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Welcome To Tradepoint Enterprise

The Product Manual and Usage Guide is designed to assist in self guided implementations as a self service based
resource. Additional resources are found through our website in a web portal in our searchable knowledge base at
www.darwinproductions.net/support

I f you dondét have a | ogin one can be created by <clicking
password and then you can login to access online resources.

The articles you see on the main page are the newest ones. Click on the description in each article to see the complete
article.

A dynamic |linked 6contentsdé is available for the most con
typing i n &c eearthaaoltarsd&licking thecseatclhieon. Each article can be accessed by the links found in
the online contents.

Use the back button in your browser or click on the Support option in the top tool bar to be directed back to the main
support page.
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The online knowledge base includes expandable menus and a dynamic search tool. To find an article, simply type in a
topic into the search field then click on the search icon to retrieve any articles with that topic in the name or content of
the article. Links to related articles can be found within each article for easy navigation.

Getting Started: Installation

First Time Installation

Tradepointd s i n s wikhwalk wou through a step by step wizard to install Tradepoint on a desktop or laptop.
The installer link for Tradepoint is:
http://www.darwinproductions.net/Tradepoint/TradepointSetup.exe

You will be prompted with an option to save this file.

Opening EvolutionSetup.exe ﬁ

You have chosen to open
1 | EvolutionSetup.exe

which is a: Binary File
frarm: hitp:/www.darinproductions.net

Would you like to save this file?

| Sawve File Cancel

Choose 6Save Fil ed. ThRdaepointoootompulipieimachings install thi:file on each machine that will
have Tradepoint. The file size is 110mb and download time will vary depending on Internet connection. Wireless
Internet connections can fluctuate therefore, we recommend a direct Internet connection for the fastest download time.

Save As &
.,\_ygju Bl Desktop » v | 49 || Search R
File name: :,___!—” pi v
Save as type: ;Applncation Y.
¥ Browse Folders w*AS.;;é 77777 Cancel

Save the Installer File somewhere it will be easy to remember. After the download is complete run the installer file.

Vista users will have the file saved within downloads and Windows XP users will likely see an icon on the desktop of in
the location on the PC where it has been saved.
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Open File - Security Warning -3 ]

The publisher could not be verified. Are you sure you want to

run this software?
' N Name: Ci\Users\Jen\Downloads\EvolutionSetup,exe
Publsher Unknown Publisher

I Type: Application
From: C\Users\Jen'\Downloads\EvolutionSetup,exe

' e feae

| Aways ask before opaning this fils

,  This file doss not have 3 valid digtal signature that vedfies ks
g publsher. You should only nun software from publishers you tust

what software to ne

After it has been downloaded choose run to start the installation wizard. The wizard will walk through the steps to install
Tradepoint completely on your computer.

After the main components have been installed you will be directed through several screens to establish network
Settings and then setup a company structure and an Administrator login.

Network Setup

Network Settings will be the first step in the Installation wizard. Below are recommended guidelines. If you are not sure
which ones to choose speak with your IT Professional.

Network Setup i This option is recommended for computers networked users who are stationary in an office or one
location. Synchronization will be instant between Networked computers.

Remote User i This is recommended for laptops and computers that will be mobile as remote users. Synchronization
will need to be established at a given interval to be setup under Terminal Settings.

Administrator Password/Login

The next step will be to establish and Administrator login. This should be setup with a password that can be
remembered however, This profile will be used for Administrative purposes and the informational setup of Tradepoint
within your company.

Company Setup

The wizard will prompt for basic information about your company and if you use any Divisions during this process. If you
are unsure about the use and structure of Divisions then enter in the basic contact information and click no to the
options about General Ledger template options.

Company information and details about Division information and additional Company details can be done after the
installation is complete using the data import tool.

License Key

After your Company contact information has been entered, your company will be registered with Tradepoint. In most
cases a software license key will have already been generated and it can be entered into the setup screen when
prompted.

After the license key has been entered Tradepoint will update to the latest version available.
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Establishing the remaining settings and preferences for your company is explained in detail in this Setup Guide in the
Company and Employee Setup sections.

RestoringTradepointon another Computer or Installingradepointon a New Computer

To restore or install Tradepoint on a new computer or additional computer the Installer file will be installed on the
computer as well as a remote backup of your companydés inf

Creating a Remote & kupof a Database
Creating a Remote Backup Set iorfisdane thmugh asldgin with Adnmist@atarmocegss | n f

Click on the management Menu when logged into Tradepoint. This is the orange cube in the upper left corner of the

screen when logged into Tradepoint.

Choose the Manage Database option in the menu.

Synchronizason with Others

(3 Synchronize CTRL+S

Send and Recelve Data from Variows
glmpon Data...
Fll Export Data...

(o B~ 1 ata na

1 + Manage Database
& Manage your da

From the Manage Database options in the nexoptomenu choose t
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Welcome to the Database Operations Wizard )
TR e T

Create @ Rew Romote User Seckmp Set
&1\".1!.*‘».:"." 2 spechde tand frowd 1y e
seizme  Use Crmwats

Ktalome 20 Cunteg Dutabas
| Vet il CmTinh W1 Rt G MM bl b o (T A
[efragrent [utadaw
v oy Shsboniisguivadismenh iyl
of e tha Yagmatana Ate: Pilte 5o [Trepeste

The next screen will direct you to create a New Remote User Backup Setand save it to a location where is can be
accessed.

There will be an expandable menu in this screen. The name of the file can be changed from the default you see. Save the
backup file to an easily accessible location.

The easiest option is to save it to a zip file or thumb drive and then transfer the file to the computer which will have
Tradepoint restored. FTP access or file sharing tools for networked computers are also ways that a backup file can be
transferred to another computer.

Once the file location has been chosen click the Save icon and the backup file will be created in that location.

Create a Database Backuf o Restore on Another Computer

To create a database backup for restoring Tradepoint onto another machine follow these steps:
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1. The Database Management menu is found under the Management Menu icon.

