dept Number

Enter the Dept Description press the enter key
Click on OK

10




CDA Grain Trader Instructions

CDA Grain Trader — Debtor - Add New

Debtors accounts are Buyers or the people you will be selling to.

" CDA Grain Trader 3 - GTDemo
File  wiew value Adding Trucks Reports Utility  Window  Help

Shortcuts n

Debtors
%° New Debtor, Record
Crecitors Debtor | Transactions | Recesipts | Hisfor}f|
ﬁ Name: | Alpha Code: Huraber
Commacities comzct | % Account Active Packaged Goods Fricing: —
2 = Retail
Sticet Address: | Postal Address:| Phone: | GST:| Other | oD efauit = p o
CEiEEE Credit Limit: | $0.00
Streat 1|
= Approval Date: 12/11/2008 &
= Street 2:[
Town | stae] =] | Discountforpaymert witin [0 days 0%
== Pt I e,  Account Balances.
osteode: auntry:
Orders Current $0.00 MTD Sales $0.00
& Type Classiication Eli $0.00 ¥TD Sales: $0.00
Truck Book [ Trader [ wheat g0 | G000 Last'rear Sales $0.00
[ FeedLot [ Sorghum
Yool [ Famer | Barley 0 000 Amount Last Paid $0.00
Load Search [ Feed Mil [ Triticale  — i [ Teniam
: 000 12/11/2008
= Flor Mil | Lupins Total: 3 Date Last Paid:
~—— Debtor Options—— ] Other | Canola
n I MNet Used [ Field Peas - Comments:
: Mot Used [ Mot Used
el Mot Used [ Not Used
E [ Mot Used
5 Mot Used
Goods Inv
&
Adjustment Note
Receigt
| Licensed to Michelle Greer | C:\Program Files\CDA Software\CDA Grain Trader 335 TDemo.mdb 12011/2008 9,33 8M

To Add a New Debtor

Click on Debtor button

Click on New Record button

Click in NAME box
Enter the Debtors name Press the TAB key
Enter the Alpha Code Press the TAB key
(This field sorts the accounts into alphabetical order)
Enter the Contact name for this debtor Press the TAB key
Enter an amount in the Credit Limit Press the TAB key

(Only do this if you wish to put a credit limit on this account)
Select whether this is a Retail or Wholesale account
Enter street address details

Click on Postal Address Tab

Enter Postal Address details Press the TAB key
Click on Phone Tab

Enter Phone and Fax details Press the TAB key
Click on GST Tab

Enter the Debtors ABN Number Press the TAB key

Click on Registered for GST box if required
Click on Other Tab
Enter Email address and other details Press the TAB key

11




CDA Grain Trader Instructions

Click on MTD Sales
Enter Sales figures etc. if required

Select the Type of debtor
Click on the check box

Select Classification the debtor
Click on the check boxes

Click on the Cross Box
Click on the YES button to save the record
Click on the NO button not to save the record

Click on the CANCEL button to return to the debtor record

12




CDA Grain Trader Instructions

CDA Grain Trader - Inquire On Debtor

This option allows you to view details of a debtors account, view account transactions, enter Invoices against an
account or enter a receipt.

!" CDA Grain Trader 3 - GTDemo

Fle View Value Addng Trucks Reports Utlity ‘Window Help

Shartcuts i3

Dektors
Creditars
Ci clit =
m& e =, Select Debtor,
Contracts Search By: [Alpha <
ﬁ Aloha | Mame ‘ Town | Phone
B A4 E sporters Botany
Laads o
BA Ad Dairys Bega 02 41084484
% Southem Feedlots Leeton 02 E9E32831
Orders Statewide Millers ‘w'agga wagge 02 63227722
Truck Book
)
Load Search

Enter Alpha Code: || Inactive Records: []

I Show Inactive Debtors

MewRecod [[ Dpen | Ciose |

| Licensed to Michelle Greer |E “Program FilesiCD& SoftwarehCD4 Grain Trader 3WGT Demo. mdb 12411/2008 5:39 &M

Click on Debtor Button
Click in Enter Alpha Code box

Start entering the Alpha Code of the account you are looking for.

The more letters you enter the more defined the account list becomes
You may also use the side scroll bar up and down to scroll through the list
Once you have found the required account double click on it

13




CDA Grain Trader Instructions

The details of the account are now displayed

I CDA Grain Trader 3 - GTDemo
Fle View Value Adding Trucks Reports  Uklity  Window  Help

Shorteuts kY

flpha Code: [STATE

Regor: [Defak v
Credtlimic [ $0.00
Approval Date: | 12/02/2008 @]

Discount for payment within | 0 daps: | 0 %

i~ Account Balances,
Maw 08 $0.00 MTD Sales: 30.00
Y10 Sales: $19,008.00

Humber: | 2
Packaged Goods Pricing: —
o+ Retai
" Wholesale

Debtors
ga 2* Debtor - Statewide Millers
Creditors Debtorl Transaction5| Rece\pts| H\story|
Name: [Statewide Millers
Commodities: Contact [ [¥ Account Active
E Stueet Address: | Postal Adthess: | Phone: | G5T:| Other |
Cortracts
- Steet 1; [334 West Ave
i Strest 2 [
% Town: [ anga Waggs ~|
orders Posteads: [2650  County:
@ Type Classification
Truck Book [ Trader bt
i |Feed Lot [ Sorghum
7>~ [ Farmer [ |Barlsy

Load Search

| Feed Mil
Flour Mill
| Other

A Mot Used
Nt

|| Triticale
[ Lupins

| | Canola
[ Field Peas
[ Mot Used
|| Mot Used
[ Mot Used
|| Mot Used

~—— Debtor Options——

Irviice [ 1Mot Used

i

Goods Iny

Oct 08 $0.00
Last Year Sales: $16.174.37

Sep 08 | $0.00

=g 08: $34182.37  Amount Last Paid: $19.008.00
Total $341823F  Date Last Paid

;- Comments:

2z
:
2
¥ 1
:
g

Receipt

‘ Licensed to Michelle Greer ‘C'\Prngram Files\CDA Softwars\CDA Grain Trader 3G TD ema.mdb

12A11/2008 3:40AM

To view current transactions
click on Transactions tab
To view history transactions

click on History Transactions tab
To view Receipt transactions

click on Receipts tab

To view a current Invoice

click on Transactions tab
double click on Required Invoice
click on cross box to close it

To reprint a current Invoice

click on Transactions tab
click on Required Invoice
click on Reprint button

click on Print button to print
click on Cross box to close

14
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CDA Grain Trader — Enter Debtor Receipt

Click on

Debtor Button
The following screen will be displayed.

" CDA Grain Trader 3 - GTDemo

Flle View “alue Adding Trucks Reports  Ublity  ‘“Window Help

Shortcuts 2
Debtors
Creditors
Commoit =
Dm& o =, Select Debtor
Contradts Search By: |Alpha =
m Alpha | Name | Town ‘ Phone
e A Exporters Botany
asds #4 Dairys Bega 02 41084484
% Southem Feedlots Leeton 02 E9E32821
Orders Statewide Millers Wagga‘Wagga 02 63227722
Truck Book
&

Load Search

Enter Alpha Code:

Inactive Fecords: []
I Show Inactive Debtors

MewFecod [[ Open | Cise |

| Licensed to Michelle Greer | C:\Program Files\CDA SoftwarehCDA Grain Trader 3WGTDemo.mdb
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The cursor is in the
Enter Alpha Code box
Start entering the Alpha Code of the account you are looking for.

The more letters you enter the more defined the account list becomes

You may also use the side scroll bar up and down to scroll through the list
Once you have found the required account double click on it
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The details of the account are now displayed
Click on the Receipt button on the bottom left of the screen.

The receipt screen will be displayed, listing the outstanding Debtor Invoices.

