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Introduction

About Opera 3

Opera 3 is the most versatile and user-friendly accounting, supply chain management,
payroll & HR, manufacturing and reporting solution from Pegasus Software. A modular
solution, Opera 3 enables you to select the components that match your current business
model, whilst making it possible to add further functionality as requirements change. This
means that the capability or capacity of a system can be seamlessly expanded whilst
safeguarding the investment.

For more information about Opera 3, select the Solutions link on the Pegasus web site.

About this Guide

This Accreditation Training Courseware offers an accompanying guide to the accreditation
training course.

If you are new to Opera 3, read the Getting Started section of the Opera 3 Help that covers
the application in more detail. You can access this from the Windows Start menu, or by
using the F1 Key or Help menu when you have logged in to the product.

Opera 3 is available for both Visual FoxPro and SQL Server database platforms. This
Accreditation Training Courseware applies to both database platforms, however, there are
certain elements that are only included in one or the other database, and as such, the
relevant sections or paragraphs are clearly identified with the following labels:

[SQL] — only relevant if you are running the application on an SQL Server
database.

[VFP] — only relevant if you are running the application on a Visual FoxPro
database.

Sections that are not identified with these labels are relevant to both database types.

For more information, see the section Functional Differences between Opera 3 Enterprise &
Opera 3 Enterprise SOL section in_the release guide.
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Feedback
Pegasus is interested to hear your views on the documents we provide. To give your
feedback, send an email to training@pegasus.co.uk. Please type

“O3Training_Accreditation_ ADM40GettingStartedR1.3.docx Accreditation Training
Courseware” in the subject box.

Please note that product support is not offered through the above email address.

© Pegasus Training Services 1l
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Training Literature Releases

Release Added Information

R1.0 Originating document (Uplift to O3) Including more in-depth
details

R1.1 Uplift for v1.3x and Chapter heading changes

R1.2 Uplift for v1.5x

R1.3 Uplift for v2.2x
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1 Launching Opera

1.1 Starting Opera 3

Activating Opera 3

If you do not have a shortcut on your Windows Desktop, Click the Windows Start
button. In the Programs group, point to Pegasus Opera 3 and then click Pegasus
Opera 3.

Enter the details into the Screen displayed using the information from your
registration card...

Note: If you do not have an Activation Key, you can use the EVAL or DEMO
activations to Activate Opera 3 in evaluation or demonstration mode.

.3 Activation

Thank you for purchasing Pegasus Opera 3
To activate the system please complete the Following details,

IF vou only wish to evaluate the svskem enter an activation key of DEMO or EVAL

Company Marme: Activation Date: | 09/09/2010
Address: Licence Mumber: I:l

Serial Number: | |

Activation Key: I:I

Post Code: |:|

Aickivate ] [ Zancel

Once all the details have been entered, click the Activate button.

Note: You must enter your activation details from your registration card accurately
(that includes letter casing) otherwise the activation will not work.

1.2 Logging on to Opera 3

Once Activated Opera 3 will prompt you to enter the User Identification and the
password for that user. As standard, Opera 3 comes with three users being
ADMIN, MANAGER and USER. None of these Login ID’s have passwords set.

© Pegasus Training Services
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1.2.1 User Login

In the User I.D. box, type the User name required. ADMIN, MANAGER and
USER are the logins provided to demonstrate the menu security provided with
Opera 3. Manager has access to all menu Items and functions. The User login
has a restricted access.

Opera 3 Logon

Licensed for use: Pegasus Software Ltd
Evaluation System

Licensed User(s): 2 Users

Release Mumber: 1.00.00{118)

Licence: Eval

Serial Number: FDEAFGHIECFDFEGHPSEC

; A To enter Opera 3 you must supply a valid user
name and password.

User LDt || |

Password: | |

Leave the Password box blank and click the Logon button to proceed or press
Enter.

1.3 Using the Online Help

The Help file includes comprehensive information about the application. It is
designed to be displayed in Microsofts HTML Help window and relies on
Microsoft’s Internet Explorer 6.0 or later being installed on the computer.

Help Window tabs
The following tabs are available to help you find the information you need:

Tab Description

Contents Displays books for each chapter or modules, menu items, and pages. Click a
book to expand it to show groups of pages. Click a page to view its
corresponding topic.

Index Provides a list of keywords. Click a keyword to view its corresponding topic.
If several topics reference the same keyword, select the topic to view from a
pop-up menu.

Search Enter words or phrases to scan topic content and find all topics that match
the search criteria.

Tip: Use double quote marks before and after the phrase to find all words in a
search phrase. For example, to search for occurrences of Sales and Invoice
together, enter "Sales Invoice". To search for all occurrences of either Sales and
Invoice, enter Sales Invoice.

Favourites You can use this tab to create a personalised list of favourite Help topics.
You can then go quickly to topics you view often by selecting them from this
tab.

© Pegasus Training Services
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Accessing the Help

You can access the Help from anywhere in the application. If a form is already
open the relevant Help topic for that form is displayed. Access the Help by doing
the following:

e Click the button on the toolbar.
e Pressing F1.
e Selecting the Contents & Index command on the Help menu.

Each chapter in the Help file represents a module in Opera Il. If you are a new
user, the Getting Started chapter will guide you through the user interface,
adding, deleting and editing records, searching, and printing and reporting.

Feedback: Pegasus is interested to hear your views on the information we
provide. If you find an error or omission in the Help file, please send an email to
feedback@pegasus.co.uk describing the issue and including the words "Opera
Help" in the email's subject line. Please note that product support is not offered
through the above email address.

Help Window toolbar

m|ORE e = @& [

Hide  Locate Back Forward Refrezsh Print Pegasus |

Hide/Show Hides the navigation pane including the Contents, Index, Search and Favourites
tabs. This frees up your screen for the Help topic and other applications.

Note: The Show button is displayed after the Hide button is selected.

Button Purpose

Locate Locates to highlight the topic you are viewing in the Contents pane.

Back/Forward Displays previously viewed topics.

Refresh Refreshes the Help topic. If you search for words in the Search tab, Refresh
removes the highlighted words in the Help topic.

Print Prints the topic. If you have the Contents tab selected, this form provides options
for printing the current page (topic) or everything contained in a current heading
(based on the item selected in the contents). You can also right-click inside the
topic frame and select Print from the shortcut menu to print the topic.

Print Topics @

You can print the selected topic or all the topics in the
selected heading. “What would you like to do?

() Print the selected topic
(O Print the selected heading and all subtopics

I‘ 0K ][ Cancel ]

Pegasus Opens the Pegasus web site (www.pegasus.co.uk) in your web browser if the
computer is linked to the internet.

© Pegasus Training Services
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1.4 Viewing Guides in Adobe Reader

User guides are an important part of the application because they are provided to
answer your questions. Each release includes a Release Guide, System
Requirements Guide, |Installation Guide, Implementation Guide and
Demonstration Data Guide. These guides are in PDF format which are read using
Adobe Reader (Default location: C:\Program Files\Pegasus\O3 Client VFP\User
documents) .

Release Guide

When new versions of the application are released, they are normally
accompanied by a Release Guide that contains information about the new
enhancements in the release as well as information about earlier releases.

Note: You can also view the guide from the Opera Il CD Installation Menu.

Demonstration Data Guide

This guide is provided to assist in the use of the demonstration data. It is
recommended that the Help is used at the same time.

Implementation Guide

The Implementation Guide provides a high-level view of Opera Il and how to
approach an implementation. It details how the modules are integrated, and
recommends the order in which elements should be set up.

System Requirements Guide

The System Requirements Guide details the minimum and recommended
computer hardware and software requirements that are required to install and use
the Enterprise and Enterprise SQL editions. It also includes guidance on using the
Enterprise and the Enterprise SQL editions in a Terminal Services environment in
Windows Server 2003 and Windows Server 2008 (32-bit & 64-bit).

To View and Print a PDF guide in Opera ll

1. The guides can be viewed from these areas of the application:
a. From the Help menu when the Classic Navigator or Navigation Pane is
used.
b. From the Opera 3 button when the Ribbon Bar is used.
2. On the Guides menu, click to select the guide you want to view. The guide is
displayed in Adobe Reader.
3. On Adobe Reader's File menu, click Print and select the printer you want to use.
Then click OK.

4. If the File menu is not displayed, either click the Print icon on the toolbar or press
the right-click button on the mouse and select Print. Then choose your printing
preferences and click OK.

Installing Adobe Reader

The latest version of Adobe Reader is on the application's CD. During the
installation of the client software, the application checks to see whether Adobe
Reader is installed on your machine. If it cannot be found, a message is displayed
prompting you to install it from the CD. You can install it from the Prerequisites
menu that is displayed on the setup menu when you insert the CD into the CD
drive.

© Pegasus Training Services
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1.5 Focused Online Help

The Help supplied with Opera 3 has been restructured and improved. Each
module in the application has it's own Help system that includes the information
you need to understand the purpose of the module, what each form and box on
each form is for, and how to complete tasks.

Information  Description
Type

Concept An ‘Introduction to ... " topic that gives an overview of the module, describes the
different areas of the module, and includes a chart of how the module links to other
modules in the application.

Reference These topics describe the different boxes on each form in Opera 3. These Help
topics have been shortened so that information is easier to find.

Task These topics describe the steps required to do tasks in Opera 3.
New This 'What's New' Help file provides information on features in a new release plus
Features other information that is relevant to the release that can be read on-screen. This

information is also available to print in a PDF file.

Each form in Opera 3 has a Help button that opens the Help topic for that form.
When you click the Help button only the Help for that module is displayed so you
are not overwhelmed by Help for the entire application.

To help you find other information you may be interested in, most Help topics
include a button that links to other related Help topics like instruction topics.
Topics that relate to features that are available in Pegasus Opera 3 but not
available in Pegasus Opera Il are indicated in the contents pane by either this

icon - ) or by this icon -. il

B2 Opera Help |Z”E|E|

| & o
Hide Refresh  Print Options  Pegasus
Financial Calendar on the ®' Ribbon ~
Lontents ] Index I ﬁearchl ﬁ\ossawl Bar. =
m Mominal Ledger
QJ Intraducing the Mominal Ledger MNote: If the Nominal Ledger has not been
[2] Joumals initialised, you need to create your
H Nominal Ledger Types, Sub Tvpes and
Q Fi.ectllyJournals chart of Accounts, andrthen update the
Q Wiews Set Options form before running the
@ Reports Financial Calendar command.
M atrix Reparts
Ltilt e
g M” = 6. Make sure the details in the calendar are
antenance correct, including the status of each period
Howto ... for each module.
3 ... 5et Up the Mominal Ledger
] ... Define Aceaunts 7. Click DK to close the form.
3 ... Define Budgets for Accounts
£ ... Define and Post Journals 8. If you want the operators to be warned
”3 ... Rectify Journals when a Nominal Ledger posting is made
3 .. Transfer Sales Ledger Postings outside of the current period, tick the
j Transier Puchase Ledger Fosti Warn if Posting Non-Current box on the
2| o L anster Purehase Ledger Fosir Set Options form. To load the form:
3 ... Transfer Cashbaook Postings
3 - Transfer Paproll details Open the Nominal folder and then click
1] .. Transfer Stock Control & BOM p Nominal - Utilities - Set Options or
3 ... Transfer Fixed Azsets postings click the Financials tab and then click
1] ... Fun the Period End Nominal - Utilities - Set Options on the
3 ... Run the Year End &' risbon Bar.
] Conzolidate Mominal Ledgers
3 ... Revalue Fareign Bank Accounts ‘_‘
1] ... Revalue S_tDCK Balan;es Open Period Accounting is available in
3 ... Wiew Maminal Ledger informatior Opera 3 Enterprise and Opera 3 Enterprise
] Create a banagement Fepart 50L.
3 ... Print or Save a Management Re
!2] Open Period Accounting RS TR
¥ ... Set Up Open Period &ecour Open Period Accounting
#7 . Dpen. Block of Close a Peric _ | 3etOptions
ﬁ .. Change the Mumber of Perio Mc  To Change the Mumber of Periods ror
¥ .. Create a Future Financial Ca O Ta Create a Future Finandal Calendar ail to
B X . fee N X § ue and
’@ .. Create a Previous Financial | inc  ToCreate a Previous Financial Calendar h the
en  ToOpen, Block or Close a Period
< | =@ =

The Opera 3 Help form with the Related Topics menu displayed.
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It is easier to search for information in Opera 3. The search results include the
module that the information is included in, helping you to decide which topic to
open. You can search the Help topics' titles only, search for similar words and
search only in the results of a previous search.
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Accreditation Training Courseware
2 Opera Desktop

2.1 The Desktop

The default setting for Opera 3 is the Ribbon Style menu, with the Record and
General Toolbar at the button. Opera 3 also sports an O3 button with various
functions and links.

Opera 3

B u tto n 3 Pegasus Opera 3 - Orion Vehicles Leasing
: T Fnancals | Supply Chain Management  PayoN AR CRM  Reporing  Admimistiation  Favouries
€ View  Reports ™ . @PR  History PIRReports™ N Rectify Reports ~ [[gBateh Maintenance ™ Reports ™ Q’ € View
2 (L] Analysis Utilities ~ Z € View  Payments~ Utilities ™ € view Utilities ™ 2 Reports ™ 2 Utilities ™ > [ Estimate
I ) Processing 6 tistory Maintenance ‘Prnussmv Ll Analysis Reports ™ Maintenance ~ Journals Moty Maintenance” ProCessing yiiviec ~ ‘Prvusslnv Maintenance * mé:;mq [ Bateh
4 : - : Sales Purchase Nominal | Cashbook | Fiedassets Costing
3 Logon
[ Date and Company
@ Help
E Guides 3
& Pegasus Web Site
[& Pegasus Forms Web Site
Go Ta Window 3

| D=20HdP002 (29292 Q@°Mm

Reports ™
Utilities
Maintenance =

@)
©
®
=
Q
O
D
2
=
—
@)
©

The Ribbon follow current technology (MS Office 2010 style) and offers the
modules as per the appropriate modular groups. Instead of folders previously
seen in the navigator, the sections such as utilities and maintenance now offer a

drop down selection.
Reorder Menu |

Opera 3 Button

Help (Specific) |

With the Ribbon Bar,
the user is able to use
both the mouse and
the keyboard to select
options. The Alt key
allows single key
navigation to an
application, while the
Tab key allows
navigation between the

- — : g} ;‘“:"" ; C% - = M options within an
ange Date & Company e and tompan ] application.
— @ Hep Generic Help PP
Links to PDF Guides | E :U'd“ b s ’
'egasus el ite — .
. @ Pegasus Forms Web Site Pegasus WebSIte
Link to Pegasus Forms Go To Window »
- Toggle Windows
‘
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The About...

& X

Emduct} Applications

Pegasus Opera 3

Edition: ©pera 3 Enterprise

Database: Microsaft Visual Foxpro

1.00.00 (190) Build 08/10/10 10:36 Built 08.10.10 10,36
Framework

1,00.00 (190) Build 08/10/10 10:36

Copyright @ 1990-2010 Pegasus Software Limited

All rights reserved,

Partions & 1988-2004 Microsoft Carporation
Partions € Gateway Computing Limited

Licensed For Use Pegasus Software Ltd A~
Post Code MN1S 6PE

Licensed Uset(s) S Users

Licensed Companies 10

Licence 12345

Serial Mumber WRRZALFYIGSHBEEXZ W 3L

Activation Date 0309710

Wersion WFP 09.00.0000.7423 EXE SUPPORT LIBRARY [FE
Physical Memary 2045,90 Mb v

QK
intemational treaties, Unauthorised reproduction or distribution of this
program, or any partion of it, may result in severe civil and criminal System Info..,

penalties, and will be prosecuted to the maximum extent possible under the

law,
Beset Memory

Product | (Applications |

Financials Payroll & HR

Nominal ; = Payrall : =
Sales ; & Personnel : =]
Purchase : & CRM

Cashboak =) Sales Pipeling Management ;O
Fixed Assets : a Service Management : [m]
Job Costing : (=) Reporting

supply Chain Management Pegasus Dashboards : (m]
Invoicing : [u] Reporter =
SOP & ECYAT =)
POP =) Advanced Doc. Management : O
Stock : =)

Bill of Materials : =)

Warming: This computer program is protected by copyright law and

s hotized d or distribution of thiz
program, or any portion of it, may result in severe civil and criminal
penalties, and will be prosecuted to the maximum extent possible under the
aw,

II
=

System Info...