2. The option for creating a backup is the highlighted option in the Management Menu.

{" v | @ | @

ﬂ Logout CTRL+L
Synchronizason with Ohers

G Synchronize CTRL+S
@t Synchronize with Outiook

Send and Receive Data from Various Sources

0 import Data... )
F! Export Data...

e

s with bach A'.»-r]‘-:’vu' o hons

o 1
400} Setup a Exit
.~ b |

The next screen shows 4 different types of options.

3. Choose the highlighted option to create a backup to be restored on another machine as a remote or networked user.

4 Ostabase - o
Main
Welcome to the Database Operations Wizard
This wazard wil J6ss2 you I CRatNg 3 Backup of you! Mtadam, Owating a2 Remots Lser Setup
mms«.am.wm.mnomwmmwu»«mmu

W

RS,

&m*oﬂummuaom

& Restom an Dxhting Databasr

Defragmant Database L‘

4. The next step will be saving the backup to an accessible place through the file structure showing on the following
screen.

© Tradepoint360, Inc. 2010 |Product Manual & Usage Guide



Tradepoint360, Inc. © Product Manual & Usage Guide- 2009

Type in the file address or click the file on the right of the screen to browse for a location on your network or local
machine to save the backup for.

—

Find File Location on Database Server

Location

The File name field is editable. It is recommended to add the current date or company name for backups to the file name
field (highlighted above).
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 Pieas ket tha Gestinatien path for the backup B C1E wl b Craxed and Gk nest.

Sackip Location

|Ci\Users\Jen) 0p vokitienBachupsz7

The location of the file will appear in the Backup Location field.

5. Click Next. A progress bar will show on the screen.

A prompt will appear letting you know when the backup has been created. (The longer Tradepoint has been in use the
larger the database so, it may take a short while or w longer while to create a backup)
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u Congratuations' The database operation you requested has completed sucoessiully
In the case of a database restore, dickang finsh vl resuk n Evolution being restarted
with the new database.

Type: BAK File
Size: 4,10 GB
Date modified: 5/25/2009 12:14 PM

Restoring/InstallingTradepointon another Computer

To restore Tradepoint on a new computer the Installer file will need to be installed up to the steps of having the
Tradepoint icon on the desktop and a backup file from the Company will also need to be installed on the computer.

Once both of these files have been downloaded on the computer then we can restore Tradepoint on another computer
and Company access to Tradepoint.

1. From the desktop click the Tradepoint icon to start the installation/restore process. (For Windows Vista users right
click on the Tradepointi con and choose ORun as Administratord. Th
Tradepoint is installed.)
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< '? 3 ‘-'_w T
N ‘
Open

Open file location

Run as administrator
Add to archive... %
Add to "Start.rar"

Compress and email...

Compress to “Start.rar” and email
Pin to Start Menu

Add to Quick Launch
i Adobe Drive C4 4
Send To »

Cut
Copy
Create Shortcut

Delete

Rename

Properties

2. Tradepoint will configure settings and bring up the setup screen with the four options for the different types of
Tradepoint user configuration.

a. Install as Stand Alone User
b. Install as Network User
c. Install as Remote User

d. Install in Demonstration Mode for the 30 day demonstration trial.

3. Ifthe machine you are restoring Tradepointon i s a | aptop that wil!/ be mobil e
If the computer that will have Tradepoint restoredoni t wi | | be part of a network th
User 6.

4. The following screen will prompt you to look for the restore file.

5. Highlight the file. (Make sure the file you are highlighting has the extension .bak in case it was compressed. An
error will be generated if a file with .rar or ,zip is used)

6. Click the Next icon. Tradepoint will restore the file and then check for updates. This process can take a few
minutes depending on the speed of the Internet connection.

7. When finished you will be directed to the login screen for Tradepoint.
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Change a Remote User to a Networked User

When a Remote user becomes a Networked user it does mean that a laptop will be in a fixed location and is a part of the
network. Once a laptop becomes a networked user it will no longer be able to synchronize if it is moved from that location.

y

. . L | Terminal
To change a Remote user into a Networked user click on the Terminal icon.

Then uncheck the checked option for 'Terminal is a Remote User'.

Symcheonization Tlm-a-r| G0 0 Minutes

The synchronization options below will gray out and the computer will be a Networked user. The Synchronize option in the
Management Menu will also be removed.

Change a Networked User into a Remote User

For customers who have computers set up as networked users on Tradepoint and one of those machines needs to
become a remote user(this is usually a laptop that is in a fixed office location), follow these steps to change the type of
user from a networked user to a remote user.

1. The terminal Settings will have to be adjusted from Network to Remote. To find the Terminal icon, click on the tools tab

”

. . Terminal
and then the Terminal icon. !

The option under Update and Synchronization for Remote user will need to be checked off. Save your changes.

Update and Synchronization
:
W VI synchrorize On STariun
Synchromzation Timer 60 | Minutes

2. Remote users will need a synchronization address. This will be the address of the database and will depend on where
your main database is located. For companies hosting their database themselves or through an off site 3 rd party hosting
services your network administrator will be able to provide you with the synchronization address.

The synchronization address will need to be entered in the Setup & Configure tool under the System Management icon.
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Updates G Synchronzaton Server Address

- Current Account #s

Once these two items have been entered in then logging out and back in you will see the synchronization option in the
Management Menu and the synch should occur Once you log in(provided the option for that has been checked off under
Terminal Settings).

Company & Division Setup

One Company wittOne Division

Many companies, especially smaller to mid-sized businesses will belong to this category. When Tradepoint is installed
for the first time, this option is the default at the time of installation unless otherwise specified. Additional companies
and/or Divisions can always be added after the original installation.

Company Setup is found within the Company icon under the Tools tab

i) &2 =S

Compmy Term-nal Teams

Settings

Within company settings screen is where you set up the main company. The contact information screen is where you
will be directed initially. This example shows one company. When you login to Tradepoint for the first time to set up any
remaining company settings your company settings will look similar to this of you have one company.

LI el W

Conb =
ko Owemiors Documents Notes  Configuation

123 ABC St
Barne, ON
AlB 2C3
CA
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The highlighted tab at the top will show the number of listed companies listed in Tradepoint in parenthesis.