DA Grain Trader 3 - GIDemo
File YView Value Adding Trucks Reports  Ukility  Wwindow  Help

Shorteuts 2

Debtors § ©> Debtor Receipt
e ~ Debtor Account Payment Details
Crediars Deblor Account [SOUTH - Southern Fesdicts Reference Mumber: Prepayment
ﬁ Recsipt Date: Payment Received $0.00
Commodities Receipt Description: |F!ecewpl Discount Allowad: | $0.00 inc. GST of | $0.00
~ Payment Type:
Contracts [EFT | Diraveer |
m I Include an Deposit Slip Blank Mame: | LI Branch: I LI
Loads
% Iny Date 4 | Batch| Description | Amount Dwing|  Amount Rec'd|
Orders 10/03/2008 100024 Feed Barley $11.953.20 $0.00
12/03/2008 3 100034 Feed Barley $12.276.22 $0.00
3/03/2008 100044 5 afflower - Bulk Ungrad $34.214.40 $0.00
Truck Book 4/09/2008 $1.391.50 $0.00
=
Load Search
Amount Allocated: $0.00
Total Credit to Account: $0.00
Save Cancel [E=c] I
Lizensed to Michelle Greer | C:\Pragram Files\CDA S oftware\CDA Grain Trader 3\GTDema.mdb 12/11/2008 9:44 AM

Click in the Reference number field and enter your receipt number or the debtors cheque number.
Click on the Date Field and enter the Receipt Date

Enter the Payment Type. If you are printing a deposit slip, select cheque and enter details.

Click in the Payment Received Field and enter the Total amount of the Receipt.

Double click in the Amount Rec’d column next to the Invoices you wish to pay.

The amount of the invoice appears in this column, you can press ENTER key to accept this amount or overtype it with
a different amount and then press the ENTER key.

The receipt total continues to add up as you proceed.

When you have selected the Invoices which have been paid with this receipt, click on the Save button.
You will be now be given the option to print a receipt.

Click on the Yes or No button.

Click on the cross box to close
16
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CDA Grain Trader - Cancel a Debtor Receipt

Click on Debtor Button

The following screen will be displayed.

[ CDA Grain Trader 3 - GTDemo

Fiie ew ValueAdding Trucks Reports  Utlity Window Help

Shortcuts n

Dektors
Creditars
L= clii =
Dm& °e =, Select Debtor,
Contracts Search By: IA\pha -
) Alpha | Mame | Town Phone
A8 Exporters Botany
Loads
Al Dairys Bega 02 41034484
% Southern Feedlots Leston 02 69632831
Orders Statewide Millers ‘Wwagga Wwaggs 02 69227722
Truck Boak
/a
Load Search

Enter Alpha Code: Inactive Records: []

I Show Inactive Debtors

Mew Record | Open I LClose I

| Licensed to Michells Gresr |C:\P|ogram Files\CDA SoftwaretCDA Grain Trader 3G TDeme.mdb 12/11/2008 9:42 AM

The cursor is in the
Enter Alpha Code box

Start entering the Alpha Code of the account you are looking for.

The more letters you enter the more defined the account list becomes
You may also use the side scroll bar up and down to scroll through the list
Once you have found the required account double click on it

Then click on the Current Trans tab.

17
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The current transactions for this account will now be displayed as seen below.

I” CDA Grain Trader 3 - GIDemo
Fle Wiew value Adding Trucks Reports  Utlity  Window  Help

Shorteuts r

Debtars
ga 2° Debtor - Statewide Millers
Credtors Detbytor Transac‘rions' Rece|pt5| H\stor}/|
Cuent | < | [EREREE w08 = > |  Reish
Commorities
| Type | Batch| Tran | Date | Description | Control No | Debit | Credit Balance
& { LoadInv 1001 05/03/2008 100004 Wheat 18737 $000 387ME
Contracts | Recsipt 1003 1241142008 Recsipt $000] 4879437 $0.00
-y Invaice 1004 12/03/2008 44,00 $0.00 44,00
{ Load Inv 1007 12/03/2008 100028 Wheat $6.336.00 $0.00 $5.380.00
Loads \ | Receipt 1003 12/11/2008 | Receipt 3000 $6.33500 $44.00
ey Load Inv 1009 21/07/2008 100010 Wheat 504,00 $0.00 $3548.00
Orere Load Inv 1010 21/07/2008 100042 Wheat $4504.00 $0.00 $13.052.00
Truck Book
g
Loar Search
~—— Deblor Options——
Invnice
£
Eam Cancel Recsipt Link Tran Re-Frint Display

| Licensed to Michells Graer | C:AProgram Files\CD& SoftwarsACDA Grain Trader 3NGTDemo.mdb 1241172008 5:49 AM

Now click on the Cancel Receipt button.

Enter Transaction Number.

Feceipt Transactions are dizplayed in the list above on oK
rows with a pellow backaround. Enter the Tranzaction -

Murmnber [fram the Tran column] for the receipt you wish Bl |

to cancel:

The above box will appear.
Enter the Transaction Number of the receipt you wish to cancel and click on the OK button.
The transactions related to this receipt will be displayed.

Click on the CONFIRM button to cancel the receipt or click on the Close button abort the process.

18
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CDA Grain Trader - Creditor - Add New

Creditors accounts are Growers, Suppliers, Carriers or the people you will be purchasing goods or services from.

[ CDA Grain Trader 3 - GTDemo
File  Wiew Walue Adding Trucks Reports  Utility  Window  Help

Shorteuts 2

bt

®

=]
@
o]
w

2* New Creditor Record

®

Creditors Creditor | Transachons| Paymen*fs| H\stor}f|
ﬁ MName: I Alpha Code; MNumber:
Commodities Contact | Phone: | v Account Active I~ Payment Review ‘Warning

Stiest Addiess: | Postal Adchess: | Phore: | GST:] Other | iecipgiDefault =

conirects Credit Limit $0.00
m Street 1 | el e
Lods Streat 2| - T Pap Creditor by EFT Deduct Lewy
% TDW"I Stale.l ;I Acct Name: I DFl
Oriders Postocode: I Country: Bank Narme: I VFF
@ Branch Name: I
Tupe: Clazsific:ation: l—
Branch Noo | - Not Used l—
U ESIEEE [ Giower [Jwheat e
& [ Canier [ Sarghurm Acct Noj I Mot Used [~
# | Agent | Barley
Load Search |1 Trader [ ] Triticale: i Account Balances:

Broker Lupinz I— l—
 Cresitor Dptiors— E ke E Lopine Current: G000 MTD Puchases $0.00
[ | Other || Field Peas 3IJ| $0.00 1D Puichases $0.00

Irevoice: — Comments: EUI 4000 Last Year Purchases: $0.00
?_ sn| G000 Amount Last Paid $0.00

=
Goods Inwerds Tatal | $0.00 Date Last Paid 1241142008

Acjustmert Mote

@

Paymert

| Licensed to Michelle Greer | C:\Program FileshCDA SoftwarehCOA Grain Trader 3\GTDema.mdb 12A41/2008 351 A

New Creditor

click on Creditor Button

click on New Record

click on The NAME box
Enter the creditors name Press TAB
Enter the Alpha Code for this creditor Press TAB
(This field sorts the creditors into alphabetical order)
Enter the contact name Press TAB
Enter the contact phone number Press TAB
Enter street address details

click on Postal Address Tab
Enter Postal Address details

click on Phone Tab
Enter Phone details

click on GST Tab
Enter the ABN number

click on Registered for GST box if required

click on Hobby Farmer box if required

click on Creditor Supplies Tax Invoices if required
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(If you leave this box unchecked the system will create RCTI’s for you.)

click on Other Tab
Enter Email address

If the creditor is to be paid by EFT then
click in EFT check box and enter Bank Account details

If any Levies are to be deducted then

click in Deduct Levy check boxes and enter their Levy numbers in
the appropriate boxes

Enter Purchase figures etc. if required

Select the Type of creditor Click on the check boxes

Classify the creditor Click on the check boxes

Click on the Cross Box

Click on the YES button to save the record

Click on the NO button not to save the record

Click on the CANCEL button to return to the creditor record
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CDA Grain Trader - Inquire On Creditor

This option allows you to view details of a creditors account, view account transactions, enter Invoices against an

account or enter a receipt.