Beset Memory

Memory Management

Within Opera 3 Pegasus does not write any
code to control the memory management or
allocation of the computers RAM. All memory
functions are carried out by the Visual FoxPro
application itself. Being a true 32-bit
application, Visual FoxPro will use its own
dedicated block of memory given to it by the
Operating System. This sits independently
within the PC’s RAM of any other application.

It is possible however that the RAM allocated
to Visual FoxPro runs out. This would then
trigger “Paging” the dumping of RAM to Disk
to free up memory. As long as there is plenty
of disk space paging can give the application
a huge amount of extra “Virtual memory”. If
disk space were short, or run out this would
result in an “Out of Virtual Memory” message.

Force Opera 3 to reset its memory by clicking
the Reset Memory button on the About Opera
3 form.

More Ribbon Bar Functionality & Favourites

The Ribbon bar is a navigation panel that groups the modules in Opera 3 under
different tabbed pages. The panel is similar to the Ribbon bar used in Microsoft
Office 2007 and is the default navigation method in Opera 3. You can change the
order of the tabbed pages and add either your most-used commands in the
application or a link to another software product to the Favourites tabbed page.

Instructions to do this are included at the end of this Help topic.

6)00 T

Favourites Financials Supply Chain Management Payroll & HR

¢ L L9l

=

Reporting Administration

| O,

Bank (Calendar Journals Matrix Rectify = Birthday Calculation P45 Processing T/Period  Allocate Batches Pick Processing  Invoices Processing Receipts Data

Accounts Reports List

Nominal Payroll

Summar Stock Stock & Cred & Adju Backup R
<

SOP Sales

The Ribbon bar form with the Favourites tabbed page displayed.
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The Ribbon bar includes the Opera 3 button that displays a menu so you can Notes
easily: e

e Login to the application again (if prompted to do so)
e Change the application's accounting date

e Access the Help file and user guides

e Load the Pegasus and Pegasus stationery web sites
e View a list of the forms that are open.

Single click on these functions to launch the respective processes. Keyboard
options to navigate the Ribbon bar are also available.

There are several options for the Ribbon bar including minimising it to offer more
working space in the screen.

3 Pepasus Opera 3 - Orion Yehicles Leasing

|’Ié‘\ 0 3 m

o Financia

Add Mew Application Shortcut to Favourites
Show Below the Ribbon

&
9 (0] An Minimize the Ribbon

Processing i ~ || Proce)
&-Histor}r Maintenance \

Sales

pasus Opera 3 - Orion Yehicles Leasing
@& -

Financials

Favourites

Payroll & HR Administration

You have the ability to re-order the sections by clicking on the Re-order icon and
click & drag the sections as required.

3 Pepasus Opera 3 - Orion Vehicles Leasing

|/:eqﬂ e |-E% v

Financials

Administration

Payroll & HR Fa ~writes

3 Ribbon Bar Options

Display tabs in this order

inancials
Payroll & HR.
Administration

Financials Payroll &
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Right click on a “favourite” or “common” function and add it to your favourites
section.

=
Jo| Add to Favourites: Journals ;
Show Quick Access Toolm
| | Minimize the Ribbon
. Please specify a group nam
item, You may bype a new groy

existing group name,

N Rectify Reports~ c [g Batch M
% o

| =1 1 Litilities =

‘<play name For this Favourite
" vou wish or choose an

Group name: | Morninal

Display name:

Journals Rectify
| Pro

Nominal

The modules in the Ribbon bar are arranged into the following tabbed pages:

Modules
Favourites Your favourites. Each user can add their own most-used commands to this group.
Financials Sales Ledger, Purchase Ledger, Nominal Ledger, Cashbook, Costing, and Fixed Assets
Payroll & HR Payroll and Personnel
Administration System etc.

2.1.1 Navigation Options

The navigation is user defined — there are various options available

The Menu Bar & Oll equivalent Navigation

When activated, the menu bar at the top of the screen contains one menu
command for each activated module, such as System, Sales, Purchase, Nominal
and so on and one menu including File, Edit, Record, Window and Help. This is a
multi-layer menu as in all Windows products. You can also use the Opera Il style
Navigator.
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The File, Edit, Record and Help menu bar commands have equivalent buttons on
the Toolbar and control the non-accounting aspects of the Windows interface.
They are concerned with the maintenance of account records and include
functions such as New, Save, Delete and so on.

The menu bar also lists the module menu items along the top of the screen (as
was the case in Pegasus Opera). This menu bar and the Navigator are optional
and are activated in Preferences, by selecting the Navigation Pane or Classic
Navigator option and Menu Bar.

.3 Preferences g]

eral; | workstation Settings

Default Campany @ Z | Orion Yehicles Leasing

Confirm
[ show acceleratar Key Toolbar
[ arey and white Grid

[Juse Extended Searching
] abe Claar
—

Meru Style : () Mavigation Pane
(%) Ribbon Bar

Toolbar Size : (&) 5mall {Default)

OLarge

[CIMatch any word
Default Search : Ignore Case
[include Deleted

[Jremember Farm positions and sizes
Change Passward :

Use Opera 3 Info Centre

‘Web Page ta Display : http: ffukkenaangel0l fdashba:
)

The menu bar can be accessed either via the mouse or via the keyboard with the
use of shortcut keys. Shortcut keys are underlined characters in each menu item
and can be used in conjunction with the ALT keys to select a command. For
example, the keys ‘ALT + R’ open the Record menu.

With a menu open, commands on that menu drop down list can also be selected
with shortcut keys e.g. to select the New command on the Record menu, press
CTRL + N.

Shortcut keys can also be used without opening the menu. However, it must be
noted that commands with shortcut keys on are only available in the appropriate
context. For example, CTRL + N to create a new record can only be used when a
form that allows new records to be created is open.

2.1.2 The Record Toolbar

The Toolbar is a row of buttons at the bottom of the Pegasus Opera 3 window that
provides shortcuts for the commands on the Record menu. These commands are
for processing records, therefore they can only be used when a record form is
displayed. The various commands can be accessed either with the mouse or via
the shortcut keys as detailed later in this guide. Each toolbar command has a
tooltip. When the user places the mouse pointer over a toolbar button a tooltip
message will flash on the screen indicating what will happen when the button is
pressed.
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;i Preferences

Notes
whorkskation Setbings | &
Defaul: Company : |2 % | Orion Yehicles Leasing
[#] Canfirm
[ 5how Accelerator Key Toolbar
[Jarey and White Grid
[ Use Extended Searching
[ auto Clear
Menu Style : (O Mavigation Pane
(%) Ribbon Bar
Toolbap 5fze (®) small (Defaultd
OLarge
| Y A L
The size of the icons in the General, Record, Help, and Accelerator Key toolbars
can be set in System Preferences. The user can select either small (default) or
large.
NB: The size of the icons in the Accelerator Key toolbar is only affected if it is
docked to an edge of the desktop area.
Toolbars contain buttons that make it easier for you to use the application. Each
button also has an equivalent menu command on the application's Main menu or
Action menu.
D2Q0HP0OQOX ||+ P99 PD
There are four toolbars in the application:
¢ Record toolbar
e Help toolbar
e General toolbar
e Accelerator Key toolbar
Note: The Accelerator Keys toolbar is only displayed if you select the Show
Accelerator Key Toolbar option in the System - Preferences command. The
toolbar is a quicker way to use the commands that appear on the Action menu.
The toolbar normally appears on the desktop but it can be docked to an edge of
the desktop area.
The toolbar shows the current form's shortcut keys. If no shortcut keys are
available, it shows the text ‘No Acc. Keys'.
The toolbars are normally ‘docked’ side by side below the Main menu, with the
exception of the Accelerator Key toolbar which ‘floats’ in the desktop area. When
docked, toolbars have a ‘handle’ on the left edge which indicate the start of each
one. You can drag the toolbar to a different location, for example, in a different
docked position or to create a floating toolbar in the desktop area. If you want to
reposition a floating toolbar, you drag the title bar of the toolbar window to the new
location. You can also dock a floating toolbar; either under the menu bar or along
a different edge of the main window.
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You can change the size of the Record, Help and General toolbars by selecting
the Toolbar Size option in the System - Preferences command. You can also
change the size of the Accelerator toolbar if it is docked to an edge of the desktop

area.

The following is a list of the docked toolbar buttons.

Note: Some buttons are not available for some modules or activations. The buttons'

availability also depends on the process you are using and the record type currently

selected.

[o]o]y]

Description

Create a new record

Shortcut Key
New (Ctrl+N)

Insert a new record before the current record

Insert (Ctrl+l)

Delete the current record

Delete (Ctrl+D)

Save current changes

Save (Ctrl+S)

Revert changes to a record

Revert (Ctrl+R)

Move to the previous record

Move to the next record

Move to next
record
(Ctrl+LeftArrow)
(Ctrl+RightArrow)

Refresh the data

Refresh (Ctrl+H)

Help

Help (F1)

Search for a record

Search (Ctrl+F)

Copy data

Copy (Ctrl+M)

Print records on the List tab

Print (Ctrl+P)

Open the web site associated with the currently selected record,
or the default web site defined in the System Preferences
command, if the currently selected record does not have a web
site.

Website (Ctrl+W)

Send an e-mail message to the address associated with the
currently selected record, if available

Email (Ctrl+L)

Reset default size

Reset (Ctrl+F12)

Always keep child form on top of parent form

Always On Top
(Ctrl+F11)

n.

Change the system date

Change System
Date (Ctrl+Y)

S IRSIC DS 20 IR= A A AT TS Y- i< YA

Create notes for a record

Notes (Ctrl+O)

*

Launch the Opera 3 Info Centre

To Change the Toolbars' Size

1. Use the System - Preferences command. The Preferences form

appears.
2. Inthe Toolbar Size field, select either Small or Large.
3. Click OK.
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2.1.2'1 NaVIgator Shortcuts ....................................

Notes
Return to the Navigator CTRL&T
Move down the tree structure Down Arrow
Move Up the tree structure Up Arrow
Expand a tree view Right Arrow on top level
Collapse a tree view Left Arrow on top level

2.1.2.2 Menu Bar Shortcuts (Oll Only)

To drop down the File menu ALT & F
To drop down the Edit menu ALT & E
To drop down the Record menu ALT &R
To drop down the Window menu ALT & W
To drop down the Help menu ALT & H

2.1.2.3 Processing Forms

Move to the next field Tab OR Enter/Return
Open the Action Button ALT & A
Close button to close a Form ALT &C
Move to General Tab view ALT &G
Move to Memo Tab view ALT &M
Move to List Tab view ALT & L

2124 Reports

Ok button ALT & O
Cancel Button ALT & C
Select output to Screen ALT &S
Select Output to Printer ALT & P
Run the Report (Report button) ALT &R

2.1.25 Special functional keys

Drop down the contents of a list box ALT & Down Arrow
Toggle tick boxes on/off Space Bar / Enter
Move between radio buttons Up/Down Arrow Key
Select radio button in the group Space Bar / Enter
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2.1.3 Navigation Pane e

The Navigation Pane enables the user to select commands or functions for
particular modules.

® Pegasus Opera Il - Orion Vehicles Limited

File Edit Record Window Help

D20WHPOO2 @

Tree View

L NN B

/i Analysis
i3] sales History

%[ Reports
- Utlities
#+{) Maintenanze
=13 Purchase
|5 Processing
|5 PIR Processing
i view
[ Analysis
| Purchase History
#-[3) Payments
- Reports
#+{) PIR Reparts
- Utlities
#-[) Maintenance
=C5) Nominal

Shortcut Bar

Favourite Bar

047072006 - Otion Yehicles Limited

Configure
Button

You access the module commands using the Navigation Pane. It provides an
alternative means of selecting commands to the Classic Navigator or Menu Bar.
The commands in the Navigation Pane relate to the module commands; there
are no equivalent commands for the File, Edit, Record, Window or Help menus.

The Navigation Pane organises the application's modules into logical panes or
groups so making for easy navigation to the parts of the application that interest
you. You can change the order that the panes are displayed in and use a favourite
pane for the commands you use most.

The Navigation Pane consists of three parts:

e pre-defined panes (displays logical groups of commands)
e tree view menu

o favourite pane (displays your favourite commands).
2.131 Using the Pre-defined Panes

The modules are organised into the following panes:

‘ Pane Modules

Financials Sales Ledger, Purchase Ledger, Nominal Ledger, Cashbook, Costing,
and Fixed Assets

Supply Chain Sales Order Processing, Purchase Order Processing, Stock and Bill of
Management Materials
Payroll & HR Payroll and Personnel
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Customer ales Pipeline Management, Service Management, and Helpdesk | =
Relationship
Management

Reporting Reporter and EC Vat
Administration System, Import and Upgrade

Favourites Views and any user-specific favourites

| Financials

L2 payroll & HR

Q8 supply Chan Hanagement

& Reporting

j_‘ Administration

., ( Favourites

2.1.3.2 To Select Commands in the Navigation Pane

1. Click to open the pane you want.

2. In the tree view menu click the command or double-click the submenu
folder you want. If the command relates to a form, the form opens. If the
command opens a submenu, more commands are displayed.

Tip: You can also open and close folders in the tree view menu using the '+ plus and '-'
minus signs alongside each folder.

To open a folder, click the '+' plus sign. To close a folder, click the '-" minus sign.

To open a folder and all its subfolders, click the folder, then press "' asterisk on your
keyboard. To close the folders, click the '-' minus sign.

2.1.3.3 Using the Favourites Pane

You can use the Favourites Pane to maintain shortcuts to commands in the
system, or to other applications.

2.1.3.4 To Add Commands to the Favourites Pane

1. Click to open the pane that contains the command you want to add to the
Favourites Pane.

2. Inthe tree view menu right-click the command.

3. Click to select the Add...to favourites bar command, which will have the
name of the command in the title. The New Favourite form is displayed.

4. In Group name, do one of the following: accept the default (which is the
module name), click to select an alternative from a list (which can be one
already defined on the Favourites Pane) or enter a new name.

5. In Display name, either accept the default (which is the command name)
or type a new name.

6. To add the item to the Favourites Pane, click OK.

Note: Groups are sorted by name alphabetically (case insensitive), but this does not
happen until the next time you log on.
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2.1.3.5 To Add an Application Shortcut to the Favourites
Pane

1. Click the Favourites Pane.

2. In the Favourites tree view menu right-click to select the New application
shortcut. The New Application Shortcut form is displayed.

3. Enter the path and name of the application or use the browse button to
locate the application to be used.

4. In Group name, do one of the following; accept the default (which is
Applications), click to select an alternative from a list (which can be one
already defined on the Favourites Pane) or type a new name.

5. In Display name, either accept the default (which is the application
name) or type a new name.

6. If you want to use a specific icon for the item on the Favourites Pane,
type the path and name or use the browse button to select.

7. To add the item to the Favourites Pane, click OK.
2.1.3.6 To Resize the Navigation Pane
You can quickly change the size of the buttons in the Navigation Pane by:

e Clicking the Configure button at the bottom of the Navigation Pane, and
then clicking Show More Buttons or Show Fewer Buttons.

e Pointing to the horizontal splitter bar between the tree view menu and the
panes, then dragging the bar up or down when the mouse pointer turns
into a double-headed arrow.

If you drag the horizontal splitter bar to the bottom of the Navigation Pane, or use
the Show Fewer Buttons or Show More Buttons, all the large panes convert to
small buttons and are displayed in a single row of icons at the bottom of the
Navigation Pane.