Accessing the details of a company is done by clicking on the Divisions tab next to the Company icon you see in the
view above.

With a One Company/One Division structure you will see a view similar to the view below.

This structure allows for you to be able to add companies or divisions within a company later should you add them. This
also provides a layer of added security in addition for your corporate information.

Within the Company Settings screen here there wild.l be
Company.

HE ®

Mew | Delete Print

On the | ower right there wildl be a 6 NvsianwiRhinvan existiognGompartyo n .

=

Mew Division Edit Delete

Clicking the escape key at any time will allow you to back out of the current screen you are in.

To access the Company information simply double-click or highlight the listed division within a company and click the
Edit icon highlighted in the lower right.

r
""' e S TIrre——

IE j g
c e L I

TR

Mew Division Edit | Delete
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The main screen within the company division will show this tool bar.

- wesw Toon Pesene & CospenySmp(ll B Lot Conpey Drvaan X
- < =<
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When the company contact information is entered into the company or Division screen is sure to add the correct and
complete postal/zip code.

The postal/zip code is the main key that Tradepoint uses to track specific activity with Customers with A Company. It is
also how the correct Sales Taxes and shipping information is tracked to each Customer account and action.

One Company with Mltiple Divisions

One company with multiple divisions is often seen with companies that have two companies which are linked and even

share Inventory or other resources yet need to keep separate General Ledgers for each while retaining the capability of
reporting on activity wiuplhi nnalegi vdr DiPareinem cmo mpraanlyl e dn
with both a retail and wholesale division sharing an Inventory.

The view of one Company with more than one Division looks like this from the Company Screen after clicking on the
Division icon.

Tradepoint supports an unlimited number of Divisions within each company.

Accessing the company information for a Division is done by double clicking on that listed Division or by highlighting and
clicking on the Edit icon in the lower right of this Divisions screen.

Creating multiple divisionswi t hi n one company is done from the main comp
Mew Division Edit Delete

A pop-up menu is part of the New Division icon with options for what type of Division can be created. If you are not sure
then just choose the top option for a ONew Bl ank Division
of your Division you are creating. They can be adjusted after a Division has been set up.
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Multiple Divisions within one company will be listed within the main Company screen.

Company details of your new Division can be accessed by double clicking the listed Division or highlighting a Division
and clicking the Edit icon in the lower right of the Divisions screen.

Multiple Companies

This structure is often seen with separate companies that are affiliated or owned by one or a group of individuals who
may be operating more than one company. In a case where multiple companies are in related or diverse industries and
still require their own completely independent structures.

The view below shows multiple companies with one Division.

Each company is listed to the left and the highlighted company shows the one related division for the highlighted

company.

To create an additional company in Tradepoint, cl i ck on the 6Newd .= Dese  Prnt,

Should you need to delete a company there is a double delete alert that will prompt you twice about deleting the
company. You will also need the administrator password that was established the very first time you installed
Tradepoint because you will be prompted for it.

Multiple Companies each with Multiple Divisions

Multiple companies with multiple divisions structure provides the ability to have completely separate companies with
each of those companies having more than one Division.
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This is ideal for numerous scenarios. Larger enterprises with wholly owned subsidiaries, divisions or multiple
Ecommerce websites owned by a Company and structured as separate divisions within a company are a few common
applications of this structure.

From the company screen in Tradepoint the view of multiple companies with more than one Division will appear similar
to the image you see below.

Creating multiple companiesi s done with the O6Newd icon in the | ower | ef

Hi ghlighting one company and cl i at&monegharoone divisian stdudtueewithidnithe i si o
highlighted Company.

axe S
e o

This screen shows multiple companies listed on the left with the multiple Divisions of the highlighted Company on the
right. Clicking on any of the other listed companies on the left will show one or more Divisions for that company.

Company & Division Details

Contact Information
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Within each Company and Division in Tradepoint the contact information acts as the anchor for all of your company and
division details within Tradepoint.

This means when an Order is placed within Tradepoint or through your website Tradepoint will know what Company to
associate the activity with and what the relevant preferences are for that action. Preferences will include any sales

taxes, shipping information and currency transactions, for companies using our multi-currency Ecommerce solution or
web services.

ltds a small detail but one that wildl make a big differen
handled for you in the background as your business operates.

Each window will have address wizards. When your contact information is entered in here you can move on. Tradepoint
will do the rest.

L\ 4 =
\ Home Tools Persond & CompanySeip() & Edt Company Division X
T
L) LEIR\Y: ew w & F B
! VW e S NS
Conact Chatd Sales Inventony Payroll Wed

Ino Employess Notes Departments  Praferences

Accourts Taxes andOrders Deductons « Style Sheet

Dotails Accountng

L8 Darwin Demo Company

Barrie, ON
A1B2C3
CA

Clicking on either Address icon will open the wizard.

R
Address
Faligl123 ABC St.
Street 2
City Barrie State/Prov ON
ZIP/Posta A1B2C3 Country CA
¢ , Save QCancel
| . }

Save your changes and Tradepoint will know to associate all related information and actions with a given
Division/Company.

Chart of Accounts (COA)

The Chart of Accounts is the basis for your Accounting structure within Tradepoint. There are three ways to set up your
chart of accounts:

Use one of our templates to create a Chart of Accounts
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Manually create a Chart of Accounts

Import an existing Chart of Accounts from another application. Some software applications do not permit you from
exporting your COA. Please check your software to make sure you can export it If you are not able to export your existing
structure then use option 1 or 2 for creating your COA.

Using A Template

Using a chart of accounts template is the quickest way to set up your chart of accounts (COA).

Consistency is your COA is important when changing software applications. Please check with your Accountant prior to
using this tool since the template is likely to not match your existing COA structure.

Using the chart of accounts template tool within Tradepoint will set up your COA in just a few clicks.

From the Chart of Accounts screen within Company Settd]i

f.\::‘%'-; Choose from Template -

A pop-up menu is built in so you will see a number of choices to choose from.

