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How to Contact Us:

In North America:

Website:
www.darwinproductions.net
Email:

info@darwinproductions.net
support@darwinproductions.net

By Phone:
Canada:

705-812-2702 - Ontario
514-844-3435 - Quebec

United States:

918-708-1768
918-207-6060

All screenshots in the Product Manual and Usage Guide were taken from the North American version of
Tradepoint Business Management Software,

©2009 Darwin Productions, Inc. All rights reserved. No part of this Product Manual and Usage Guide may be
reproduced in any form without the express written permission of Darwin Productions, Inc.
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The Product Manual and Usage Guide and the software described in it is furnished under an end user license

agreement, which is included with the product. The license agreement specifies permitted and prohibited
uses.
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Welcome! Introduction

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

If you don’t have a login one can be created by clicking on the new client icon. Fill out the registration form with a
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 ‘contents’ is available for the most commonly requested topics. Accessing the contents is done by
typing in ‘contents’ into the search tool and clicking the search icon. 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.

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

Tradepoint’s installation will walk you 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.
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Opening EvolutionSetup.exe ﬁ

You have chosen to open
= | EvolutionSetup.exe
whichis a: Binary File
from: hittpe/fwwow.darwinproductions.net

Would you like to save this file?

Save File j Cancel

Choose ‘Save File’. For companies loading Tradepoint onto multiple machines install this 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 ﬂ
(\L Bl Desktop » = ‘ 4y || Searcn el
1
File name: B0y ¥
Save as type: {Apphcation v \
¥ Browse Folders l S_ave Cancel
- — — — 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 Wamning Q

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

# T Name: Ci\Users\Jen\Downloads\EvolutionSetup,exe
—_— Publsher  Unknown Publisher
' Type: Application
From: C\Users\Jen'\Downloads\EvolutionSetup,exe

I e————

Run | Cancel |

7| Always ask before opaning this file

publisher. You should only nun software from publishers you trust

How can | docide what software to nin?

a' This file doss not have a valid digtal signature that vedfies ks

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
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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 - 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 - 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.

Restoring Tradepoint on another Computer or Installing Tradepoint on 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 company’s information.

Creating a Remote Backup of a Database
Creating a Remote Backup Set of an existing company’s information is done through a login with Administrator access.

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.
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(; Synchronize CTRL+S

Send and Recelve Data from Various
lepon Data...
Impost Data fro

“n Export Data...
S Exrort Dats ther F

§
|

(W]

W Manage your databass with backuy

From the Manage Database options in the next menu choose the ‘Restore an Existing Database’ option.
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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 that location.
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Create a Database Backup - To Restore on Another Computer

To create a database backup for restoring Tradepoint onto another machine follow these steps:

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.

Logout CTRL+L
gout SO that others can logir
Synchronizaton with Others
o Synchronie CTRL+S
Synchronze with your company
@ Synchronize with Outiook
- 5e Dutiook to SyncwithMobde Devices

Send and Receive Data from Various Sources

Import Data...
mpord Dala from other Sources
Export Data...
58 Export Data to Other Formats
iv)lﬁnmm
Ll Manage your database with backup, restore and defrag options

<_{“"» Setup 8 Exit
R

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.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



Darwin Productions, Inc. © Product Manual & Usage Guide — 2009

memmmesenemree:.

Evohdien il cante s b of your Gevent Htatens 0\l s

ovny

I Emmﬂehhuc

Create 3 New Remate User Backap Set
Connton b BXRUE 38 0t n 1 eCaly SO rOD ont 10 o kow
Pestaraet bt 4 e Bereess Use Cieefadte

Restom an Dxnting Database

Thin Wi rerties m sustng Sot e 0 s e yriw Cament daletace

Defrageernt Database

Owiragrets yo F ACshacrs (3 OMmwE 990 AN Wy T
(e 3 ) ok NOTE Mk Sure 00 OO 5 ery e
“ el MLE i

¢ - 0T

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

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.
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—

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).

m&rﬁm D o 06 Dae e Dt Wl 0 oA d DA e '

i
g
g
@l

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

5. Click Next. A progress bar will show on the screen.
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Generating Remote User Package. Pease Wat...

&

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)

Se—

Congratuationst The database operation you reguested has completed sucoessiully,
In the case of a database restore, dcking finsh vl resuk in Evolution being restarted
with the new database.

The backup will appear in the specified location as a .bak file. In this case it was saved to the desktop.

Type: BAK File
Size: 410 GB
Date modified: 5/25/2009 12:14 PM
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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 Tradepoint icon and choose ‘Run as Administrator’. This will only have to be done the first time
Tradepoint is installed.)

= S .-
- TR
Open
Open file location

Run as administrator
Add to archive... l}
Add to "Start.rar"

Compress and email...

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

Add to Quick Launch
i Adobe Drive CS4 ’
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.
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3. If the machine you are restoring Tradepoint on is a laptop that will be mobile then choose ‘Install as Remote User’
If the computer that will have Tradepoint restored on it will be part of a network then choose ‘Install as a Network
User'.

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.

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%

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'.

m Symchronization Timer 60 2 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.
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Update and Synchronization

W 7| Terminal is a Remobe User

¥ synchronize On Starip

Synchronization Timer 60 :. Mirutes

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.

< =1 e
P 2 PO wENQYE =W
Accountng Appoimments BudgetExperses Contads Documerts Employees Kng::lm R:'e:ses Products Assets Projecs Mniyn;‘::n Tasks

Updates Q Synchronzation 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 with One 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
ana/or Divisions can always be added after the original installation.

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

6o L& & 3

Press Stati

Company e Terminal Teams oot Tex

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.
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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 a ‘New’ icon in the lower left. This icon will create a New
Company.

MY ®

Mew | Delete Print

On the lower right there will be a ‘New Division’ icon. This icon will create a New Division within an existing Company.

M.

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.
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s
@ J v
dvmal Nl i

Mt Sie

J .3

Mew Division Edit | Delete

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

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 Multiple 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 within a given Division or ‘rolled up’ under the ‘Parent’ 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 supports an unlimited number of Divisions within each company.
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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 within one company is done from the main company screen with the ‘New Divisions’ icon.

P

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 ‘New Blank Division’. The rest of the options will set 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.

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, click on the ‘New’ icon in the lower left corner, |_\=% | “eisie | Frint
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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.

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 companies is done with the ‘New’ icon in the lower left of the screen.

Highlighting one company and clicking on the ‘New Division’ icon will create more than one division structure within the
highlighted Company.

ad
f ot
| w

"
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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

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.

It's a small detail but one that will make a big difference when all of your subsequent information and 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.

1;&\9 ==
\ Home Tools Persond & | Company Seap (1) & Edt Company Division X
|
L\ £ 4 \ . oy @ ._‘@I | =3
\A) @ ! VY e s w UG =
Contact Chatd Sales Inventory Payroll Wed

Info Employess Notes Departments  Praferences

Accourss Taxes andOrders Deductons  Style Sheet

Details Accountng

LEL LR Darwin Demo Company

: Barrie, ON
Al1B2C3
CA

Clicking on either Address icon will open the wizard.

T ——

Address
- 41123 ABC St
Street 2
City Barrie State/Prov ON
ZiP/Postal A182C3 Country CA
w&\'e @Canccl
t f

Save your changes and Tradepoint will know to associate all related information and actions with a given
Division/Company.
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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
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 Settings the ‘Choose from template’ icon in the lower left corner.

f—'_??_ i
=2+ 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 hames and types of
accounts within each template.
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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.

FRFsFRRRREIZRRRIRRRRII I

¥
¥
2
L

R oo

'A“.Q...

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.

Evolution - [Edit Con

Home Tools Persona 4| Company Setp (3) 3 Edit Company Division X

VAL e p @ T By p E

Contact Chartof Sales Inventory Payroll

Info  EmPployees Notes | Lo b Taxes Departments Preferences .o inrjer peductions sty\asnaa« e Style":iheet
Details Accounting Web Site
HolidayBreads.com
Address § 2356 Anywhere Street Secondary Edit the Account Labels
Arlington, VA
22204
us
ency Oj
Default G/L Currency (N ™ | (Leave Blank if you do not wish to use Multi-currency Functionality)
Mame Opemﬂg Date E Opening Balance Type Curreﬂcy
|- e 3000
¢ L petty Cash 1010 Decfza;ua £0.00 Asset (Deraurt)
Chegquing Account 1020 Dec/26/08 £0.00 Asset (Default)
Savings Account 1030 Dec/26/08 $0.00 Asset (Default)
US Currency Account 1040 Dec/26/08 £0.00 Asset (Default)
¢ L payroll Imprest Account 1050 Dec/26/08 £0.00 Asset (Default)

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.
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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 Accounts

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

New Rect @g Mew Child e =1 New Sibling 59 Delete

Au:u:u::-unt Accourt - Accourt i

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 will only see the ‘New Child Account’ icon lit. If you 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 screen the only icon lit up should be the ‘New Root Account’ icon.

‘L:—l Mew Root &' Mew Child Mew Sibling
Account Account s Account

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 editable by clicking on them directly and the Tab key can be used for
easier navigation.

[

m
m
m

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.

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 Chart 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:
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QuickBooks - 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
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 - 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 - 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.

SAQL - 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

Sales Taxes

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.
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Courdry Spechc
Deductabie G Account:
Tax #

2130 Corporate Tax Payable
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pts 2120 Provecal Tax Payatle
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Creating your sales tax rules is done with the ‘New Sales tax’ icon in the lower right. Clicking on this will open one or
more cards you see above. Each of the fields within one card can have information typed in manually or enter in a

series of Zip/Postal Codes for a specific tax.

Mame: GST
Description:
Percentage: 5.00 % ~
State Specific: ]}
Country Spedfic:
Deductable G/l Account: 2110 Corporate Tax Payable
Tax #:
Applicable State Prov:
Do Mot Charge Tax:
Always An Expense:
Expense Account:

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.
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s et Each Sales Tax can have its own account.
v It is ideal to have an account in your G/L for each state
2121 Cabborria Suies Tax - you have to account sales taxes for though not
necessary.
2011 Accounts Payable .. F For example for different state sales taxes an account in
:‘ "::‘ pers | | the G/L can be set up for each state that you have to
2020 Other Accounts Payable | 1] | report sales taxes for. Then at the end of the accounting
” _’;’;“f:m | period an activity report can be submitted along with
2023 Product Warranty .. any remaining payments for that state.
2100 Government Tax Payable
et In this image you can see by clicking on the sales tax
3 account field you can access your G/L and specify an
2122 Florida Seles Tax account by clicking it once.
2123 Okdshoma Sales Tax |
T |

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. California is a good
example with all of their tax information posted on the website by county.

http://www.boe.ca.gov/cgi-bin/rates.cgi

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 county break down by zip code if you don’t have all your tax
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.

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

http://www.50states.com/

Setting up Zip Code Based Sales 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).
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" Name: Calfornia Sales Tax A default amount can be entered in to this field which
Description: : will apply to every California zip code, unless
Percentage: 3. 50 o additional zip codes with different tax rates are set

State Spedfic: v

S L using the plus icon on the far right.
ountry Speafic:

Deductable G Account: 2121 California Sales Tax ;. . .
ZHI When additional zip codes are set any different

Appiicable States: OK v 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.

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

Toposts Cotetem 32101 e . Then enter in the rate in the next field.

Click the Add/Update icon to apply this to the range of
zip codes.

|
Note: This tool supports use of the 4 digit extensions
| in Zip/ Postal codes for US based Zip codes.

\

S

When you have finished with that range they will pre-populate in your screen as you see below.

ri.ﬂ'n ooz . . .
||. o ﬁi Multiple ranges can be entered in here before saving.
Erdey & wrgie TOF Final Cade of 606 & masdrs; anQe o SOpicaie 5l BT ot grves il (et Db i) |

g el B e B qf [

EfPoua Cotefeam H7L81 red et 7FEW- e || Single Zip/Postal Codes can be entered in here.

Ta 9196

— - Individual Zip/Postal codes can be edited after the fact by
- RIE% - clicking on the field and changing the amount.

LEEER] T

= ke A scroll bar on the right allows you to scroll to a specific

s "“"F | zip code to update or change it.

'i; = ‘ 1'%

e woem | Save your changes to update your Zip/Postal Codes.

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 ‘Percentage’ field will act as a default for that tax rule.

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

o iy
Hove  Toom
I
- ! Tyoes . 2 X =
o o Accessae = R A Corom Page
\ - B8 pricelisn - = - ") JI
Seno |V Swooles ety o toevtimon Corzemn ‘,(‘((ﬂ, U ot U'L Tease Overdes 0 Reviews Cocumet C?:

p—

Qe Wt Sate Weda

Within Products you have a section for setup in Tradepoint. This section is where you setup most of the basic
information for your Product listings. The ‘Assigned Accounting and Taxation Rules’ is where the sales taxes can be
applied to each of your Products and Services.

Erropriar y Aotounit QOGS Ascountt Rrtad From Appicable Tawen

i Hiew ccounting Reie [¥5 Dutete

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 ‘Assigned Accounting and Taxation Rules’. Check the box in the pop-up window to specify which taxes apply to your
products and services.

[T | 1
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r—— . i
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T el | ]
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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.

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.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



© Product Manual & Usage Guide — 2009

Home Toos Pesow & Compeny Sep (M ’5{1!":7:,».«'.,,:.»

W e AVvVLYe @,, P 2o g ©

chaad TS Depatmwres Preferences A G

Mo Langusom Conboren
o Emsloyem Neww  loors Tase andOrden Deducions  StleSheet 79V g Syle St

Tetan Accasg

Phenel + (703) 555-1234
Phone 2

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.

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.

How Sales Taxes Work

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
L Settings o
Product
| Information
o >y

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.
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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.

Departments
In Company Settings Departments is a tool for setting a specific G/L account for a given department within 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.

Reporting on Sales Taxes

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:

Dl gL Cariany || petieal| = | furvn Dl g
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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.

T Larm el s By
o M O Ao Pl

06 bt G arad Sarvom Py
TVTV CET e e B
00 GET w Rarall Dedcsore
Y CBT depplempiy.

Tl P g o e ..
2173 HET charomd o= Salmi
o R eyl Seduraens and k. .
ik B Pesstin
LY
T BT Ravakiy
TILE W P
L (i vt
ALY Pkl T Taw Pamsiaie
ik Pt Db Pl
TL¥ Pl Doducien Pregiiy
TILR gl e cmon Firsaiie
L Pyl DmtLriion Farvatly
4 TIOL L e L,

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.

i 24 Sort Ascending
Z4 Sort Descending
ost - ( :
B | Accx
Payable = Group By This Column
yable Trade BSOS 5 Group By Box _
-ounts Payable | © Date: 10/29/2007 | EU G NTORE
Payable | © Date:4/14/2009 | = goct it
rual & Date: 4/30/2009 -
' Clearing @ Date:5/29/2000 | @ ClearFiite
rranty Accrual Bif v Filter Editor Cust

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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Type
Payment Status
Customization
Account
Refund/Retum Cleared On
Unrecondled

Date

Date: 10/4/2007
Date: 10/29/2007
Date: 4/14 /2009

Payment Type

B E E

Date: 4/30/2009
E Date: 5/29/2009
il

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 to 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 as you conduct business.
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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.
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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
‘Apply Defaults’ icon will automatically apply your product accounting defaults to all Products within Tradepoint. This
process can be repeated ifwhen 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
ncoming tems

Check inventory avaiability and remeove inventory
on Invaices

Check inventory availabiity and remove imventony
on Orders

By Default create a bil for received Shipments
Imeeniory Liabalrty Sccount -
Clearing Method First In First Qut
Costing Madel  Valuation -

Open Box Percentage of Waluation 90.00 %% ~

| Use Automatic Min Quantity Caloulatons
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 to 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.