I” CDA Grain Trader 3 - GTDemo

Fle View Value Adding Trucks Reports Uty Window Help

Shortcuts I

Debtors
Creditors
Commodities

Fj

Contracts

b

Loads

i

Orcers

i

Truck Book

yol

Load Search

=, Select Creditor

Search By: J&lpha -

Alpha | Mame

| Town

Bid, b Grain

Dubbo 026874 6834

ATOWT ATO withhalding Tax
BLACK Joe Black

Bulk Haulage

G&G Grower Partnership
GOODYEAR Goodyear Tyres
GRAINFROD Grainpro
LIME Limestone Supplies
RIGHEY Ken Rigney

Enter Alpha Code:

I Show Inactive Creditors

Moree
iillow Tree
Narrandera 02 6322 5574
Wagga'Wagga

Dubbo

Campbelltown

St George LI

Inactive Fecards: []

MewRecord |[ Open | Clse |

Licensed to Michelle Greer

C:\Program Files\CDA SoftwarehCDA Grain Trader A& TDemo.mdb

12/11/2008 354 AM

Click on Creditor Button

Click in

Enter Alpha Code box

Start entering the Alpha Code of the account you are looking for.
The more letters you enter the more defined the account list becomes
You may also use the side scroll bar up and down to scroll through the list

Once you have found the required account double click on it
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The details of the account are now displayed

I" CDA Grain Trader, 3 - GIDemo
Fle Wiew vValueAdding Trucks Reports Utlity Window Help

Shorbeuts rS

Debtors
2 Creditor - Grainpro
Creditors Creditor Transact\onsl Payments | Hls‘fory|
Name: |Grainpro Alpha Code: |GRAINPRD Number: | 9
Commacities Contact, | Phore: | ¥ Account Active I~ Payment Review Warning

[ Street Address: | Postal Address: | Phone: | G5T:| Other | Regior: [Defauit -

Sonttacts Credi Limit: 0.00
0 Steet 1:[ et L #
s Strest 2:| T PayCreditorby EFT ——————| - Dechict Lew
% Tovr: | D ubbo State [NEW | cet Mame: | DRl
Orders Postends: | Country Bank Name: | VFF
& Branch Mame: | NSWGE [~
o Tupe: Classfication: PP === Nolsdm [
[ Grower [Jwheat
ﬁﬁ ] Carrier | Sorghum Acct Mo | Not Used [
[ ] Agent | Barley
Load Search Trader [ Tiiticale Accournt Balances

— Creditor Dptions— S roker S Lurine Novoe:[ 000 MTDPuchases| 000
[ Other 1 Field Peas - et 08 | $0.00 YTD Purchases:|  $30.44635
Comments: Sep08|  $000 LastYearPuchases|  s000
ccAugDE|  SH0ME35  AmountLestPait|  $30.44635

Totak|  $30.44635 DatelastPadt|

Invoice

Goods Inwards

Adjustment Mote

B

Paymert

| Licensed to Michells Graer | C:AProgram Files\COA SoftwarebCOA Grain Trader 33GTDemo.mdb [COf Grain Trader Manual - Microsaft Word L | 1241172008 10:01 &M

To view current transactions

click on the Transactions tab

To view history transactions

click on the History Transactions tab
To view Payments

click on the Payments tab

To view a current Invoice

Click on Transactions tab
Double click on Required Invoice
Click on cross box to close it

To reprint a current Invoice

Click on Transactions tab
Click on Required Invoice
Click on Reprint button
Click on Print button to print
Click on Cross box to close
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CDA Grain Trader - Enter Creditor Invoice

Click on
Click in

Creditor Button
Enter Alpha Code box

Start entering the Alpha Code of the account you are looking for.

The more letters you enter the more defined the account list becomes
You may also use the side scroll bar up and down to scroll through the list
Once you have found the required account double click on it

The details of the account are now displayed

Click on the |

" _CDA Grain Trader

NVOICE button at the bottom left of the screen

3 - GIDemo

File  View Yalue Addin

g Trucks Reports  Ukiity  ‘Window  Help

Shartcuts o
Debtors
9" B Creditor Invoice
Creditors Delivery Details
ﬁ PO GRAINPRL - Grainpro _'I Address: I
Commodities Invaice Date: [12-Nov-2008 m[ Payment Due: |30-Dec-2008 EI I
g Order Mo: Creditor Invoice Mo: I
Contract: Invoice Desc:
oriEes I I~ Print message on invoice Message. |
Loads Dept Nul Descriplion Qtyl F'ncel Taxab\e‘ GSTl Tutall Truck ‘I
Orders
Truck Book
P
Load Search
Ad|
Invoice includes total GST of: Invoice Tatal:
Save Cancel |
Licensed ta Michelle Greer | C:\Program Files\CDA SoftwarehCDA Grain Trader 33GTDema.mdb 1241142008 10:12 &M

Click on the calendar icon and enter the Date of the Invoice

Click on the calendar icon and enter the Date the Invoice is due for payment

Click in the Order box and enter the Order Number (If required)

Click in the Creditor Invoice No. box and enter the Invoice Number

Click in the Invoice Desc box and enter a short Description of the Invoice

Click in the Dept. No. box on the first line and select the Purchase Dept to allocate this line to

Click in the Description box of the first line, you can leave the default description or just start typing to
enter your own description

Click in the Qty box and enter the quantity required

Click in the Price box and enter the price e.g. 345.44
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GST Applicable is the default GST entry. Click on this box and select the option you require from the drop
down box

Continue entering lines in this way until the Invoice is complete

If you just wish to type a description line, click in the Description box of a blank line and type in your text.
You can have as many Description Lines as you wish.

When you have completed the Invoice click on the Save button

You are then given the option of printing the Invoice if you wish
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CDA Grain Trader - Commodity - Add New

DA Grain Trader 3 - GTDemo
File View Walue Adding Trucks Reports Uity  Window Help

Shortcuts a2

(B 72 Add New Commodity
e Commodltyl Storage | Packaged Goodsl H|5‘[0ry| Formulal
ﬁ Name: | #lpha Code I dictive
Commaditi Commodity Type: |Nomal Bulk Goods =] Cross Ref [ Exempt from GST
@i elile ¥ Report Nett Position
@ Commodity Group: |Additives ] Daily Market Frice: $0.00 ™ Manufactured
- Bonuses & Deductions
Cortracts
Metic Name |Base  [Inc1  |Bonus | $%w |Stage2 |Inc2  |Bonus2 |Meginc |Deductiof#Ref -
Loads
et — Departrnent Numbers: Levies:
@ Sales Mo I Mame |_Twpe | Rats[Basis
Truck Book Transport Sales Mo I \D,r;L
Ko Furchase No: | NSWER

Load Search Mot Used

Tranzport Purch. Out Mo I Mot Uzed

Tranzpart Purch. [n Mo; I

LefLed Lo L] Lo f L]

Agent Dept Mo; I

— Comments:

| Licensed to Michelle Greer | C:M\Program Files\CDA& 5oftware\CD4 Grain Trader 346 TDemo.mdb 13/11/2008 FB7 AM

Click on the Commodity Button

Click on New Record

Click in the NAME box

Enter the commodity name Press TAB
Enter the Alpha Code you wish to assign to this commodity Press TAB

(this field should be all upper case letters)
If the commodity is GST exempt click on the GST Exempt Box
Click on the drop down arrow next to the Commodity Type Box

Click on the commodity type you require

- Normal Bulk
- Packaged Goods e.g. Bags, Drums, Packets etc
- Bulk Goods - Pool To run a growers pool for a bulk commodity

If the commodity is a Packaged goods please see instructions for entering Packaged Goods
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Enter any Bonus and Deduction fields as per the following example.

Click in the first Metric Name field

Type in the name of the Bonus or Deduction -eg Protein

Type in the Base rate - 10 (for 10%)

Type in the increment - A

Type in the Bonus amount per increment - 1.5 (for $1.50)

Type in the Bonus type - $

Type in the Stage 2 if required - 14 (for 14%)

Type in the increment for stage 2 - 2

Type in the Bonus 2 amount per increment - 2.0 (for $2.00)

Type in the Negative increment - A

Type in the Deduction amount per negative increment - 1.0 (for $1.00)
Please Note

All the following Department Number fields must be filled in

Click on the down arrow next to Sales No. to select the correct Dept. Number and click on it

Click on the down arrow next to Transport Sales No. to select the correct Dept. Number and click on it

Click on the down arrow next to Purchase No. to select the correct Dept. Number and click on it

Click on the down arrow next to Transport Purchase Out No. to select the correct Dept. Number and click on it
Click on the down arrow next to Transport Purchase In No. to select the correct Dept. Number and click on it
Click on the down arrow next to Agent No. to select the correct Dept. Number and click on it

Click on any associated Levies for this commodity and enter the percentage in the first column or dollars per tonne in
the second column

Click on the Cross Box
Click on the YES button to save the record
Click on the NO button not to save the record

Click on the CANCEL button to return to the debtor record
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CDA Grain Trader - Commodity - Add New Packaged Goods

Click on Commodity Button

Click on New Record

Click in NAME box

Enter the commodity name Press TAB
Enter the Alpha Code you wish to assign to this commodity Press TAB