Tip: Pause your mouse pointer over the buttons to see their descriptions.

2.1.3.7 To Change the Order of the Panes
You can change the order that the panes are displayed by:

e Clicking the Configure button at the bottom of the Navigation Pane, and
then selecting Navigation Pane Options.

e Pointing to the button beside the pane's description, then dragging the
button up or down when the mouse pointer turns into a double-headed
arrow.

When you have finished, click OK.

Tip: Click the Reset button on the Navigation Pane Options form to reset the
order of the panes back to the original order .
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2.1.4 Classic Navigator (Oll Only)

The tree view displays the commands in a hierarchy for each module depending
on which section of the shortcut bar has been selected. For example, select
‘Financials’ to access Sales, Purchase, Nominal, Cashbook and Costing
(depending on the activation key).

Opera Il Enterprise Navigator

Favourites [Ty System
-0 Sales
=1-{C3) Purchase

E Processing
;l PIF. Processing
E Wigwm
/L) Payments
/-1y Reparts
+-|7) PIR. Reparts
I Bnalysis
-~ I5¢ Purchase History
H-{23) Ukilities
#-{C3) Maintenance
+|-|= Mominal
+]-|_3) Cashbook
+-{ ) Stock
+1-[7) BOM
+-C5) S0P
+-|C3) P. Orders
+|-{{5) Payrall
+-|C7) Personnel
+1-|77) Costing
+]-|_5) Reparter
+-{y EC ¥AT
+-{C7) Upgrade
+-{ Impart

You can access the module commands using the Classic Navigator. It is only
displayed if the Classic Navigator option is selected in the System - Preferences
command. It provides an alternative means of selecting commands to the
Navigation Pane and Menu Bar.

The commands only relate to the module commands; there are no equivalent
commands for the File, Edit, View, Record, Window or Help menus. Modules
and their submenus are represented by folders. To see the items in a module,
double-click the folder or click the '+' plus sign next to the folder icon. A list of
commands appears for you to select.

The Classic Navigator consists of two parts:

e freeview
e favourites bar.

2141 Using the Tree View to select commands

1. Double-click to open the folder for the module you want. A list of
commands and submenu folders appears.

2. Click the command or double-click the submenu folder you want. If the
command relates to a form, the form opens. If the command opens a
submenu, more commands are displayed.
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Tip: You can also open and close folders in the tree view using the '+' plus and '-' minus

signs alongside each folder. NOteS AAAAAAAAAAAA
To open a folder, click the '+' plus sign. To close a folder, click the - minus sign.
To open a folder and all its subfolders, click the folder, then press ™*' asterisk on your
keyboard. To close the folders, click the '-" minus sign.
Using the Favourites Bar
Use the Favourites Bar to maintain shortcuts to commands in the system, or to
other applications. You can also hide either the Tree View or the Favourites Bar
if you want to free up space on the screen. One of the two must be open; you can
choose. Right-click on either control to use Hide or Show or use the commands
on the View menu.
2.1.5 Favourites Bar
The favourites bar, contains the favourite commands selected by each user for
their own menu view. Favourite commands are selected from the tree view menu
by right clicking a command and selecting Add ‘Command’ to favourites.
External applications such as MS Excel can be added to the Favourites bar.

® New Application Shortcut

Please type the full path to the application file in the text box below.

Favourites Alternatively, dick the button to search for the application.

= _} Views C:\PROGRAM FILES\MICROSCFT OFFICE\OFFICE 11\EXCEL.E E
iy Nominal View Please specify a group name and a display name for this favourite
ally Sales view mem;j :;;::i: :\:;ﬂe: new group name if you wish or choose an
RO | - -ovicoon ot g [t
ally Payroll View 3 Dipley rame: | Excd
{llil Costing view ’

You may specify a graphics file as an icon to display for this favourite.

-]
When the Add to favourites bar is
selected, the following window will appear:
Browse to Excel in C:\PROGRAMFILES\MICROSOFTOFFICE\OFFICE11\EXCEL.EXE
For more flexibility and ease of use the user can configure the new shortcut bar of
navigator by selecting the Configure button at the bottom of shortcut bar.
Selecting the Configure button will activate a popup menu which will have an item
to allow the user to configure the Shortcut Bar.
2.15.1 To Add Commands to the Favourites Bar

1. Right-click on the command in the tree view that you want to add to the
favourites bar.

2. Click to select the Add...to favourites bar command, which has the name
of the command in the title. The New Favourite form is displayed.

3. In Group name, either accept the default (which is the module name),
click to select an alternative from a list (which can be one already defined
on the Favourites slider bar) or enter a new name.

4. In Display name, either accept the default (which is the command name
in the tree view) or type a new name.

5. To add the item to the favourites bar, click OK.

Note: Groups are sorted by name alphabetically (case insensitive), but this does not
happen until the next time you log on.
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2.1.5.2 To Add an App“cation Shortcut = e

Notes

1. Right-click on the favourites bar or tree view.

2. Click to select the New application shortcut. The New Application
Shortcut form is displayed.

3. Enter the path and name of the application or use the browse button to
locate the application to be used.

4. In Group name, either accept the default shown (which is Applications),
click to select an alternative from a list (which can be one already defined
on the Favourites Bar) or enter a new name.

5. In Display name, either accept the default shown (which is the
application name) or type a new hame.

6. If you want to use a specific icon for the item on the favourites bar, type
the path and name or use the browse button to select.

7. To add the item to the favourites bar, click OK.

2.1.5.3 To Customise and Change groups and items within
the favourites bar
Individual users have the ability to customise groups and items on the favourites
bar.
"‘ Ribbon Bar Options @
Display tabs in this order :
Financials
Supply Chain Management
CRM
Payroll & HR
Reporting
Administration
Action - [ o
Reset :
—— =
Cancel Display favourites in this order :
» Allocations -
Batch
Documents
GRMN.
POP
Repeat
S0P
Stock
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2.2 Menus and Commands

If the menu has been activated:

The Main Menu contains menus including File, Edit, View, Record, Window and
Help. You can also include an additional menu command by selecting the Menu
Bar option on the System - Preferences form. This menu is not available if you
use the Ribbon Bar in Pegasus Opera 3.

N Window  Help

Mew ChElT
Delete Ckel+D
Previous Chrl+Leftarrow
ek Chrl+RightArrov
Refresh Zkrl+H

A menu displays a list of commands. The menu commands have access keys.
These are characters that are underlined and can be used in conjunction with the
ALT key to select the command. For example, the Record menu has an access
key of R because that is the letter underlined. To open the Record menu with the
keyboard, you press ALT+R. With the menu open, commands on that menu can
also be selected with access keys. For example, to select the New command on
the Record menu, you press N.

Shortcut keys are associated with some commands. For example, on the Record
menu, CTRL+N is the shortcut for the New command and CTRL+D is the shortcut
for the Delete command. You can use shortcut keys without opening the menu.
Commands with shortcut keys are only available in the appropriate context. For
example, you cannot use CTRL+N to create a new record unless you have a form
open that allows new records to be created.
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You may be prevented from gaining access to a module, command or form by the
menu access rights set for your user profile. Menu access rights are defined by a
user with ‘manager’ rights using the User Profiles command in the System
module.

To select commands on menus
Do one of the following:

e Point to the menu you want and click to open it and then point to the
command you want and click to select it.

e Press ALT and the access key simultaneously to open the required menu
and then press the access key for the command you want.

Action Menu

Some processing forms provide an Action command button. Clicking this button
displays a menu of commands that control what further processing is possible
with the currently selected record. The commands are grouped within command
separators (lines in the menu) according to the type of action. The Action menu
can also be displayed by right-clicking a record displayed on a List tab.

Post Code 0O,L.E. Debtor Analysis
. Turnover Analysis
Options -
AJC Contar e
Termg
E-Mail Addi Analysis
Order Con Delivery wick

EMal da  ECVAT
Gateway
Ledger Act 5 Contacts EI
Invoice Ao Invoice F5 EI
Credit F&
Receipt F7
Action Refund
Adjustment
Wiew Allocations F8 =

i

Cancel

Using the View Menu (if using the Classic Navigator)

You can use the Show favourites bar and Show tree view commands on the
View menu to change the way the Classic Navigator is displayed in the desktop
area.

2.3 Forms and Dialog Box Elements

Forms, grids and dialog boxes are displayed in the desktop area according to the
selections you make on menus, the Navigator, or as a result of a process under
the control of the application. They contain various controls including information,
input boxes, command buttons, options and so on.

2.3.1 Form Elements

Some of the elements are described below:

Example Element Definition

name

v Check box A square box that is selected or cleared to turn an option
on or off. More than one check box can be selected.
Referred to in the documentation as an 'option'.
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Command
button

Date
Selector
button

Drop-down
list box

Option
button

Spin box

Tab

Text box

2.3.2 List Tabs

A rectangular button that initiates an action. The Action
command button label ends with an arrow to indicate that
a menu will appear: another selection must be made
before the action can be completed. Many dialog boxes
have OK and Cancel commands. Command buttons, like
menu commands are show in bold text in the
documentation.

A square button with ellipses that opens the Date
Selector dialog box. The Date Selector is a pop-up
calendar from which you can select an entry for a date
box.

A box with an arrow next to it. Clicking the arrow opens
the list from which you can select an entry. In some
cases, you can also type text into the box to search for a
matching entry in the list of those available.

A round button used to select one of a group of mutually
exclusive options.

A text box with up and down arrows that you click to move
through a set of fixed values. You can also type a valid
value in the box.

A labelled group of options used for many similar kinds of
settings.

A rectangular box in which you can type text. If the box
already contains text, you can select that default text or
delete it and type new text.

Most main processing forms have a List tab. These display a list of all the records
associated with the command. Apart from being used to view all the records in a
particular set, you can use the list to select records for processing.

General ] Memo  List I

To Display a List of Records

Account Mame Address Model Stop
ADAOO01 Adams Light Engineering Lkd Close Road
AHLOOO1 Abingtan Hire Limited Cirian Way
ALIoo0S Allip and Sons Limited 22 Rue de Bretagne
ARDOOO01 Anderson Car Factors Lkd 104 Allenbey Road
BARODOL Biarto Williams Limited 10 The Hill Tops
BoLOO01 Bolton Computer Centre Jueensgate
BRIOODZ Bristol Leather Limited Leather 'Works
CAROONL CarsMart 24 Trafalgar Way
DiGRO001 DGR Enterpises Lkd Warlock House
ELIOOOL Elite Wehicle Products T4 Great Wesk Street es

1. Open the form that relates to the type of record you want to list.
2. Click the List tab.

Notes: You can browse through the records in the list using the scroll bars.

See also the information about grids. You can manipulate and sort data on List
tabs in the same way as other grids.
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2.3.3 Form Types & Control N

‘Parent’ and ‘Child’ Forms

For many of the processing functions within the system, you open more than one
form for a particular record in order to carry out a particular action. A top-level
form, such as one displayed when you use a processing command, is called the
‘parent’ form. If you then use one of the commands on the Action menu
associated with that form, another form opens. This is called a ‘child’ form. There
are some cases in which the ‘parent’ and ‘child’ forms are synchronised, so that if
you change the record displayed in the ‘parent’ form, the ‘child’ form is updated
automatically to display the details of the new record.

Keeping Child Forms On Top

For those forms where a child form is synchronised, you can force the application
to keep the child form on top of the parent form by clicking the Always Keep
Form On Top toolbar button or pressing CTRL+F11.

Opening Multiple Forms

You can open more than one processing form in the desktop. In addition to being
able to open different forms simultaneously, you can also open more than one
instance of a given form. For example, you can open two copies of a form from
the same module in order to view or process two records at the same time. When
used in a multi-user environment, only one record can be updated at the same
time. Note that when you close a parent form, any related child forms that are
open will also close. However, if you have more than one instance of both forms
open, only the child form associated with the record being closed is affected.

Changing the Size and Position of Forms

You can change the size and position of a form, but within certain limitations. If
your monitor resolution permits, you can enlarge a form horizontally and vertically
within the desktop provided it has a window corner at the bottom right of the form.
However, you cannot shrink a form below certain dimensions. A form can be
maximized to occupy all the available desktop area within the window using the
Maximize button. If the form is smaller than the desktop area, you can drag the
form using the title bar to reposition it. This is useful if you want to arrange two or
more open forms in the desktop area.

To change the form size
Do one of the following:

e To change the overall size of the form, click and drag the form border or
corner.

e To fill the desktop area with the form, click the Maximize button.

To Reposition a Form in the Desktop Area

e To change the position of the form within the desktop area, click and drag
the title bar.

Note: Changes you make to the form position and size are retained if you have selected
the Remember form positions and sizes option on the System Preferences form in the
System module. You can reset form sizes using the Reset All command on that form or
the Reset form to default size and position toolbar button.
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Grids

Some forms include a grid where separate columns of data are displayed. If there
are many columns in the grid, you may have to scroll the grid area to display the
additional columns. You can manipulate the order of records in grids, change the
column order and width and the sort order of the rows of data within the grid. You
can click to select an individual column. If you want to select more than one
column for an operation, you can:

e hold the SHIFT key down while you click the mouse to select a range of
columns between the first column selected and a second one.

e hold the CTRL key down while you click the mouse to select separate
columns in any order you want.

Web Site | Order Facsimile : 01662 775510
Memo | Document | Doc Date Tvpe Sort Ascending k Ref. Status R| G
|| DOC00290 071042003 | Document DOC002  Sork Descending 57 Conkrack
DOCO0Z91  |07/04/2003 |Quote QUODDD  Select Calumn Prirted A
DiZ004350 02/12/2003 |Crd\D ORDO0DD  Up-Select Column g Printed A
] DOCOD431  |03/12(2003 Ord oRpooD  Inwsrt Selection 5 Printed A
DOCOO465  |05/12/2003|Ord ORDOOL  Hide Colurn(s) e Prinked &
Un-Hide Columnis)
4 | | Pick Calurns 3 s
Copy Data
Bt Copy Data As HTML e
Reset Grid To Default

If you right-click on a column, a menu of options appears:

Command Description

‘ m

Sort Sorts the rows of data in the grid by ascending order of the data in the

Ascending column on which you right-clicked the mouse.

Sort Sorts the rows of data in the grid by descending order of the data in the

Descending column on which you right-clicked the mouse.

Select Selects the column on which you right-clicked the mouse.

Column

Un-Select Deselects the column on which you right-clicked the mouse.

Column

Invert All currently selected columns are deselected and vice versa.

Selection

Hide Hides the column(s) currently selected. The vertical line between any

Columns column you choose to hide and its adjacent column will appear thicker.

Un-Hide Reveals hidden columns. You need to select the columns either side of

Columns the hidden column (indicated by the thicker vertical line) before you use
this command.

Pick Displays a menu from which you can choose which columns are

Columns displayed in the grid. All column names showing a tick on the menu will

appear in the grid.

Copy Data Copies the data from the currently selected column(s) to the Windows
Clipboard. If you paste the data into Microsoft Excel, each column
selected from the grid will be pasted as a separate data column in the
spreadsheet. If you paste the data into Microsoft Word, the selected
columns are pasted as a table.

Copy as Copies the data from the currently selected column(s) to the Windows
HTML Clipboard in HTML code format.

Reset Grid Returns the columns and appearance of the grid to the application's
to Default default setting.
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If you want to move a column, right click the one you want to move and drag with
the mouse to the position left or right as required. The column appears to the right
of the column on which you release the mouse if moving to the right; or the left of
the column on which you release the mouse if moving to the left.

If you want to change the width of a column in the grid, click the vertical line that
separates the columns and drag left or right to make narrower or wider
respectively.

Note: Changes you make to the width and column order in the grid are retained if
you have selected the Remember form positions and sizes option on the
System Preferences form in the System module.