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. 7he receiving wizard has an option for this at
the end of the Receiving wizard.
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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 putitin 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 use the ‘First in First Out’ option.

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.

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.

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 ’In Production’ when
the email message confirming an Order is auto-generated and sent to the customer.

Payments made from Order Screen should be ‘Authorize Only’ by default: This option will allow orders which are
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.
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This preferences works well when you have the option to ‘directly Invoice from orders’ checked off as active.

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 fulfillment processes. This option also
does require an Email template to be established and specified before it becomes active.

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 Up Payroll Deductions

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.

IS Federsl Tanes - Papod
326 52t Tases - Paycl

Sooel Seaurny M7 Soos Seourty Taves < Paprol 210308 Soc. Seounty Taves Papstie

In this example there are three main deductions listed. Each of those deductions can have multiple Fee Schedules.
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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 schedules highlight one of the deductions and click the “Edit Fee Schedules’ icon in
the lower right of the screen.

T

;& 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.

If an income ‘floor’ or ‘ceiling’ is not applicable in the case of your Fee Schedule then leave those blank and enter in the
income ranges.

Each listed income range is a Fee Schedule and multiple Fee Schedules can be created with the ‘New Fee Schedule’
icon in the lower right.

J'; ] 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.

Website 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
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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.

Sapay Do,

0 T i oy S et T ey S T W 85 8 UV 4 Tt 0 G S e "6 ol U e et S
L

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.

Language Localization — 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.

i -t o AAD v
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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.

Language Localization — Step 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.

The main screen will show your pages listed on the left with expandable menus for subpages in the ‘plus signs’. ‘Target

Language’ pulls the information from localization settings which have been setup in Company Settings for language
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
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.
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Website Title - Title of website for this Division/Company
E-mailing - Options for automatic emailing templates to be used based at key points of action on a website:
Web page URL for Mass Emailing Resources
A Contact Us Email
Email to be sent at the completion of a Successful Order
Email to be sent at the completion of a successful Invoice

Each of these templates pull information from Email Templates setup in your Templates section accessed from the
Tools tab. (Creating Emailing templates will be discussed in-depth later within this Setup Guide).

Tradepoint supports an unlimited number of email templates.

Email Style Sheets

A email style sheet holds basic default information for the email going through a given Division/Company. This will
create a uniform look and feel through your company. The use of Email templates, editing tools, Vcards, and
customizable signatures allow options for personalizing email appearances.
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Security Profiles & Settings

Tradepoint has multiple options for managing security settings and access to information, and functions throughout the
software.

Individual security profiles are created through Security Settings accessed through the Tools tab. These functions
include the ability to parse out and filter access to information as well as functions (such as View Only, Print and Export
to File for Reporting)

Additional permissions to information and functions can also be controlled through numerous options within Employee
Settings for an Employee’s profile for further shaping of a specific role or the ability to shape a unique profile.

With both of these tools provide the ability to have defined user profiles with as much or as little detail as necessary.

Creating Security Profiles

The default security profile in Tradepoint will be Administrator. In this case you will see the check box checked off for ‘all
other options will be ignored’.

Creating a new security profile in Tradepoint is done by clicking on the ‘New’ icon in the lower left. Options are accessed
for creating a New Blank Policy (which is done the first time a new security policy is created) in the pop-up options.

; New Blank Policy

30, New Policy From Current
| i e A car ol
[Templates
| | = T
T Y o
New t Print

A New Blank Policy will have to be set up the first time a security policy is created. Each of the icons in the top of the
security screen represents different sections of Tradepoint that can be customized for different roles.

Enabling security access for a profile in Tradepoint involves enabling the icons on each of the tool bars and then
enabling various functions within each Section (Leads, Customers, Suppliers, Projects, etc.).

First, we will address enabling icons on each of the tool bars.

The ‘Tools’ icon is highlighted in the example below which corresponds to the main toolbars in Tradepoint: Home,
Tools, Personal, the Management Menu, and Flyout Panel icons on the far right of the screen.
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The layout of the security settings screen works like this:

Labels on the left side of the screen correspond to a check box on the right with the placement of the check box matching
the location of the check box on the right.

Checking off the respective check box will make the Customers icon (in this example) on the Home tool bar visible.

Sources | Erwpuiries || Leads [

Customers 3]
Reselers [ Competitors 5] Corporate Rolodex [T
E-Mal [ Schedule W Projects [ Krovdedge Bas=
Global Documents [¥]
Supphiers | Products [  ‘Warehouses/Storefrants [
Ex. A. = | iy ool St

After checking off these check boxes logging out and then back into an Employee profile set with these settings will show
only the icons that have been checked off in the example on the Home tool bar.

Image with Administrator access on profile:

Evolution - [Work Center]

| Home| Tools  Personal

= : @ — L % My Business
AU G & 8 ol @ 8 % B & &
Sources Enquiies Leads Cust Resell Comp et Rolodex | E-mail Schedue Projecs Knowledge Documents | Supplies Warehouses Producks | Employess @Gﬂ-

Collaboration

Customer Relationship Management Supply Side Management Company Resources

Image with specific access to show only icons checked off in Ex. A:

Home | Toos Pwsorw

G W oM v a & & § &g 4
Customes Reselws Robde  E-mal Schedue Projecss D Swpples Warshowes Prooucts  Employes s GiL
Customer Relationshp Manage Cailabonsmn

Scppty Side Managenes Campany Neautes

Icon visibility to the Tools tool bar will work in the same way:

Enabling the icons on the Tools tool bar to be visible is done by checking off which icons to be visible:

Company Setup [ Terminal Settngs & Profies | Teams [#]
Fress Relatons [ Static Text & Localization Afflate Matrides
Descument Templab=s [ E-mai Templates W Project Templates (W]
Ex B Knowdedge Bass Templates | Press Rel=acs Templistes ||

Then view the Tools tool bar with Administrator access:
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Now view the Tools tool bar with the new preferences when logged into a different security profile as shown in Ex. B.:

.\ B5work Center |

Home | Tools Personal

Terminal Teams Ted Documents Projects E-mail
Settinas Web Site Templates

Each section within the security settings works in the same way.

Note: Remember, any other access than Administrator will have fo have each respective section Checked Off o have
access enabled for your Employees. Administrator access is the only option that does NOT require options to be
checked off and will over ride any other set preferences for full access to Tradepoint.

Second, enabling various fields and functions for actions within Customers will complete the security access for

Customers.

Each icon checked off within the main screen of security settings will also need to have the corresponding section
enabled. This means if an icon has been enabled through the Tool bar section:
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Then the Customers icon highlighted above will also have to be enabled with the correct preferences to enable users to
access different parts of Customer information.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



Darwin Productions, Inc. © Product Manual & Usage Guide — 2009

Hre  Toos  Persone  SripoingSeoeComoon D Secul PossesT) X

- pnéswwmm:msa%gygg

Tooskx Compay Carfgmicn Ofhe Erolayem ‘5‘“-’ “— .b'_ Inacce Eopoymm

Frojcs
- — - - — —_—
Puicy Pobcy Namee LIS ELT] Soles"wogs
Adrraratr o Syste L T - —
Ewaiutive Nanapasant —
Narbatrg
Cronge ¥ Delete
Salez Represmriatoe
Warehouse Manags Consact iy Ordy Whers Saken 200 Rac
Warshauoe staff
lhlc—h“’)- ord
l-ﬂ-’-—t’y
Sk Movei e Qoviter Dvweas By Drvmoe of Svpicyes:
Adow View Custormer Change Hatory | ™% Terrfiory or Owned Sy Dwison
Owraz By Curreret Dnvmoe
[usnga —— " B
Tamtory & Category & Swns W)
Contact Tnko
Owect Addrem Eriry W Vedcate Address ¥
Chango
Contact ol & Soles Rep S0CRes
Company
Ve W Charge:
Lead Info
Ve Charge ¥
@_ L \?: Change Cose o 9 AadReneve Produts J
Mew  Deierr  Pring ln »

Checking off each box will enable access to each field and define what level of interaction with information within
Customers. Some of these fields will have different functions (such as View, Change, Revise, Export as a few
examples).

Otherwise, if the icons are enabled through the Toolbar section and no other details for each icon have been enabled
then each respective icon showing up on the tool bar will have no details.

Note: Administrator privileges will automatically grey out the icons in the top toolbar, since access will be granted to
each section of Tradepoint

Checking off the ‘System Administrator’ box will override any defined profile and give any profile System Administrator
access, even if other options are already set, just by checking off the box highlighted below.

Contacts — Filter Options & Setup for Security Profiles

Filter options exist for contacts within security settings for each section of Tradepoint:
Sources
Enquiries
Leads
Customers

Resellers
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Suppliers

This is ideal for direct sales forces, customer services, account managers and anyone who will be interfacing with
customers in any specific capacity.

Following the same example shown previously, within Customers the Contact Filter option shows a drop down menu
with multiple options for viewing contacts.

This makes it possible for Tradepoint to hold thousands of contacts across multiple companies and/or Divisions while
having specific profiles only see contact relevant to their role and company they are affiliated with.
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View All - Allows a user access to all customers across all Divisions and Companies.

Only Where Sales/BDC Rep - This will enable a user to have access to contacts where they are assigned to a contact
as a Sales Rep or as a BDC(Business Development Consultant) Rep.

In Their Territory - If your company uses physical Sales Territories (these are setup through the Setup and Configure
Tool under Employees) then an Employee will only have access to contacts that are within their assigned territory.

Owned By Division of Employee - This option will allow an Employee to view all Customers that are assigned to the
Division/Company they have permissions to. This /s setup at the time an Employee profile is created.

Their Territory or Owned by Division - This option will enable an Employee to see contacts within their assigned
Division/Company or if it is within their territory. In this case there may be some overlap meaning if an Employee has
access to all Customers within one Company/Division they may also see others from other Divisions if they are
assigned within their physical territory.

Owned by Current Division - This option will allow Customers to be accessible only by the assigned current Division of
the Employee, overriding other options like territory.

Their Territory or Current Division - This option will filter out contact by the current Division a user is signed into or by
territory.

Functions — Options for Information

Within security settings additional options for actions exist for numerous types of information. Several examples include:

The ability to Add, Change, Delete, or Print out a Customer Contact.
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Enable the ability to view or change specific fields within Company or Lead information. For a user to also have access to
View, Add, Change, or Delete Opportunities within a Customer account.

Ll ELT Y Regional Sales Manager

H System Administrator (Al other options will be ignored)

Overall Contact

add @ change 9] Deiete ]

Conftact Filter Oriy Whene Saks/BDC Rep .
Alow Acress to Merge Tools [
Allow MovejCopy Customer [
Allows Yivew Customer Change History [

Territory [+ Category & Stats [
Direct Address Entry [ validate Address 71
Change
Contact Info [ Coles =g | BOCRep ]

For personnel information within a business contact there is the ability to view, add, edit, change, and remove different
items within personnel.
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Within accounting functions the ability to add, complete, remove, and remove if posted allow specific functions to be active
with Employees.

This is ideal to enable and separate out functions for different groups such as sales and customer service roles to be
able to perform specific actions but also ideal for Accounting folks to be able to complete and edit items as necessary.
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Employee Access — Email & Schedule Access for a Security profile

To provide your Employees the ability to have access to their edit their email or specific information about the ability to
synch with Outlook or to a Blackberry or Smartphone and schedule settings within Tradepoint these are the settings and
how they should be enabled for their security profile.

An example below shows the Employees section of Security Settings with preferences enable to allow access to email
and schedule functions for an Employee profile.
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Note that the contact filter is set to view only their own profile and subordinates for the Regional Sales manager. The
contact filter options can also be set to only themselves, and view all.

This is just one example of how to enable the functions within an Employee profile for Employees to actively manage
their Email and Schedule.

Note: if an icon on the tool bar section of securily settings has NOT been enabled then any options checked off
anywhere else will not be viewable since the icon will NOT be viewable from the Home, Tools or Personal tab.

Employee Access — Reporting Options

Reporting options is important for convenience and the ability to act fast based on available information. Access to the
My Business reporting section for a security profile can be accessed for specific functions just like other sections in
Tradepoint. Options available include:

View - View only access for reporting data

Export - Allows report to be exported to multiple files types

Print - Allows report to be printed and exported to multiple file types
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Enabling reports does entail going through each section of reports and checking off each option, at least one time for
one profile. After one profile has been created the option for creating a new profile from an existing security profile will
shorten the setup time considerably.

Creating A Profiles from an Existing Profile

Creating a security profile from an existing security profile is done easily with the options in the ‘New’ icon in the lower
left of the Security Profiles screen.

First, highlight the Security Policy to base the new policy on.
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Then from the ‘New’ options choose the ‘New Policy from Current’ option and your new policy will be created with ALL
of the options of the highlighted policy already checked off.

m New Blank Policy

Creates a new policy that is completehy blank

& Mew Policy From Current
Creates a new policy with & me options as the currently selected Policy [
Templates

¥ &

Mew  Delete Print
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Note: This is the easiest way to setup multiple security profiles. Create the first policy and then create additional policies
easily making only minor adjustments.

Individual Specific Tools & Features

Personal Tab

Each profile within Tradepoint has its own set of tools specific to each profile. The Personal Tab is specific to each login
within Tradepoint.

Change a Password
Rolodex

Password Manager
Preferences

Time Sheet Tool
Expense Report

& e |® -

Home Tools

2y ) =B

Change Password Time Expense
Password | (OI00&X \ionager TTEfETENCES | gheg  Reports

Dare mmal Tanle
_Fersona 100Is

Change Password

Changing a password in Tradepoint is simple enough. The Change Password option brings up this screen to change an
existing password.

oo romrs N )

Please enter your current password in the
‘old password’ field and then type in your
new password below making sure to
verify your new password to ensure that
you'll be able to log in.

0ld Passwerd ||

Méw Pas sword |

Re-type Password |

Once the Save icon is clicked the new password will go into effect.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



© Product Manual & Usage Guide — 2009

Personal Rolodex

The Personal Rolodex will have the same contact structure as any other Contact type within Tradepoint. The main
difference is this will be specific to an individual and not accessible to other users within Tradepoint.
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The Personal Rolodex has all of the CRM features which are available to other contact types in Tradepoint. Primary
CRM functions include:

Advanced Search Tool

Mass Email Wizard

Mail Merge Tool

Move and Copy Tool

Quick Report options for printing labels, envelopes and contact lists

Support for B2B and B2C Contact structure

The ability to push Personal Contacts to a Smart Phone, Blackberry or iPhone

Importing Contacts into the Personal Rolodex

Importing contacts into the Personal Rolodex follows the same steps as importing contacts into any other contact type
in Tradepoint. The person doing the data importing must be logged in as that specific individual to access a particular
Personal Rolodex for a data import.