(this field should be all upper case letters)
If the commodity is GST exempt click on the GST Exempt Box
Click on the drop down arrow next to the Commodity Type Box

Click on the commodity type Packaged Goods

Please Note
All the following Department Number fields must be filled in

Click on the down arrow next to Sales No. to select the correct Dept. Number and click on it

Click on the down arrow next to Transport Sales No. to select the correct Dept. Number and click on it

Click on the down arrow next to Purchase No. to select the correct Dept. Number and click on it

Click on the down arrow next to Transport Purchase No. Out to select the correct Dept. Number and click on it

Click on the down arrow next to Transport Purchase No. In to select the correct Dept. Number and click on it

Click on the down arrow next to Agent No. to select the correct Dept. Number and click on it
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in Trader 3 - GIDemo

Value Adding  Trucks Reports  Utiity  Window  Help

E F
i = Add New Commodity
e Commodity | “torace  Packaged Goods | History| ol |
ﬁ [ Package Details: Other:
Commodities Package Size [sg 40} 0" [ Categony: [Uncategorized
|z Package Measurement Urits =g kgl
Cortracts Package Desaription (eg bag, drum}
ﬁ Package Transport Weight (kal: 0
Loads
ﬁ ~ Pricing Details:
Oriors Selling Price fexcl GST): $0.00 © Sell Price Basis is per -
@ ‘Wholesals Price (excl GST) $0.00 " Last Buying Frice: 0.00
Truck Book:
gl
Load Search
Licensed to Michelle Greer ‘ C:\Program Files\CDA SoftwarehCOA Grain Trader 33GTDemo mdb 13411/2008 820 AM

Now click on the Packaged Goods Tab

Click in the Package Size field and enter the value eg 40 (for 40kg)
Click in the Package Measurements field and enter the description kg

Click in the Package Description field and enter the description Bag

Click in the Package Transport Weight field and enter the value 40 (for 40kg)

Click in the Stock Adjustment field and enter the quantity currently on hand

Click in the Buying Price field and enter the cost price of the on hand stock

Click in the Selling Price field and enter the value

Click on the drop down arrow next to Category and select a category
(If the list is empty, type in a Category name for this commodity to belong to.)

Click on the Cross Box

Click on the YES button to save the record

Click on the NO button not to save the record

Click on the CANCEL button to return to the debtor record
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CDA Grain Trader — Add Storage Site

Click on Commodity Button
The cursor is in the Enter Alpha Code box

Start entering the Alpha Code of the Commodity you are looking for.

The more letters you enter the more defined the commodity list becomes
You may also use the side scroll bar up and down to scroll through the list
Once you have found the required commodity double click on it

The details of the commodity are now displayed

Click on the Storage TAB

" CDA Grain Trader 3 - GTDemo
File Wiew valueadding Trucks Reports Uity Window Help

Shortcuts 2

Debtors 2 Add New Commaodity

Commodity Storage | Fackaged Good5| H\S‘rory| Formula|

Creditors,

Storage Mame Bin
1,500 0.000 0.00 $0.00
Cammadities

&

Contracts

=

Loads

5

Orelers

i

Truck Baok

;{'ﬁ

Loz Search

addNew | viewLines |

| Licensed to Michelle Greer | C:\Program FilesyCOA Software\CDA Grain Trader 33GTDemo.mdb 1341142008 823 M

Click on the Edit button

Click on the Add Storage Site button

Enter the Storage Name

Click in the Code field and enter a code for this site (This field is optional)

Click in the Alternate Code field and enter a code for this site (This field is optional)
Click in the Maximum Tonnes field and enter a value for this site (This field is optional)

Click in the Tonnes field and enter an opening balance. (If required)
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Click on the cross box to close
Click on the YES button to save the record
Click on the NO button not to save the record

Click on the CANCEL button to return to the commodity record

CDA Grain Trader — Commaodity Inquiry

Click on Commodity Button

The cursor is in the Enter Alpha Code box

Start entering the Alpha Code of the Commodity you are looking for.

The more letters you enter the more defined the commaodity list becomes
You may also use the side scroll bar up and down to scroll through the list
Once you have found the required commodity double click on it

The details of the commodity are now displayed

Click on the Storage TAB to display storage details

Click on the History TAB to display sales and purchase details

Click on the cross box to close
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CDA Grain Trader — Purchase Contract - Add New

Purchase contracts are an arrangement with your supplier to provide a quantity of a particular commodity at an agreed
price over a specified period of time.

New Purchase Contract
[* CDA Grain Trader 3 - GTDemo
File Wiew Walue Adding Trucks Reports  Uklity  Window  Help

Shartcuts i3

Dg;s E. New Purchase Contract
2&1 o Select €y Details T Others T Temns & Specs T Adrmin T Loads T Orders T E spart
creders Sizset Ey ontrac urnber: rder Mo onkracl omplete
ﬁ lm Contract Mumber: Order M [~ Contract Complet
Commadities Erter Cortr. Date: |13-Mow-2008 o) [ ForEsport  Cunencye F Rate:
B l_ Account: | LI Open. I
Contracts Contract Contract Type: |Standard Quantity-based ;I Their Contract Mo: |
ﬁ Area; 0 Ha Est Yield/Ha I o FCL: I i}
Loads
Pricing Foint: - 3000 Zone |
o%s Commadity: I I I
@ Add Commad Tntalﬂuant\ty'l 0 Tonnes [~ Shaow Individual Tonnages
Truck Book Commadity Del. Paint FG Price| Metrics i
=
Load Search
b | Cantracted: 0.000 Mon-Caontracted: 0.000 Total Supplied: 0.000 Clean Seed: 0.000
Completed
Mew S I
Diefault - Erint Save I LClose I
‘ Licensed ta Michele Greer |C:\F‘rogram FileshCDA, Software\CDA Grain Trader 3%GTDemo.mdb 13/11/2008 825 AM
Click on Contract Button
Click on New Purchase Contract
Click in Contract Number box
Enter the Contract Number or leave blank to allow the system to allocate the next
available number
Click on Order Number to enter an order number for this contract
Click on Contract date and enter the date of contract or select by clicking on the calendar button
Contract Complete should be left unchecked until the contract has been fulfilled
Check the Export box and enter the contract currency if the contract is for export
Click in Account box and enter two or three letters of the Supplier alpha code Press Enter
Select the Suppliers account by clicking on it
Click in Broker box if there is a Broker and enter two or three letters of the alpha code

Press Enter
Select the Brokers account by clicking on it
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If there is a broker enter the dollars per tonne commission they will receive

Click on The ADD COMMODITY button

Click in

Click in

Click in

Click in

Click on

Click on

Click in

Click on

Click on

Click in

Click in
Click on

Click on

Click in

Click in

Click in

Click on

Commodity box
Enter two or three letters of the Commodity alpha code and press enter
Select the Commaodity by clicking on it and press enter

Price box and enter the price per tonne

Farm Gate box and enter the price per tonne at the farm gate.
(This is if the supplier is delivering the commodity)

Total Qty box and enter the quantity of the contract in tonnes
Terms & Specs Tab

Delivery Option down arrow
Select option by Clicking on it

Delivery Location box and type in the location name
From Date and To Date to specify the delivery period

Weight Option Details down arrow
Select an option by clicking on it

Packaging details and enter the packaging description

Terms Payment box and enter the days e.g. 30
Down arrow and select the period by clicking on it

Insurance Details down arrow and select an option

Quality details box to enter a quality description

Other Specifications and Terms boxes to enter these details
Moisture Content box to enter these details

ADMIN tab to enter

Date Contract sent

Check Contract returned

Check Annexure returned
Make amendments to the Contract

Click on the Save Button
Click on the Print Contract button to print copies of the Contract
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CDA Grain Trader - Sale Contract - Add New

Sale contracts are an arrangement with your buyer for you to provide a quantity of a particular commodity at an agreed
price over a specified period of time.