Canadian Manufacturer (Incorporated)
Canadian Manufacturer (Partnership
Canadian Manufacturer (Proprietorship)
Dealership

National

Retail

Direct Web Sales Only

-L’ga.‘

Accounting

Consulting

Due to the fact that each COA is distinctly different from the other even within the same industry at this time there are
only templates for the top 3 options listed in this menu. More chart of account template options will be populated in the
near future.

Templates can be adjusted easily to include additional accounts, delete accounts or change the names and types of
accounts within each template.

Once you have chosen (clicked on) which template you will use it will populate the COA immediately. Unless you are
making any adjustments to the COA template you just set up your Chart of Accounts using the built in templates.
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The ledger template will load instantly and includes all the necessary accounts to accommodate most businesses.

Editing a chart of accounts (COA) can be done using the icons to create new accounts in the lower right or by editing
directly in the information within one of the Account fields.
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Some Accounting applications DO NOT require Account numbers. Tradepoint does and this serves three main

purposes.

Retaining the COA structure as your company grows.

Accounts that are added will be automatically arranged

by their Account number and Type into the correct order.

Account Numbers serve as a tool for referencing default actions based on your preferences, and can automate your

Accounting process easily.

Manually Create a Chart of Accousnt

If you are manually creating a chart of accounts, then you can create new accounts with these icons.

mwmﬂum $gru.aw{:hnd NmSiinng
[ Account | Account B Account

=
@ Delete
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You will see that the icons lit up are the types of accounts you are able to create manually. Forexample if you have

highlighted an

e xi

sting

root

account

you

account then you will also see the option for creating a sibling account lit up as well.

WA

onl

y

S

ee

The same holds true if you are creating a COA from scratch. Each type of account you are creating will only light up the

next relevant icon.

When vyou Wi

J‘J‘_—lNEW Root| & New Child New Sibling
Accourt Account sl Account

bl ank COA screen the only icon

m
m
m

As you create your COA more icons will light up on the lower right to create multiple levels within your Chart of

Accounts. Each of the fields within the Accounts is edi
easier navigation.

table by clicking on them directly and the Tab key can be used for

The account type can be set with the drop down menu in the Types field. The Type set in the chart of accounts will
determine what accounts can be picked for defaults and throughout Tradepoint within individual transactions.
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Deleting Accounts can only be done through the Chart of Accounts section of Company Settings. Accounts can only be
deleted one at a time and there is a double prompt before the account is deleted.

This structure supports an unlimited number of Account levels within a COA.

Importing an Existing kart of Accounts

Importing an existing chart of accounts from other software applications and also includes additional information
including contacts (Customers, Vendors, and Leads). Applications that can be directly imported into Tradepoint using

our data importing tool include:

QuickBooks 1 IIF Files: This option will import an IIF file exported from QuickBooks. IIF files will often give you an option for
exporting only the Chart of Accounts or can include the Chart of Accounts with other types of contacts and some types of
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account history. Please note that sales history and other accounting types of activity for contact might not be retrievable.
This is based on what version of QuickBooks you are running and the condition of data in the database.

Goldmine 1 This import will bring in all of your Goldmine data including contacts, calls, notes history and linked files. This
does require the location of the database and preferences for establishing Categories within Appointments, Customer
Calls and linked Documents. These Categories can be set up within Tradepoint prior to an import from Goldmine.

Peachtree 2005 or later i This import process includes instructions on how to export your data from Peachtree and will
require the location of the Peachtree CSV file and setting a default Category and Status. The Peachtree import will bring in
summary data including Account balances, Customers, Vendors (Suppliers), G/L structure and information.

SQL 7 SQL Driven applications can often allow accounting data to be exported if it is accessible directly from the SQL
database structure. Please contact us if you have any questions about an application that is not listed in our Import tool.

For further information about any other applications not listed please contact our technical support department at
support@darwinproductions.net

How Sales Taxe#&/ork

After the Setup is complete the sales taxes will appear based on these settings within both Orders and Invoices. Any
exceptions for either Products or within your tax rules will be taken into account as Orders/Invoices are processed.

Company
Settings

Product

Eatre Order nly

Information | Y

[ CASaes Tn v SLES I]‘

This also applies to any web based sales for customers using our packaged Ecommerce solutions or web services. Your
customers on the web will see the relevant sales taxes based on their zip/postal codes as they go through the shopping
cart on your website.

Note: If you checked off the option to have sales taxes be editable within your preferences you will be able to edit them on
each Order and Invoice internally within Tradepoint. Sales that come through the web which need the sales taxes to be
edited for any reason ill have to be done after the order has been processed through your website.

Sales Taxes
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Tradepoint provides the ability to apply sales taxes to a national, state/provincial level or a locality or locality based on a
postal/zip codes giving you the ability to apply sales taxes to exactly the regions relevant to your company. This extends to
companies operating in more than one country with different tax requirements.

Three items have to be in place for sales taxes to automatically pick up as sales activity is processed.

Sales taxes within Company Settings
Sales Taxes attached to your Products
The Address and Zip Code of your Company has to be formatted using the Address wizard.

Companies based out of Canada will be able to create the GST, PST and respective HST or QC taxes depending on the
location of the companies and the customers they serve.

For US based sales taxes multiple sales taxes are supported including states like California and Florida where locality
taxes are required in some cases, and varying tax rates based on County or Zip Code are prevalent. We will be reviewing
examples of functions that support these cases in this section of the Setup Guide.

Since most companies will have at least one if not several sales taxes, Tradepoint supports an unlimited number of sales
taxes and each of them will be displayed as a digital note card for easy viewing at a glance.

V9o

0 angns Sor vy st B Pl 1360 303 A0S 10 2w Wed # - o0k 10 50 1GE L . O s

| @0 bewaaens 2 Ny

§
4
“ 5
"

Creating your salestaxrulesi s done with the O6New Sales tax6 icon in
cards you see above. Each of the fields has options which can be specified for each sales tax.

t
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Mame: G5T
Description:
Percentage: 5.000 %%
State Spedfic: I
Country Spedific: W
Country: CA
Deductable G/L Account: 2216 State Taxes - 5C -
Tax #: RTOO1
Applicable State Prow:
Do Mot Charge Tax:
Always An Expense;

Expense Account:
Tax Shipping: W
Rounding Rules: Standard Rounding

Clicking on any of the field will allow you to enter in the relevant information and access your Chart of Account
information to enter in a default Account for a Deductable G/L Account or an Expense Account if relevant.