Using Zoom Facilities to ‘Drill Down’

When browsing records in a grid, you might be able to display more information
about a particular record by selecting a Zoom command on the Action menu.
Alternatively, you can double-click the transaction or press F8. Some views have
multiple levels of zoom. If no further information is available, a message to that
effect appears. For records that have an ‘image’ record (such as a document) you
will need to have Adobe Reader installed before you can ‘zoom’ to display the
image.

Multiple Forms

As Pegasus Opera 3 is a true 32 Bit Windows solution the user can open multiple
forms from either the same or different modules. This makes the day-to-day
operation of Pegasus Opera 3 more flexible and efficient compared to Pegasus
Opera 16.

Forms are displayed in the desktop area of the Pegasus Opera 3 screen
according to the selection made on the menu bar, the navigator or slider bar or as
a result of a process under the control of the program.

Multiple forms from either the same or different modules can be open
simultaneously. Each open form is active and does not have to be closed in order
to work within the other form. The user can move between windows when
working and can make a window active by clicking on it. When used in a multi-
user environment, only one record can be updated at the same time.

® Pogasus Opera Il - Orion Vehicles Limited

01862 775510

e Year Ferod akue Reference | | 0sim2/2004
oY0y2004 6 oFed 204 L Z0m.000r 181132005
oIS 55 BFed 205 1 2m000.000r
04032006 0 BFwd | 2008 L 2000.000r

1910572006
150572006

=

Bcton - Gose

F5 - Show Jourmal

P8 - Zoom

047072005 - o Vehicles Limded UM

When the user is working in a form the accelerator keys Ctrl & T will move the
cursor back to the navigator.
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There are two main types of form within Pegasus Opera 3, Modeless and Modal
Forms. Forms like the Sales Processing form is a modeless form as an unlimited
number of these can be open at any one time.

A form entering transaction type data or system type information such as
Customer Options is known as modal. The user will not be able to do anything
outside this type of form until it is shut down.

2.3.4 Form Content
The Status Bar

The status bar is found at the bottom of each form and displays the mode of the
form that is currently open. The form can either be in View mode or Modified
mode (Edit). The bar also shows whether the account is a model account, is
deleted, over credit limit, on stop or has a memo via small graphical images or
icons.

® Sales Processing : ADAOODA - Adams Light Engineering Ltd "LHEWE‘
List
Company Mame : | Adams Light Engineering Ltd
Current Balance : | [d] 3409.67
Address : Close Road
Avg Debtor Days :| |G 591!
Gosforth Industrial Park ¢ v=:|E
Order Balance : 254,58
Gosforth -
Turnover ; ﬂ 12161.03
Northumberland
Credit Limit : 100.00
Post Code : NC5 1WR
Telephaone : 01662 678543
A[CContact: | Mr J Miller Facsimile : 01662 775510
E-Mail Address : \Web Site :
Order Contact : Gordon Smethwick First Created : 09/02/2004
E-Mail Address : last Modified : | 28/06/2006
Ledaer Account : Q Last Invoice : 13/05/2006
e erriie Q Last Receipt : 15/05/2006

View ] A 2

Form Status Memo Over Credit/On Stop Indicator Notes
Most Record forms have three tab frames, General, Memo and List.

You can open forms directly by double-clicking icons that are displayed in the
status bar on different forms in Opera 3. You can also open the forms by either
using the toolbar or the Action button.
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There are three icons that can be used in thisway:

e The + icon for records that have notes attached to them. Double-clicking the
icon that is displayed on Processing forms throughout the application will open the
Notes form.

e The "* icon for Nominal Ledger accounts that have recorded future transactions.
Double-clicking the icon will open a view form that displays the transactions for
the account. This applies to the Nominal Ledger - Accounts form.

The 3 icon for documents that have been archived in Pegasus Document
Management. Double-clicking the icon that is displayed on Processing forms
throughout the application will open a form so you can view the documents.

2341 The General Tab Frame

The General tab contains all account header information, as was the case in
Pegasus Opera. In the Sales and Purchase Ledger modules, Email and Web
Address fields are now found on the header form. The Options, Terms, Analysis
and VAT boxes are now accessed via the ‘Action’ button (see the next section on
the Action Button for further details). In general, it is from this tab that all further
account processing is done.

2.3.4.2 The Action Button

This is a new standard that is found on all forms that have functions that can be
executed from within the form. Clicking on the Action button will display a menu
of commands that control the type of further processing that is possible with the
currently selected record.

The commands are grouped within command separators (lines in the menu)
according to the type of action. For example, in Sales Processing, Options,
Terms, Analysis and Delivery all relate to additional entry forms associated with
customer records, while Invoice, Credit, Receipt and so on are commands used to
enter transactions for the customer.

The command selected from the Action button always relates to the record
currently selected in the processing form from which it was started. The Action
button can also be displayed by right clicking a record displayed on the List tab.

2.3.4.3 The Memo Tab Frame

Memos are now attached to an account via the Memo tab. Once a memo has
been created the status bar at the bottom of the form will be flagged accordingly.

® Sales Processing : ADAQOO1 - Adams Light Engineering Ltd

General |

Memo attached............ -~

All Cut, Copy and Paste functions are available when in the Memo tab via the Edit
menu. Within Pegasus Opera you were able to insert a date by using the
keyboard shortcut of CTRL-D. This now is the shortcut for deleting a record so
the Insert Date is now available as a right click function of the mouse.
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2.3.4.4

The List tab displays a list of all the records associated with the command. The
List tab on the Sales Processing form for example displays all the customer

The List Tab Frame

account records for the selected company.

In the Sales and Purchase Ledgers, model accounts and accounts that are on
stop are flagged as such.

® Sales Processing : ADADDO1 - Adams Light Engineering Ltd

General || Memo | List

The user can use the list to select records for processing. Clicking a record in the
list will change the record currently displayed in the General tab from which

processing transactions can be undertaken.

The Action button is also available on this tab. Alternatively the user can also
select a command from the Action button by right clicking on a record.

In order to change the order in which records are displayed in a list the user can
click on the column title bar and the list switches between ascending and
descending order. The column title by which the list order has been selected now

appears in bold type.

Account Mame Address Model Stop | A
ADADODL Adams Light Engineering Ltd Close Road es
AHLOOO1 Abington Hire Limited Orion Way
ALIODOS Allip and Sons Limited 22 Rue de Bretagne
AMDOOD1 Anderson Car Factors Lid 104 Allenby Road
BAROOD1 Barto Williams Limited 10 The Hill Tops
BOLO0O1 Bolton Computer Centre Queensgate
BRIDDO2 Bristol Leather Limited Leather Works
CAROOO1 CarsMart 2A Trafalgar Way
DGRO0O1 DGR Enterpises Ltd 'Warlock House
ELIDOO1L Elite Vehide Products 74 Great West Street es
FRAODD1 Francois Poggenpoe! 16a Albert Strasse
GRE00O1 Greeber Lievilt 142 Arbern
HARDOD1 Hartlepool Office Needs Ltd Frean House
HAROOOZ Harman Toonks and Phipps & George Street
H1a0001 Hank Jefferson Assodates 5th Avenue
KDMO001 K D Martin 24The Avenue
MACD001 Macintosh Valves Ltd Holding Way 3

view 0 H@ 2
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Accreditation Training Courseware
3 Record Navigation & Processing

3.1 Record Bar Navigation

The Record Bar in Opera 3 controls the navigation of records within the Opera 3
system. It allows single click functions for creating new records, deleting records,
saving altered information etc. The toolbar and O3 icon also contain links to the
help system and general system functions.

NH2Q0UHPOQOX ||@ | =950 721

3.2 Creating New Records

Records are added through forms. For some records, you can create new records
using existing ones as a model. The entry of 'transaction' records require that you
select the 'master' record first. Most new records are created using forms. Once
you have opened the relevant form, you can add a new record in one of the
following ways:

e Selecting the New command on the Record menu.

e Clicking the D button on the toolbar.
e Pressing CTRL+N.

When you create a new record using a form, the application clears most of the
data from the form. Some boxes will contain default values. This might depend,
for example on other records, or what other default options have been defined for
the module.

3.2.1 Creating Ledger Accounts

Once the user has entered data in all the fields on the header form, the focus is
placed on the Action button to prompt the user to fill in appropriate details in
Options, Terms and Analysis screens. Once all account information has been
entered, the record must be saved in one of the following ways:

e Select the Save icon on the Toolbar
e UseCTRL +S.

Pegasus Opera 3 uses form level validation rather than field level validation. That
is, before a record can be saved, the program checks for the presence of certain
data. If any mandatory boxes have been left empty or incorrect information has
been entered, a message appears to prompt the user to add the necessary
information.

For example, should a user NOT enter Options, Terms and Analysis information,
the product will automatically present them with these forms before saving the
new account record.
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3.2.2 Editing Existing Records

Unlike Pegasus Opera, there is no need to select ‘Edit’ before altering account
information. Forms in Pegasus Opera 3 always open in ‘Edit’ mode. In order to
make changes to existing records, the user must first retrieve the relevant record
in the form and then the data can be edited immediately simply by typing in the
relevant fields.

To edit a record, first retrieve the record in the form. When the record is displayed,
the data can be edited immediately. If you make changes to a record, but then
decide not to keep them, you can revert to the previously saved version in one of
the following ways:

e Selecting the Revert command on the Record menu.

¢ Clicking the button on the toolbar.
e Pressing CTRL+R.

After you have made changes to a record, you must save the changes if you want
to keep them. Some boxes cannot be modified directly. For example, the
application might update a particular value or balance automatically as a result of
other processing in another part of the system. While editing a record, the
following keys can be used to move around the processing form:

Note: This must be done before any amendments are saved.

Use this Key To

TAB or Move the cursor to the next item on the form. This may be a box, form
DOWN control, tab or command button.

ARROW

SHIFT+TAB Move the cursor back to the previous item on the form.

or UP

ARROW

ENTER Move the cursor to the next item on the form. This is similar to the TAB or

DOWN ARROW keys except that if the item currently in focus is a
command button or form control, pressing ENTER will activate that
command or control or toggle a setting, such as check box or option
button.

SPACEBAR Activate a command button or form control or toggle a setting such as
check box or option button. The action taken depends on the item
currently in focus on the form. For example, if the Action command
button is in focus, pressing SPACEBAR will open the Action menu.

HOME Move the cursor to the start of a box.
END Move the cursor to the end of a box.
INSERT Toggle between insert and overwrite mode of text entry. In insert mode,

characters typed at the keyboard are inserted at the current cursor
position and all characters to the right are moved along. In overwrite
mode, characters typed at the keyboard overwrite those starting at the
current cursor position.
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RIGHT Move the cursor one character to the right within a box.

ARROW

LEFT Move the cursor one character to the left within a box.

ARROW

DELETE Delete the character to the right of the current cursor position within a
box.

CTRL+Z Undo the last typed action.

SHIFT+RIGHT  Select text in a box to the right of the current cursor position. The number
ARROW of characters selected is controlled by the use of the RIGHT ARROW
key.

SHIFT+LEFT  Select text in a box to the left of the current cursor position. The number
ARROW of characters selected is controlled by the use of the LEFT ARROW key.

SHIFT+END Select all text in a box from the current cursor position to the end of the
box.

SHIFT+HOME Select all text in a box from the current cursor position to the start of the

box.
CTRL+C Copy the text selected in a box.
CTRL+X Cut the text selected in a box. (Cut text is placed on the Windows

clipboard unlike deleted text which is cleared).

CTRL+V Paste the content of the Windows clipboard into the current box.

Commands on the Edit menu can be used when you are completing entries in
boxes on forms and dialog boxes. The commands and their functions are
described below.

Use this To

Command

Copy . Copy the text selected in a box.

Cut Cut the text selected in a box. (Cut text is placed on the Windows clipboard
unlike deleted text which is cleared).

Paste Paste the content of the Windows clipboard into the current box.

3.3 Browsing Existing Records

The user can browse through the records on a form by clicking the arrows on the
toolbar.

o0

NB: The user can also scroll through the list of records displayed on the List tab of the form
or use the shortcut keys CTRL + LEFT ARROW or CTRL + RIGHT ARROW. The user
can use a third method of the Mouse wheel to flick between records

When browsing through records using the toolbar arrow buttons, they are
displayed in order of their key reference. For example, as in Pegasus Opera,
customers are displayed in account code order in the Customer form displayed
using the Processing command in the Sales module.
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Mouse Wheel Navigation

You can use your mouse wheel to step through records sequentially on forms
where you maintain multiple records (a 'maintenance' form), for example the
Sales - Processing form where you create and edit your customers' details, or the
Payroll - Processing form where you create or edit your employees' detalils.

Moving the mouse wheel up moves to the next record. Moving the mouse wheel
down moves to the previous record.

This is in addition to these other methods.

e Using the List tabbed page of a maintenance form.

e Using the keyboard keys - CTRL+LEFT ARROW - to move to the previous record
or - CTRL+RIGHT ARROW - to move to the next record.

e The arrow toolbar buttons used to step through records sequentially.

Synchronized Forms

Some forms are synchronized. For example, if you open one form for a main
records and then open a related form, such as enquiry, the second form will
reflect any change of record in the first form when using the browse buttons or
other method of record selection.

3.4 Deleting a Record

To delete a record, first retrieve the record in the form. Before a record can be
deleted, the application will check to see if you are allowed to delete that particular
record. For example, if other records or enquiries are dependent on the record
you want to delete, the application will prevent you from doing so.

Once you have opened the relevant form and retrieved the record concerned, you
can delete it in one of the following ways:

e Selecting the Delete command on the Record menu.

e Clicking the '@ button on the toolbar.
e Pressing CTRL+D.

Once deleted, the status bar of the record is flagged accordingly. As in Pegasus
Opera, the record will remain on the system until a Period End has been run.

3.5 Saving Records

When you add a new record or modify an existing one, you must save the record
to store your entries. Before you can save a new record, the application checks
for the presence of certain data. If any mandatory boxes have been left empty or
incorrect information has been entered, a message appears to prompt you to
create the necessary information. When you have created a new record or made
changes to an existing one, you can save it in one of the following ways:

e Selecting the Save command on the Record menu.

e  Clicking the H button on the toolbar.
e Pressing CTRL+S.

3.6 Searching

There are various ways in which you can search for records and information
within the system.
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3.6.1 Using the Search Toolbar Button

You can use the Search command to locate records on grids and forms. The
search for a record is based on a criterion you enter. You enter some text that you
want to use to locate the record and define whether the search is for any or all
words you have typed and whether the search is case sensitive. You then select
which fields in a record are to be searched for a match. Before you can use the
facility, you must first open the form that corresponds to the records you want to
search. This also determines which fields are searched for a match. If more than
one form is already open, the search will only operate on records in the active
form.

.3 Search: Sales Accounts

Search

Search For:

[ 1Match Any wword
Ignore Case
[ 1include Deleted Records

[ 1include Dormant Cuskomers

Advanced ] [ Search l I

If the Use Extended Searching option is selected on the Preferences form in the
System module, text entered in the Search For box will be treated as multiple
'strings' (phrases). For example, if you wanted to search for a customer called
SMITH who is located in BRADFORD, you could enter SMITH BRADFORD in the
Search For box, then, taking all other search options into consideration and
assuming your search included name and address fields, the application would
find a match based on the two separate strings 'SMITH' and 'BRADFORD', each
of which might be located in different fields (such as Company Name and Address
Line 3).

If the Use Extended Searching option is not selected, text entered in the Search
For box will be treated as a single 'string' or phrase. For example, if you entered
SMITH BRADFORD in the Search For box, the application would look for a
match for the text string 'SMITH BRADFORD?; that is, both words would have to
occur together as a single phrase in one or more of the fields selected for the
search. In this scenario, even if you had a customer called SMITH located in
BRADFORD and you searched the name and address fields, the application
would produce no matching results if these words did not appear together in any
one field.

The default settings for the Match Any Word, Ignore Case and Include Deleted
Records options are determined by the options you select on the Preferences
form displayed when you use the Preferences command on the System menu.
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If only one match to the criterion you enter is found, the corresponding record
appears in the processing form from which you started the search. If more than
one match is found, the Results tab of the Search form displays a list of all
matching records from which you can select the one you want to appear in the
processing form from which you started the search.