Once logged in under a specific profile for a data import the option to choose within the Data Import tool is on the screen
shown below in the data import tool.
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Once the option for Personal Contacts is chosen then specify any additional information such as category, statuses,
shown in the fields behind the drop down menu and click the Next option when ready to map the fields from your file into
the Personal Rolodex.

Once the mapping is done the Next option will import your contacts into the Personal Rolodex for a specific profile.

Moving Contacts out of the Personal Rolodex

Moving contacts out of the Personal Rolodex can be done with the Move and Copy Tool found under the Tools Tab
within the Advanced Search Tool on the left of the Contact screen.
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Clicking the Move and Copy Tool option will open the menu to choose which Personal Contacts you would like to move,
where and how your contacts will be categorized.
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Contacts on the left will be pulled from search results within the Personal Rolodex. So, if all the contacts were opened in
the personal rolodex then all the contacts will show up in the left of the Move and Copy Tool. Narrowing down search
results will also narrow down the contacts to be moved.

Options to Select All, Select specific contacts and Clear All are available.

Click the Save icon when finished to Move contacts.

Password Manager

Tradepoint includes its own Password Manager which is ideal for passwords of all kinds. Most people have at least
handful if not dozens of passwords for many things:

Websites
Software Applications

Multiple email addresses
Smartphones, Blackberries and iPhones
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Tradepoint’s password manager is ideal for all of these to have a secure place for multiple passwords. Any passwords
stored here can only be viewed with a person’s login.

User Preferences

User Preferences are available to modify individual usage settings within Tradepoint. Two sets of Preferences are
available, defaults for general settings and Outlook Synchronization for different types of email and Exchange Server
user preferences.

The Outlook Exchange Server settings only apply to companies actively using Exchange Server otherwise the Outlook
Preferences would apply to most other users.

Defaults
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Appointment Book Configuration

Default View - This is the view visible when you check the schedule in Tradepoint
Collaborative View # of Days - The default number of days visible in the Collaborative View
Show only Self on Day sheet - View only your own schedule even if you can see others and vice-versa

Show Streams even if not available all day - make sure others can see your schedule even if you have
scheduled yourself to not be available or are scheduled to be on vacation

Default Category - the default appointment category for each appointment started (ex. For sales people the
default category could be ‘sales Appt.’)

Billing Rate Product - This setting will add a Product/Service to any Invoices created from Appointments for a
given profile. Different Employees can have different Products/Services set as default in the Schedule. Even
though a specific product is set here any Invoices are edjtable once created.

Appointment Notifications - Automatically Notify Guests about new Appointments and changes to existing ones.

Task Defaults - This option will automatically set a default Task Category each time a Task is created and each time a
Task is generated from an Email with the right-click option.

If this option is not set then Tasks won'’t be created from emails. A prompt will notify you of this from the right click option
in Email if this is not setup for an Employee profile.
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Contact Defaults - An option to make the default option in new contact to an individual rather than business contact. 7he
default contact type in Tradepoint is a Business contact.

Notifications - These notification will let you know if there are any errors for updates, email synchronization and
downloads and notifications of synchronization errors. Most of the time the only notification necessary is the update
error since an email error and synchronization error can be caused by internet time outs and network issues that do not
have to do with Tradepoint's performance.

Prompts - These preferences will pop up an alert when a new item (Product) is created, when a contact is updated and
when a contact is deleted. /n most cases the only relevant preference is upon deleting a Contact. Security profiles can
also restrict editing and deleting for Products and Contact information.

Work Center - This preference will automatically show the Work Center when a user logs into Tradepoint. /f not set the
Work Center icon in the upper left will have to be clicked to show the Work Center.

Outlook Synchronization
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Synch for Smart Devices - For people using SmartPhones, Blackberries and iPhones the option to synch email with
Outlook is available for IMAP as well as Exchange Server. The option to disable Outlook synch is also available. Make
sure your email account settings are setup with the correct IMAP or Exchange Server information.

Contacts - Contact options for people using SmartPhones, Blackberries and iPhones specify how contacts are pushed
from a device into Tradepoint and vice-versa

Tasks - Push and/or pull tasks back and forth from a device into Tradepoint.
Appointments - Push and/or pull Appointments back and forth from a device into Tradepoint.

Synch Dates - These date fields will show the last dates when Tasks, Appointments and Contacts were synched with a
device.
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Time Sheets

Time sheets are preferences for users to add in time they have worked either in general or time worked on a specific
project. Time sheets also allows users to track in hours they expect to work on projects but have not yet under the
option for ‘Projected’ time.

The main time sheets screen allows time to be entered in as it is worked by hand entering in the data and through the
Punch Clock by punching In and Out. A project can be associated with any one set of hours worked through the
“Assigned To’ field in the time sheet.

A search tool exists for hours entered to be able to view hours entered that have been entered into Tradepoint.

Any hours entered and viewed in Tradepoint through the Time Sheets screen will be for the logged in user only. Hours
entered in for other users can only be viewed through My Business Reporting.

Projected time is an option which will allow for planning when working on one or more projects over a time frame of
approximately 30 days in advance.

Totdl Paomoac ) Wi 1id R8s | s T i Lt ) T (1] L L] P L]
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The time entered in Projected time will appear within reports for projects which illustrates projected time versus actual
time worked with respective dollars amounts based on the assigned value of the Employee’s time within that project or
overall. Projected time can be edited until the project is past due based on the due date of the project and the current
date.

Projected time can only be entered in on projects that have current timelines or have not yet started. Any project with a
due date past the current date cannot accept Projected time in this screen.

Expense Reports

Expense Reports is an option for Employees to enter in their Expenses based on what is accepted as legitimate
Expenses within your organization. Expense Reports support entering in Expenses with details regarding:

Payment method

Expense amount

Sales taxes

Reason for expense

Time involved

Reasons for non-reimbursement of Expenses

The main screen for expenses under the Personal Tab will show all expenses that have been entered in through this
login.

Existing expenses are listed off to the left with highlighted options at the bottom left for new expenses and editing
current ones on the lower right.

[eerw——

¥ & B |
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To enter in a New Expense:

1. Click the new icon highlights in the lower left. A new expense will appear on the left of the screen.
The date will default to the current date in the upper right. Change it to accommodate a different date for an
expense.
3. Click the New Expense icon on the lower right. The detailed screen will open for the details of the expense.
4. Click the ‘Submit’ icon in the upper right when finished.
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Using Tradepoint

Management Menu

The Management Menu is found by clicking the cube icon in the upper left hand corner of your screen in Tradepoint.
This contains the main tool for managing fundamental settings for synchronization, importing and exporting data
database management and the setup & configure tool.

Like the rest of Tradepoint access to the management menu can be modified through security settings based on a
person’s role within your organization.

Each of the following sections will go through in detail the purpose and how each tool impacts your company’s
information.

Login/Logout

The Logout option is the option to logout of Tradepoint without shutting down entirely. This is ideal for logging into and
out of more than one machine. This is also recommended for adding a new employee or changing settings within an
employee profile for email and the schedule which does require you to login and logout for those changes to be
acknowledged.

Synchronize

The Synchronize option can always be accessed through the management menu or by holding down the control key and
hitting ‘S’ at the same time on your keyboard. This can be done at any time and is recommended if you have just uploaded
documents or have made multiple changes that you would like your team to receive quickly.

Synchronize with Outlook

The Synchronize with Outlook option is for people who are using Outlook on a Blackberry or a Windows Mobile enabled
device. Once the settings are established within your employee profile (within Tradepoint) and your settings are setup on
your Blackberry or Windows Mobile device this option will synchronize with Outlook to push email through Tradepoint to
your mobile device. More will be explained about this within email and the employees sections.

Import Data Tool

Importing your Data can be done using the Data Import tool found in the Management tool in the Upper left hand corner
of your screen.
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Tradepoint currently supports Data Imports in over 12 different file types including Quickbooks, Goldmine, Act, Peachtree,
Excel and others.

restore and de

The wizard built into the Data Import tool will walk you through the steps to Import your Data with each different file type
you are able to Import. Prepare your Data file before you attempt to Import it. A few tips of how to look out for in preparing
your data includes:

¢ leave no spaces between Rows or Columns of data
e clearly label header fields
e do any clean up for your data ahead of time(spelling errors, formatting, etc.)

We do caution clients who may not have a full time IT professional assisting with their IT structure or who manages their
corporate information simply because sometimes data may contain corrupt files or may not Import as cleanly as originally
thought.

When you follow the prompts a wizard will load that walks you through what type of data you would like to import and
where you would like to put that information into Tradepoint. Depending on the import Tradepoint may ask you to "map"
your old data fields into your new Tradepoint system.

Tradepoint can Import over a dozen types of data including:

Act 2006 or Later
Tradepoint Email Backup
Fox Pro/dBase (DBF)
CWR Electronics Data
Goldmine 4.0 or Later
MS Access

MS Excel

MS Outlook Email

MS SQL Server
ODBC Data Source
Oracle (Experimental)
Peachtree

Quickbook Lists
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e TextFiles

If you do not see a specific data type mentioned in the "Import Data" list Tradepoint will most likely be able to import the
data already. Most applications allow export to "comma delimited" "tab delimited" or even Access and Excel files.

Tradepoint can import data from any of these file formats an bring validated information directly into the software. If for
some reason the old software application you used to use does not allow any of these export types, our development
teams have most likely already created a plug in that can import your specific data.

Importing your General Ledger into Tradepoint

Importing your existing General Ledger structure into Tradepoint will depend primarily on what Accounting software you
are currently using. Some Accounting/ERP applications will not allow you to export your data. For example, Simply
Accounting is one that does not permit access to your G/L file.

If you have been using Quickbooks we do have a tool built into Tradepoint that will enable you to Import your existing
General Ledger structure into Tradepoint through the Import Tool found in the Management Menu.

There are a few things to remember about Importing an existing General Ledger from another software application:

1. We recommend you consult and IT professional or one of our Programmers about the application you are using
and the condition of the data before any Import is done.

2. Even with a clean data set there may still be minor errors in the Import process so be sure to check your General
Ledger structure after the Import has been completed.

3. if you are looking to make any adjustments in your G/L structure this may be an ideal time to consider that. Please
consult with your Accountant about this if you think adjustments should be made.

4. Be sure to have at least a minimal set of Categories and related Statuses set up in Tradepoint before you Import
your data so that a destination with data preferences can be assigned instead of assigning the Category/Status
manually to each file entry.

To Import your General Ledger from Quickbooks follow the steps outlined below.

—

Prepare your IIF file from within Quickbooks and save it in an easily accessible location on your computer.

2. From within Tradepoint click on the Management Menu (The icon in the upper left hand corner of your screen) and
choose the Import Data option.

3. Follow the prompts on the screens and choose your file type. in case of the Quickbooks example choose the IIF file
option.

4. Follow the next few screens to find your file and specify the destination, including the Warehouse (which you will
need to have setup ahead of time.

5. Check your data after the Import and make any necessary adjustments to your G/L structure using the edit tools in

the Company Settings accessible from the Tools tab.

First, if your company is currently using an Accounting Program then we would recommend using the Import Tool
found in the management Menu of Tradepoint accessible through the icon in the Upper left hand corner of Tradepoint.
Second, if you use an Accountant we do recommend consulting with your Accountant to ensure accuracy.
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Tradepoint can import 14 different file types with the Data Import wizard including the following Accounting software

file types:

Goldmine 4.0 or later

Peachtree

Quickbooks IIF Files

Follow the prompts in the Data Import wizard and the structure and information for your General Ledger will be

imported into Tradepoint.

Additional methods available for setting up your General Ledger include a customized data import which can be
created specifically for your company or you may use the tools within the company resources to set up your General

ledger directly in Tradepoint.

Importing ACT Data into Tradepoint

You will need the ACT database files, version 2006 or later, also the ACT2005 (demo version is fine) and the Act Import
Plug-in. Some versions of ACT do not have the plug-in so check to be sure.

1.

Nookwh

© o

database file (.dbf)

Copy out the database file

Run Tradepoint

Attach it to your database server.
Attach client's Tradepoint database to your server.

check boxes don't do anything)

Watch as it imports.

Load in the database in Act 2005 or later (it will convert old versions) by choosing open and choose the old

Once it's done converting, go to your Services and stop the MSSQLServer$ACT7 instance.

Select the ACT import and give it the place to find the ACT database and then choose the contact type ( the two

Clean up any duplicates if you can. | would create a script to allows you to move Support and Personnel from one
contact to another to clean up the duplicates.
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What files make up the ACT database: http://itdomino.act.com/act.nsf/docid/2001626143542 (essentially any file with the
same name as the .DBF file)

Exporting Data

Tradepoint has numerous built in tools for exporting data including reports, backup files and extracting data with the option
to export a report as a number of different file types. These types include:

PDF

Excel

HTML

Plain Text

CSV - Comma Separated Value

RTF - Rich Text Format that can be opened with numerous Word based applications

Tradepoint has an option for exporting your email file into a compressed format that can be exported into other Email
applications at a later date found under the Export Data option under the management Menu.

At any time we can also provide a CSV file or other file type of your entire data set upon request.

Manage Database

From the Management Menu is the ‘Manage Database’ option. This includes several options for you to manage your
database with the database management tools. For companies who are using our hosting services regular backups are
performed for you though you will still have the option of creating and storing your own backups as you feel necessary.

Tradepoint includes 4 different database operations that you can perform using this tool.

Backup Database

Create a New Remote User backup set
Restore your Database

Defragment a database

Follow the prompts on the screens to perform any of these functions to maximize your database performance.
The defragment option is similar to the defragment option you have on your PC. Choosing this option will compress and

clean the data set you have residing on your machine. Depending on how much data you have will depend on how long
this takes.

Setup & Configure Tool

Tradepoint provides you with one tool to be able to setup and configure all of your settings, categories, statuses, methods,
services and system management tools from one interface.

Since your business needs the ability to change and grow the ability to adjust those settings on a case by case basis if
necessary. Further, the Setup and Configure tool can be accessed through the main interface found within the
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management menu as shown in Image A below or it can be accessed through a number of access points found anywhere
you see a blue plus button next to a field as shown in Image B.
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Image B.

The Setup and Configure Tool is managed by the Security Settings so, providing a safety net so your settings don’t get
deleted accidentally and to keep your process definition focused by allowing access to specific individuals within your
business.

Prompts are built into the Setup and Configure Tool for making adjustments within a system that has been configured so
you know what the consequences will be for the decisions you make before you make them. Just a few of those scenarios
include:

e Consequences to deleting a Category when there are Contacts assigned to it.
e The option to reassign existing Contacts to another Category before the category is deleted.
e A prompt to inform you that you are about to delete or change a Category before it is deleted.

Some of the most frequently used functionality that can be customized using the Setup and configure tool includes:

Categories

Statuses

Order, Invoice, and Purchase Order Numbers

Shipping Methods

Shipping Services (relevant if you use real time shipping modules from a carrier)
Shipping Rate Tables (an offline alternative to real time shipping rates)

Payment Methods

Payment Services (relevant if you use payment services through your website i.e. Authorize.net)
Refund Types

Custom Data Fields

Geographic Sales Territories

Communications (Newsletters, Promotional Materials, etc.)