Name: GST Each Sales Tax can have its own account.
Oesaipbon:
Parceniage: RO It is ideal to have an account in your G/L for each state
>1ate Speanhc:
Country Spedific: 7 you have to account sales taxes for though not
. Country: CA e B necessary.
E-z_d.-:':.av;-‘_r;_C-{L _A::ou"‘t:_‘-:‘:i State Taxes - SC .
Jax & . .
Applcable State Prov: For example for different state sales taxes an account in
Do Not Charge Tax: || Name the G/L can be set up for each state that you have to

Adways An Expense: i 2215 Federal Income Tax P...

. 2 report sales taxes for. Then at the end of the accounting
Expense Account:

. 515
S

Tax Shippng: P m,;m . period an activity report can be submitted along with
Roundng Rules:|| | | 2218 social Seaunty any remaining payments for that state.
2219 Health Savings Plan
S 2300 Long Term Liabilities In this image you can see by clicking on the sales tax
i oS account field you can access your GL and specify an
G 2320 Mortgage Payable

L o300 brestrnts by Oaiaa account by clicking it once.

L 2340 Deferred Incoms Tax ...
2400 Inventory Liablity

For States where varying tax amounts are either by zip code or county, Tradepoint will support varying tax codes within
one state by zip/postal code. For states with varying tax code by county the tax codes will have to be entered by zip
code. States that have varying tax rates by county will often post this information on their websites.

From here some counties will have to be broken down by zip code, and some counties will be comprised of two tax
rates depending on the zip code. Some websites provide a
information in one Excel file for example.

Be sure to check with your Accountant about your sales tax information to ensure you are accounting for everything you
are required to. Below are a few links for search tools by city or locality in relation to zip codes.

© Tradepoint360, Inc. 2010|Product Manual & Usage Guide



© Product Manual & Usage Guide- 2009

http://zip4.usps.com/zip4/citytown

http://www.50states.com/

For electronic integration of sales taxes Speediax is an excellent option. www.speedtax.com

Setting up Zip Code BadeSales Tax Rules

Since only some states have sales taxes that extend all the way to the local level, we are going to use a California city

(San Diego) to illustrate how to create your state sales tax information for varying rates by county within Tradepoint
manually.

In this case we will illustrate how to setup zip code based sales tax rules including a zip code range for sales tax rules in
San Diego to show how a range of zip codes can be entered and then adjusted if necessary.

From a sales tax card in Company Settings the Percentage field will show the place to enter in the amount and if
highlighted a plus sign at the far right (highlighted in the example below).

Name: California Sales Tax ‘ A default amount can be entered in to this field which
Description: will apply to every California zip code, unless
Percentage: 350 additional zip codes with different tax rates are set

State Spedific: v

S using the plus icon on the far right.
ountry Specafic:

Deductable G Account: 2121 California Sales Tax

S When additional zip codes are set any different
Appiicable States: OK amounts will over ride the main amount you see here
Do Not Charge Tax: when sales happen in those zip codes.

Always An Expense:

Expense Account:

Clicking on the plus icon will open the zip code wizard to upload a range of zip codes with a give rate. You can enter in
several ranges before saving changes to your sales taxes.

‘1 Enter in the Zip/Postal code range in the circled fields.

Sabes Tax Oty Codes

PN Code O eniier & mamers: range # apoicable s sebect e over sl DeroenSage

= . . i
Sacot/n SI38 eow wes T (D R Then enter in the rate in the next field.
\—/ Click the Add/Update icon to apply this to the range of
zZip codes.
Note: This tool supports use of the 4 digit extensions
in Zjp/ Postal codes for US based Zip codes.
Qj "

When you have finished with that range they will pre-populate in your screen as you see below.
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Multiple ranges can be entered in here before saving.

ALty 1

—
| L Tax Coty Cocdern

Eries g e TEF Ppanl Code o0 avines & momatrsl darge & il a7l BT Pt crts il et avitinge f |
| it e B el B2 %‘i

ZRfPowa Cote o 97191 Toau Sabea T Ty Single Zip/Postal Codes can be entered in here.

Ta LS T
——— — -~ Individual Zip/Postal codes can be edited after the fact by
- T hI% - clicking on the field and changing the amount.

7%
1T

2 A scroll bar on the right allows you to scroll to a specific
== zip code to update or change it.

T

EREER

1TI%
175 %

e o | SaAVE yoUur changes to update your Zip/Postal Codes.

k#:'-r-r girﬂ-\.v

E

Each sales tax card in your company settings can have additional detail as shown in the example above or the main tax
rate entered in on the OPerfataitaage d fiel d will act as

Tax rules can apply to a national, state/provincial or local level based on the settings you apply to them.

Applying Tax Rules to Products

Applying your tax rules to your Products (and services) is done through the Product section. Tax rules can be applied to
all or specific Products or services you have as a part of your company.

[ 4 (]
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\, » B8 Priceisn £ _l - = - B
Seno |V Spoles vy ertry toectimon Covcemrs ‘,g""-“-’ o ot “T:‘ Tesse Overves |\ FReviens Documet ;.‘:
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Within Products you have a section for setup in Tradepoint. This section is where you setup most of the basic
i nformation for youAs sHArgondeudc tAclciosutnitnignsg. aTnhde Téax at i on Rul
applied to each of your Products and Services.

Erroeriar y Aotounit DDGS Account Forind Froem Agpicable Taven

:_| Hew Az ountng Rule [ Dilete

If you have multiple sales tax rules you will be able to access them through each product in a drop down list built into

the 6Assigned Accounting and Tax apwiniow tospetifg which tax€shagpty to yaurh e

products and services.
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Note: Assigned Accounting and taxation rules can be applied to products en mass through Company Settings and
within the SQL database directly and can also be imported through most of the data import tools mentioned above.