.3 Search: Sales Accounts

Search

Account Mame Address Line 1
Y0001 Youngs (Edinburgh) Led Dehwest House
YQI000zZ Youngs (Dundee) Ltd 4 Fenfrew Road
WoLU0003 ‘aungs (Aberdeen) Ltd 42 Granite Bouleward

I«

3 record(s) found

3.6.2 To find arecord

1. On the toolbar, click the Search for records matching criteria button.
The Search form is displayed.

2. In the Search For box, type the criterion on which the search will be
based. This can be text or numbers.

3. If you want to specify the fields included in the search, click Advanced
and then under Search These Fields, click to select which field or fields
are to be search to find a match to the criterion.

4. |If you select the Match Any Word option, the application will search for
the occurrence of the string entered in the Search For box anywhere
within the selected field(s). If the option is cleared, the search will be for
the string appearing at the beginning of the selected field(s).

5. To match the case of the characters you have typed in the Search For
box when searching the records, clear the Ignore Case option. If the
Ignore Case option is selected, the search will ignore the case of the
characters you have typed in the Search For box.

6. To exclude records marked for deletion from the search results, clear the
Include Deleted Records option.

7. Click Search. If only one match is found, the corresponding record is
displayed in the processing form. If more than one match is found,
records are listed on the Results tab of the Search form and you can
choose the one you want by clicking once to highlight and then clicking
Select or double-clicking the record.

Note: If no records match the criterion you have entered, the message ‘There
were no matching records found’ appears. Click OK to try another search.

3.6.3 Searching Using List Tabs

Many processing forms have a List tab. This displays a list of all the records
associated with the command. Apart from being used to view all the records in a
particular set, you can use the list to select records for processing. When you
display records using the List tab, you can change the order in which records are
listed by right-clicking the column and selecting the Sort Ascending or Sort
Descending command as appropriate.
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3.6.4 Searching in Key Field Text Boxes

Some text boxes relate to ‘key fields’. These are usually unique references that
identify a particular record. Some such boxes are shown as list boxes. These are
boxes with an arrow alongside. Clicking the arrow opens the list from which you
can select an entry. In some cases, you can also type text into the box to search
for a matching entry in the list of those available.

Sequence | Accounk W

Frarm

A0A0001

To: !
AHLOOO1 Abingkon Hire Limited
ALIN0NS Allip and Sons Limited
() Todays T anDo001 Aanderson Car Factors Lkd
(@) This Perif BAROO01 Barta Williams Limited
i BOLOOO1 Bolton Computer Centre
O selected| grigonz Eristol Leather Limited

[ ] Advanced Transactions
iy

o] 4 ] I Cancel

Some types of data, for which you may have a considerable number of records,
loading all the available records in a drop-down list box would occupy a
considerable amount of computer memory and could take some time. Therefore,
in such cases, the text box uses a different method for searching and this is
indicated by the magnifying glass icon. If you see this type of box, you simply
enter part of the description you want. The more complete your entry, the more
precise is the list of records displayed. You can then select the record you want
from the list displayed.

Searching in key field text boxes operates according to the setting of the Match
Any Word option in System Preferences. That is, if this option is switched on
and a search in a key field text box is carried out, records are returned if the
search text is contained in any of the search fields; if this option is switched off
and a search in a key field text box is carried out, records are returned if the
search text is present at the beginning of the search fields.

An option on the System Preferences form in the System module called
Maximum Number of Search Results is used to determine the maximum
number of records that are retrieved when you use a searchable text box. A
message appears to inform you if more records exist that the maximum specified.
The minimum number allowed is 100.

3.6.5 Using Wildcards

You can use an asterisk or question mark as a wildcard in the searchable text
box. For example, both LON and LON* will find records starting with LON, such as
LONDON, while *LON* will find records that contain LON. A question mark
represents any character in that position, so C?LE finds records starting with C
and ending with LE but with any second character, so COLE and CALE are valid
results.
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3.6.6 Searching in Memo Tabs T

Some forms have Memo tabs in which you can type notes. You can search for
text within Memo tabs using CTRL+F.

3.6.7 To find a text string in a memo

1. Press CTRL+F. The Find dialog box is displayed.
2. Inthe Look For box, type the text string.

3. You can choose to match the case of the characters you entered by
selecting the Match Case option.

4. Click Find Next.
5. To clear the Find dialog box, click OK.

3.6.8 Searching for Records...extended

The user can use the Search command to locate records on grids and forms. The
search for a record is based on criteria entered.

® Search: Sales Accounts

® Search: Sales Accounts

Search Search

Search For: Search For:

[ImMatch Any Word

Ignore Case

[Jindude Deleted Records
[Jindude Dormant Customers

[IMatch Any Word

Ignore Case

[Jincude Deleted Records
[Jincude Dormant Customers

Search These Fields:

Account b
MName

[ address Line 1

[ address Line 2

[ address Line 3

[ address Line 4

Post Code v

Advanced ] [ Search H Close | Advanced | ’ Search ” Close

The user can enter text to locate the record and define whether the search is for
any or all words that are typed and whether the search is case sensitive. By
clicking on the ‘Advanced’ button the user can then select which fields in a record
are to be searched for a match.

This facility is available once the user has opened the form that corresponds to
the records that are to be searched. If more than one form is open, the search will
only operate on records in the active form.

If one match to the criterion entered is found, the corresponding record appears in
the processing form. If more than one match is found, the Results tab of the
Search form displays a list of all matching records from which the user can select
the relevant account.
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3.7 Copying

3.7.1 Copying Data from other Companies

m@-,

Within Pegasus Opera, there were a number of functions that enabled you to copy
data from one company to another.

For example, within the Nominal Ledger utilities it was possible to select the Copy
Accounts function to transfer the chart of accounts from one company to the
company you currently are processing in.

This functionality remains, however all “COPY” menu items have been removed,
and replaced with the Copy Data button located on the record toolbar.

1o HEE
General | List
Sales Code : ACCED1

Description : Lease - Accessories

‘® Copy NL Codes

VAT Code: &

*=** Specify VAT Code to Use On Imported Sales Codes ***

For example, if you select the Sales Ledger Processing Form, the Copy Data
button will remain “greyed out” or inactive, but if you open the Sales Ledger Sales
Codes maintenance form, the button becomes active, clicking it produces the
following result.

3.7.2 Copying data from Opera 3

Data from the product’s grids may be copied for use in MS Excel and MS Word.
The data is initially copied to a clipboard and is then available to be pasted into
the required application.

To select the columns to be copied the User may chose a combination of the
following options:

e Left Mouse Click — This would highlight the column being left-clicked and
un-highlight any other columns highlighted. If you hold the button down
and drag the mouse across columns then all the columns the mouse is
dragged across will be highlighted.

e Shift + Left Mouse Click — This would highlight the column being left-
clicked and any other columns that are between it and the last column
previously highlighted that is still highlighted.

e Ctrl + Left Mouse Click — This would highlight the column being left-
clicked. Any other columns highlighted would remain highlighted.
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Once the required columns are highlighted, the User should select Edit and Copy
from the local menu or Ctrl+C to copy the data into the clipboard. Alternatively, by
right-mouse clicking on the column heading, this will provide a local menu with an
option to Copy Data or Copy Data As HTML.

" Sales Processing : ADAO0O1 - Adams Light Engineering Ltd

® Account : ADAODO1 - Adams Light Engineering Ltd

Date Type Ref 1 Ref skt Dehit Credit Balance ||A|
05/01/2006 Sort Ascending 5029.00]
14/01/2006 110889 Sort Descending 16020.30|
09/02/2006 INV00%6*  select Column 2514.50
23/02/2006 100448 Un-Select Column 669,30
08/03/2006 W00 1t cetection 3336.0
22/03/2006 05841 5022.00|
12/04/2006 myvop4e;  Hide Column(s) 2609, 6¢
19/04/2006 101800 Un-Hide Column(s) 2514,50|
06/05/2006 1011 Pick Columns 4 82. E
06/05/2006 = 82, B
06/05/2006 Capy Dats As HTML 82
&/5/2006 1T mwonsn: — 21691 Ll
r< | Reset Grid To Default El
Description | 5Months+ | 4Months | 3Months | 2Months | 1Month Current Total &
0.00 0.00 ooo  z689.5 708, oo  340s.67
Unalocated ‘ 0.00 0.00 0.00) o.oj 0:2| 0.00) 0.00 v

View 0 AHQ 2

Once the data is copied into the clipboard it may be pasted into the application.
When a grid is copied into Excel, each grid column will become a column in Excel,
the column header in the grid becoming the column header in Excel.

ki Microsoft Excel - Book1

i Tahoma -9 -|B I

C14 - £ INVO0099
A | B | ¢ | b | E | F

1| Type Ref 2 Ref 1 Stat Debit Credit
Lln\r 2020 INVO0OO0O01 (PO37 474.47
3 |Inv 2021 INVOO003 PO39 419.9
4 |Rec Cheque 403676 A037 474.47
- 2022 INVOO024 PO39 669.77
6 |Inv 2023 INVOO0O46 PO39 34500
7 |Ref Refund RF2087 AD38 419.9
8 |Rec Chegue 388879 A038
9 |Adj Discount |DSC91098 A039
10 |Tnv (CD02987 | INVOO107 PO39 502.9
11 |Inv 114020 PO39 470
A2 |Tnv S01001  |INVOOOS3 PO3S 502.9
13 |Rec Cheque 567 A039 35564.67
i Inv Q6789 IINVUUUQQ !PUBQ 705
15 |Tnv PF898 INWVO0100 PO39 587.5
16 |Tnv 50997 INwvo0101 PO39 599.61
AV |Tnv S0909 INvoo102 PO39 121.82
18 |Inv 50809 INWVO00103 PO3S 799
ﬂln\r 50998 Nvoo1lo4 Po39 359.97
ﬂlnv CD0O2988 INVOO0108 PO39 15110
21 |Rec Cheque 897 A0D39
22 |Inv 39967 INV0O128 PO39 27353.75
23 |Rec Cheque 100765 A039
24 |Tnv 39089 INVOO138 PO3S 282
25 |Rec Cheque 665 A039
ﬁlnv 40010 INVOO155 |PO3S 2514.5
2T |Rec Cheque 778 AD39 27553.75
28 |Inv 40017 INVOO177 PO40 117.49
29 |Inv 40210 INV0OO199 PO40 141
30 |Rec Cheque 100354 AQ040 243

M 4 » M\ Sheetl f Sheet? f Sheet3 /
iDraw~ [ | Autoshapes~ N N\ [ O A 4l £ @8] & | & -

Note: When a grid is copied into Word, each grid column will become a table
column heading in Word.
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3.8 Pushpin (Always Keep Form on Top (Ctrl+F11))

The Pushpin functionality has been included for all forms that are synchronised,
and if selected, will always keep the child form on top, even when clicking back to
the parent form to select a different record.

This enhances the synchronisation functionality and is available, for example, on
Sales and Purchase Views, Nominal Account View, Snapshot, Budgets, Costing
Views, Personnel forms, etc.

Open the required child form and then use the Pushpin icon to initialise.

Once the form is closed down, the pushpin will be reset to off

/
[ [ 0 Y O

" Sales Processing : ADAODO1 - Adams (-t KR b

General I Memo || List |

Company Mame : | Adams Light Engineering Ltd

Current Balance :

Address : Close Road

® Account : ADAODO1 - Adams Light Engineering Ltd

Date Type Ref 1 Ref 2 Credit Balance
06/05/2006 |Adi  |1011Adj Mizpost 32,25
06/05/2006 |Cr. CREDQDO02 1011 32,25
06/05/2006 |Inv INVOO503 1011 216,91
12/05/2006 |Inv  |INVOOS511 AD1 75.01
15/05/2006 |Inv INVOO51G 486.21
15/05/2006 [Rec  |r1 Cheque laoss 3336.08)
19/05/2006 |Inv INVO0521 148743 14,10
v
I £ | 5
Description = 5 Months+ 4 Months 3 Months 2 Months 1 Manth Current Total sl
0.00 0.00 0.00) 2699.69) 709.98 0.00 3409.67
Unallocated 0.00 0.00 0.00) 0.00) 0.00 0.00 0.00 »

File Edit Record Window Help
(M =20Wd»00

Financials " Sales Processing : ADADDO1 - Adams Light Engines

The icon changes whenever Pushpin is activated. Multiple pushpins may be
activated on each individual active form if required.
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3.9 Change Column Order and Width

It is possible for each individual User to change the column order and column
widths of all forms, if required.

The existing ‘Remember Forms Sizes and Positions’ preference, found in System
Manager, will now also control whether the column order and width is
remembered if modifications are made by the User.

When a form is active the User may select a column by positioning the mouse
pointer over the desired column heading and then by holding down the left mouse
button, drag the column to the preferred position.

M _Purchase Processing : CAR0001 - Carters Limited R =1

® Account : CARDOO1 - Carters Limited =13

Date Type Ref1 Ref2 Stat Debit Credit Balar
16/02/2005 [finv 130650 e 357.79 Sort Ascending
27/02/2005 |Pay 000380 Cheque lho3s 1630.32) - )
& e
15/03/2006 |Inv 30076 P00 502,78 Sort Descending
23/03/2006 |Pay 000383 Cheque lho3s 357.79) | |
16/04/2005 |Iny 378810 Po4t 498,20 Select Column
19/04/2005 |Pay 000391 Cheque laoa0 602,79 Un-Select Column
04/05/2006 |Inv 393521 271.43 Ivert Selecti
05/05/2006 | Adj 504 Discount 10,00 MYErt selecuon
05/05/2006 |cr. cr443 271,43 )
05/05/2006 |Ad] £299 Mispost 10.00| - Hide Columnis)
12/05/2005 [inv refl ref2 23,50 Un-Hide Column(s)
15/05/2006 1Tnw ASATR 15510 V .
| > Pick Calumns 3
Description | 5 Months+ 4 Manths 3 Months 2 Months 1Month Current Total o QDD\,I' Data
0.00 0.00 0.00) 0.00) 178.60) 0.00 178.60
Unallocated 0.00 0.00 0.00 0.00 0.00) 0.00) 0.00 ¥ Copy Data As HTML
Reset Grid To Default
View [in] =

To change the column width, again hover the mouse pointer over the desired
column, ensuring that the pointer is directly on the vertical line. This will cause the
mouse pointer to change to a double-headed arrow. Hold down the left mouse
button will allow the User to drag the column to the preferred width.

Alternative actions to moving columns and adjusting the column widths can be
found by right-mouse clicking on the column headings. This will introduce a local
menu that will allow columns to be hidden, selected, picked, copied and sorted.

3.10 Opera 3 Info Centre

There is an additional field in User Preferences for a WebPage link which can be
launched when the Opera 3 Info Centre button is selected and saves you from
launching an external browser. This is set up in the Preferences box.