New Sale Contract
" CDA Grain Trader 3 - GTDemo

File Wiew Walue Addng Trucks Reparts  Uklity  Window  Help

Shortcuts IS

Dg;s E New Sale Contract
g@ B Details T Others T Tems & Specs T Admin T Loads T Orders T Export
Creditors Search Bi
B Contract Number: | Dider No I™ Conbiact Complete:
ﬁ IEonllacl N
iti Date: |13-Mow-2008 For Export 3 F Rat
Commodities U ate: ov 2] [~ ForEspott  Cunency | ate |
|z | Account: I ~| Mpen
Cortracts Contract Contract Typa:|5[andard Quantity-based ;I Their Contract Mo: |
m Area 0 Ha  Est YieldHa 0 FCL: 1}
Loads
& Fricing Poirt: B2l $0.00 Zore: | ~|
e Commadily
@ Add Commod Total Quanity 0 Tonnes I~ Show Individual Tonnages
Truck Book Cornmodity Price| Metrics i
&
Laad Search
J I Contracted: 0.000 Non-Contracted: 0.000 Total Supplied: I 0.000 Clean Seed: 0.000
Completed
New 5. I
Default - Frint Save Close
‘ Licenzed to Michelle Greer |C:\Program Files\CDA SoftwarehCDA Grain Trader 34GTDemo. mdb 13/11/2008 832 AM
Click on Contract Button
Click on New Sale Contract
Click in Contract Number box

Enter the Contract Number or leave blank to allow the system to allocate the next
available number

Click on Order Number to enter an order number for this contract
Click on Contract date and enter the date of contract or select by clicking on the calendar button
Contract Complete should be left unchecked until the contract has been fulfilled

Check the Export box and enter the contract currency if the contract is for export

Click in Account box and enter two or three letters of the Buyer alpha code Press Enter
Select the Buyers account by clicking on it

Click in Broker box if there is a Broker and enter two or three letters of the alpha code
Press Enter
Select the Brokers account by clicking on it
If there is a broker enter the dollars per tonne commission they will receive
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Click on

Click in

Click in

Click in

Click on

Click on

Click in

Click on

Click on

Click in

Click in

Click on

Click on

Click in

Click in

Click in

Click on

ADD COMMODITY button

Commodity box

Enter two or three letters of the Commodity alpha code and press enter
Select the Commaodity by clicking on it and press enter

Price box and enter the price per tonne

Total Qty box and enter the quantity of the contract in tonnes

Terms & Specs Tab

Delivery Option down arrow
Select option by Clicking on it

Delivery Location box and type in the location name
From Date and To Date to specify the delivery period

Weight Option Details down arrow
Select an option by clicking on it

Packaging details and enter the packaging description
Terms Payment box and enter the days e.g. 30

Down arrow and select the period by clicking on it
Insurance Details down arrow and select an option

Quality details box to enter a quality description

Other Specifications and Terms boxes to enter these details
Moisture Content box to enter these details

ADMIN tab to enter

Date Contract sent

Check Contract returned

Check Annexure returned
Make amendments to the Contract

Click on the Save Button

Click on the Print Contract button to print copies of the Contract

If you wish to print a Pro Forma Invoice click on this Export tab or else click on the CLOSE button
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Pro Forma Invoice

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

Click

in the Bank Name field and enter the Bank Name of your Buyer

in the Branch field and enter the Bank Branch of your Buyer

in the Address field and enter the Bank Address of your Buyer

in the Shipping Company field and enter the Name of the Shipping Company

Or

on the drop down arrow and select from the list

in the Vessel field and enter the Vessel Name

in the Vessel Age field and enter the age of the Vessel

on the calendar button next to EDD and click on the estimated departure date

on the calendar button next to EDA and click on the estimated arrival date

in the first field next to Description and enter the number of containers in the shipment
in the second field next to Description and enter a description of containers in the shipment
in the Bag Marks field and enter any bag markings that are in the shipment

in the Shipping Marks field and enter any shipping markings that are in the shipment
in the Export field and enter the name & address of the exporter

in the Quantity field and enter quantity of the shipment

in the second field next to Quantity and enter any plus or minus % variance

in the Price field and enter the price of the shipment

in the Price Basis field and enter the description of the basis on which the shipment is priced
in the Terms field and enter the payment terms on the contract

on the Print button to print the Proforma Invoice

on the Close button to finish
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CDA Grain Trader — Enter Creditor Payment

Click on Creditor Button

The following screen will be displayed.

[ CDA Grain Trader 3 - GIDemo
File Wiew Value Adding Trucks Reports  Uklity  Window  Help

Shorteuts 3

g

Debtors
Creditors
Commacities
B =, Select Creditor;
Contracts
m Search By |&lpha -
Loads Alpha | Name | Town Phone
% Add Abd Grain Dubbo 026874834 -
R ATOWT ATO Withholding Tax
et BLACK Jos Black Mores
i BULK. Bulk. Haulage Wilaw Tres
Truck Boak GG GG Grower Parthership Marrandera 02 6922 5574
‘ﬁ GOODYEAR Goodyear Twes wagga \Wagga
> GRAIMPRO Grainpro Dubbo

Load Search

LIME Limestone Supplies
RIGMEY Ken Rigney

Enter Alpha Code: ||

™ Show Inactive Creditors

Carnpbelltown
St Gearge LI

Inactive Records: []

New Record I Open I LClaze I

| Licenzed ta Michelle Greer ‘ C:\Program FilesyCOA SoftwareyCDA Grain Trader 3MGTDema.mdb [Crvts rmine Trrier Mam 17l - Mirrrenft Word b 13/11,/2008 846 AM

The cursor is in the Enter Alpha Code box

Start entering the Alpha Code of the account you are looking for.

The more letters you enter the more defined the account list becomes
You may also use the side scroll bar up and down to scroll through the list
Once you have found the required account double click on it

The details of the account are now displayed

Click on the Payment button on the bottom left of the screen.

The payment screen will be displayed, listing the outstanding Creditor Invoices.
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" CDA Grain Trader 3 - GTDemo

File  Wiew %alus Adding Trucks Reports  Uklity  Window  Help

Shortcuts i

Debtors

Creditors

&

Commodities

Truck Book
e

Load Search

= 7> Creditor Payment

- Creditor Account;

Payment Details:

Creditar Aecount: [B45 - GG Grower Partnership

Payment Date: |[EX

Reference Mumber: I

Total Payment Yalue:

Payment Description: [Payment

$0.00 [before discount)

Prepayment

Date | Description

[Creditor Imv No— [ Amount Owing] Amaunt Paid|

9/01/2002 100006 Feed Barley
370372008 100005 Feed Barley
4/03/2008 100027 Feed Barley
12/03/20028 | 100022 Feed Barley
2/09/2008 100046 S sfflower - Bulk, Ungrad

$14,38274 $0.00
$8.969.60 $0.00
$8,98823 $0.00
$8.533.13 $0.00
$42.197 06 $0.00

Discount: 0.00 % or I $0.00 inc GST of I

0.00 Discount Tatal $0.00

Cheque Total I $0.00

Save

| carcelEsal

| Licensed to Michelle Greer | C:4Frogram Files\CDA Software\CD& Grain Trader 34GTDemo.mdb

13411/2008 .48 AM

Click in the Reference number field and enter your cheque number.

Double click in the Amount paid column next to the Invoices you wish to pay.

The amount of the invoice appears in this column; you can press enter to accept this amount or overtype it with a
different amount and then press enter.

The cheque total continues to add up as you proceed.

When you have selected the Invoices you wish to pay at this time, click on the Save button.
You will be prompted to print a payment advice.

Click on the Yes or No button.

Click on the cross box to close
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CDA Grain Trader - Print Creditor Cheques for a Batch of Pay Advices

Click on Reports
Click on Batch Print
Click on Process Batch

Click on the Batch of Pay Advices you wish to print cheques. e.g. Broker, Grower, Carrier
" CDA Grain Trader 3 - GTDemo
File Wiew Walue Adding Trucks Reports  Utility  Window  Help

Shartcuts a

Debtors
8" =¥ Batch Print - Grower, Pay Advices
Creditors
Commocdties G ‘
15 $103e252 O
Contracts 16/04/2008 | G&G Grower Partnership 1019 PODOO04 | 100022 Feed Barlsy $853313 0O
ﬁ 12/03/2008  30/04/2008 | Young Mills 1018 100020 Purchases - Broke $363.00 O
12/03/2008  30/04/2008 | Young Mils 1015 100019 Purchases - Broke $36300 O
Loads 12/03/2008  15/04/2008 | Joe Black 1013 100019 Feed Barlsy $108.793.02 O
% 21/07/2008  26/08/2008 | Joe Black 1035 PO0OOOT | 100010 'wheat $6.865.74 O
27/08/2008  30/03/2008 | Grainpro 1039 100043 5 afflower - Bulk U $30446.35 O
CRE 2/09/2008 711042008 | GEG Grower Partnership 1045 100046 S afflower - Bulk U $42197.060 O
ﬁ 2/09/2008  7/10/2008 | Joe Black. 1043 100045 Chickpeas $21.087.00 I
Truck Book

Highlight the Loads you
wish to pay. Print.