Tip I For easy setup of tax rules for products, set products with default Accounting rules within the preferences section
of a Company Division. This will apply any tax rules to each product within Tradepoint

Company Contact Information

Your company contact information is the basis of how Tradepoint established relationships and automates actions as
they happen in Tradepoint. This is why something as simple as using the address wizard within Company Settings for
your information is important.

& -
Home Toos Pesow & Compeny Satp (O @ Lot Company Dovisen X
- - ’-
\ i ol (a3 )
WR AVL.Y B % &8 % <)
Conma _ e CoMd Sele 7 Iovertey  Payrol weo Evai
o Emioye Nets  Dooie Taes Umetews Prelweon LU0l esucion  SieSnest U0000R Contamion o o,
Cetan Accoutrg Wen Ste
Address
Sweet 2
Arfiogton
Phenel + (703) $55-1234 = 6
2 Save Cancel |
Phooe? v |

As for Sales Taxes this means that the main company contact information in your Company Settings is how Tradepoint
knows to charge which Sales Taxes, for what Products in which locations.

For example a Canadian Company selling products in the US through a website will only be charging Canadian Sales
taxes to customers whose contact information is within Canada. Likewise, US based companies selling Products to
Canada will only be charging US sales taxes based on the location of the customers based on their contact information.
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Exceptions to this particular example will exist if the each of the companies has divisions within the other country. So, if
a US based company had a division within Canada they would have to charge and account for all Canadian Sales
Taxes and vice-versa.

Depatments
In Company Settings Departments is a tool for setting a specific G/L account for a given departmentwithin your

company for budgeting purposes. Type in the names of the respective Departments in your Company and assign them
an Account that you have setup within your COA and that department can allocate activity to that G/L account.

Sales TaReports

Reporting on Sales Tax activity varies depending on the country and state/province where business is done. Tradepoint
sales tax reporting supports date ranges for monthly, quarterly and yearly.

We recommend having General ledger Accounts setup for each of the sales taxes whether national or provinicial (by
state)a business has to collect and report on. An example of this within a General ledger will appear like the example
shown below:
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Once accounts are setup to parse the correct sales tax either by jurisdiction or based on country code(for national sales
taxes) then a G/L search within those accounts for a date range will pull up all the sales tax activity and show how much
sales tax has to be paid for a given date range.
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Within the G/L we will sort the transactions in the Corporate Sales tax account by date to isolate the sales tax allocated

by date.
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To sort by date, right click on the header field to drag the Date field from the fields in the Column Chooser into the
header within the G/L.

Payable
yyable Trade
-ounts Payable

Payable
crual
' Clearing
rranty Accrual

: 10/4/2007

@ pate: 10/29/2007

® Date: 4/14/2009

| @ Date: 4/30/2009
= Date: 5/29/2009

=

= Group By This Column

2. Sort Ascending

%4 Sort Descending

2] Group By Box

# Column Chooser

" Best Fit

" Filter Editor

The column Chooser holds additional options which can be dragged and dropped onto the header fields in the G/L to

highlight how information is shown.
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Fields within the header fields can be dropped back into the Column Chooser to simplify the appearance within the
General Ledger.

How fields appear within the General Ledger will also be what appears in the print preview screen when a General
Ledger account is printed out. An account print out can be modified fo add company logo and contact information.

Default Accounting Preferences

Default accounting preferences within your Company Settings will enable you to set defaults for a number of actions
within Tradepoint. This automates many basic actions performed in Tradepoint.
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Default Account Preferences: These Accounting preferences will assign the default sales and transaction activity to the
respective accounts you assign. The only required default accounting preferences are undeposited funds, A/R and an
A/P account.

Note: If you need to create one of these accounts while setting up the preferences you will be able to do so by toggling
back and forth between the COA section and the Preferences section. As soon as an account is created within the COA
it will be accessible in Preferences. You will NOT need to save your changes to Company Settings to access a newly
created account.

Contact Management: This option will allow Tradepoint to generate new account numbers for you automatically. The
number is a computer generated alphanumeric account number. This option can be unchecked if you have your own
numbering system for when new accounts are created.

Default Referral will allow you to set a default account to a contact for all referral activity generated in Tradepoint.

Default credit limits will set a default credit limit for all customers, resellers and suppliers as those accounts are created.
If your company does not use credit limits then leave this field blank

Sales Figures: If you are using imported sales data then check off the box for sales figures. This will set different
parameters for the closing accounting periods for your sales figures.

Beginning of Fiscal Year establishes within Tradepoint the beginning of the fiscal year for your company within
Tradepoint.

Fiscal Year label is the ending day of the fiscal year label for your company. This sets the yearly closing period for your
accounting activity.

Products Accounting Defaults: These are accounting rules for your Products. Setting product accounting defaults will

often be a considerable time saver instead of applying each accounting rule one by one to your Products. Clicking the
O0Apply Defaultsdé icon wildl automatical |l y aithip Trgdeppiot.ulhis pr odu
process can be repeated ifiwhen new Products are imported into Tradepoint at a later date.

Invoicing: Check off the option to allow your Sales Taxes to be editable. This will allow sales taxes to be editable within
all open Invoices.

For charging sales taxes on shipping this option will automatically calculate taxes on shipping amounts for Sales orders
that are shipped out.

Note: All preferences will extend to your Ecommerce processes automatically when using one of our Ecommerce
solutions or web services to manage your Ecommerce activity.

Inventory and Orders

Preferences for managing Inventory and Order Fulfillment are addressed with these Preferences. Inventory
management preferences will apply to internal activity as well as web based activity from one or more websites.
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Details on the inventory management preferences are explained in detail in the image shown below.

Require seral numbers to be entered on al
incoming items

Check inventory availabiity and remove nventory
on Invoices

Chedk inventory avalabiity and remove mventorny
on Orders

By Default create a bil for received Shipments
Imventory Liabalrty Account -
Clearing Method First Tn First Qut
Costing Modal  Valuation -
Open BoxPercentage of Waluation 90.00 % -

| Use Autormatic Min Quantity Caloulktions
Min Quantity Cushion 20.00 %% -

Inventory Management. If your inventory requires serial numbers this first option will require all Inventory being brought
into Tradepoint to enter in the serial numbers then. /f your Inventory has some serialized items but not all of them then a
setting for your Product fo be a serialized item will also prompt you to enter in serial numbers on only those items that
are serialized and not ALL Products.

