Tradepoint Setup &
Getting started Guide| 2009

The Setup Guide is designed to assist new customers in getting started with
the most popul radepoint tools.
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INTRODUCTION

Designed to walk new customers through setting up Tradepoint for the first time or enabling current

customers to expand their usage of Tradepoint, the Setup Guide explains step by step how to establish

your company structure and Employee profiles with explanations of each function of the setup process.

The setup process and how your companyods information i s
of what Tradepoint can offer your business. Whether you have one company with no divisions or multiple

companies with multiple divisions Tradepoint can accommodate a variety of structures while retaining the
autonomy of each type of organization.

INSTALLATION

HRSTTIMEINSTALLATION

Tradepointd s i n s wid wadlkayauithoongh a step by step wizard to install for setup on a desktop or
laptop.

The installer link for Tradepoint is:

Tradepoint Setup Guide - 2009 | © Darwin Productions, Inc.
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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 cpen
1 | EvolutionSetup.exe
which is a: Binary File
fram: httpe/fwww.darwinproductions.net

Would you like to save this file?

Save File I Cancel

Choose 6Save Fil eod. TFaepoint antopnaltipie enachinesiasthll thigfile on each
machine that will have Tradepoint. The file size is 110 mb 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 H&
\/L Bl Desktop » va | Search e
File name: o003 X 1‘
Save as type: {Applncation Y. ‘
¥ Browse Folders l Save l | Cancel
e — — o)

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.

Open File - Security Waming l g

The publisher could not be verfied. Are you sure you want to
run this software?

. T Name: C)\Users\Jen'\Downloads\EvolutionSetup,exe
| —_— Publsher  Unknown Publisher

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

7| Always ask before opaning this file

" This file doss not have a valid digtal signature that vedfies ks
0, publisher. You should only run software from publishers you trust

How can | docide what software to nin?

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.

Tradepoint Setup Guide - 2009 | © Darwin Productions, Inc.
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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 T 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.

Establishing the remaining settings and preferences for your company is explained in detail in this Setup
Guide in the Company and Employee Setup sections.

RESTORINGRADEPOINON ANOTHEBOMPUTER ORISTALLINGRADEPOINON ANEW
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 com

CREATING A REMOTE BACKUP SET

Creating a Remot e Backup Set of an existing companyb6s info
Administrator access.

Tradepoint Setup Guide - 2009 | © Darwin Productions, Inc.
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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.

CTRL-L

Synchronizafon with Others

(3 Synchronize CTRL+S

Send and Recelve Data from Various
glmpon Data...
Import Data fro
Fll Export Data...
g Export Data therF

|+ Manage Database
@ Manage yoir databass with backug

{b."- Setup | 'a Exit
L ol |

2009 Resources

From the Manage Database options in the next menu choosethe 6 Re st or e

option.

S e

4, Dwnabiace Operation: Wisaed

[
Welcome to the Database Operations Wizard
This witard will 25662 pou 1 3 8ackap o your $Xa0Gee, 0GGtng 3 ATete Uier Setup
lod.hnk'.«wmm Plaie hodie whut you wiel! B 1o €0 Bom the L
H R

o bhig e aabae
&(nnammwvmm

an

Exi

The next screen will direct you to create a New Remote User Backup Set and 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

Tradepoint Setup Guide - 2009 | © Darwin Productions, Inc.
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that location.

RESTORING/INSTALLING TRADEPOINT ON 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 Admini st
have to be done the first time Tradepoint is installed.)

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

Adobe Drive CS4 ’
Send To »

Cut

Copy

Create Shortcut
Delete

Rename

Properties

_ Tradepoint Setup Guide - 2009 | © Darwin Productions, Inc.
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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 wildl be
as Remote Userd | f t hadeponnmestotea on it wilhbe part of a hetwork a v e
then chodseasolan sNtealwor k 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.

COMPANY& DIVISIONSEETUP

ONECOMPANY WITBNEDIVISION

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

Press

Terminal Teams Releasss

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.

Tradepoint Setup Guide - 2009 | © Darwin Productions, Inc.
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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 will be
New Company.

MY &

Mew | Delete Print

Onthelowerri ght there wild.l be a O6New Divisi onodwithicann . Thi
existing Company.

bl

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.

Tradepoint Setup Guide - 2009 | © Darwin Productions, Inc.
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@ J @

Lt B R

g .2

Mew Division Edit | Delete

The main screen within the company division will show this tool bar.

@)
- - o
s ol , e VN~ =
Wi AVvL.Y @ S o w =
Cormmt Chety Sem svertry  Popred A T
v Dvolnm Neie  JOES coe Duteteen Avimeem SRR o etons | Syie hewr LiNwom Co
W

¢ »
R e Paw

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.

ONECOMPANY WITH MULTIFDE/ISIONS

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 retainingt he capabil ity of reporting on activitynwbdthin
company. An example would be a company 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 Setup Guide - 2009 | © Darwin Productions, Inc.
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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 divisions wi t hi n one company iis done from the main
Divisionsé icon.
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
up defaults in your preferences of your Division you are creating. They can be adjusted after a Division

has been set up.

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.

MULTPLECOMPANIES

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.

Tradepoint Setup Guide - 2009 | © Darwin Productions, Inc.
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To create an additional company in Tradepoint, click on the &dNewd icon i n
— _. k
Ho®
A
Mew | Delete  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.

MULTIPLEOMPANIES EACH WINHULTIPLBIVISIONS

Multiple companies with multiple divisions structure provides the ability to have completely separate
companies with each of those companies having more than one Division.

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 &é6Newd icon in the | ower |

Hi ghlighting one company and iconlwil createmmre than oriehdieisiod New Di v
structure within the highlighted Company.
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$3 e

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& DIVISIONDETAILS

CONTACTNFORMATION

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.

Ités a smal.l det ai | but one that wi || make w@aanbi g diff
transactions are 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.
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"'Z_\V o
- Home Tools Persond & Company Seap (1) & Edt Company Division X
= [
Ly 2 Q0 = o I-ﬂ
\) @ l V '3 o m @ A =
Contact Chatda Sales Inventory Payroll Wed

Ino Employess Notes Departments  Praferences

ny
Accourss Taxes andOrders Deductons  Style Sheet

Details ACCOUNtng

LETT Y Darwin Demo Company
[adcress|§ 123 ABC St.

Barrie, ON

Al1B2C3

CA

Clicking on either Address icon will open the wizard.

S ——
Address
41123 ABC St
Street 2
ity Barrie State/Prov ON
2iPiPosta A1B2C3 Country CA
& Save QCancel
( f

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

CHART OACCOUNTECOA)

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

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.
USINGA 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.
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From the Chart of Accounts screen within Company Settingsthe6 Choose from templ ated ic
left corner.

e |
% 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

Legal

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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Note: The top 3 templates are similar to one for North American based companies another yet hold
differences related to the ownership (Incorporated, Partnership, and Proprietorship) and can be adjusted
to reflect your needs.

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.

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.

MANUALLYREATE BHART OACCOUNTS

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

You will see that the icons lit up are the types of accounts you are able to create manually. For example if

you have highlighted an existing root account you wi l
have highlighted a child account then you will also see the option for creating a sibling account lit up as

well.

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 you start with the blank COA scr eefnc ctohuentobn liyc oinc.on
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