[ Creditor has a Payment Review Warning curent Cred Ref's Cancel

| Licensed to Michelle Greer | C:\Frogram FileshCOA SoftwaretCOA Grain Trader 3\GTDemo.mdb 134112008 8:52 M

Click on Reports

Click on Batch Print

Click on the Process Batch button and highlight the batch to be paid
Click on the cross box to close

Click on Reports

Click on Other Reports

Click on Cheque Print
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Click on Save as Batch button

Click in the First Chg Number Box and enter your first cheque number

Click on the Print Summary button to print a summary of cheques to be printed
Load cheque stationery in your printer

Click on the Print Cheques button to print cheques

Click on Update Accounts button to write payments to Creditor Accounts
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Loads - Entering New Loads

Now let’s look at the module which brings it all together.
Point the cursor to the Loads box and click.

The Load screen is now displayed.

" CDA Grain Trader, 3 - GTDemo
File Wiew Walue Adding Trucks Reports /Ukliky  Window  Help

Shorteuts o

Dt %= | pad Entry - Last Load 100055 |
8" Load Mumber: || Find | [Mew Load) Crozs Ref: I
Creditors
ﬁ Details T Source T Drestination T Larrier/Cont T DOther T Financial Summ.
Commodities
@ — Load Fror Load Tar Load Dates:——————————— ™ Storage Only Load
Supplier &+ Buyer  (+ Fickup: |13-Nov-2008 m[ I Create Yalue &dding Job from Load
Contracts, .
F Storage Storage Delivery: [13Nov-2008_ 1] ITE”‘F"C"‘E- o
Loads r— Commodity:
% Mame: | ;I Waristy:
Otz Guantities in: Tonnes Season;
ﬁ Pickup \weight: ‘Weighbridge Daocket: I
Truck Book
ruerHeo D elivery Wweight: ‘Weighbridge Docket: I

}{ﬁ

Sampleho: Lipply Commadity Bonuses & Deductions to: [ Supplier
Load Search

. I~ Buyer
Packaging: Bonus/Deduction Baze: Rate:
Guality:
Update |

Comments: I |

ILoad Advice Farm j Process

| Licenszed to Michelle Greer | C:\Program Files\CD& Software \CDA Grain Trader 346G TDemo.mdb 134112008 9:03 Ak

Here you can enter the details of a new load.

Load Number: If you leave this field empty the system will assign the load the next sequential load number
when you save the load. (This is the preferred system)
Or
You can enter your own load numbers.

Dates: You can give the load a pickup date and a delivery date.
Click in the fields and enter the dates or use the drop down calender.

Load From:  The load may be from: Supplier or from Storage
Click the appropriate button.

Load To: The load may be to: Storage or to Buyer
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Click the appropriate button.

Commodity: To select the commodity for this load:
Click in the commaodity field and enter the first letter of the commodity
Click on the drop down arrow.
A list of commodities will be displayed.
Click on the commodity you wish to select.

Pickup Weight: Click in the Pickup Weight field and enter the pickup weight of the load in tonnes.
The supplier will be paid on this weight.

Pickup Weighbridge Docket: Click in the Pickup W/B Docket field and enter the weighbridge docket number.

Delivered Weight: Click in the Delivered Weight field and enter the delivery weight of the load in tonnes.
The Buyer will be invoiced on this weight.

Delivery Weighbridge Docket: Click in the Delivery W/B Docket field and enter the weigh bridge docket
number.

Bonuses & Deductions: If there are any bonuses or deductions for the commodity you have selected
they will be displayed in the Bonuses & Deductions box.
Click in the rate boxes and enter these values.

Apply Bonuses & Deductions: Bonuses & Deductions can be applied to the supplier payment or the buyers
invoice or both.
Click in the check boxes you wish to activate.

Supplier: If this is a load from supplier

Click in the supplier field and enter the first letter on the suppliers code
Click on the drop down arrow
Click on the supplier from the list displayed

Supplier Contract: This is an optional entry. You don’t have to have a supplier contract, but it is preferable.
Click in the supplier contract field
Click on the drop down arrow
Current contracts for this supplier will be displayed
Click on the contract you wish to select

Supplier Cost: If you have selected a supplier contract the supplier cost will already be filled.
If you wish to over-ride this cost or there is no cost
Click in the cost field and enter the cost per tonne in dollars and cents

Farm Gate: This field is the farm gate cost of the grain without transport cost included. This is the price levies
will be calculated on.

If you have selected a supplier contract the farm gate cost will already be filled.
If you wish to over-ride this farm gate cost or there is no farm gate cost
Click in the farm gate field and enter the farm gate cost per tonne in dollars and cents

Deduction 1: This is a per tonne deduction from the suppliers payment. For things such as fumigation costs.
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Click in the deduction 1 field

Enter the deduction per tonne in dollars and cents.
Click in the next field

Type in a description for this deduction.

Deduction 2: This is a per load deduction from the suppliers payment. For things such as weigh bridge tickets.
Click in the deduction 2 field
Enter the deduction in dollars and cents.
Click in the next field
Type in a description for this deduction.
Levy Deductions: These check boxes are automatically ticked or not ticked depending on the supplier and
commodity selected.
You can over-ride levy deductions by checking or unchecking the levy boxes.
Carrier: If you are paying a carrier for this load then select a carrier account else leave field blank.
Click in the carrier field and enter the first letter on the carrier code
Click on the drop down arrow
Click on the carrier from the list displayed
Cost: Click in the carrier cost field and enter the price per tonne you are paying the carrier.

Truck Number:

Pickup From:

Driver:

Buyer:

Click in the truck number field and enter the rego number of the truck which has performed this |
load.

Click in the Pickup from field and enter the name of the place where the load was picked from.
(This field is optional)

Click in the Driver field and enter the name of the name of the driver.
(This field is optional)

If this is a load to Buyer

Click in the buyer field and enter the first letter on the buyers code
Click on the drop down arrow

Click on the Buyer from the list displayed

Buyer Contract: This is an optional entry. You don’t have to have a Buyer contract, but it is preferable.

Buyer Sell:

Order Number:

Deliver To:

Click in the buyer contract field

Click on the drop down arrow

Current contracts for this buyer will be displayed
Click on the contract you wish to select

If you have selected a buyer contract the buyer sell field will already be filled.
If you wish to over-ride this selling price or there is no selling price
Click in the sell field and enter the sell price per tonne in dollars and cents

If your buyer has supplied you with an order number
Click in the Order field and enter the order number
(This field is optional)

Click in the deliver to field and enter the delivery point
Two fields are supplied for the delivery description
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(These fields are optional)

Export: If the load is for export check both export boxes to disable GST on the Invoices.

Command Button Options:

Save: Clicking on the Save button will save the details of the load and update the contract details.
You can then recall the load at a later time to process it.

Process: Clicking on the Process button will:
Save the load details
Update the contract details
Update the Suppliers account or storage details
Update the Carriers account
Update the Buyers account or storage details
Update any levies associated with the commodity

Delete: Clicking on the Delete button will delete a saved unprocessed load.

Cancel: Clicking on the Cancel button will erase all details from the load screen and close the load form.

Loads — Freight Only

To process freight only loads you must first have a commodity called “Freight” with a storage called “Freight”.
(See Add New Commodity)

Point the cursor to the Loads box and click.
The Load screen is now displayed.

Here you can enter the details of a new load.

Load Number field: If you leave this field empty the system will assign the load the next sequential load number
when you save the load. (This is the preferred system)
Or

You can enter your own load numbers.

Dates: You can give the load a pickup date and a delivery date.
Click in the fields and enter the dates or use the drop down calendar.

Load From: The load will be from Storage
Click the appropriate button.

Load To: The load will be to: Buyer
43




CDA Grain Trader Instructions

Click the appropriate button.
Commodity: To select the commodity for this load:
Click in the commodity field and enter the first letter of the commodity
Click on the drop down arrow.
A list of commodities will be displayed.
Click on the commodity called Freight.

Pickup Weight: Click in the Pickup Weight field and enter the pickup weight of the load in tonnes.
The supplier will be paid on this weight.