Note: These preferences will carry through to using barcode systems as well so any serialized items will be able to be
scanned into Inventory as well as on Order Fulfillment.

The two next preferences determine at what point in your sales process your Inventory numbers are updated for
checking Inventory availability and removing Inventory as sales are processed.

For Inventory to be updated at the point of Orders check off the first option and for updating Inventory levels at the point
of Invoices then check off the second option to check availability an update Inventory when an Invoice is generated.
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Most companies will need to have the first option to have Inventory updated and to check availability levels when an
order is generated. This will also allow Inventory availability to be viewable on all Orders generated internally within
Tradepoint.

Create a Bill for Incoming Shipments: On any incoming shipments the create a bill for incoming shipments option will
automatically generate a Bill for any items that are received into Inventory. The receiving wizard has an option for this at
the end of the Receiving wizard.

Inventory Liability Account: The inventory liability account is a required account for anyone which has physically
inventoried items. First a few things about receiving inventory.

There are two ways of receiving inventory:

Some software applications (including QuickBooks and Simply Accounting) receive inventory and put it in a "hold". It can't
be sold until you have the invoice from the supplier. That's because the reciprocal in their case is the bill to the inventory
asset account for that item (i.e. the expense = the asset in inventory). This is the super simple way to do inventory but it
also means that you can't sell product until the bill is received.

The second methodology, which Tradepoint uses, follows advanced accounting system (like AccPac) methodologies. The
asset value of the items is estimated by the product valuations (or other costing models, averages and per Purchase
Order, on the main page of the product screen) plus any duties and fees that you estimate on the purchase order. These
valuations are used to store the inventory and allow you to sell that inventory immediately. To do this, the reciprocal
account of the inventory asset account, instead of being the bill's expense account is the /nventory Liability Account.

Note: With the QuickBooks model it works the exact opposite of an A/R Invoice. This means that two G/L entries are
done for each line item: One G/L entry is the expense that is the reciprocal of the A/P account and the other G/L entry is
the reciprocal of the Inventory Asset.

With Tradepoint, that is NOT necessary on the Bill. Instead Tradepoint supports the A/P reciprocal expense (i.e. the
total of the line items + shipping + taxes = the A/P General Ledger entry created when the Bill is completed).

Clearing Method: First In First Out or Last in First Out are your Options for an inventory clearing method. The vast
majority of companies will wuse the 6First in First Outd o

Costing Model: Tradepoint supports three costing models Valuations, Averages, or Per Purchase Order. Most
companies will use Valuations. Industries that see a great deal of price fluctuations from Suppliers will use either
Averages or Per Purchase Orders.

Open Box Percentage of Valuation:\When your company processes a return, refund or exchange, items have three
basic states: Like New, Open Box, and Damaged. The open box percentage of valuation automatically assigns a value
based on the accounting defaults setup within company settings.

Like new goes back into inventory at 100% value.
Open Box goes in at whatever percentage you put in the "open box percentage of valuation".
Damaged is written off at 100% of the original value and put in the damaged goods COGS account.
Use Automatic Min Quantity Calculations: Automatic min quantity calculations is an adjustable percentage used for

fuzzy logic to generate suggestions of products to be reordered. Essentially, the percentage generates a gap required
to keep enough Inventory on hand over time.
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For example, if you sell 50 items a day, and it takes you 3 days to order, you'll want a cushion of 150 items. The Min
Quantity will be the minimum number you need to keep in stock for the duration it takes to get the items into inventory
so that you can sell them.

Order Fulfillment

Order fulfillment options will automate key points during your ordering process. These options will automatically extend
to your Ecommerce solution or web services.
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The first option is defaulted at 1 item as the minimum possible for orders. This number can be adjusted and will make it
so that any higher numbers will be required on any orders that are partially fulfilled. This option is used often if your
company partially fulfills orders in the case of back ordered items, for example.

If your want Invoices to be created automatically every time an Order is created and completed then this option will
generate an invoice each time an Order is completed.

To edit shipping costs within the Shipping wizard check off this next option. This will allow shipping to be edited within
the Shipping wizard and allow for last minute discounts or increased in shipping costs on a per order basis.

Warehouse Assignments. The warehouse assignments option will set the default for the number and availability of your
warehouses.

One Warehouse: If you have one warehouse then this option is for your company.

Multiple Warehouses: If you have multiple warehouses and you only fulfill Orders from one of them then this option will
let Tradepoint know that you have multiple Warehouses but your default Warehouse will be the warehouse where
Orders are fulfilled from

Multiple Warehouses with Group Availability: For companies that have multiple warehouses with group availability and
fulfill orders from each of those locations then this option will allow fulfillment to happen from more than one location on
a per Order basis.
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Automatically Invoice when Shipment Complete: This option is what it says and will automatically generate an Invoice

each time an order has been shipped out.

Mark Order as in production in Shipping Print: This option will show any outgoing Orders as being 0 |

the email message confirming an Order is auto-generated and sent to the customer.

n

Product i

Payments made from Order Scr een sThgs optiodwilbadowordersiwhichare z e Onl y
generated internally to be authorized only but will have to be put into another Order Status manually.

This means that when you process the order, then the payment from the Order screen it will go to authorize.net (or your
web payment services) and only does a credit hold on the person's account, not a full clear. The next step happens
when the invoice is made after the shipment and the payment is recorded, the system will take the hold off and take the

full payment.

This preferences works well when yoar hhaved thlee olpdd onf ft caHd

Send Shipment Information Email Upon completion of the Wizard. Each order that is completed will automatically send an
email with the shipment information to the customer. This is ideal for most fulfilment processes. This option also does

require an Email template to be established and specified before it becomes active.