EI Jse Opera 3 Info Centre I

Web Page to Display : ‘ http:,l',l'ukksnaangelﬂl,l’dashbue| [ Test ]

[oon-] @
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It will display the website specified at Log on or when the Opera 3 Info Centre
button is selected.
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For a new user created, the default website is
http://www.pegasus.co.uk/opera3infocentre

NB: The default website to the Opera 3 Website is reset during an Upgrade
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Open Period Accounting is an optional Getting to grips with a new solution takes Your resource centre for the latest product
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you to post transactions and journals to Opera 3 even better, with a new help download and save, print or view.
future open periods. button where and when you need it.
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Notes
Accreditation Training Courseware
4 Printing & Reporting
Standard reports and documents are available to report on the data stored in the
database. All reports have range options and criteria so you can control the
content. Standard reports are usually available on the Reports submenu in each
module folder, though some processes also generate an audit report and some
modules have additional report folders for special reports.
4.1 Options for PDF Reports and Screen Previews
There are a number of options that affect how PDF (Portable Document Format)
reports are published and also whether advanced features are available for
screen previews.
Option Form Description User-
specific
Keep The System - An option that determines whether the PDF No, this
PDF Printer Utilities - printer is removed when the Publisher form is option
System used to create a document in the system. If this  affects all
Preferences option is cleared, the Publisher creates the users.
PDF printer whenever it is required and then
removes it when the printing is finished. If the
option is selected, the PDF printer is retained.
PDF Font System - An option that determines whether some fonts No, this
Full Utilities - are fully embedded in PDFs created in the option
Embedding System application. PDFs that include embedded fonts affects all
Preferences are typically larger than those where fonts are users.
not embedded. However, the on-screen and
print quality is improved. The PDF is portable
between computers without losing print quality.
Use Opera System - An option that determines that PDF publishing Yes
PDF Printer Preferences in Opera is achieved using the Opera PDF
printer, which is created as a 'printer driver' in
the Windows printer dialog when Opera 3 is
installed.
If this option is cleared, the 'XFRX' application,
which is installed with Opera 3, is used for
creating PDFs.
In Windows Terminal Server environments, the
XFRX application may be a better choice than
the Opera PDF printer for printing because
users will not be affected by other people
printing reports. The Opera PDF printer driver is
shared by all users so one user's printing could
be delayed because another user is printing a
report.
Advanced System - An option that determines that printed Opera 3 Yes
Previews Preferences reports use better font rendering and also that
enhanced screen previews are available.
© Pegasus Training Services Page 44

o
=%
>
=5
>

«Q
Ro
Py
D

©
@]
=
=
>

«Q



javascript:TextPopup(this)
opera.chm::/System/System_Preferences.htm
opera.chm::/System/System_Preferences.htm
opera.chm::/System/System_Preferences.htm
opera.chm::/System/System_Preferences.htm
opera.chm::/System/System_Preferences.htm
opera.chm::/System/System_Preferences.htm
opera.chm::/System/System_Preferences.htm
opera.chm::/System/System_Preferences.htm
opera.chm::/System/User_Preferences.htm
opera.chm::/System/User_Preferences.htm
opera.chm::/System/User_Preferences.htm
opera.chm::/System/User_Preferences.htm

Accreditation Training Courseware - O3Training_Accreditation_ ADM40GettingStartedR1.3.docx

4.2 Selection Criteria and Report Options

For most reports, the selection criteria is presented first. This varies according to
the report command you have chosen, but typically includes the names of tables
and fields for which a range of values can be specified. In the From and To lists,
you can select the start and end value of the corresponding data item. In addition
to range options, other options and controls may be provided that determine the
content of a report. These may be presented in the form of check boxes or option
buttons. Details about these are provided in the help topics relating to the
individual report commands.

4.3 Publisher Form

What is the Publisher?

Simply the Opera 3 Publisher is the new control within Opera 3 that looks after the
output of your report. Depending upon what report you are printing the publisher
gives you the correct default output destination.

® publisher

N Please select a destination device for the document you are about
‘A topublish.

iaoreen ! | printer || Fie || Emai

&

Publish I i Cancel

Most standard reports from within Opera 3 are able to display to the Screen,
however documents and some reports such as Invoices, audit trails at Period end
etc, require output to either a printer, or a spool file.

NB: All screen previews will use the Default printer driver in use.
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When printing a report to screen the preview will automatically be maximised. No

user intervention is required.

When you have completed the selection and report options, you click OK to
display the Publisher form. This is the form you use to determine what type of
output you want, and you can choose from the following options by clicking the
appropriate tab. In each case, you use the Publish command button to generate

the report output in the format chosen.

Use

this tab

Screen

Printer

File

To

Direct the report output to the computer screen. If you direct a report to the screen, a
preview window displays the first page of the report.

If you view a report on the screen, a toolbar is displayed so you can open different
pages, decrease or increase the size of the font used, search for text on the screen
by either selecting the binoculars or pressing CTRL+F, or print the report to a chosen
printer.

Most reports that are used from the Reports menu in each application can be
displayed on the screen whilst you do other tasks in the application. For example,
you can view the Invoices and Credit Notes report in the Sales Ledger at the same
time as posting a receipt in the Cashbook. However, there are some report screen
previews that must be closed before you can do other tasks because, as well as
reporting, they also update relevant records after the report is closed.

e Cashbook Reports

e Paying slip

e Cheque List

e Credit Card List

e Remittances

e EC VAT Reports

e ESL Report

e ESL Summary

e ESL Audit Trall

e Fixed Assets Report

e  Statutory Movements Report
Direct the report output to a printer. A list of installed printers is displayed. You
choose the printer you want to use by clicking in the list box. If you want to check the
alignment of your printer, click Align Printer. A dialog box with the prompt 'Print an
Alignment Check?' appears, with Yes and No command buttons. If you click Yes, a
dummy report is printed on one, page so you can check alignment of the stationery in
your printer. You can repeat this process as often as you wish as the alignment

prompt reappears. When you click No, the report is printed. If you want more than
one copy of the report to be printed, change the value in the No. of Copies box.

Tip: If you want to update the list of available printers (this may be relevant in a network
environment), click Refresh List.

Direct the report output to a disk file. You have three options for file output:

e PDF Document. This creates a PDE file which can be viewed and printed
using Adobe Reader . In Opera 3, each user can choose from two different
methods of creating PDFs. See the Help explanation for the Reporting
option on the User Preferences form for details.

e Print Spooler. This creates a text-based output that you can print using the
Spooler Control command in the System module

e Excel Document. This creates a spreadsheet that can be viewed and
amended in Microsoft Excel 2003, 2007 or 2010. This option is available for
many but not all reports. See below for a list of reports that can be viewed in
Microsoft Excel.
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File...

Email

This feature is available in Opera 3 and Opera 3 SQL.

Note: The Publisher form that is displayed for Matrix Reports in the Nominal Ledger has
different options on the File tab. On that form you can choose a number of different types of file
to create, including Microsoft Visual Foxpro and Microsoft Excel. If you create an Excel file, it will
open in ‘compatibility mode' in Microsoft Excel 2007 and Microsoft Excel 2010. When you save
the file you can convert it to the latest Excel format.

Create a PDF document attachment containing the report and generate an e-mail
message using your e-mail messaging software. The Email tab includes boxes so
you can define the location and file name for the report attachment and type a
subject line and message text. When you click Publish, the application will load your
e-mail messaging software, so you can complete the addressee details and any
other settings before sending. You must have a MAPI-compliant email messaging
system installed to use this facility.

Tip: If there is a problem in the email messaging system the message 'Unable to send email at
present' is displayed. There are numerous reasons why the email messaging system may fail. If
you use the ADMIN ID to log in to this application, the message includes more detailed
information that describes the problem - starting with 'Sending Email Failed Because ...".

4.3.1 More About File Outputs

You can create a report using the PDF Document, Print Spooler or Excel
Document options. Opera for DOS, and Opera for Windows had the functionality
to output to a Spool file. This was simply an ASCIl format file, which was
generated from the DOS design template.

Opera 3 does not have DOS design templates to achieve this, so we are not able
to output to ASCII format text files, however, now we have access to the state of
the art Windows technology, do we really want to!

You can create a report using the PDF Document, Print Spooler or Excel
Document options.

4.3.1.1 Using the PDF Option

To use the PDF Document option for reports, you need Adobe Reader. If you do
not already have it, you can install it from the application's CD. The advantage of
using PDF files is that you can use Adobe Reader to view the report and print it on
any printer you have installed without needing to reformat the content. The
application supports long file names (up to 20 characters) therefore a meaningful
file name can be given to the file. You can choose the location and file nhame for
the report and if you want to view it as soon as it is finished, you click the View
PDF when done option.

& ]
Please select a destination device far the document wou are about
to publish,
—_
S A T Sk andard repork

Screen || Printer | File | Email

File Type: | PDF document i~

Lacation: | \\UKKENAANGELD1YOS Server WFP Dynamic\Data\Z_PDF E]

File Mame: | TE13092010 .PDF

Open docurment when done
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If you type a name you have already used, the displays a prompt and asks if you
want to overwrite or append the existing file. PDF files are stored in a subfolder of
the PDF folder according to the transaction date. The folder uses a prefix based
on the module, followed by the year and month.

8 TB13092010.PDF - Adobe Reader
Fle Edt View Document Tooks Window Help

B & 90l ooy

Orion Vehicles Leasing Trial Balance
Created on 13/09/2010 at 10:26 by ADMIN

Sequence: Account (Selected from A110 to ¥999 and C.C. Blank to TEC)

Orion Vehicles Leasing Trial Balance for 2010 Period 1 Only Page 1
Year to Date

Cr

This Period

Dr cr Dr

Al10 Freehold Buildings - Cost 270000.00 270000.00

Al15 Freehold Buildings - Accum Depn 502410 5024.10

A120 Equipment - Cost 7160.00 7160.00

Note: The answer to the problem was still to have an output to file, but to use a file that could handle a
windows output, and retain the entire font, and formatting information held in a Windows document.
The answer was simple, a technology most people are already familiar with, Adobes’ ‘Public
Document Files’, or PDF.

All that you need to do is specify the location and the file name of the output then click Publish and the
PDF file will be created. This can be viewed from any PC with Adobe Acrobat Reader installed, or
even any PC with Internet Explorer installed (with the PDF plug in installed).

From the Spooler Control function, you can view these files, and if required print the file at that time.

4.3.1.2 Using the Print Spooler Option

Using the Print Spooler option, you can store reports on disk to print later using
the Spooler Control command in the System module. Spooler files are always
located in the Data subfolder of the application's main folder. You can type a file
name of up to 20 characters. Use the Description box to type a name for the
report that will appear in the Spooler Control form to help you identify the report's
content. If you type a name you have already used, the application overwrites that
file unless you select the Append option.

3 Publisher 3 Publisher

Please select a destination device Far the document you are about

to publish, to publish,

L.

Please select a destination device For the document you are about

L.

Report Layout : |Standard report

']

Report Layout : |Standard report

Y|

Screen || Printer | File |§mail

File Type: | Print Spoaler

]

Location: | WUKKEMAANGELD1YO3 Server YFP Dynamic'l,Data'l,Z_SPC|

Screen || Printer | File |§mail

File Type: | Print Spoaler 4 |

Location: | WUKKEMAANGELD1YO3 Server VFP Dynamic'l,Data'l,Z_SPC|

File Name: | TB130920105FL | SPL File Name: | TB130920105PL

| PDF

Description: | Trial Balance as of 13th September Spooler |

Description: | Trial Balance as of 13th September Spooler |

O

Refresh List

Microsoft, Office Document: Image Writer
Genetric [ Text Only

Dellopera

Armyuni Document Converker
Vukkewfps01\PEG-DEY-RICHO

\ 501 PE:

-

| Y
Mame:
Where: IP_10.4,104,102

@ Publish ] ’ Cancel @ Publish ] ’ Cancel
You can spool reports in either PDF or spooler format. If you select the PDF
Format option, a PDF file is created and you will need Adobe Reader to be able
to process the file later. If you clear the PDF Format option, you must select the
default printer to be used when the spool file is processed using the Spooler
Control command.
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Although you can select a different printer before printing, it is necessary to
ensure that the printer selected at the time of printing is compatible with the one
you selected for the creation of the spool file. For example, you cannot direct a
spool file created for a non-PostScript printer to a PostScript printer and vice
versa.

Note: The second output to file option is simply for users who wish to print a report, but not just yet!
Selecting the Print Spooler option will create a file for the printer currently highlighted, this file can then
be printed to the Printer at a later date via the Spooler Control function within Opera 3. If the user un-
checks the PDF Format option the file created would be of an .spl extension. These files cannot be
viewed to screen.

4.3.1.3 Using the Excel Document Option

You can save some reports as spreadsheets to view in Microsoft Excel. This
option is available for some but not all reports. This facility puts the information in
a report directly into the cells on the Excel spreadsheet and sets the height of the
rows and width of the columns to achieve the desired layout. All numeric
information can be used in calculations and you can modify the report as required.

Microsoft Excel 2003, Microsoft Excel 2007 or Microsoft Excel 2010 must be
installed on the computer to view the report as a spreadsheet.

3 Publisher.

Flease select a destination device for the document vou are about
to publish,
=
Report Layouk

Standard report
S Excel Report

There are advantages of saving a report as a spreadsheet rather than a PDF
report or a spool file:

e It provides a report saved at a certain point in time but you can amend the
information if required. You can change the information to do different
calculations. The range of formulae that you can apply ranging from
adding two numbers together to applying 'what if* scenarios.

e You can change the appearance of the information by using different
fonts, colours, borders etc.

e You can change the order of the information by changing its sequence.
e You can protect the information in a spreadsheet by using a password

e You can use the charting facilities to display the information in a graph.
Charts make numerical information understandable by presenting them

as a graphic.
3 Publisher 3]
Flease select a destination device for the document vou are about
ta publish,
|-
Report Layout ;| Excel Report ~

File
File Type: | Excel Docurment

Location: | WYWUKKENAANGELO 103 Server YFP DynamiciDatalZ_EXP E]

File: Mame: | TB13092010EXCEL| JLS

Open document when done
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43.1.4 Installing Microsoft Excel

To save and view the report in Microsoft Excel, it must be installed:

e onthe Opera 3 client workstation
e on the Opera 3 server only if:
o Operais run from the server
o Operais run in thin-client environments like Terminal Services.

Tip: Check the System Requirements guide on the Opera CD and on the Opera 3
Info Centre for details of the versions of Microsoft Excel that are supported.

43.1.5 These

spreadsheet:

Application Description

System

reports can

be saved as an

Summary VAT Audit Trail

Excel

Detailed VAT Audit Trail

Summary VAT Values Report

Detailed VAT Values Report

Cashbook

Cashbook Report

Costing

Transaction Report

Sales Pipeline Management, Service
Management & Helpdesk Management

Sales Pipeline Report

Contract Cost Report

SLA Monitor Grid

Company List

Company Address Book

Contacts List

Activity Analysis

Contract List

Equipment List

EC VAT

SD Audit Trail

ESL Audit Trail

VAT Reconciliation Report

Nominal Ledger

Audit Trail

Trial Balance

Ledger Summary

Income Accounts

Expense Accounts

Assets Accounts

Liabilities Accounts

Capital/Reserves Accounts

Budgets List
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Nominal Analysis

Nominal View History

Nominal View Transactions

Nominal Account Transactions

Nominal Account Snapshot

Payroll This Period Summary
To Date Summary
Auto Enrolment Updates
Personnel Training Report

Purchase Ledger

Supplier Status

Creditors Report

Retrospective Creditors Report

Invoice & Credit Note Listing

PIR Invoices & Credit Note Listing

Payments & Adjustment Listing

Realised Gains/Losses

Currency Revaluation

Turnover Report

Held Invoices

Payment Forecast

Suggested Payments

Purchase Analysis Reports - VAT Analysis,

Transaction List and User Defined Reports

Suggested Payments

Purchase Order Processing

Orders Report

Sales Ledger

Credit Control

Account Status

Credit Management Diary Actions

Credit Management Promised Payments

Currency Revaluation

Disputed Invoices

Debtors Report

Invoice & Credit Note Listing

Receipts & Adjustments Listing

Realised Gains and Losses

Retrospective Debtors Report

Revenue Forecast

Turnover Report

Sales Analysis Reports - VAT Analysis,
Transaction List and User Defined Reports

Sales Order Processing

Orders Listing

Suggested Delivery Listing

Suggested Invoice Listing
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Sales Order Processing Order Listing
Stock Control Stock Movements report

Stock Valuation report

Historical Stock Valuation report

Tip: If you intend to modify a report design before it is displayed in Microsoft
Excel using the ADMIN user, you may need to install the Microsoft XPS
Document Writer on your computer. This is important only if the width of the
report is unusually wide, for example a report with many columns created in the
Reporter application. If you do not have Microsoft XPS Document Writer installed
you may not be able to see the full width of the report design on your screen
before the information is displayed in Microsoft Excel.