Event Management (Automated Tasks, Emails, etc. based on your workflow needs)

General navigation tools available within the Setup and Configure Tool will be consistent within each section of the tool as
shown below in Image C.
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Image C.

Each screen will reflect the layout and navigational tools. Further, as you open each window any additional fields
necessary to fill out will open as you progress through the Setup and Configure Tool.

The Setup and Configure chapters of the Product Manual will explain in detail each section within Tradepoint that can be
customized using the Setup and Configure Tool and what information is necessary within each section.

Accounting

Accounting Configuration tools encompass Categories related to transaction types, setup for automated processes
including payment and Shipping Services and additional tools. This chapter will address each of the Setup and Configure
tools in detail.

The accounting preferences are located within the first icon on your screen from left to right. Within the Accounting section
you have the tools to add and customizes preferences including:

Payment and Deposit Types

Credit Card and additional Payment preferences

Shipping Methods and Services

Payment Services including Ecommerce payments systems

Categories and Preferences for Accounts Receivable and Accounts Payable

Accounting includes a number of sections that will need to be Setup for you to use Tradepoint to its fullest capacity. The
image below shows the areas within Accounting that will require configuration.
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ol AfP... Once the Setup and Configuration for your Accounting processes

L";J has been Setup you will have your transactions happen

& Deposit Types... automatically as you run your business.

- Refund Reasons...
- Credit Card Types...
- Freight Terms...

- Payment Terms...

- Shipping...

E

- Payment Services...

Accounts Payable

The Accounts Payable setup and configure tools are illustrated below.

P...
- Bill Adjustment Types...

L—J...

aid

S -

- Payment Types...

Ttk

- Transfer Types...

- AfR...
- Deposit Types...

- Refund Reasons...
- Credit Card Types...
- Freight Terms...

- Payment Terms...

- Shipping...

- Payment Services...

Bill Adjustment Types - Bill adjustment types will enable Categories within the drop down tab of the field for Bill
Adjustments. Each Bill Adjustment Type you create here will then appear within the drop down field for Bill Adjustments.

Payment Types - Payment Types will pre-populate the drop down menu for the screen for Payments on Invoices and
Orders.

Transfer Types - Transfer Types will pre-populate the screen for Transfers within your General Ledger. When a Transfer is
chosen you will have different types of Transfer entries that you be able to make within the General Ledger based on the
Transfer types you create within the Setup and Configure Tool.

Accounts Recelvable

Accounts Receivable Configuration is illustrated in the example below.
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AfR...

Er} Invoice Adjustment Types...

E &‘} Payment Types...
I_+_t Deposit Types...

I_+,t Refund Reasons...
I_+,l Credit Card Types...
I_+J Freight Terms...

I_+,t FPayment Terms...
I_+,t Shipping...

G- FPayment Services...

Invoice Adjustment Types - The Invoice adjustment types option will show up within Invoices for the drop down menu for
Adjustments.

Payment Types - Your Orders and Invoices will bring up the options you setup for Payment types within the Setup and
Configure tool.

Note: Even if you setup all of your preference within the Setup and Configure Tool directly here you will have the option of
adding to any field where you see the Blue Plus.

Deposit Types

Deposit Types are accessible through a drop down tool each time a Deposit is made through the General Ledger.

@ AfP...
& A/R...

E Deposit Types...

‘. payments

I_+J Refund Reasons...
I_+_t Credit Card Types...
I_+,t Freight Terms...

I_+,t Payment Terms...
I_+J Shipping...

G- Fayment Services...

The example image above shows 1 example of different deposit types. A Deposit Type will be selected for each Deposit.
Creating a new Deposit Type can be done through the new icon in the lower left corner of the Setup and Configure Tool or
through the Blue Plus in the Deposit type field within your General Ledger.

Refund Reasons

Refund Reasons defines the type of Refund you will need to account for within any RMA processes you may have in. The
image below shows a few examples of Refund Types. The Setup and Configure Tool will allow you to add numerous types
of Refund reasons if need be.
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& A/P...

@ AJR...

|_+J Deposit Types...
Wrong Product

. i Defective Product
|_+J Credit Card Types...

|_+J Freight Terms...
L*:J Fayment Terms...
|_+J Shipping...

Ii} Fayment Services...

Credit Card Types

Credit card types allow you to add new credit card types which will flow through to Invoice and Order payment options
within the drop down menu of the payment screen or either of those functions.

& AfP...

B AR...

I;tl Deposit Types...
Ii:} Refund Reasons...
-- MasterCard

E LVISA

Ii:} Freight Terms...

I_+J Fayment Terms...
Ii:} Shipping...
- Fayment Services...

Clicking the new Credit Card Type icon |Mew Credit Card TvRe | jn the lower left corner will open the window to specify the
Type of Card, number of Digits on the card and the number of digits for the Security Code on the back of the card.

Freight Terms

Settings for Freight Terms are established within this section of the Setup and Configure Tool. Two examples of freight
terms are shown below.
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|

1 AfP...

-A/R...
- Deposit Types...

sl SITIOE o

I .

- Refund Reasons...

Tl

- Credit Card Types...

[

{ Freight Terms...

.. Paid by Customer
.. Paid by Shipper

- Payment Terms...

- Shipping...

- Payment Services...

+ ke

Freight Terms will show up as drop down menu items for fields located within the Account section of a Customer, Reseller,
or Supplier as an Account preference within a Customer, Reseller, or Supplier.

Shipping kethod -+

Freight Terms  Paid by Custormer o +

Account # |[FE]

—Shipping B} Paid by Shipper
Address

Edit 35 Delete

Payment Terms

Payment terms is the preference that is setup in this section which in turn will become a drop down menu option within
Bills. This option is customizable through the Setup and Configure tool directly or through the blue plus found within the
Bill window.

=+

-AfP...
- AfR...
- Deposit Types...

-

I = -

- Refund Reasons...

T

-

- Credit Card Types...

I .

- Freight Terms...

| b

| Payment Terms...

30 Days
¢ Shipping...

- Payment Services...

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



Darwin Productions, Inc. © Product Manual & Usage Guide — 2009

The view of Payment terms in the drop down menu shown in a Bill below.

Shipping

E Afemsa o [Jimn 0=

s fem beved B ima Jiemssa Jseed T e s

o et e g, (geiss - Dot o s 8]

Ll B IVEL T

b

The Setup and Configure Tool includes preferences for live shipping modules and related preferences as well as shipping
tables for shipping rates that can be created should you lose your Internet connection for any length of time.

The Shipping sub-section of the Setup and Configure Tool includes two sections to be configured to setup your shipping
methods and shipping services.

Shipping Methods: This will allow you to configure a live shipping module as well as related preferences. Shipping
Services will need to be setup before corresponding Shipping methods can be enabled.

vog Shizpad
IUFS - 2nd Doy M
(]
ndicin - Dapress
e
5 Ghipping Seraces..
& Custom Shigping Fackaping
[

MR ‘I

hace Azt for Cracgaable Suppng
Sy Senvee | Endiia - LEFS

Serice Typs | Friority Ml

Shepprg Servoe sk Markun (%)
Wnbarte Enabled

seest g Tobies | By Blng Tabies

Tipc in [mags Piskds Zight Clck for apsiors.
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This example shows several existing shipping methods and individual preferences related to your shipping method on the
right of the screen view.

Max Amount for Chargeable Shipping - The max amount for chargeable shipping Preference allows you to provide free
shipping for Orders higher than a specific amount. The example above shows that all orders up to $350 will be charged
shipping and anything above that amount will be Free Shipping. When this preference is set all Orders past that amount
will not be charged Shipping. This setting will have to be set with all shipping carriers you have setup within your
Tradepoint.

Shipping Service - This is the live shipping service you have set up within your Shipping Services. When you setup your
Account information for the live shipping service (with your login and password) the live shipping Service will pull the live
shipping data specific to your Account into each Order and/or Invoice. The drop down menu here will show the live
shipping modules available within Tradepoint. Choose the one that corresponds to this Shipping Method you have
created.

shipping Service |Endicia - USPS -

Endicia - USPS
Service TYPe |FadEx
UPS Ground

Service Type- The service type include a drop down menu of all of the service types provided by that carrier. Choose one
for this Shipping Method that you have created. In the case shown below multiple shipping services are available to you.

Shipping Service |Endicia - USPS -
Service Type |Priority Mail v
Express Mail -
Shipping Service Rate Markup (2%) |First Class Mail
Website Enabled |padkage Services, Library Mail
Package Services, Media Mail

Add,Edit Biling Tables |Package Services, Parcel Post

Express Mail International -

If you use multiple shipping services for one carrier you will need to setup and configure each shipping service within a
shipping method. In the case shown above all the available shipping services offered by UPS are available within this drop
down menu shown in the image above.

Note: If you use UPS Overnight Air, Two Day and Three Day Service you will need to have a shipping method configured
for each of those Services. The result will be seen in Orders where the customer preference will be picked up
automatically within their Orders if the preferred shipping has been specified within their Account or when if they became a
customer through the web portal.

Shipping Service Rate Markup - This is a markup that can beaded to your shipping to cover and handling fees. If there is
any percentage specified within this field then all Orders for this Shipping Method will automatically have the increase in
price added to the overall shipping cost.

Add/Edit Shipping Billing Tables - Should you lose your Internet connection and are unable to receive live shipping data
you have shipping billing tables that can be added to provide shipping rates based on weight and destination. Most
commercial carriers provide online shipping tables for each of the services they offer. The example shown below is an
example to illustrate the functionality of the shipping billing tables.
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dd Shipping Method Billing Opbion - = X
I M Location Wgight Min & Wzight Max Cost | Custorner Cost
- i —

35 lbs, Courtry 9 &0 $0.00 $12.55
57 lbs. Country a1 112 $0.00 $16.89
7-9Ibs. Counkry 113 144 40.00 $21.55
9-11 Ibs, Country 145 176 40,00 $25.59
11-13 Ibs. Country 177 208 $0.00 $29.25
13-15 bs. Country a0 240 40.00 $36.20
15-17 |bs. Country 241 272 40,00 $42.40
17-19 bbs, Country 273 04 #0.00 $49.10

/’d X : Add Billng Rate }ﬁ' Deelete
gﬁncd

w Save

This table has to be manually entered based on information available from the different carriers. A few things to remember
about this table structure:

e The name field designates the weight range. This can be different from a table provided by your shipper for
smaller (and as a result more accurate weight ranges) weight ranges. If you choose a different weight range than
what your carrier provides you will have to calculate the Min and Max weight.

e The Location field provides options for destination. The other choices include City, Province/State and
International. If the carrier uses ranges (most do) then choose the National setting and one of the higher ranges
for more accurate approximation for your tables.

o Weight Min/Weight Max will be the increment of weight for the range in a field. The example above shows Pounds
and the Weight Min/Weight Max broken down into ounces for more accuracy. These fields have built in calculators
that will allow you to use the mouse or the keypad on a keyboard to perform calculations.

e The Cost (to you) field in most cases will be blank since shipping is something that is paid for after the fact.

e The Customer Cost field will be the cost to the customer. This will pre-populate in the Order or Invoice based on
the weights attached to your Products from your Inventory and will be generated automatically should you not
have an Internet connection for live shipping data.

Save your changes when you are done. Otherwise all the data that was just entered will be lost and have to be re-entered
again.

Note - Shipping billing tables are OPTIONAL and not required. It is designed to be a fail safe for automated live Shipping
tools or is designed to be a manual shipping process for businesses that are service oriented or who do very little

shipping.

Shipping Services

Shipping services works in conjunction with Shipping Methods. The shipping Services will specify the details of the
electronic Shipping Services you require while the Shipping method will include details about your overall Shipping needs
and not just the configuration for the electronic component for the live shipping.

The image below shows an example of one automatic shipping option. Depending on the requirements of the carrier the
fields may vary somewhat.
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i Dapost Types..
b Rafund Reasors...
o Credt Card Types...
- Froight Tarms...
& Fayment Terma..
- Shipping...
3. Shipping Methads. ..
5 Shipping Serces... Ahon Servee o Scheduie Shomens ¥
UFS Ground
FedEx
:
& Qustom Shipping Packaging.
& Foyment Services.

Custamer Accourt Passptrase | CrrentPassd e ase

The Carrier’'s Server information will be pre-configured into some of the fields and you will have to enter in any login and
password information necessary to access your specific shipping information for that carrier.

When you have entered your Account login information your changes will be saved automatically. Now whenever this

shipper is specified or if this Shipper is the default then the rate will be generated automatically based on your preferences
setup within the Setup and Configure Tool.

When you close the Setup and Configure window your changes will be automatically saved.

Payment Services

This is where your settings (login information, etc.) for your electronic or web payments are entered into Tradepoint. Once

this is entered here then electronic payments are processed based on the preferences set within the Setup and Configure
Tool.

Your established preferences will flow through to the respective screens for web and phone based Orders, and the result
will be the functionality for your electronic payments will become active.

Sevctiers | Mithonze net

9 AR
|
4 Depost Types... Zaumart Seracy | AuthanZo Met AM Senice -l
B ] O Serwce Seecned
3 Ratund Rz T S

4 Cradt Card Types...

Dughcate Transaction Chedking Penad| Global Collect WebCalect Meschant Lnk
o Fraght Terms.. | Splock Service
§- Fayment Yerms.. ”‘\Munmx’wx
u- Shppeg... Sl Clomes ordrranton | FE Papment Service
i Paymmant Servces...
e SR tepuctar s
Fakn Paymact Service Test Mode Achve
Delewt Dty ¥
Dufenit Craracter |,

The example above shows a basic field set for Authorize.net. This structure allows for a test mode to test out your
payment system before you go live and will also be controlled by security settings for after you go live.
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When all of your payment services have been established you will have these options show up within the Payment
Information section within Orders as a part of the drop down menus available for taking orders and will also appear
automatically within your Ecommerce module for any online transactions.

Appointments

Appointments within the Setup & Confii ure tool can be accessed anywhere within the Appointment screen you see the
(1T LT Lead Management v i+
blue plus next to the Category field ki or directly through the Setup & Configure tool found

under the Management Menu.

The main screen when the Setup & Configure tool is accessed to add or edit Appointment Categories is shown below.