Accounting Periods

Tradepoint supports Accounting periods with 3 levels of security for each Accounting period. This will lock down an

Accounting period to prevent further activity to be entered in and back dated within Tradepoint.
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The new button will create a line item for a new accounting period to be set. Dates for the close of the accounting period

can be specified in each field

The status of the Accounting period is determined in the field on the right of the screen. There are 3 Accounting period

statuses:

© Tradepoint360, Inc. 2010|Product Manual & Usage Guide



© Product Manual & Usage Guide- 2009

Openi Any Employee can add journal Entries, Expenses, Bills, and Payments
Accountant Only1 Only a profile with Administrator security can add items to the Ledger
Closedi The accounting period has been locked and no one can add items to the Ledger.

How Payroll Works

Payroll Deductions

Payroll options within Tradepoint supports up an unlimited number of deductions even though most companies will only
make use of up to 6-8 at the most at any one given time. There are two pieces of information that have to be set up for
Payroll to be successfully processed using Tradepoint.

Payroll Deductions within Company Settings
Employee compensation and schedule settings within each Employee profile

This section will go over the details for the company settings portion of payroll and establishing deductions and their
details.

Note: If your company uses an external payroll company, Tradepoint also generated reports based on hours, salary or
salary with commission which can be emailed in several different file formats.

Setting UpPayrollDeductions

Note: Please consult your Accountant before you set up your deductions for the first time to make sure you have the latest
information for with holdings in Payroll.

Tradepoints payroll structure supports an unlimited amount of payroll deductions. This allows you to have not only the
standard deductions for governmental deductions but additional ones for items like savings or health plans offered with
some companies.

Basic Payroll deductions are created within the main Payroll Deductions settings in the screen below. The second step is
to edit the Fee Schedules of each of the deductions to create the details for the relevant income ranges and
States/Provinces as well.
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In this example there are three main deductions listed. Each of those deductions can have multiple Fee Schedules.

Each of the fields above can be typed into and for each of the Accounts you will have a drop down menu to access the
respective Account from the COA.

The next step will be establishing the payroll fee schedules for each of these deductions.

Payroll Fee Schedules

To create and/ or access those fee schedul efsekri glthiécgrini ecmde
the lower right of the screen.

T

A Edit Fee Schedules

Note: Each Payroll deduction can have multiple fee schedules attached and if you have Employees working in multiple
states this may be the case.

The next screen will have the fields for applicable parameters and for income ranges that percentages can be applied
to. Each of the main fields in the top of the page is optional since multiple combinations of information may be the case.

If the deduction is applicable on a national level then keep the State field blank.

I f an income 6floord or O6ceilingd is not applicable in th
income ranges.

Each listed income range is a Fee Schedule and multiple Fee Schedul es can be created with th
icon in the lower right.

Q Mew Fee Schedule

The fields for Employer and Employee deductions can be set up for percentages or fixed amounts for each Fee
Schedule with each income range.

When all of your deductions have been set up save your changes. When Employee profiles with schedules are setup
the second part of Payroll preferences will be explained as being specific to each Employee.
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Processing Payroll

How Tradepoint Ecommerce Works

Web Site Configuration

For customers using our Ecommerce solutions the website configuration section of company settings are often pre-
populated during the installation process of your website. This setup guide will offer an explanation of the functions of
each one and how to use then to make fundamental changes to your website, language localization, and configuration
settings for automatic web based actions and email style sheets.

Web Style Sheets

The web style sheets are what hold the CSS (Cascading Style Sheets) HTML code for your website.

The CSS can be uploaded and edited from an editing program or the Photoshop file can be uploaded directly into the
folder structure within your web hosting arena for your website.

Langua@e Localizatiorg Step One

Company Settings includes preference setup for language localization for your website into multiple languages.

Note: The original website established within Company Settings will be the default website with localization preferences
based on the type of shopping cart you are using (one language and currency or multiple languages and currencies).
For companies using the multi-lingual ecommerce solution the language localization option will work out of the box and
post to each respective website established after the initial default website has been setup.

Setting up your company settings is the first step in a two steps process of localizing a website into another language.
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The fields above have tools embedded within each one for the respective settings. The language icon is highlighted in
the example above with the drop down menu displaying available language settings.

Multiple languages can be pre-set here with your website information. Only the default example is shown in the image
below.
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Language LocalizationStep Two

Completing localization for multiple languages can happen after the Company Settings have been setup for more than
one language.

One or more languages can be setup through the Company Settings and then the actual content will need to be
uploaded or created manually through the Localization settings found in the Tools tab.

From Company Settings click on the Tools tab. The localization icon will be visible.
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localization.
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Clicking on any of the listed pages with any of the drop menu options of listed available languages will open that

particular page to be localized for that language or in this case variations of English.
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Content can be entered in manually on the right hand side, or copied from another source. An image can be uploaded
into the content from the icons highlighted or added to the Static Text pages under the Tools tab.

Note: Most browsers will automatically pick up the language of the IP address of the user on the computer showing in
their native language. However, using a translator and directly localizing pages for specific markets will yield more
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accurate results in the subtleties of language dialect and give you more control over the information you present within a
given market,

Configuration Settings

Website configuration settings provides default settings that can be adjusted as necessary automatic emailing
communication options and warehouse fulfillment options for companies using direct fulfillment of Orders.

Note: This function will allow for multiple websites who are part of their own Division to have email communications

branded specifically for each respective website. This will also apply if you are using multiple warehouses for direct
fulfillment.

Division ID 1 This references the Company/Division identifying number that will be used for an Ecommerce web site/s that
will be drawing on the company information to populate the web site and its products and static pages.

Web site Title i Title of website for this Division/Company

E-mailing 7 Options for automatic emailing templates

Web Page URL for Mass Emailing Resources i The web page url that will be referenced when Mass Emailing to contacts
from Tradepoint.

A Contact Us Email i The Email Address that will be receiving Email requests for information from a web form on a web
site. This can be adjusted to a different email address as necessary and setup so multiple people receive those emails.

Email to be sent at the completion of a Successful Orderi This will pull from any existing Email templates so an Order
Confirmation Email automatically goes out at the time an Order is successfully completed
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