On Windows 7, Windows Vista and Windows Server 2008, Microsoft XPS
Document Writer is already installed. If you use Windows XP (Service Pack 2) or
Windows Server 2003, you can download the Microsoft XML Paper Specification
Essentials Pack from the Microsoft Download Center.

4.3.2 Alternative Report Layouts

Alternative layouts for standard reports can be used within the system. You use
an application such as Crystal Reports Designer to create the designs and the
Report Layout command in the System module to identify the layout.
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4.3.3 Documents for Preprinted Stationery N

Unlike standard reports, documents are usually printed on preprinted or special
stationery forms. These include documents such as statements, remittance
advices, cheques, and so on. Default layouts for the documents are installed with
your software. These can be tailored to suit a particular design. Your Pegasus
Partner may be able to assist you if you want specific document layouts.

4.4 Printing in Opera 3

Most reports within Opera 3 have been redesigned to fit A4 Laser paper, in either
a portrait or landscape layout. Where this will make a lot of customers happy, but
there are still a number of customers using wide-carriage dot matrix printers for
reports such as debtors list, stock valuation etc. These reports will now have to
be printed via the correct printer driver, or an alternative printer driver to a laser or
dot matrix printer.

® Publisher X

Please select a destination device for the document you are about
to publish.

Screen | iErinter; | File || Email

XRL PDF 5 Refresh List
Microgoft Office Document Image Writer

g-apps-svriTraining Clivetti 600 KX (Wind. i
\\peg-apps-svr\TRN-COLOUR A” avallable
[[] align Printer prlnt.er & faX
Mo, of Copies d”VerS
1B

Paper Source :

| | Auto Source |

Name:  \\peg-apps-svriTraining Olivetti 500 KX
Where: IP_10.0.0.40

Publish ] [ Cancel

For example it is possible to print a wide-carriage design, such as the Invoice
Design to a laser printer, using the Generic Text Only driver.

One advantage to moving to Windows printing means Opera 3 is NOT restricted
to the captured port names such as LPT1: or LPT3: that Opera for DOS &
Windows was. Now when printing a report, all available Windows printer drivers
will be listed for you to chose the destination of the output, whether it be a printer
or fax software!

4.4.1 Printer Alignment

Within most Windows applications you simply have to print a document to see
how the document will come out on the stationery you wish to use. Opera 3 now
has an Align Printer option, will allows you to print a page, so you can align the
printer up with the pre-printed stationery, before you send the actual report to the
printer.
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4.4.2 Number of Copies e

In Opera 3 it is now possible to also state how many copies of each document you
print or report you print at the time of printing. This is very useful when, for
example printing Invoices, you can now print 3 copies.

4.4.3 Text Output

The concept of direct to port text printing no longer exists within Opera 3. Should
there be a requirement to output to a text type printer, then the Generic/Text
Printer driver must be used.

4.5 Distributing a Report on e-mail

Reports or documents can be emailed to colleagues, customers and suppliers
directly using the Output to Email.

3 Publisher, X

Flease select a destination device for the document you are about
«=  topublish,

Report Layout |PEG63EI Invoice Multi-Purpose Laser w |

Screen || Printer ||E|K|| Email |

Lacation: | VWUKKENAANGELO1403 Server VP Dynamic\DatalZ_EME |E

File: Mame: |INV213000213 .PCF

Subject: | Invoice For Adams |

Body Texk: L]
hs
@ Publish ] I Cancel

The Publisher will produce a PDF file and attach it to the email. You are able to
enter the Subject and Text of the email at this point.

Your default email client will then be selected, and this information entered within
Opera 3 passed to it.

,ﬁ@ H9 06+ %)+ Sales Order for Adams - Message (Plain Text)
Message | Inset  Options  FormatTedt  Developer
= Cut T (== Ty =
B o waEEE @ [ S R (L W seeene A
) 3 copy
Paste Bz ul[& A= | Address Check | Attach Attach Business Calendar Signature || Follow | § Low Importance | SPeling
- Jf Format Painter = Book MNames  File Ttem Card- - Up- -

Clipboard ) Basic Text Names Include I Options s || Proofing

This message has not been sent.

[ost@ele.co.k
= \

biect; | Sales Order for Adams

Aftached: | T1)5000092364,POF (6 KB
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Alternatively, located within System Manager a system defined Email Profiles that
may be used to send Statements, Remittance Advice slips & Sales Order
Acknowledgements. If these options are correctly set up on the customer/supplier
record the Publisher will load directly onto the Email tab & the Email Profile fields
will be effective, The File Name, Subject and Body Text will load automatically.

4.6 Previewing Reports

Most standard reports from within Opera Il are able to display to the Screen,
however documents and some reports such as Invoices, audit trails at Period end
etc, require output to either a printer, or a spool file. All screen previews will use
the Default printer driver in use.

When printing a report to screen the preview will automatically be maximised. No
user intervention is required.

3 Publisher

Please select a destination device for the document you are about

g to publish.

Report Layout i Standard report v |

[ Printer (| File || Email

Q) Publish ] [ Cancel
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When you choose to view a report on your screen rather than print it, the report is
displayed in the Report Preview form. The form displays the report on your
screen so that, if required, you can check it before printing. You can also search
for text in the report, use the zoom feature to make the details easier to read and
quickly move from page to page.

For most reports that are opened from the various Reports menus in the
application, you can leave the Report Preview form open whilst you work in other
areas of the application. You can also view more than one report at a time. Each
report is displayed in a separate Report Preview form. For example, you can view
the Depreciation report in Fixed Assets at the same time as viewing the Receipts
and Adjustments report in the Sales Ledger.

When some reports are being previewed it is not possible to work in other areas
of the application:

e Reports that are opened from areas other that the Reports menus in the
application

e Reports that update your data after they are viewed or printed.

These options are available on the Report Preview form:

Highlighted  You can search for details in the report. The search results are highlighted in the report

Box Description

search and a pane is displayed on the left of the screen that displays the search results by
results page number.

Page You can easily navigate from one page to the next.

navigation

Zoom You can zoom the report up to 10 times of normal size. You can also fit the width of

the report to the screen and fit all the contents of the report to the screen.

Print You can print the report after viewing it on the screen. You have a number of choices
before printing the report:

Include all pages

Include only certain pages

Include only odd numbered pages
Include only even numbered pages
Print one or more copies of the report

Fit more than one page of the report preview on the printed report. For example, if you
have a four page report preview, you can fit the four pages on one printed page.

* Report Preview - Receipts & Adjustments (sqgslreca.frx)

3 Pegasus Opera 3 - Orion Vehicles Leasing

1: Adams Light

Engincering Ltd Orion Vehicles Leasing

Look for: | adams

1: Adams Light Created on 21103/2010 &t 14:31 by ADMIN Sales Ledger Cptions
Engineering Ltd [Jmatch case

1: Adams Light [Juse wildcards
Engineering Ltd

Orion Vehicles Leasing Sales Ledger Receipts

Caniel

1: Adams Light

Engineering Ltd Account Date Type Ref 1 Ref 2 Value Details

2. Adams Light ADADDM 2EMO2008  Receipt 0521 Chenue <1410 Adams Light Enginesring Ltd
EJ‘ s Ltd ADADDN 2EMOZ008  Receipt 0524 Chenue 4100 Adams Light Enginesring Ltd
stemeemne e BLID00S 200972008 Receit a0+ Cheduz -209.85  Alip and Sans Limted
2: Adams Light ALI000S5 26M9/2008  Receipt 1535 Chenue -629.99  Alip and Sons Limited
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A modeless report screen preview facility with searching comes as standard in O3
for all standard reports. This functionality offers significantly enhanced sociability
within Opera 3 and allows users to launch other functions whilst having the report
screen preview still open on screen. This facility in Opera Il /Opera 16 is modal
(exclusive process).

13 Pegasus Opera 3 - Orion Vehicles Leasing,

I@ oz
Financals | SupplyChainManagement  Payroll &R CRM  Reporting  Administration  Favourites

€ View  Reports @ FR O History PIRReports . N Rectity Reports = Q’ [[gBatcn Maintenance = Reports ~ Q’ © View  Reports ™
2 [ Anatysis Utilities ~ TR Eagments - Utilities - [omy Utilities - S Bepode- 2 Utilities~ . . Ectumars Utilities ~
PO (1 istory MaIntenance = FOCHSING b L Reports = Maintenance = Joumal o Maintenance = | PrOXessing. upypg; - Processing Maintenance * proosrmg g Baten Maintenance ~
Sales Purchase Hominal Cashbook Fined Assets Costing
3 Sales View : ACCEO1  Report Preview - Debtors Report (sgsldebt. frx) [- [B]X
wew | crtena =
Range
From: | 01j0B/2008 ] View: | Sqes Codes
Orion Vehicles Leasing Debtors Report
To: | 161082010 = Levels ; | Aalysic Cadaf Accod Created on 16,08/2010 ot 14.07 by MANACER
B L Currency  ALL
[ | sates velue |
s - Accessories Orion Vehicles Leasing Debtors Report by Account  (Selected from ADADOOT to YOUDOD3)
Adams ight Engneeing Ltd 560964 . A Month
e e Account 3 Months: 2 Months: o Current Balance Unalloe. Advanced _ Cr.Limit
‘Anderson Car Fackors Lid 24.00 ADADOO 370430 000 000 000 370430 -497.92
Carstiart 87,00 adams Lght
Hartlepocl Office teeds Ltd 26,00 01862 675543
Hark Jefferson Assaciates 2600 0001 . — .
sbbiatn .3 Sales Processing ; ADAO0O1 - Adams Light Engineering Lt 3 Publisher X
.3 Turnover Analysis : ADAGDO1 - Adams Lig| ——
General | oms | Lt
BARDODT < Please select a destination device for the document you are about
Company Name : | Adams Light Engneering Led iy topublsn.
Turnover
-y a0z Address : loss Road Report Layout : | Excel Repart - Wikivout Transactions: ~
FIDEIEE Gesforth Industrial Pork —r e
Gostorth E— —
. rerremrm—r—] File Type: | Excel Docment
g bkl T ] Locatin: | WUKKENAANIGELDLY03 Server VPP DymamiciDatalZ_E4F .|
2 HCContact: [ biter ] Fie Name: | AGEDDEBT 10062010 s
# Esil Address ;| imale.cok | =
done
Order Contect : —
PAVPRVERIN 3 Task Schedule Editor (4 (=]
2, ] Locdour Accourt Name Dessigiion Type LastAun
NguD Nightly Back Up Syiten - Backup Dalsbssss  Never
Invoice Accourt
periods Nguz Nightly Ful Back-up Syiten - Backup Datsbases  Never
NAHO! o End) Hever
Area
Action +
fcten - || TR T OIT)
i =
D20 PwOOR | P2 @zE P M@ (o= |
New Task i . “Ciose
16/08/2010 - Oion Vehicles Leasing

Please note: that only reports that can be loaded from the reports folder in an
Opera 3 module will be modeless. If a specific report writes back data then the
report will remain modal.

Searching highlights is one of the new features, as well as Bookmark facility.

3 Pegasus Opera 3 - Orion Vehicles Leasing,

Report Name

| Report Preview - Trial Balance (sqnltbtc.frx)

Close
i Orion Vehicles Leasing Trial Balance
1: Freehold Buildings - Created on 13/09/2010 at 12:12 ay ADMIN
Cost Sequence: Account (Selected from A110 ta Y299 and C.C. Blankto TEG)
1: Freehold Buildings -
Accum Dep Orion Vehicles Leasing Trial Balance for 2010 Period 1 Only
This
or
A110 Freshold Buildings - Cost 270000.00
A115 Freehold Buildings - Accurm Depn
A120 Etuipment - Cost T60.00
A’
4 Lookfor: [ Freel w|[ e ]
Options
A | [Match case 1381201
o [ use wildeards 471018
Af Computars - Accum Depn 535419
c110 Trade Debtars 32913848
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Accreditation Training Courseware
5 Chart Views

Pegasus Opera 3 includes powerful and versatile chart views throughout the
application so you can view your company data in a graphical format. Charts can
be copied to the Windows Clipboard, saved as a graphical file on your computer,
or printed. You can choose the colours used in a chart from colour themes when
you view a chart.

You can view as many charts as you need at the same time. So, if you want to
compare different codes of information, like supplier accounts, you can open as
many chart forms as you need. For example, if you wanted to compare the
turnover of customer account ADA000O1 and customer account YOUO0O0O1, you can
do this by positioning a chart for the first account next to a chart for the other
account. You can also view the same information in different types of charts at the
same time. For example you can view a customer's turnover in both a vertical bar
chart and a horizontal bar chart.

Some charts will not display negative values. Other charts, like the Pie Chart and
Doughnut Chart, only display one category of information. If the view you are
using includes either negative values or more than one category of information, a
message is displayed when you select a type of chart that cannot display the
information.

@)
>
o
<
D
=
v

This is a line graph which is accessed from the View form in the Sales Ledger.

| =
Sales Account [ ssles value
l l Sales Value [ Cost value
a1 [l Cost Value [Margin
l] Margin uantit

oM
2 B
soor + | | T | %o

1. Tick boxes Some charts allow you to select the categories of information you
want to include on the chart. In the multi-category chart above for
example, you can choose to include the value of sales, the cost of
those sales and the sales margin. Other charts are single-
category charts so include one set of values only.

| Feature Description
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2. Action button  These commands are available: Notes

Clipboard  Ctrl+6
Print Ckrl4+P
Export Chrl4¥
Criteria k4T

Cancel

e Clipboard to copy the chart to the Windows clipboard
e  Print with various printing settings

e Export to save the chart as a bitmap graph

e Criteria to view the current criteria for the form.

3. Colour You can choose the colours you want to see in the chart by
Scheme selecting a colour scheme. The application uses the first colour in
the chosen scheme to display the first series or category of
information, the second colour for the second category of
information, and so on. The colours are used until you close the
chart form.

4. Chart Types  Each view can be drawn using different chart styles. The styles
that are available depends on the selected chart. Click here for a
description of each type of chart available.

Chart views are available in the System Manager, Sales Ledger, Sales Pipeline
Management, Purchase Ledger, Nominal Ledger, Costing, Stock and Payroll
modules. Each chart's scale either displays values (as in a Line chart) or
percentages (as in a Full-Stacked Bar chart). This table describes all the charts
that are used in the different views in the application. Only some of the chart types
are available to each chart.

5.1 Where are Opera 3 Charts available?

The charts in Opera 3 are available throughout the application. This table
describes the areas where charts are available, the information that is included in
each chart and also the types of chart that can be used. Pie charts and Doughnut
charts can be selected in the areas mentioned in the table below only if one
category of data is selected.

Module Command Sub Description Available Charts
Command
System Utilities Monitor Displays the sales Points
Manager Companies turnover and purchase ,I&Irr:e?
turnover for the .
Vertical Bars

company from the
beginning of the
calendar year.

Horizontal Bars

Sales Ledger View Display customer Full-Stacked Bars

enquiries based on the Eomts

analysis facilities used A'nes

in the Sales Ledger. rea

int . g Stacked Bars

You can include a _ Stacked Area

range of customers in Horizontal Multiple Bars

this view. Horizontal Stacked Bars
Horizontal Full-Stacked Bars
Pie
Doughnut
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Sales Ledger.. Processing
Purchase View
Ledger
Processing
Nominal View
Ledger
Costing View
Stock View
Payroll View
Sales Pipeline  Opportunities

Management

Turnover

Turnover

View

Displays a twelve
month analysis of
turnover for the
selected customer.

Display enquiries
based on the analysis
facilities used in the
Purchase Ledger. You
can include a range of
suppliers in this view.

Displays a twelve
month analysis of
turnover for the

selected supplier.

Display enquiries
based on the account,
cost centre, type, sub
type dimensions used
in the Nominal Ledger.
If the Advanced
Nominal Ledger is
used, views can also
include additional
dimensions as well,
like projects and
departments.