SR e e S

fcrtuwy Mrarteets Sojetoren Cons Docenot Eepiormes | e feeme MIOAS Assen Moy v_f;;"' Tass

Cotegories, e Frofeszionsl Services
Firancial Rmaew P
Colr [N 255,68, 0

NI
On-Ske Inataiiation i\ SRR | Corie IEEEE vt |

Seles Mewtng ] MatyFoe

Teleconfersnce/ Wes Dema P <

Stalf Newtng TarhSaion
Con

Consuling dours

P o bPUe §EIGYVE =D

Lead Menegement
Busness Sepport Omic

Tranng Sessions

Fﬁ—mﬁ:]IlFll.'\‘liﬂﬂleﬂ'g

i

T On Iwage Felds Right Ohdk fir 0N,

4
v { The folowng actors are sireacy defined S e tem St pou selcied. Lae e Suttors mwecietery bl e et i
- patnALremove Do ST

[ Troe tart Dot sy y

o Existing categories are listed on the left section of the screen. Clicking on any one of them will open the details
screen with the name color and any Event Management actions that may be associated with that Category
(example shown above).

e Creating a New Category can be done by clicking the ‘New’ icon in the lower left hand corner.

e The color menu has three different menus attached to it with scroll bars for easy searching within the drop down
menus. The color attached to each Appointment will flow through to your Appointments in the Schedule or within
Projects.

e The option for a Private Appointment will set a Category that will then show up only in the Category you created
(provided you have the security access to establish Appointment Categories) therefore that Private Appointment
will be visible to your login profile.

o Event Management actions can be attached to any Category you create with the highlighted icons in the lower
right section of the screen.

o Event Management actions will happen automatically by clicking any one of the Appointment, Task, Call Log, or
Email icons you see. Fill out the preferences on the template including any content for any of the items and
timeline preferences.

o For example, if your company has an Appointment Category for Sales Presentations you can setup an email to be
automatically generated for the same day or the following day thanking them for their time, and a Call Log setup to
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automatically be assigned for two days after the sales presentation for the sales representative to follow up with
that prospect.
¢ Any changes made within the Setup & Configure tool will be automatically saved.

Each Appointment category will have the tools available to it so, your Appointments for Projects, Sales, Customer
Management, etc. will all be able to have automated Events related to each of the Categories if your work flow process
necessitates it.

Budget & Expenses
Categories for Budget and Expense items are setup through this section.

The main Setup screen for Budget and Expense Categories is shown below.

Caregories... taee Travel
Accomadations
Corderance S '--:‘ l! 20

T R -
R Comiowerite
L SR
-

2 Lavervie
-y
-

-
(=T '

- et
- Dy Sitedie

[ T Y

A color is associated with each Category and can be chosen using the same color menu tools as found within
Appointment and Task Categories.

The Budget and Expenses Categories that are established in the Setup & Configure Tool will pre-populate within Budget
and Expenses in Projects and through the Personal Tab for each Employee profile you have for when they add Expenses
related to their activity.

The screen for a budget item within Projects is shown below, with the Categories visible in a drop down menu.

s —
@Savo @Cnﬁ
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The view from the personal tab for individual expenses is shown in the image below. Keep in mind that expenses will show
up in the reports and within each Employee profile under the Expenses tab.

Q‘JJ....

B e b e e )

Within a Project, budget items can be an overall item where expenses are in relation to a Budget or they can be stand
alone budget items. Expenses operate in the same way they can be in relation to a Budget or stand alone expenses that
will need to be submitted in a report.

Contacts
Within the Setup & Configure tool the Contact section will provide access to numerous Categories and Statuses within the
CRM component of Tradepoint. Each of these specific Categories and statuses can all be accessed through the blue plus

found next to fields throughout the CRM component of Tradepoint.

An overview of the Contacts section of the Setup & Configure Tool is shown below with all of the Contact types that can be
created through this part of the Setup & Configure tool.

3 App - Contacs Documents Employees g 0™ guyagce PYOOKE Asset Projecs L, Tass

- Forums...

- Comenunications....

& Roles..,

- Web Accass Securfty..,
- Custorn Data (Al Contact Types)...
- Customers...,
& Resellers...

- Enquiries. 1- To Depn pleace sedact the cptons hat you would e o
3 Rolodex... custode at e 0.

2- Industries,

3 Opportunties...
- Leads....

3 Competitors., .

o Office Types.,

¥ Source Lists,,

= Supphers...
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Clicking on any one of the Contact Categories on the left will open another menu with the detailed screens within any
listed section you see to create or edit any related Categories and Statuses.

We will go through each section to outline the relating Categories and Statuses.

Contact Personnel- This subsection within Contact related to the contact within each Business to Business Lead,
Customer, Reseller or Supplier. Creating or adding any Categories for this subsection will be available within the drop
down menus for any contact personnel within those four sections of contacts.

o — Attributes - This corresponds to custom fields within a

T
hn

: . personnel contact. The icon is also labeled ‘Attributes’ within
i Attributes...
the top toolbar of contact personnel.
- Forums... Communications — Define different types of
(& Communications... communications for your contacts such as newsletters and
Lﬂ Roles... sales promotions.
& Web Access Security... See Communications image A below for more detail.

Communications Image A.

| 7

Hara Tooh Feuosl  Shippng SeviceCodcsion  [LLEESTT- IS

P o Puve s EVaYE =

Bctourieg Spporieet SedjeVimess Conlch Dicewet Evplcyes Peatheh Asseb Prajeh “f;?'

E IF'\}4;

% Contect Persoenel s | Manithiy Heswsietier
Atfrizidas
Farumi...
CEATHLT TN . ..
Rrde=.,, Cesipion

WEh Acouis Sscunty...
Custom Data (Al Contact Trpesl..
S CLshomers,

Armalers
Enuirs.

S o & Ruppere
T Compa o
=~ Ind uestriess, o Fasalers
Cpparhunibies 5 CUHRNTRITS
Lasds.. T
Tl Company Roindex
2 COMpeatns... " Perscnal Rolindex
s Offioe Types,
Source L., Apchcabie Lacatiore

Supples...

Each listed Communication is highlighted on the left. The highlighted options within the red box shows the contacts that
your communication will be available to if you click on their box.

You also have the option to show this communication on the website with the ‘Show on Website’ option at the top of the
Applicable Locations. When the ‘Show on Website’ is clicked you will have this as an option within the Customer are to be
able to sign up to receive that communication.

Roles - A role corresponds to the job type within each Contact personnel. Each added item will show up in a drop down
menu to choose from after the fact.

Web Access Security - Web access security allows security profiles and define what type of functions they can perform
within their customer login section through your website.
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Each existing profile has options attached to it. The image below illustrates the functions for the type of security profile by
the boxes that are checked off. /f no boxes are checked off then the contact will have view only access through the
website.

Cripping ServiceCadicsion  |[LEETTT-IE
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P ve Sy =0
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|
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- Farumi..
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& Rolem,
+ Weh Acceen Tacurty..,
Desiribanar
Maragement Sl
Retnibar
rasie____________|
Flan Masdger Ll I
Ceneral St
- Custom Dsta (A1 Contact Types),.
- Cudtomer..,
B Rickdlrs
3 ENQUIres
& Rolodex,,
- Dred ek
= Opporhniies..
+ Leas., —
- Com e,
e ml:ﬁ:m... I Poddfy Buneia Coriact Infe
S Spwjrra i —at .
. = ] Car Faqumt Bl Latwr
|| Tip- i I Fiscis Right Dk For apssiors.

Custom Data - The next Contact type within Contacts of the Setup & Configure Tool is custom data. This field can be
accessed through any icon within the CRM section of Tradepoint labeled Your Data.

There are two levels to creating custom data fields through the Setup & Configure Tool. The custom data label will be set
up first followed by the actual field and the type of data the field will be holding.

So, the first screen you will see will be to establish the header field for the type of Custom fields you are creating. The
second screen you will see is shown below where you will establish the custom data field and what type of data it will hold.
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The header field for the type of custom data is highlighted in red. The type of field is what is being created and the arrow
indicated what type of data can be held within this particular field.

One thing to keep in mind about creating custom data field within the Setup & Configure tool. Any custom data fields set
up within the Setup & Configure tool will pre-populate to all contact types within Tradepoint. However, any Custom Data
fields setup within a specific contact type(such as Resellers) will apply to only that contact type.

Customers - The Image below shows which types of data that can be modified within Customers.

\.'."'C"C'

ER L e o

e

- Categories...

SO NN sy OO N v OO

E""

! Contractor

Client

- Call Logs...

- Contact Personnel...
- Customn Data (All Contact Types)...

- Customers...

G- Customer Category Statuses...

- Example Category

- Active Customer

- Prefferred Rate Customer
- Inactive Customer

- Custom Data...
- Products Owned...
- Status (Mon Category Specific)...

Categories- This field refers to the general Categories
for each Customer contact easily visible from the
main contact information screen.

Custom Data — Create and edit custom data fields
specific to Customers through the *Your Data’ icon in
the Customers tool bar.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



© Product Manual & Usage Guide — 2009

Products Owned - Create Categories for the purchase histories of your Customers. Categories such as Products and
Services will enable you to distinguish the types of Products and Services you are selling at a glance.

Status - This relates to each of the Categories you set up. Each of your categories can have a Status such as ‘Active’ and
‘Inactive’.

Call Logs - Your call logs have several types of data that can be modified within this sub-section of the Setup & Configure
Tool.

e Support Statuses - Support statuses will pertain to the activity of your Call Logs and can have events attached to
them to ensure Reminders, Tasks, Emails and additional Call Logs setup to ensure follow up in you Customer
Management work flow.

e Categories- These categories will pertain to the Category chosen when an incoming or outgoing call is made.
Event Management tools are available for automated processes related to incoming and outgoing Call Logs.

e Custom Data - These are Custom Data fields that are specific to Call Logs. Any Custom Data fields established
here will pre-populate within Call Logs only.

Resellers - The same Categories available for Customers also are true for Resellers. The image below will show the same
fields available for customizing. The structure and functions will be identical and any changes will apply to Resellers.

& Contact Personnel...
Ixt Custom Data (All Contact Types)...
Ixt Customers...

=W Rosellers...

+I-

- Categories...
- Custom Data...
- Status (Mon Category Specific)...

o T 1

iy -

- Call Logs...

Enquiries - Managing your Enquiries will include several fields to track general information, advertising and marketing
efforts.

B Contact Personnel...
Itt Custom Data (All Contact Types)...
le Customers...

G Resellers...

Enquiries...

Fh

- Categories...

- -

- Status (Non-Category Specific)...

+h.

- Engquiry Methods...

(e -

- Advertising Source...

Categories - Pertains to the Category of Enquiry and can be adjusted as needed through the blue plus on the main contact
information screen within Enquiries.

Status - Making their purchase within 1 week, 30 days, 3 months are some examples of Statuses that can be set up within
Enquiries. Statuses here are non-Category specific therefore they will stand alone in their function.
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Engquiry Methods - How did this prospect find us? Walk-in, Phone, website, or referral. These are just a few examples of
Enquiry Methods that can be setup to track your marketing/Advertising efforts.

Advertising Source - Track your Advertising efforts by creating Advertising Source categories for each of your advertising
venues. Web based, print, TV and other advertising types can easily be tracked with this tool.

Rolodex- Your Rolodex will be structured similarly to Leads with data and communication tools and no financial
transaction tools. The image below shows which fields can be customized.

- Contact Personnel...
- Custom Data (All Contact Types)...

- Customers...

- Resellers...

- Enguiries...

T
L

® Folodex...

+h

- Categories...
- Custom Data...
- Status (Mon Category Spedcific)...

FLal SEOITE 5 | YT

s o

- Call Logs...

Industries - Industries will pre-populate within the Industry Type field that can be found under the Company icon from any
section within the CRM section of Tradepoint. Below is an example of Industries.

#- Contact Personnel... Under the Company icon you will see a section of fields that
&) Custom Data (All Contact Types)... will have a dr_op.d(?wn menu with the list of Industries you
have setup within it.
(- Customers...
|_+J Resellers... HEH
. Parent Company -
Ij:J Enquiries... ity .
& Rolodex...
i i Residential Sibiings and 1
L Commercial Subsidiaries

Opportunities - Opportunities is important to an automated sales process because your sales process can be defined and
automated by the tools within opportunities. The Category and Status structure is enabled with complete event
management so each step of your sales process can have the built in actions ensuring closure for sales efforts.

The initial screen will be for defining the Category structure (as shown below).
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- Contact Personnel...
- Custom Data (All Contact Types)...
- Customers...

- Resellers...

- Enguiries...

- Rolodex...

- Industries...

+ Opportunities...

| -

& Financial Planning & Management
8- Opportunity Statuses...
M [njitial Appointment

Evaluation

Registration

k- Consulting Services

Click on an existing Category or for a new configuration click the ‘New Category’ icon in the lower left to open the screen
shown in the image below. When you create a New Status you will see the Event Management Tools at the bottom of the
Status screen to define your automated sales process. Clicking on one or more (in the order you want the events to
happen) will create an automated set of steps that will follow your Sales Opportunities.

Conlish Datewen Esplovess n Pegunts Aases Peajem o DO Tass

B Contect Personnel e | Initial Appointment
- Custors Data (A Contact Types]...

B CLEIONGNT. ..

= Reselers

- Enquines.

- il

2 Dred uesbvies

& Dpportusiies.. [
& Firsacial Pianning & Mansgemesnt

o Opportunity Stehues...

Evplumaon
Ragistration
&- Consuking Sardces
e Lesgds... [=— 27 000 % -

§- Compettors... Tige: i [maage Fisics Right Clck for opraons.
B Office Typas... 7

% Souros Lisis. T Followang aciorn are slnsach; defired for o i that pou ssleried . L the iutior msredetely briow th bt 1
| = ek fremcey the action.

- Suppliers,,,

Ty Siart Dt Categary Staks

N

Leads - All of the fields that can be customized are shown in the Image below. The functionality will be consistent with the
rest of the Setup & Configure Tool.
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- Contact Personnel...

|¢; Custom Data (All Contact Types)...
Itt Customers...

le Resellers...

Ixt Enquiries...

Itt Rolodex...

Ixt Industries...

Ixt Opportunities...

=¥ | cads...

F

- Categories...
- Custom Data...
- Status (MNon Category Specific)...

O = T

F

- Call Logs...

- fF

- Enguiry Methods...
- Advertising Sources...
il Probability of Success...

o

Ty

Categories - This will define the Categories of your Lead contacts. Categories is enabled with Event management

Tools to automate your Sales Process.

e Custom Data- Define specific fields relevant to your Leads that will pre-populate within the ‘Your Data’ section of
Leads. Fields added here will only apply to Leads.

e Status - You can have Statuses attached to each or only some Lead contacts. Within Leads a Status does not
have to related to a Category. This section is enabled with Event Management.

e Call Logs-Your Categories and Custom Data fields within Lead Call Logs can be defined here. Categories are
enabled with Statuses and full Event Management to automate any Lead follow up process.

e Enquiry Methods-Track how your prospects find you by adding in types of Enquiry methods by which people find
you. Enquiry Methods is enabled with Event Management to automate a follow up process for prospects.

e Advertising Sources-Track all of the advertising sources that you use to determine which one are the most
effective. You can have a general structure or a very detailed one with this section. Event Management is
attached to Advertising sources to create an automated follow up structure.

e Probability of Success-If you rate the closing probability of your Leads you can define that scale within this section

in the same way you would setup a Category or Status.

Competitors- The fields available for customization within Competitors are identical to Customers, and Resellers. The
image below will show the same fields available for customizing. The structure and functions will be identical and any
changes will apply to Competitors.
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]

- Contact Personnel...
- Custom Data (All Contact Types)...
- Customers...

= -

o

- Resellers...

dhe

e

- Enquiries...

- Rolodex...

- Industries...

- Opportunities...

PO [ ST ol P

+hes

- Leads...

-
-

2 Competitors...

+h-.

- Categories...
- Custom Data...
- Status (Mon Category Specific)...

ey N B

-

- Call Log...

Office Types- This is one more customizable type within the Company icon found in every contact section within
Tradepoint.

) LR Personnel... Creating Office Types will pre-populate within the Company data

4 Custom Data (All Contact Types)... section show below.

| Qutomers. Structure |
4 Resellers...