Pickup Weigh Bridge Docket: Click in the Pickup W/B Docket field and enter the weigh bridge docket number.

Delivered Weight: Click in the Delivered Weight field and enter the delivery weight of the load in tonnes.
The Buyer will be invoiced on this weight.

Delivery Weigh Bridge Docket:  Click in the Delivery W/B Docket field and enter the weigh bridge docket number.
Click on the Source TAB

Drop down the Storage List and select the storage called Freight.
Click on the Destination TAB.
Select the Buyer
Enter the Freight price in the Sell Field.
Enter the Delivery instructions.
Enter any additional charges.
Carrier: Click on the Carrier TAB.
If you are paying a carrier for this load then select a carrier account else leave field blank.
Click in the carrier field and enter the first letter on the carrier code
Click on the drop down arrow
Click on the carrier from the list displayed
Cost: Click in the carrier cost field and enter the price per tonne you are paying the carrier.

Truck Number: Click in the truck number field and enter the rego number of the truck which has performed this load.

Pickup From: Click in the Pickup from field and enter the name of the place where the load was picked from.
(This field is optional)

Driver: Click in the Driver field and enter the name of the name of the driver.
(This field is optional)
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Command Button Options:

Save:

Process:

Delete:

Cancel:

Clicking on the Save button will save the details of the load and update the contract details.
You can then recall the load at a later time to process it.

Clicking on the Process button will:

Save the load details

Update the contract details

Update the Suppliers account or storage details
Update the Carriers account

Update the Buyers account or storage details

Clicking on the Delete button will delete a saved unprocessed load.

Clicking on the Cancel button will erase all details from the load screen and close the load form.

Loads — Commission Only

To process Commission only loads you must first have a commodity called the commodity name with “Commission”

after it.

E.g. Wheat - Commission (See Add New Commodity)

Point the cursor to the Loads box and click.

The Load screen is now displayed.

Here you can enter the details of a new load.

Load Number field: If you leave this field empty the system will assign the load the next sequential load number

Dates:

Load From:

Load To:

Commodity:

when you save the load. (This is the preferred system)
Or
You can enter your own load numbers.

You can give the load a pickup date and a delivery date.
Click in the fields and enter the dates or use the drop down calendar.

The load will be from Supplier.
Click the appropriate button.

The load will be to: Buyer
Click the appropriate button.

To select the commodity for this load:

Click in the commodity field and enter the first letter of the commodity
Click on the drop down arrow.

A list of commodities will be displayed.
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Click on the commission commodity you wish to use. E.g. Wheat - Commission

Pickup Weight: Click in the Pickup Weight field and enter the pickup weight of the load in tonnes.

Pickup Weigh Bridge Docket Click in the Pickup W/B Docket field and enter the weigh bridge docket number.

Delivered Weight: Click in the Delivered Weight field and enter the delivery weight of the load in tonnes.
The Buyer will be Invoiced on this weight.

Delivery Weigh Bridge Docket: Click in the Delivery W/B Docket field and enter the weigh bridge docket number.
Click on the Source TAB

Supplier: Click in the supplier field and enter the first letter on the suppliers code
Click on the drop down arrow
Click on the supplier from the list displayed
Supplier Contract: This is an optional entry. You don’t have to have a supplier contract, but it is preferable.
Click in the supplier contract field
Click on the drop down arrow
Current contracts for this supplier will be displayed
Click on the contract you wish to select
Supplier Cost:  Click in the cost field and enter the cost per tonne as zero.
Farm Gate: Click in the farm gate field and enter the farm gate cost per tonne as zero.
Click on the Destination TAB.
Select the Buyer
Select a Buyer Contract if applicable.
Enter the Commission price in the Sell Field plus the freight charge if applicable.
Enter the Delivery instructions.
Enter any additional charges.
Carrier: Click on the Carrier TAB.
If you are paying a carrier for this load then select a carrier account else leave field blank.
Click in the carrier field and enter the first letter on the carrier code
Click on the drop down arrow
Click on the carrier from the list displayed

Cost: Click in the carrier cost field and enter the price per tonne you are paying the carrier.

Truck Number: Click in the truck number field and enter the rego number of the truck which has performed this load.
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Pickup From:  Click in the Pickup from field and enter the name of the place where the load was picked from.
(This field is optional)

Driver: Click in the Driver field and enter the name of the name of the driver.
(This field is optional)

Command Button Options:

Save: Clicking on the Save button will save the details of the load and update the contract details.
You can then recall the load at a later time to process it.

Process: Clicking on the Process button will:
Save the load details
Update the contract details
Update the Suppliers account or storage details
Update the Carriers account
Update the Buyers account or storage details

Delete: Clicking on the Delete button will delete a saved unprocessed load.

Cancel: Clicking on the Cancel button will erase all details from the load screen and close the load form.
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Loads - Re-call Loads

To recall a load to examine details or to process a previously entered load
Point the cursor to the Loads box and click.

The Load screen is now displayed.

You can recall a load by entering the Load number or by using the find button.

- Click on the Find button now
- This will display the Find Load screen.

- You can search for loads by a number of different options and display all loads or only unprocessed loads

- Click on commodity in the Search By box
- Click on the Show processed Loads box
- Click in the Enter Code box
- Type in the first letter of the commodity code
All loads of commodities starting with that letter are now displayed
- DOUBLE CLICK on the load
- The details of this load are now displayed
- Ifthe load is not processed you can change any of the details then
- Click on the Save button to save any changes or
- Click on the Process button to process the load or
- Click the cancel button to close this screen

Loads - Reversal
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Click on the LOAD Button

Enter the Load Number of the load you wish to reverse and press ENTER

This will display the details of the load.

Make a note of the Pickup & Delivery Weights and the Weighbridge docket numbers.
Now click on the Copy to New button.

This will make a copy of the original load.

Click in the Load Number box and enter the number of the original load and add an A to the end of the number.
Enter the weights into this new load but put a minus sign in front of the weights.
Enter the weighbridge docket numbers.

Click the Process button.

This has reversed all the entries for the original load.

Now enter the Load Number of the original load again and press ENTER

This will display the details of the load again.

Now click on the Copy to New button.

This will make a second copy of the original load.

Click in the Load Number box and enter the number of the original load and this time add a B to the end of the
number.

Now enter the weights and weighbridge numbers and make any changes that were incorrect in the original load.
When everything is correct, click on the Process button.

Remember to go to Batch Document Print and print off the original load and the reversal so they do not appear on
any Invoices or RCTI's that you wish to send out.

Printing Invoices and Pay Advices
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Buyer Invoices

Click on Reports in the Menu Bar

Click Batch Print

Click on Buyer Invoices

You will notice there are three loads here. These loads have been processed but have not yet been
printed on an Invoice.

You have the option of printing 1, 2 or as many loads as you wish

Click on each load now, one at a time

Now click on the Print button

If you have a printer attached click on the printer icon and then click OK to print the invoices

Supplier Pay Advices

Click on Reports in the Menu Bar

Click Batch Print

Click on Grower Pay Advices

You will notice there are a number of loads here. These loads have been processed but have not yet been
printed on an Invoice.

You have the option of printing 1, 2 or as many loads as you wish

Click on each load now, one at a time

Now click on the Print button

If you have a printer attached click on the printer icon and then click OK to print the pay advices

Carrier Pay Advices

Click on Reports in the Menu Bar

Click Batch Print

Click on Carrier Pay Advices

You will notice there are a number of loads here. These loads have been processed but have not yet been
printed on an Invoice.

You have the option of printing 1, 2 or as many loads as you wish

Click on each load now, one at a time

Now click on the Print button

If you have a printer attached click on the printer icon and then click OK to print the pay advices

Load Report
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- Click on Utility in the Menu Bar

- Click on Load Search
- This is a powerful load search and reporting function.
- You can click on the start button and you will get a report showing all loads for the month.
- Oryou can adjust the many options at the top of the screen to filter only the loads you wish to report on.
- Click on the Start button now and then click on the print icon to print the report
Click on the X box to close this screen

Split Loads
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Split loads occur when one load of grain is picked up from two or more suppliers. This is handled in Grain Trader by
doing two or more loads into storage, one for each supplier, and then one load out of storage to the buyer for the total
tonnage.

- Add a storage site to the commodity being traded. e.g .misc or split
- Do a separate load into storage for each supplier. Put it into the storage site you have just created.