Displays enquiries on
costs and revenue
transactions posted in
the Costing module
and other modules that
update Costing with job
costs and revenue.

Displays enquiries of
receipts, issues,
returns, allocations,
deallocations,
adjustments, transfers,
purchase orders and
sales order
transactions that affect
stock.

Displays enquiries on
payroll transactions.

Displays enquiries of
your sales
opportunities.

Points

Lines

Area

Vertical Bars

Horizontal Bars
Full-Stacked Bars
Points

Lines

Area

Stacked Bars

Stacked Area
Horizontal Multiple Bars
Horizontal Stacked Bars
Horizontal Full-Stacked Bars
Pie

Doughnut

Points

Lines

Area

Vertical Bars

Horizontal Bars

Vertical Bars

Horizontal Bars

Full-Stacked Bars
Points

Lines

Area

Stacked Bars

Stacked Area
Horizontal Multiple Bars
Horizontal Stacked Bars
Horizontal Full-Stacked Bars
Pie

Doughnut

Full-Stacked Bars
Points

Lines

Area

Stacked Bars

Stacked Area

Horizontal Multiple Bars
Horizontal Stacked Bars
Horizontal Full-Stacked Bars
Pie

Doughnut

Full-Stacked Bars
Points

Lines

Area

Stacked Bars

Stacked Area
Horizontal Multiple Bars
Horizontal Stacked Bars
Horizontal Full-Stacked Bars
Pie

Doughnut

Full-Stacked Bars
Points

Lines

Area

Stacked Bars

Stacked Area

Horizontal Multiple Bars
Horizontal Stacked Bars
Horizontal Full-Stacked Bars
Pie

Doughnut
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5.2 Opera 3 Chart Types Notes

Each view in the application can be drawn using different chart styles. The styles
that are available depends on the selected chart. This table lists the different
charts available, describes each chart and suggests when they could be used.

Chart Type Description Displayed Suggested Use Allows Screenshot

as negative
values

Full- Displays one or more % To show different No e
Stacked categories of stacked categories of information Sales Account
Bars information displaying the stacked in the same bar. [ f
percentage of each category Each data category is
up to 100%. displayed up to the largest
value in the selected data.
[ ] O SN =]
Points Displays one or more £ To see discernible trends Yes
categories of information as in the information, for Sales Account
scattered dots. The horizontal example your customers'
scale is represented in values. turnover trends. .
Lines Displays one or more £ When you need to show Yes
categories of information in 3D trends for several sales Account
lines. categories on the same
diagram, and to compare
the values of several
categories for the same
points arguments.
Area Displays categories of £ To show trends for several  No
information as filled areas on a categories on the same Sales Account oo
chart, with each data point diagram, and also show e
displayed as a peak or hollow the relationship of the parts
in the area. to the whole.
Multiple Displays one or more £ To view graphs with more Yes
Bars categories of information than one numeric values Sales Account e

vertically. Each bar represents
a different categories.

displayed vertically.

Moo
Jw77771 I‘Ill’l‘w-/-/-/

[+ ] @ |IEEET ~ o

<

!
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Stacked Displays one or more £ To show different No
Bars categories of information categories of information Sales Account B
vertically. Each bar includes all stacked in the same bar. o .
of the selected series. The
height of each bar is
determined by the total of all
the category values for the
category. i H
‘ ceeete P [ l ¢
eI
@ NI - e Co= )
3D Bars Displays one or more £ To show different Yes
categories of information categories of information
vertically. Each bar represents placed adjacent to each
a different category. The bars other.
are placed one behind the
other.
(o] @ BB cusee Co=]
Horizontal Displays one or more % When it is necessary to Yes
Multiple categories of information compare the percentage __Sales Account .
Bars horizontally. Each bar values of different point A — o
represents a different arguments in the same z
categories. The bars are categories , and to T —
displayed next to one another. illustrate these values as _—
easy to understand pie —
slices, but with a hole in its _—
center.
Horizontal Displays one or more £ To show the cumulative No
Stacked categories of information effect of a category of
Bars horizontally. Each bar includes information using values.
all of the selected categories.
The width of each bar is
determined by the total of all
the values for the categories.
Horizontal Displays one or more % To show the cumulative No
Eull categories of stacked effect of a category of Sales Account
Stacked information horizontally information using r——— &=
Bars displaying the percentage of percentages. —_—
each category up to 100%. i
Each bar includes all of the ——— ——
selected categories. The width ——
of each bar is determined by r————————+4
the total of all the values for F—— ————
the categories.
Full Displays categories as areas % To emphasise a change in  No
Stacked on a diagram, so that the values by filling in the Sales Account
NG percentage value of each portion of the graph u

category is stacked with all the
other corresponding
categories. The height of the
area is always the full height of
the chart.

An area chart can be thought
of as a stacked line chart, with
the data points showing the
sum of the values in the
categories rather than the
individual values.

beneath the line
connecting various data
points.

. |

sovn - | @ EEECECIEE ¥ chambon
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Pie Displays one category of % To represent percentage No
information in segments. Each values as proportionally-
segment represents a sized slices of a pie, each
percentage of the total value of slice displayed in a
the information on display. different colour.
Doughnut Displays one category of % To represent percentage No
information in segments. Each values as proportionally- Sales Account o
segment represents sized slices of a pie, each
a percentage of the total value slice displayed in a
of the information on display. different colour with a hole
at the centre.
Vertical Displays one category of £ Use to view graphs with Yes
Bars information vertically. numeric values displayed ot
vertically.
= roskenrs |+ CECBIEM| & [ wos |
Horizontal Displays one category of £ Use to view graphs with Yes
Bars information horizontally. numeric values displayed
horizontally.
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Accreditation Training Courseware
Appendix

Appendix A — Notes

Most maintenance forms have a Memo tab you can use to record notes about the record
currently displayed on screen. You can also use object linking and embedding to attach
documents or images. In addition to these facilities, further notes can be attached to certain
master records which are more structured, and that can be used to record and monitor actions
or tasks to be carried out by someone else. Notes can also be generated automatically as a
result of a particular process; for example, putting an account on stop.

Notes are created, edited and viewed by selecting the Notes button on the toolbar, or by
pressing CTRL+0O, once you have retrieved the master record concerned. The facility is not
available for all records, or under all circumstances. You can only create or view notes for a
record when this button is available on the toolbar.

For each note record you create, you can enter a subject heading and the details of the note.
The default date of the note will be the processing date and the originator's user name is also
recorded. You can assign a priority to the note, depending on it's level of importance (low,
normal or high). If the note relates to a task or action to be undertaken by someone else, you
can select one of the persons identified on the People Profiles form and record a date by which
the action should be completed. If that person record has an e-mail address associated with it,
or if you type an e-mail address on the note record, the application will automatically generate
an e-mail message, using your default MAPI-compliant e-mail software, when the note is
saved.

The note can be retrieved for viewing or editing at any time when the master record is displayed
using the same Notes toolbar button used to create it. You can create many notes for the same
master record; each one is summarized in the grid in the bottom half of the Notes form. A report
is available to list the notes created for the master records.

If the note relates to an action, you can record when the action has been done using the
(Un)Complete command on the Action menu associated with the Notes form.

You can identify when a record has a note attached by an icon that appears in the form's status
bar:

Bction - | The notes status bar icon

| Wiew | | | =

If a note has been assigned a high-priority status, this is indicated by an exclamation mark in
the status bar of the Notes form, provided that note is the one currently selected in the grid:

fction - 1 Indicates a high priority status
[view | ] [P B

>
o
o
®
>
o
<
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You can mark a note for deletion by retrieving the note record concerned and using one of the
normal record delete functions. Records marked for deletion are removed using the Reorganise
System Files command in the System module. You select the Tidy Notes option on the
Reorganise System Files form for this purpose.

Automatic Notes Creation
Some processes result in the automatic creation of a notes record, including:
e On production of a sales statement.
e When a sales or purchase account is put on stop or subsequently released.

e When a sales or purchase invoice is marked as being in dispute or subsequently
released.

e When an e-mail is produced for a customer or supplier via the Processing menu.

e Optionally when producing e-mails from the Customer Contacts or Supplier Contacts
reports, provided the Note of E-Mails option is selected.

Automatically generated notes do not have corresponding actions; no entries are made in the
Action For, E-Mail, or Done By fields. However, the Completed field is updated with the same
date as the note's creation date.

Note Reports

For those modules where notes can be maintained, you can print the notes created for master
records using the appropriate command on the Reports menu. You can use selection criteria to
determine which note records are listed. For example, you can restrict the list to a range of
master records, persons identified in the Action For box, user records (those responsible for
creating the notes) and action dates. You can also select by priority level and optionally include
notes not intended for action, or that have already been marked as complete.

Prerequisites

Before you create a note record, you need to have created the master record to which the note
will be attached. If you want to record an action for a specific individual in the Action For box,
you must create the person record using the People Profiles command in the System module.
In order to make it possible to generate a default e-mail message when the E-Mail box is used,
you must have a MAPI-compliant e-mail software application installed on your PC.

To create a note record

Retrieve the record for which you want to create a note record.
On the toolbar, click Notes.

On the Record menu, click New.

In the boxes provided, enter the details of the note record.

If you have entered an e-mail address, on the Record menu, click Save. (You do not need
to use the Save command if the record has been created without an e-mail address.)

6. To close the Notes form, click Close.

o~ wN PR

Note: If an entry is made in the E-Mail box, saving the note will result in the application starting your
default e-mail software and generating a default e-mail message.

© Pegasus Training Services Page 65



Accreditation Training Courseware - O3Training_Accreditation_ADM40GettingStartedR1.3.docx

Note Entries

Box Description

User The user name of the person creating the note. This is automatically based on
the name used to log on and recorded in the User Profiles form of the System
module. You cannot override this on the note record.

Date The date on which the note was created. The default is the current processing
date. If you want to change this, type a new date or use the calendar button
alongside the box to select an alternative. Once the note record is stored, you will
not be able to amend this creation date.

Priority An option that determines the level of importance for the note. You can select
‘Low’, ‘Normal' or 'High' from a list. The default selection is 'Normal'. Once the
note record is stored, this priority level is reflected in the grid in the bottom half of
the Notes form in the column headed P. 'L' means 'low', 'H' means 'high' and no
entry in this column means ‘normal’.

Action For A reference that identifies someone on the People Profiles form in the System
module to whom the note relates. You can select from a list. If the note is not
relevant to a particular individual, or the person does have a corresponding
record in the System module, leave this box blank.

If you do select a person record and they have a corresponding e-mail address,
that address will appear in the following box.

E-Mail The e-mail address of the person for whom the note is intended. This may be
shown automatically if one exists on the person record. If not, you can type an e-
mail address. When the note record is saved, the application will automatically
generate an e-mail message using your default e-mail software. If you do not
want an e-mail created, leave this box blank.

Done By A date by which the action or task should be completed. You can leave this blank
if the note has no deadline or time restriction. You can use the calendar button
alongside the box to select a date. Once the note record is saved, this date will
appear in the Be Done By column of the grid in the bottom half of the Notes form.

Subject The subject of the note. This is also used as the default subject line if an e-mail is
generated. A default subject heading will appear in the note has been generated
automatically.

Note The detail of the note. This will appear as the message text if an e-mail is
generated, preceded by the ID and name of the record to which the note relates.
A default message will appear in the note has been generated automatically.

To mark a note as completed

1. Retrieve the record for which you want to update the note record.
On the toolbar, click Notes.

3. On the Action menu, click (Un)Complete. The current processing date appears in the
Completed column of the grid in the bottom half of the Notes form.

4. To close the Notes form, click Close.

Note: You can reinstate a note to its incomplete state by reselecting the (Un)Complete
command on the Action menu associated with the Notes form. This causes the date in the
Completed column of the grid on the Notes form to be removed.
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Appendix B - Object Linking and Embedding

You can link objects to be associated with records such as customers, suppliers, stock items, employees
and so on. A representation or placeholder for an object is inserted on the O.L.E. form associated with the
record. The object exists in the source file and, when it is changed, the linked object is updated to reflect
these changes. You can attach a picture as well as an object placeholder. This can be associated with the
OLE data object or be independent. You can link several objects to each record. Double-clicking on the
icon associated with the OLE Data heading will start the application used to create the object, assuming
the application and document is available to you. Right-clicking on an icon associated with an OLE Data
heading displays a shortcut menu. The menu options on the shortcut menu are dependent on the type of
object, and provide the ability to edit the object and/or edit the package using Object Packager.

Important: These are dynamic links. If you move or rename a linked object without changing the file
extension on the same hard disk drive, the link in Opera is automatically updated. However, if you
move a linked object to a different hard disk drive (either on the same computer or a different
computer), the link in Opera will not be updated. The link in Opera with then not work. If you delete
the linked object, the link in Opera will not work. Once the OLE object is not linked anymore, you will
need to manually reattach the object in Opera to link to the object again.

KoLe (==

Picture : OLE Data :

No Picture Recorded No OLE Data Recorded
Comment :
Date Comment -
< m 3
")

View y

To link objects

1. Open the relevant module folder, and then click Processing.

Retrieve the record for which you want to store object details, click Action and then click
O.L.E. The O.L.E. form appears.

3. On the Record menu, click New.

4. Under Picture, click the browse button to locate the file that contains the image you want
to link.

5. Under OLE Data, click the browse button to locate the file that contains the document you
want to link.

6. In Comment, type a comment that identifies the objects you have linked.
7. To store the object details, click OK.

Notes: An icon appears on the status bar of the record processing form to show that an object record exists.
You can use the New command button on the toolbar to add additional objects. To start the application used to
maintain a data object, double-click the icon under OLE Data. To delete an OLE entry, click to highlight in the
list and then click the Delete command button on the toolbar. Both picture and OLE data objects are removed as
one item. Deleted OLE files are removed when you use the Reorganise System Files command in the System
module with the Tidy System Files option selected.
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Accreditation Training Courseware
Other Guides and Help

The following user documents are also provided with the respective software. Guides are available from
various sources including Answerlink, the Opera 3 CD and from the Opera 3 Client installation’s main
folder, normally C:\Program Files\Pegasus\O3 Client XXX\User documents (where XXX is either VFP or
SQL). Some guides are also available from the Opera 3 Help menu or respective software Help menu.

Readme File

The Readme file is an HTML document. It contains late breaking news and any other release specific
important information.

Note: This file can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Release Guide

When new versions are released such as Opera 3, they are normally accompanied by a Release Guide
that contains information such as What’s New in this Release, Release History, and Functional Differences
between versions.

Note: This guide can also be accessed from the Opera 3 CD Installation Menu with regards to Opera 3.

Installation Guide

The Installation Guide is provided to help you install the application in your chosen Windows environment.
It contains technical information and advice to ensure the installation process is successful.

Demonstration Data Guide

This guide is provided to assist the use of the demonstration data and contains pertinent information that is
not contained elsewhere in the product documentation. It is recommended that the Help be used at the
same time.

Implementation Guide

The Implementation Guide provides a high-level view of an application such as Opera 3 and how to
approach an implementation. It details how the modules are integrated, and recommends the order in
which elements should be set up.

System Requirements Guide

The System Requirements Guide details the minimum and recommended computer hardware and
software requirements that are required to install and use software such as Opera 3 Enterprise and Opera
3 Enterprise SQL.

It also includes guidance on using Opera 3 Enterprise and Opera 3 Enterprise SQL in a Terminal Services
environment run in Windows Server 2003 and Windows Server 2008 (32-bit & 64-bit).

Help
F1 Help provides details of all the functions available in the application.

Document Management & Executive Dashboards Guides

Installation Guides are available for both Document Management and Executive Dashboards. A user guide
is also available for Executive Dashboards. Help for Document Management is in the Opera 3 Help.

Note: The guides are in the respective folders on the Opera 3 CD and can be accessed from the Opera 3
CD Installation Menu.
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