X Office Type - *
2 Enquiries... Distributor

+ Sl £ot. an Manufacturer

- Industries... '

ET—

¥ Store Front

S B

- Opportunities...
- Leads... # of Wholesaler

-

- Competitors...

n
o

 Office Types...
- Retail

- Store Front
- Wholesaler
- Distributor

- Manufacturer

Source Lists - The fields available for customization within Source Lists allow for additional lead and sales tracking
capability. Functionality available within each of the field types will be identical to the functionality found in other sections
of the CRM within Tradepoint.
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- Contact Personnel... Each of these field types is enabled with Event

Ij:_l Custom Data (All Contact Types)... Management for an automated lead tracking process,
[ CUStOMErS... with the exception of the ‘Probability of Success field
Ij'J Resellers... which is an mformatpn fle|.d iny tha’F will allow ygu to
- create a drop down field within that field for multiple
- Enquiries... .

choices.

(& Rolodex...

|_+J Industries...

Ij:J Opportunities...

I;';J Leads...

|_+J Competitors...

- Office Types...

T
L

® Source Lists...

T}

- Categories...

b

- Status (Mon Category Spedcific)...
- Call Logs...

S -

Ttk

- Enquiry Methods...

I

- Advertising Sources...

& Probability of Success...

Suppliers - Fields that can be customized are very similar to those found on other CRM sections of Tradepoint. An image
below shows which fields can be customized.

- Contact Personnel...
- Custom Data (All Contact Types)...

- Customers...

- Resellers...

- Enquiries...

- Rolodex...

- Industries...

- Opportunities...

- Leads...

- Competitors...

- Office Types...

- Source Lists...

0

¥ Suppliers...

T

- Categories...
- Custom Data...
- Status (Non Category Specific)...

SO N = N

+--

- Call Logs...
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Documents - Categories created within this section will pre-populate to Contacts, Tasks, Appointments, Products,
Projects, Knowledge Base articles and Employees. The format is straight forward with just the name and the option to set
a Category as a default.

L Categories.,, Moe Folow Up Documestaton

Cmgloyws Docurmertation
EC Apphontion
Inplémentation Docurmmrnts
Research & Developrmnt
Accauntng

Ganaral Markeing

Flan Dasigre

ot T I

e e | ™ O Ivage Fits Pt OO r st

If you choose to have a Category as a default then every time you go to add, scan or create a document the default
category be pre-populated in the category field and you would have to choose another Category if necessary.

Employees - Fields specific to Employees include the Attributes section and Territories.

28 Personnel Files...

- Attributes...

- Banks...

B oy O s O |

-

- Insurance Types...

i

- Territories...

-

- Contract Types...

I .

- Contract Statuses...

- Mationalities...

o

B B

- Qualifications...

5}--

- Relationships...

-

- Religions...

- Roles...

o N

Attributes is a custom data section specific to Employees.
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Personnel Files... Attributes are broken down into two different sections within
W Attributes... Employees, Technical Skills and Education. This way most
company preferences can be either or a combination of both
educational requirements and technical skills.

Ek- Technical Skills
& Attributes...

FProgramming Languages
Web Design
.. Database Management
=+ Education
G- Aftributes...

Highschool

College

University

The view of these fields once they are created is shown below. The “New Field’ icon in the lower right is the tool to adjust
an existing field or create a new one.
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S ml@ LA
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B 7w e ok =
Spring Mill, 5C =
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[P .
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Banks - This section is intended to hold bank data for contract or temporary Employees for payroll, re-imbursements and
any expenses that may be paid out.
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- Personnel Files...
- Attributes...
- Banks...

=¥ Bank of America

OO O

o

- Branches...
: Boston, MA&
-- Royal Bank
-- Chase
-- TD Waterhouse

Setting up detailed information such as Branch and contact information within each Bank Category is done by clicking on
the branch. In this example clicking on Boston, MA would open the screen in the Setup & Configure Tool for those branch

details.

-1

Bl
- sUrence Typic
- Tarriariss
- Contrad Types
- COnrad SIANEds...
B Matiorakiks. ..
B Quaklicaton...
B Ralstirehips...
B Rabgions...
B Rk,

o

i O Iage Pk gl Ok e Bbees

Once branch details have been entered they will appear within the Contract section of Employees in Tradepoint.
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Bark ~ % | park dcont # |
m-mu ™| Automtic Beank Transfer
Roysl Bank
TD Vi riess

Insurance Types - Each Employee profile can have different Insurance Types within separate contracts by using this
option in the Setup & Configure Tool.

& Personnel Files...
-- Attributes...

-- Banks...

E.l Insurance Types...
B Blue Cross/Blue Shield
Travelers

.. Delta Dental

After Insurance Types are setup they will appear within contract options as part of the drop down menu under the
insurance icon.

comrac 1 R —

arts 00 [T P—
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Territories - Sales Territories are setup within the Setup & Configure Tool and then can be associated with one or more
Employees. When they are associated with subsequent contacts and the security profiles are linked to territory then sales
representatives will only see contacts within their give territory.

& Personnel Files...
-- Attributes...

-- Banks...

-- Insurance Types...
[—'] Territories...
- Sputh East States
- South West States
- Canada West

- Mid-West States
-- Canada Central

-- Morth East States

When an Employee is assigned a territory the option is found on the Preferences screen.

SOM 900 wih the mOA possbie Jewces EvobEon 0an syno tams T e "‘.1
”‘a t pncroroe wih Mcrasht Oufiock or Sxchangs _l.wu,- Worth Eact States
mmwmvm Soum Exar States

 Erable Outiook Sync | South West States
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On the contact screen territory is found on the main contact information screen:
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Contract Types - For different Types of contracts to classify any temporary employees, Contract Types will allow different
Types of contracts to be set as specific contracts are created.

&+ Personnel Files...
-- Attributes...

-- Banks...

-- Insurance Types...
-- Territories...

El Contract Types...

Seasonal Employee

Project Manager
Custom Contract

When Contract Types are established they will appear within Employees under Contracts within the New Contract screen

in a drop down menu.

-~

oo

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide “



© Product Manual & Usage Guide — 2009

Nationality - The nationality field allows drop down menus to be created for both nationality and a 2" Nationality.

[T

- Personnel Files...
- Aftributes...

- Banks...

i

E}--

- Insurance Types...

e

- Territories...

I B

- Contract Types...

F}--

- Contract Statuses...

S

! Mationalities...

When Nationalities are setup they will be accessible through the Nationality and the 2m Nationality fields found on the
Contact Info screen for an Employee profile.

Personal Details

Birth Date - Anniversany
Spouse
ami atus ;
Y Mexico —
| Home E-mail || nited States
MNationality - +
2nd Nationality | -+

Qualifications - Qualifications can be established per Employee. Qualifications includes educational degrees, levels of
educational degrees, where a person studied and eve what school was attended.
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+l

- Personnel Files...
. Attributes... All of the customizable information under Qualifications is displayed on the
left. In this example Qualification Types indicate the Type of degree.

-

JF

- Banks...

-

- Insurance Types... Qualification Programs indicates the area of study in an educational program.

JONY (= W

- Territories...
Places of Study indicates the location of study.

E}--

- Contract Types...

-

- Contract Statuses...

- Mationalities...

-
[T

- Qualifications...

& Qualification Types...
-- Bachelor's of Science
-- Bachelor's of Arts

- Master's of Science

® Qualification Programs...

- Computer Science
-- Business School

- Engineering

- Web Technology
=k Places of Study...

- ML.LT.

- Columbia

When Qualifications are setup they will be accessible in drop down menus within Employee profiles under the
Qualifications icon.

Accessing the customizations is done through drop down menus. Major Programs draw on the customizations from
Qualification Types.
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Minor Programs draw on Qualification Programs that have been setup in the Setup & Configure Tool.
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Relationships - Relationships enables customizations for personal and family contacts.
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+)

- Personnel Files...
- Attributes...

- Banks...

PO O - T

+...

- Insurance Types...

+|-.....

- Territories...

- Contract Types...

e

fFL-

- Contract Statuses...

+|...

- Nationalities...
- Qualifications...

B B

"!l_|...

! Relationships...

- Spouse

- Guardian
- Mother
-~ Brother
-- Father

- Sister

Once the relationships are setup they can be associated with additional contacts in an Employee profile.
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Religion - To setup preferences for different religions to be associated with Employees use the Religions options in the
Setup & Configure Tool.
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- Personnel Files...
- Attributes...
- Banks...

- Insurance Types...

- Territories...

- Contract Types...

- Contract Statuses...

- Mationalities...

- Qualifications...

- Relationships...

m..

{ Religions...
- Christian
- Buddhist

- Muslim

- Non-Denominational

- Jewish

Once these options are setup they can be accessed through the drop down menu in an Employee’s profile on the main
contact page.
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Roles - For use in Contract Employees, Roles is a customizable field to define the role that a contract or Temporary work
will fulfill for an give contract.

- Roles...

= Salesperson

- President

- (JA Manager

- Shipping Manager
-- Sales Manager

- Executive Management
- Marketing Staff

- Shipper

- Assembly Worker
- HR. manager

- Marketing Manager
- QA Personnel

- Divisional Manager

- Lawyer
- HR.

Once roles have been defined in the Setup & Configure tool they can be accessed within a drop down menu in the new
contract screen within an Employee profile.
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Knowledge Base - Knowledge base categories can be set up for each type of article directly through the Setup &
Configure Tool.

Staff Training Procedures
Customer Service Notes
Website Help Data

... Patio Hints & Tricks

Each Category that is setup up will be visible through the main page within the Knowledge Base shown below. The

highlighted section on the right will list each available Category with check boxes to associate specific articles with specific
categories.

The New Category icon gives easy access to creating a New Category easily within your Knowledge Base articles.

Press Releases - Press Release Categories are similar to Knowledge base articles with the ability to have sub-categories
related to a Category. Categories and sub-Categories can be setup through the Setup and Configure Tool or through the
Press Release window directly. There is no limit to the amount of Categories and subcategories that can be created.

I:J Product Specific Press Releases
- Sub Categories...
|:+ General Press Releases
£ Sub Categories...
Administrative Press

L. General News

Products - Product fields open for customization include Categories and Sub-Categories. Setting up these fields is largely
the same as setting up Categories and Sub-Categories with additional functionality built into Sub-Categories for Product
listings that will be listed through your website of you are using one of our Ecommerce solutions.
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B+ Categories, e |rensisors
E+ albacironics
B+ Sub Categories,
B betharies Cusorpbor
E- drouk boands
B Finished Goods
E+ Bilable Sardces
E+ Fro-Bonn Serices

B+ Marufschuring Parts
B+ Custom Aubg Wheels
B+ Bulk Food=
i Mightight

& Spedfications
B+ Calar

Froin Right Click to Add [mape

..... - i

Product Categories and Sub-Categories will have the option to add an Image to the specific Sub-Category, add a page
ranking and also have options to localize that particular Category with the Localize icon highlighted in the lower left corner.

Follow the prompts on the screen to add Images for your Product listings. The right click menu is shown in the example
above. Prompts for localization instructions are available when you highlight a Sub-Category and click the Localize icon.
So follow the prompts and depending on what markets you are localized for you will have those options available within
your Localization tool.

Assets - Assets is the section of Tradepoint that will hold any of your raw materials or items that you use in bulk and that
will be used within the Assembly functionality.

Assets will have Categories, Sub-Categories and Specifications (Custom Data) that will have the basic functionality for
establishing Categories and Sub-Categories. The image below shows the main screen for creating a Category and related
Sub-Category.

- Categories...
L+J Spices
|:+ electronic components
- Sub Categories...
batteries
transistors
. circuit boards

- Specifications...
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Projects - Within Projects you can customize Categories, Sub-Categories and Custom Data fields specific to your Project
work flow needs. Each of your Project Categories and related Sub-Categories will also have a Color Assigned to them.

b Categormes. taae | Implementation
Managemert
1 Sub Categorms, ..
Process Managermernd
Evaluation
> RAD
b Actounting
& Flan Rolouts
- Bilable Corauling Services
Custom Info...
Descrption
(=
3 Sctiue
0 Ugh=hySue
E Steetie
£ Alention
B Dodger thue
. Satrlray
. LghvlateGen

'r: % Cotee | I 65, 105, 225
e il | Yex On Ivage Freds Rght OO for sobons

The different color menus are built into the color option field as shown above. Changes will be saved automatically.

System Management- The system management option in the Setup & Configure tool is meant to store information
regarding your updates, synchronization point, and your Account Numbers.

s e S
Swdvonuation
Qurrent ACCourt #5

(1 I o Prod s v

e Updates - This will often be pre-configured for your when Tradepoint is installed to be able to receive updates
directly from Darwin Productions. If you are hosting your own Database or website you will see a Server address
in the top field shown in the image above.

e  Synchronization - This field will show the address of the Server that your synchronization point will be located at.
This could be within your own network our be within a Darwin Productions facility.

e Contact Accounts Numbers - These fields allow you to adjust the Contact Account Numbers to start on a particular
number and you can add a prefix to your Account numbers. The numbers that can be customized with this tool
include: Invoices, Quotes, Orders, and Purchase Orders. The bottom field will allow you to add a prefix to any one
of those numbers.

This option also supports delineation of Orders using Types (Parts, Service and Equipment). Either the Database
Prefix or the Types Prefix can be used.
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Tasks - Categories and their respective colors that are setup within the Setup & Configure Tool will pre-populate to Tasks
generally as well as the task structure within Projects.
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To add a new Category Click the ‘New Category’ icon, add the name and choose the color associated with the Category.
Your changes will be saved automatically and will be pre-populated within Tasks as a whole and within your Projects.

Work Center - Dash Board Controls

Setup & Configure

The Work Center is a customizable dashboard tool built into Tradepoint for both convenience in functionality for business
environments to provide optimal performance and to track any and all activity with Customers. The Work Center is role
based and can be pre-configured based on your roles (ideal for Sales Force Automation and Management) within your
company.

If your Work Center dashboard is enabled, within your Employee profile it will be visible immediately on the main window
when you login to Tradepoint.

The Work Center must be activated within the Preferences section of an Employees file to open automatically when a
User Logs into Tradepoint.

There are two ways to access the Preferences for an Employee profile.
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1. Directly through the Employee profile within the Employees section.
2.  Through the Personal Tab at the top of your screen next to the Tools Tab.

From the Personal Tab(shown below) click on the Preferences icon and you will see several windows including a Work

)@”“”ﬂ@@@ )

Change Password Time
Pacoword| oYX Manager | TorreTos Expense Sheet Repu::rt Legacy Repors

Personal Tools Repors

Be sure to check off the box you see below to activate the Work Center.

| Show Work Center COn Login

When the circled box above is checked then the Work Center will be enabled. When the user logs in the Work Center will
be the first thing shown on the screen.

The Work Center can be accessed at any time by clicking the Work Center icon visible at the top of your window.

\ | dsiwork Center. (D Punchin @ -
-/

Home | Tools Persaonal
The Work Center dashboard has built in drag and drop functionality for easy configuration. The type of configuration can

be determined by your company. Below is an example of an active and configured Work Center.
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If your Work Center has not already been configured for you then configuring your Work Center can be done easily
through drag and drop functionality built into the interface.