%= Load Entry - Last Load 100055

Load Mumber Find [New Load) Cioss Ref:

 Detaild |+ Sowce |  Destinstion | CariewCont | Other | Financial Summ

~Load From Load T Load Dates B S @il
Supplier & Buper Pickup: [13-ov-2008 m] [ Create Value Adding Job from Load

Storage Storage Delivary: [13ov-2008 1] ITB"‘P‘atE:

=]

~ Cammadity

Mame: [BARLF - Feed Barley B Variety:
Quantities in Tannes Season

Pickup*weight: | 12.340 ‘Weighbridge Docket: 4253144
Delivern weight: 12340 weighbridge Docket: (4253144
Sampleho: pply Commodity Bonuses & Deductions tor [ Supplier
| I~ Buyer
Packaging. Bonus/Deduction Base:  Rate
Buality: I
Update:

‘ Comments: | |

Load Advice Form - Print 3 Process

The Details Tab of the 1st Pickup into storage.

%= | oad Entry - Last Load 100055

Load Mumber: Find | [Mew Load] Cross Ref:
v Details I ¥ r +" Destination T Larier/Carnt T Dther T Financial umm.

— Supplier:
I~ ForEsport | Print message on invoice Message... | ORI
Mame: [G4G - G4 Grower Partnership 02 322 5674 I | YR

Contract: |F’UUUUU4 - Feed Barley 135.44 of 500 26/02/2008 _vl Open.. | :S:ZGBd
al EE

Cred Ret: l— Release Mo li [ Show All Contracts 1ot 1oed
Payment Due: IW
Cosl:lw Deductiom:l /Tonhe I
Fiiste:|  $29000  Deduction2: | Aoad |

Offgrades Qty: 0.000 AI\UW$/tDnne.| $0.00 Pickumem.IExFarm

i~ Pickup Storage [Dptionall

Storage: I

Bir Mo vl

ILnad Advice Form - PFrint | Process

The Source Tab of the 1st Pickup into storage
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%= | pad Entry - Last Load 100055

Load Mumber: I Find | [Mew Load) Cross Ref: I

¥ Details T ¥ Source T v Larrier/Cont T Other T Financial 5umm.

-~ Buyer:

I~ For Export. I Print message orinveice Message... |
Name:l ;I Frint S&F.... |

) = Shows Al
Contract.l _I DDLI I Contracts

Cantrol No:l Order Mo I Deliv T I

SeII:I Pront Due: I H I

Additional charges:
Dept | D escription oty Price| Taxable | G5T| Total] |

=1

— Delivery Storage:

Storage: IMisc

Bin No:lMisc

ILoad Advice Form LI Delete Process Cancel

The Destination Tab of the 1st Pickup into Storage

- Now Process the Load.

- Repeat the same procedure for each Pickup.
Do not enter any carrier details into the Pickup Loads.

Now do one load out of storage, to the Buyer.

%= | oad Entry - Last Load 100055

Load Mumber; I Fird I [Mew Load) Cross Ref: I

T ¥ Source T ¥ Destination T ¥ Carier/Cont T Other T Financial Summ.

— Load Fram: Load Ta: Load Dates: ™ Storage Orly Load
Supplier Buyer o« Pickup: |13-N0v-2008 m[ I~ Create Yalue Adding Job from Load

Storage (% Storage Delivery: |13-N0v-2DDS (| |T S E =
— Commaodity:
Mame: IBAF!L-F - Feed Barley ;I Wariety: I
Quantities in: Tonnes Season: I
Pickup Weight: I 28770 ‘weighbridge Docket: |232424
Drelivery Weight: I 28770 ‘weighbridge Docket: |232424
SampleMa: I Apply Commodity Bonuses & Deductions to: [ Supplier
. I~ Buyer
Packaging: I Bonus/Deduction Base: Rate:
Quality: I
Update |

| Comments: I

ILoad Advice Form ;I Delete | Process Cancel |
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The Details Tab of the Load out to the Buyer

%= | oad Entry - Last Load 100055

Load Number:l Fird | [Mew Load] Croszs Ref: I
¥ Dietails I ( : T ¥ Destination T " LCaier/Cont T Other T Financial Summ.

— Supplier:

I~ Faor Expart ™ Prink message an invoice Meszage... | oFl
Marme: I | YFF

MHEWEE
Contract: - Dper... |
I _I EELL Mot Used
Cred Ref: I Release Mo: I ™ Show &l Cantracts Mot Lsed
Payment Due: I ll

Cost: I Dreduction 1: I /Tonne I
FéGate: I Dreduction 2: I fLoad I
Offgrades Qty: I 0000 Allow $/tonne: I $0.00  Pickup From: |

-~ Pickup Storage:

Storage: |Misc

Bin No:lMisc

Load Advice Form LI Delete Process Cancel

The Source Tab of the Load out to the Buyer

%= | oad Entry - Last Load 100055

Load Mumber: I Find | [Mew Load) Crozz Ref: I

" Details T ¥ Source T v T " LCarier/Cont T Other T Financial Surmm.

[ ForExpot [ Print message on invaice Message... |
Mame: ISDUTH - Southern Feedlots d Fririt SAF... |

Eontrac:t:l ;I Open.. | r ggﬁ::‘a'gltls
Control No:l Order Mo I Dreliv Tox I
Selt | $450.00  PmntDue: [16-Dec-2008 | |

Additional charges:
Dept | Description Oty Price| Taxable | G5T| Total| » |

=1

- Buyer:

— Delivery Storage [Optional]:

Storage: I

Bin No:l

ILoad Advice Form j Process

The Destination Tab Of the Load out to the Buyer
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%= | pad Entry - Last Load 100055

Load Humber: I Find | [Mew Load) Cross Ref: I

¥ Details T + Source T " Destination T(m T Other T Financial Summ.

— Carrier:

I Print message on invaice Message... |

Narne: IBULK - Bulk Haulage ;I

Eost:l $26.00 Based on: & Delivery Weight " Other Qty: I
Cred Ref: I
Truck Mumber: |434JDB vl Driver: I

Kilomnetres: I 1]

— Container Details:

Container No: I

Tare Weight: I

150 Code: |

Seal No:l

Load Advice Form LI Delete Process Cancel

The Carrier Tab of the Load out to the Buyer.

If you are paying the carrier. Enter the Carrier details in the Carrier Tab as above.
Now process this Load.
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End of Month Reports and Procedures:

Debtors Reports

Transaction Listing
- Click on Reports in the menu bar
- Click on Debtors
- Click on Transaction Listing
- Select whether you want to print the transactions in date order or alpha account order
- Click on the command button Print EOM
- Click on the printer icon to print the report

Trial Balance
- Click on Reports in the menu bar
- Click on Debtors
- Click on Trial Balance
- Click on the printer icon to print the report

Statements
- Click on Reports in the menu bar
- Click on Debtors
- Click on Statements
- Click on the printer icon to print the debtors statements

Creditors Reports

Transaction Listing
- Click on Reports in the menu bar
- Click on Creditors
- Click on Transaction Listing
- Select whether you want to print the transactions in date order or alpha account order
- Click on the command button Print EOM
- Click on the printer icon to print the report

Trial Balance
- Click on Reports in the menu bar
- Click on Creditors
- Click on Trial Balance
- Click on the printer icon to print the report

Statements
- Click on Reports in the menu bar
- Click on Creditors
- Click on Statements
- Click on the printer icon to print the creditors statements
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Commodity Reports

Sales History Listing
- Click on Reports in the menu bar
- Click on Commodities
- Click on Sales History Listing
- Click on the printer icon to print the report

Purchase History Listing
- Click on Reports in the menu bar
- Click on Commodities
- Click on Purchase History Listing
- Click on the printer icon to print the report

Levy Reports
Click on Reports in the menu bar
- Click on Levy Reports
- Click on the Levy report you wish to print
- Click on the printer icon to print the report

Sales Dept Reports:
Click on Reports in the menu bar
- Click on Other Reports
- Click on Sales Dept
- Select options
- Click on the print button
- Click on the printer icon to print the report

Purchase Dept Reports:
Click on Reports in the menu bar
- Click on Other Reports
- Click on Purchase Dept
- Select options
- Click on the print button
- Click on the printer icon to print the report

GST Transactlon Report:

Click on Reports in the menu bar
- Click on Other Reports
- Click on GST Transaction Report
- Click on Print or Print Update (Once you have selected Print & Update you can’t print it again
- Click on the printer icon to print the report

BACKUP BACKUP BACKUP BACKUP BACKUP BACKUP
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