The screen view below illustrates the Work Center in design mode when it has not been configured.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



© Product Manual & Usage Guide — 2009

Insert screen view here

To access the Design Mode click the design icon EhDES'gn found in the lower left hand corner of the main window you
see when you log in to Tradepoint.

A menu will appear on the left hand side of the screen with drag and Drop controls for you to choose from. Each type of
Drag and Drop tool will be listed under the main icons you see below on the lower left of the screen.
JRVAE OB N ze o WO & B

T

Each of the icons labeled Process, Tasks, and Sales have different controls within that group that you can choose to be in
your Work Center by dragging them onto the grayed out screen and dropping them where you would like them to be.

Process - Process includes three sets of functions grouped together. They are shown in the example above. 'Find'
includes all the searching tools you need to search for anything in Tradepoint. Work Flow is a series of tools allowing you
to generate open orders, Quotes, Invoices, Call Logs which you then assign contact information to after the fact and tools

to generate new contacts.

For example, if you are in a Call Center, the Call Center icon will open a hew unassigned Call Log for you automatically.
You can assign the Call Log to an existing Customer or create a new Customer file after the fact. In the case of Orders
and/or Invoices an open order or Invoice will be generated where you can create a new contact after the fact or assign
existing contact information after the Order or Invoice has been created.

Process |i|
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Tasks - Tasks includes a set of functions that can be dragged and dropped onto the grayed out part of the window. The
icons included under the Tasks icon will be shown in the left side of the screen the same way the Process icons are
shown in the example above. Open opportunities can also be utilized and is an ideal tool for sales force automation and
management.

For example, a Sales Manager would be able to view all of the Open Opportunities to any sales people assigned to him
and a CEO would be able to view any Open Opportunities within the entire company.

Any Open opportunities would be listed here in the format shown in the example above. Double clicking on any listed
Opportunity would open the details screen allowing you to drill down into the details including any attached Tasks,
Documents, Appointments and Past Forecasts associated with a specific Open Opportunity.

Tasks |E|

—

%'_'} Open Opportunities

=i
=4 Tasks Due

Sales - The Sales icon includes Sales Forecasts and built into the group of drag and drop controls. This is a graphic
visual of the Open opportunities tool ideal for Sales Managers or CEO's looking to have an over view of all sales activity.

Projected Sales is the graphic view of Open opportunities that will show all Open Opportunities in a bar graph form for all
sales profiles within your organization. This is an ideal tool for executives and Sales Managers looking for an over view of
all activity by Sales Rep.

Sales |E|

Accounting - View any incomplete Invoices or Bills as the occur within your Company. Go directly to that Bill or Invoice by
clicking on any one that is listed in this section of your Work Center dashboard.

Ideal for Accountants and managers to ensure that every transaction is Invoiced and that all Bills get completed and
processed in a timely manner without slipping through the cracks.

Accounting |z|

Incomplete Bills

" Incomplete Invoices

Appointments - Your Daily appointments can be viewed here at a glance. New Appointments can also be created directly
from your Work Center dashboard.

Keep track of daily Appointments at your finger tips. This function will update any changes in your schedule when you click
on the update icon in the lower left of the Appointments section of your Work Center.

Appointments |E|

Today's Sppointments
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Once you have configured your Work Center you can redesign your Work Center can be adjusted or redesigned by
clicking the Design icon to access Design mode. When you are in Design mode icons and groups of icons can be dragged
from the main window back into the tool bar on the left of the window so you can start again. They will automatically be
associated with the correct group of icons so you can adjust or start over and redesign the controls of your Work Center.

Some of the tools such as Appointments will have fields that you can adjust or remove within the tool. Simply right click on
that section to open the Column Chooser. Drag and Drop any of the fields from the tool into the Column Chooser or vice-
versa.

Customization @

Zakeqory
Fraom
To

Closing the Column Chooser will save your changes automatically.

Most of the tools within the Work Center are dynamic and will update your information. The image below shows
Appointments and the update icon in the lower left hand corner of the window. Clicking on that icon will automatically
update your Work Center with the most current synchronized information in your Tradepoint. Logging in and out of
Tradepoint will also update your Work Center. For the tools that do not show the update icon they will update as
Tradepoint synchronizes.

Today's Appointments

Duake From Cuate Ta Cakegory

Sulbject Lo ation

From To
i Cckf14f07 Lead Management i
[Follow Up Meeting
|9:25 AM 10:30 AM
o::“q.m:r L ﬁﬂem 5¢m|;¢5 -
Project planning

11:30 AM 1:00 P

Ockf14f07 Training Sessions

Projeck réview

1:45PM 3:00 PM

] e Appointment
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Tools & Usage

Flyout Panel

Setup & Configure

Each Panel within the Flyout Panel has built in field that can be dragged and dropped to show exactly the information you
want to within your Company. If your Flyout Panel has not been setup to date you won't receive any Reminders for
Appointments, Call Logs or Tasks or any other updates concerning Outstanding orders or Inventory warnings, for
example.

Configuring or setting up your Flyout Panel is a straightforward process that can easily be repeated within each section of
the Flyout panel.

Below is and example of a Flyout Panel that has not been configured.

This is the section which will show any outstanding orders as they come due throughout the day. By right clicking on the
grey field you will have two options. Choose the 'Column Chooser Option to be able to choose which fields you want
displayed in your Flyout panel Options.

The box shown below will open when you click the 'Column Chooser' Option. Clicking on any of the options and dragging
it to the top of the Flyout Panel will create the structure necessary to receive live information about your outstanding
orders.

Customization E]

Divvision
Grand Tokal
fame
Order A
Skakus
Tvpe

Uniks

If you have orders within your system and are configuring the Flyout panel for the first time you will see the outstanding
order information come into your Flyout Panel as you configure it.
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After you have specified which fields you would like to display within your Flyout Panel you will see an image similar to the
example below should you have existing Orders within your Tradepoint.

Duba Ermrgy Gas Transmission 2
016 L3

Amating Irventory
Adarrs EQugamed.
054 10

Aavarting drvertory

Z ® /p

Edt  Fullil Qrder Pree

The example you see here shows the fields configured for Outstanding Orders. The status field has been dragged and
dropped into the Header field. This will create a expandable menu for Different Statuses pertinent to your Outstanding
orders.

Any one of the orders can be fulfilled by highlighting that Outstanding Order and then clicking on the Fulfill order icon to
start the Fulfillment Wizard for orders.
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Email

Tradepoint’s stand alone email client supports, POP3, IMAP, and Exchange Server functions. Most types of email are
supported including free webmail services, hosted email and corporate Email through Exchange Server. Email in
Tradepoint includes fundamental email tools plus collaborative tools and the ability to store Emails to a Contact or Project.

Using Tradepoint Email is the fastest way to learn the rest of the software. Setup for Email can be found in your Employee
profile where settings for more than one email address can be created and stored.

Employee Email Profile Setup

Email settings are part of an Employee’s profile. Profile Settings and Security can be customized to allow Employees
access to their email setting similar to having access to your email setting through other Email clients including Outlook.
Multiple email addresses can be stored within one email profile and basic settings can be modified as necessary.

Email Settings are managed through the Email Settings of an Employee profile.

From the Home Tab on the main screen when you login to Tradepoint click on the Employees icon and bring up your own
name from the company Employees within Tradepoint.

When you click on the Email Settings icon you will be directed to a screen like the one you see below.
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Icons for Creating a New Email Account or Editing an Existing Email Account are found in the lower right corner. The new
Account icon will redirect you to a screen to establish a new email account and changing an existing email account can be
done by double clicking on a listed email account like the ones in the screen view above.

Note: Your Email preferences and account information can also be accessed from your main Email in Tradepoint. So, the
setup through the Employee profile is usually done only when a new Email is created.
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Your Email SMTP Server Settings will be entered on the screen you see below to create a new Email account.
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The Account Name needs to be your name and/or an identifying label for the specific email account it refers to.

If Darwin Productions is hosting your Email then the SMTP Server information will populate the incoming and Outgoing
Mail Server Settings automatically. For external email settings, Tradepoint will search for Incoming and Outgoing Server
settings and populate the fields with data that has been retrieved. Double check your settings.

For Outlook users this information will be found under your User Settings under the Tools Tab.
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The screen for detailed email port settings is shown above. When your SMTP information has been entered the more
detailed settings should populate if you are connected with the Internet when you set up your Email account.

If you are not connected to the Internet at the time your Email account is established, then the next time you login to
Tradepoint and to a “Send/Receive” from the main Email then you should start downloading your Email automatically.

Email Signatures
Tradepoint Email provides the ability for Email signatures that include graphic elements, logos, and images as part of the
signature. From the Email Settings Screen the icon labeled Email Signatures will direct you to the screen to create your
signature.

Each Email address you have can have its own email signature and based on your preferences it will be added to the
correct email address based on incoming and outgoing messages.
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Email signatures have a built in tool bar at the top of the screen (highlighted in this image) to format your signature and
add in your logo or image as necessary. Click the Save icon in the lower right when you are finished.

Email Functions

So much in business starts with Email and ends with Email. As a result, Tradepoint Email includes a set of Collaborative
tools designed to transition from Email to actions. At the top of your Email window you will have icons to create a new

Task, Call Log or send an Email to a contact from your Inbox.

Tradepoint’s Email Client contains many of the basic features that come in an email client. Most of the email tools can be
found in the top tool bar as well as the folder functions along the side and lower left of your screen.

Features include:

e The ability to create, edit and re-arrange folders
e Print, print preview, reply, forward, send, and receive messages
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Access email rules from main Email screen

Access any of your Email Account Settings

Search tool at the top of emails to search on Inbox messages with keywords
Collaborative Tools for actions performed directly from Emails

Detailed Search Tool under Search tab for detailed searches on all emails
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Most of your tools are highlighted in the tool bar and the folder structure is on the left of your screen. Icons to create and
Edit your Folder structure are on the lower left.

Creating a Contact from Incoming Messages

Create contacts from incoming email messages by using the drop down menus seen in the incoming message screen.

Each message will have a menu attached to both the Sender and Recipient on each incoming message. If you do not
already have the Sender’s email in your contacts you will have the menu you see in the image below as an option.
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Each one of these options will redirect you to the necessary screen to:

Create a New Contact; so you can enter in any other information on the contact screen.

Create a New Personnel Contact; you will be able to enter in any additional information on the screen.
Copy the email address; for use in another document or program.

White List this email address so it won’t be directed to SPAM.

Send an Email; this will open new email window with this email address in the Send To field.

If you already have a contact in Tradepoint then the drop down menu that appears in an incoming message will be what
you see in the example below.

‘NolaLeBlanc™ =
Clipboard

| Copy
"-.-} Copies the E-mail Address ta the Cliphoard
Collaborate

q Look-up Contadct
Findsthe Contad with the same e-mail address in Evalution

E} Create Task
Creates a Task with the Contad:

E Create Appointment
Create Appointment with the Contad

J Send E-mai
sends E-mail to the seleded recipient

This is an abbreviated version of the larger right click menu functions from any listed message in a folder. These options
will take you to the resulting action and the message information and any attached documents will also follow into the
Task, Appointment, or Email.
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Create a Task from an Incoming Email

Right clicking on any Email will open the menu you see in the image below for easy access to different collaborative
tools. To create a task from an incoming email choose the third option from the bottom in the menu below.
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Each of these menu options will redirect you to the necessary screens to complete the actions.

Creating a Task from an Email that is highlighted above will automatically do the following:

e Bring in any Documents into the Task that were attached to the Task.
e Add any contacts from the Email into the Task(if they are already in your contacts)
¢ Bring in the message content (including images) into the main information screen for the Task.

All you will need to do to complete the Task will be to:

Add the date with the dynamic calendars
Choose a Category

Add any other Employees or Guests
Add a Reminder if necessary
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To create a Task or Call Log the process is the same. Simply right click on an existing message and choose the Create
and Appointment or Create a Call Log option and fill in the remaining information on that screen.

Create a Call Log from an incoming Email

The one right click tools from Email will also create a call log from an incoming email just as easily as a Task. A Call Log
from an email is designed to create easier work flow patterns for:

Customer service: from an email or web request
Follow up on Service Requests for existing equipment or existing orders
Email based service calls for warranty work on any existing products

Right clicking on an email will prompt you to choose a contact or Project to associate your Call Log with. The more
detailed information you enter here the more specific your results will be.
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Adena International Inc Lead

ADM Contracting Inc Lead
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Advanced DC Motors Lead

@ S @ Cancel

Double click on the highlighted option to associate the Call Log with the contact/project of your choice.

Similar to Tasks right clicking on the create a call log option will pull in the recipients(as Attendees) to the email,
contacts(as Guests), attached documents(will be posted under documents), and content of the email within the main
Notes section.
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When a Call Log is generated from an email the following options will be available:

Category - The drop down menu will show your specified options. The Blue plus will allow you to create
Categories on the fly (if your security permissions permit).

Products Involved - This will draw from the items within this Customers Products Owned purchase history.
Assigned project - If relevant associate the Call Log with a specific project

Assigned To: This will notify the Employee in the 'Responsible’ field that they have a new Call Log to complete.
Supervisor - This will notify the Employee's Manager about the Call Log.

Direction, Contacted By, Priority - These will have drop down options detailing the status of the Call Logs.
Status-A Required field to choose from the options before you Save the Call Log. This typically will contain
Statuses that indicate the Resolution type of a Call.
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Any documents you had attached to a Call log will be attached to the Call log for easy access by all who are related to a
Call Log.

Create an Appointment from an Incoming Email
The create an appointment from an incoming email allows you to create Appointments directly from an Email. This is the
most popular tool since much email traffic revolves around scheduling various events.

With the Create Appointment tool you will be able to add the recipients, guests and attachments in just a few clicks to your
schedule. Anyone you are sharing your schedule with will be able to view the appointment as soon as it is created.
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Similarly to Tasks and Call Logs if there are any email attachments you will be prompted to add them to the Appointment.

Any Employees that are added to the Appointment will be notified through alerts and through the Flyout Panel as
Tradepoint synchronizes.

The reminders screen pops-up when the Appointment is saved. The content you see in the Appointment above will appear
in addition to anything that is typed into the notification screen.

Easy Use Tip #4: When an Appointment is edited the notification screen pops-up each time a chance is made to an
appointment. Within your email notifications (in your employee profile) you can set an option to turn off these notifications.
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[ Contirm Send Of Catendar Comtirmation

| You have chanped ths acoontment and some of the Qotsts are set to ba notfied. Would you ke to send 3
notfcation/nvtation to these partcpants?

e e e |
s ® -A-BIZUBAAEERTA@IT 20 |
| -

! ¢ Yer, Send The Invitation

ol the appoetemand ond Iy Nole that you srder

Email Notifications will be sent to the email of the contact you have on file. If there is a contact but no email then the email
notification will still come up but no email will be sent.

Attachments being added to an Appointment will appear under the documents icon in an Appointment.

(J meve Tem  Peiew i Teek ebea 00 6 T Scudm T U Acosewet X

of Nosby AL B ;Mﬁ;m ¥ Ootete
& 38 & B . JOY¥ocooor——
Propetes Sowe Lok | v Scon Mo Doxumnt. New Rewson | Open | Duiee, 14742 -
»3»«--.», Remnder Sep/ 2008 . thio AM &:r-» O) Cose

Any Employees added to this Appointment will have access to the attached documents.

Easy Use Tip #5: Anyone you are sharing your calendar with will also have access to the Appointment and its
contents unless the Category has been set to ‘Private Appointment’ status. This is set on a category through
the blue plus next to the Appointment category by checking off the 'Private Category’ box.

Move an Email to a Folder, Contact, or Project

To move an email to a contact or project, using the move email option follow these next steps:

1. Right click on an Email message to bring up the following menu:
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2. Choose the ‘Move to Contact’ or ‘Move To’ option. Move to Contact will direct you to choose a contact to send the
email to and move to will open another screen to choose from a Folder, Contact ort Project.

Menage Actont

u‘.; Open_.

,— Priea_

¥ Delete

'

Respond
Reply To.

Regply To AL

Forward_
%

Collaboration

u Move To Comtact.
Move fo

;‘,‘/

a (w»‘k Tk

3/ Create Cat Log..

= Creste Appointment
—

The image below shows the ‘Move to’ options for you to move emails to various locations within Tradepoint.

] Mo Emad Ta d - |
i
A Deafts
i3 Inbox |
Geb Junk: Mail [
&gl Harketing
;

b Leads

S— )

E-mal Company

AR A Brass B e Bl Custonnes

AL A Browthu Ihe Custones

A& A Colng Customer

A & A Coating & Pac... Cuskomer
W A & A Conorete Pro... Customer
15 project i

Test 4
| File 2 MaTee D Db |
. N T S

Mark [hem A Parsons

(¥ Gae @ Caricel

To move multiple emails at a time you have two options.

There are three options for moving emails:

e A different Mail Folder
e To a Person/Company Contact
e To a Project

The Contact and Project option has a search tool for
Keywords or names to select a more specific option.

Each contact will show an existing email address and
Contact Type for specific options.

The Folder option has a scroll bar on the right to see
the entire folder structure available.

The ‘Mark item as Personal’ option will make an email
only visible to yourself as the person who has moved
the email from your inbox to another location in
Tradepoint.

1. Go through the email folder and hold down the Control key while choosing select emails with your mouse. From
there choose the option necessary to move to a folder, contact or project.

2. To remove or move multiple emails in a large group hold down the Shift key and scroll to the necessary location and
click on the last email you would like removed. All of the chosen emails will be highlighted and can then be deleted

or moved to the preferred folder, contact or project.
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Email Rules: Tools to Manage your Email

For people who have needs for different types of Automation Tradepoint allows you to create email rules which apply to
incoming messages.

This is designed to assist those who have large amounts of email in managing the resulting actions prompted by those
emails. For example, web based sales orders, returns and refunds are just a few examples of how the Email Rules can
assist in managing your incoming email traffic.

From your Email Account the Rules icon is highlighted and found in the main tool bar.

Forawd SenaMecows

2 e E? ’;‘_ a& N ¥ "’ 9 B o 'f;‘_ )

215 ol Loy g Ovee Reol vom

To create a Rule, choose the Email Account your Email rule will be associated with:

Account -

Mame Jennifer Pardee - Gmail |

From there you will see several icons at the top of the page. Each one will provide options concerning your Email rule.

I p
[ & e N
" Doesnt | Move
Contains Conigin To Events
Details Actions

Each of these icons will let you define specific terms for each of your Email rules. The highlighted 'Contains' icon will direct
you to a screen where you can define what the incoming email contains.

Rule LETIT Incoming Orders

To orders@darwinproductions.net
From
cc

Subject
Body

Each field shows options for how an Email rule can be defined for incoming messages.

An example would be all orders, sales, service requests or even returns can be parsed to a specific person/contact,
project, or email folder (which can then be accessed by multiple parties if using Exchange Server for Email) to be
processed through your day .

This way any regular email traffic won't get lost in a higher volume of emails and any orders, sales, service requests or
returns won't be over looked either.

Just as an incoming email can be defined by what it contains, it can also be defined by what it doesn't contain.
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The 'Doesn't Contain' icon will direct you to a screen that looks just like the 'Contains' however, an email will be parsed out
based on what it does not contain rather than what it does.

After an Email Rule has been defined by the properties of what it does or does not contain as an incoming message the
next step is to define what happens to that message after it has been defined. The 'Move To' option will direct you to a
screen where you determine the action that happens next.

|
>

An incoming message can be moved to a Folder, Contact File or Project. (You also have the option of creating a New
Folder from this window). From this window, click on the round button and then specify the folder, or search for and specify
the contact or project.

Tradepoint also provides tools to prompt events (that have been defined by the user) based on these email rules.

The events icon will direct you to a screen where you can prompt a Task, Call Log, Appointment or Email as a part of an
Email Rule.

B B ey

Doesnt | Move
Contains Cnrkin o Events

Details Actions

You see the rule name showing at the top and the bottom of the screen will show the icons to create and specify Events
for that rule.

;@Nm Appointment EI'{NEW Task ":-_J_iNew Call ___d}New E-mnail

Each email rule can have multiple Events if that is necessary.

For example, in the case of a service call you may want to define a 'New Email' plus a 'New Call' that will happen when an
incoming email comes in. This will provide a seamless experience for the person emailing you through your website as
well as internal alerts and notifications for specific individuals as to the events they have to complete or follow up on.

Your Email Rule will be saved when you close the window.
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Email Quick Search

Tradepoint Email contains an email quick search and a detailed search feature. For folks who end up with hundreds if not
thousands of messages looking for one specific one can be time consuming especially if the message in question was
from months ago.

The Quick Search feature is one field from the main email box.
Search |

Here you can type all or part of a word, name email address or any search term and results will filter out as you type. This
function will apply to the folder you are viewing (which will be the Inbox as default) the Quick Search tool will apply to any
folder you click on for quick searching. So, if you have a search term in the Quick Search field and switch folders the
search tool will search within the folder you switch to.

Quick Search results will look like the example below.

Search Joshua

[ Arranged By: Date (Mewest On Top)

Joshua Peschell May/2/06 7:31 PM
Re: Evolution Business Software
Joshua Peschell May/2/06 4:03 PM
Re: Evolution Business Software
Joshua Peschell May 106 4:40 PM
Re: Evolution Business Software

RE: Evolution Business Software

Joshua Peschell Apr/30/06 9:15 F'Mﬁ

Email Advanced Search

Advanced Search options are found under the Search Tab next to Folders on the left of your screen.

The email advanced search tool will allow you to set very general or specific criteria and will also search within the entire
database for files and not just your email box. This means that any emails that have been sent to contact or project files
are also search able using this tool

Example:

The Advanced Email Search tool will also allow you to have multiple criteria such as an email sent from between July 1,
2008 to August 1, 2008 from a specific contact that had an attachment but... | cannot remember her name.

So, | would do a specific search and enter in her name under the Text option and then click on Attributes and check off the
Attachments box and enter in the date range.

The last criteria would be under Folders and since | don't know where the email is | will search "All of Tradepoint' instead
of choosing a specific folder by checking off the Folder options.

| would then click the search icon at the bottom and wait for the results to come back. Depending on the volume of emails
within your database and email box will have a direct effect on how fast your results are returned.

The following slides depict each step of the example above:
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Text “ Attributes « Fage “ | Folders « |
Search Al Text v Has Attachment of Red N | Search All Folders
Flobin Attachment File Name of Bue Search Al of Evolution
From o velow Search Specfic Folders
' 4
= « Orange
Received From . TR
Subject 24/1/2008 of Pupie o8 Deleted Rtems a
Received To 4 Green Drafts
Tao Aug/1/2008 v Complete 4 Inbox
Importance © Mone Junk Maid
Massnpe Bady @ Marketing
Outbox
Sent Rtems
T Text Text Text Text
* Altribstes . Attrbutes ‘ Attributes ‘ Attributes
o oo o Fogs g o ros

P

W

J v

y

v

P~

Q Search 3: sar All p Search B Clear All p Search B Clear Al p Search g Clear All
1. 2. 3. 4,

The contact’s name is The next steps show Since there are no The options here

entered into the

“Search All Text Field”.

If other information

the check box for ‘Has
Attachments’ checked
off and the date range

flags on the message
we can skip this
option.

allow you to search
All Folders, All of
Tradepoint, or

was available it could
be added as well or
instead of just the
name.

entered in the date
fields.

specific folders.
Only the ‘Search
Specific Folders’
option will require
you to check off
which folders you
want searched.

The folder structure within your email account that you are searching in will be reflected in the search tool.

When you have specified where you want to look then click the Search icon. Your results will appear when the search is
complete.

Add a Hyperlink to Emails & Publications

Inserting hyper links can be done using the hyper link tool into numerous locations within Tradepoint.

Emails

Email Templates

Knowledge Base articles

Teaser and Overview Descriptions for Products
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e Press Releases
e Mass Email Tool

Each one of these uses the same tool to enter in a hyper link to any one of the listed publications. The hyper link icon
appears in the tool box at the top of the content screen in each of these locations.

|Mormal i |T.:h:|ma | 1 -l_ﬂ.' B L U = & 4 = = EFE j_td_#ﬂ

Clicking the icon opens a menu to create a direct link and modify its appearance for the recipients.

i s R o

URL |
Description | | he text d
Anchor Titke | De
Target iCurrent Window v
| Current Window
New Window/Tab
| Parent To This Window

Top Level of the Window ~
o Create x Cancel

URL - The actual URL address of the web link or link to download a resource(document).
Description - The hyper linked text you want displayed in your email or article.

Anchor Title - Any SEO keywords and description of link to enhance search ability on the web.
Target - Options for how the link will be opened within the recipient's browser window.

Once preferences are set click the Save icon and the hyper link will appear. To adjust the settings of the hyper link click
the hyper link once and then click on the hyper link icon to adjust existing settings.

Adding an Image to an Email

Employee Profile & Setup

Providing access to Tradepoint is done by creating an Employee profile in the Employees section of Tradepoint. Once an
Employee profile is created and a Login/Password established an Employee will be able to login on their machine directly
or any other computer in a company with Tradepoint.

This chapter will illustrate all of the steps involved in creating and shaping an Employee profile with all options for
preferences.
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Contact Information

Establish an Employee’s basic information to start a profile. This is done through the Contact Information screen within
Employees.

Opening Employees and clicking on the ‘New’ icon on the lower left will start a new profile.

The only required fields on the Employee Contact Information
page are Name, Address, and Home Phone Number.

If any one of these is not filled out then a red ball will pop-up
when you attempt to go to another screen.

Note: Clicking the ‘Escape’ key on your keyboard will stop the
new Employee account and take you back to the previous
screen you were working on.

" e

New  Dwiets

The Name and Address fields include a wizard for entering in data. When these are used the name and address
information will only have to be used once and all activity created by this Employee will be tracked. The Employee name
and address will pre-populate where applicable correctly throughout Tradepoint.

Employee Name (This only has to be entered once)

v

Cortat

= N ¥ & E.n
Securly Pestwences Aaroutes o
| Securly Pestvences Atrbutes o

Quick Find

o |

Jeuldn

M st have 1ason Ity

Phona Manburs ‘ Lastieave Smeh
ngTe St

Batnes

Nobies | A.N‘.a.- Q‘.-_.

[ dod

Employee Address (This only has to be entered once when the wizard or address format is used)
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ZimmaEn B w @ T8 e

! Pesanns o e

W E.nel (hw
Securty Pemerences Amrbums DLVl Avedaney dgpsinnes Tess  Dedvds Ouximdng B e o
=20 f-lm Manewry "l"l‘ R.'Ll ul w
Quick P tiszs | S, Jwson, , Mr
ST
Have

Home
Dasiness

Nobies

Peger

Employee Phone Number: Phone numbers can be entered in with no formatting since Tradepoint will automatically format

phone numbers for you.
:JJ Home Tools Persona r‘Employ”(H X

Lim‘?ﬁn-_];ﬁ:ﬁiﬂ?a®@£

E-mail Schedule 2 Proc
Securily Preferences Altributes Settings Availabilty Setup Appointments Tasks onl
Details Collaboraton
Quick Find < Name | Smith, Jason, , Mr.

1234 Main Street

Anywhere, VA
55555

R Resus ~rr—
| Name

T

Mobile =

Pager

Fax

Phone number formatting will be consistent throughout Tradepoint with numbers being formatted automatically throughout

Home + (703) 555-1212 q::F?
Business

Mobile £

all contacts.

Pager

Fax

Security & Company Access

The next step in providing access to an Employee is to create a Login/Password and provide access to a company or a
specific Division.

Employee login settings are editable by someone with Administrator access should these settings need to be adjusted, or
a password need to be reset.
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\d 4 A Login/Password is created by typing
Home  Toos FPersons | @ Employess(1) X directly into the Login and Password fields.

==y \ N v - B -,
=R [ ) L@ B 02 [@ (& he password field will be coded so it wil

E-mail Schedue

Info | Security pPreferences Aftributes Settings Availabilly “c " Appoinments Tasks not be visible.
Details Coliaboraton
i [ Choose an active Security Profile from the
Quick Find A Name | Smith, Jason, , Mr. y

drop down menu in the ‘Policy’ field.

“4 Results 1234 Main Street

Anywhere, VA
Nome 55555

us

Login jsmith

Password *==s=xxx

Policy

= 1 Accounts Payable =

Accounts Receivable
:
Administrator

Executive Management
Order Fulfillment

Regional Sales Manac¥

| Warehouse Manager h -

A location (this information is pulled from Company Settings for different divisions) can be checked off if there are multiple
locations available for Employees.

Division access is provided through the drop down options of available Divisions. This option does allow different
Employees access to different divisions within your company.

Likewise, access can be restricted by removing the Division in this section of an Employee profile.

oty Bagaral §ukn e _

[ ——
[B v i e
Py
L]

Employee Preferences - Define the User Experience

Details for employee preferences will define each users experience from what screens look like to defaults for Category
setup for Tasks, how email is used and extending email to a Blackberry or Smartphone and Exchange Server options.

Preferences are on one screen within Employees.
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Each of the sections below deals with each group of preferences within this section and how they shape a users
experience.
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Appointment Book Configuration

Appointment book configuration preferences shape how your Schedule looks as default settings. 7radepoint does have
Schedule settings that allow you to change your Schedule appearance as necessary.

Default View | Collaborative =

| Collaborative
Month View
Day Sheet

5

Chrier Strasme

Collaborative View - Shows a default weekly view of the Schedule with any other Employees as well as your own profile
being visible

Month View - Shows a monthly view of the Schedule

Day Sheet - Shows a daily view of the Schedule with any other Employees a Schedule is being shared with.

DefaultView |Collaborative -

Collabrative View £ Days 7

-

Show Only Self on Day Sheet

Show Streams even if not available all day [+
Default Category Sales Meeting ir *
Billing Rate Product -

Motify Guests about changes to and new
appointments by default
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Remaining Appointment Book Configuration Preferences include:

Collective View # Days - This will show as many or as few days as set of a Schedule (Applies Only to Collaborative View)

Persocsl |70 Scheade X

8 el (2 pad® 8 @ w H @I

v Back F 13 View All
Oavanon | Todr SE FOUNT A iNewr Auves: =¥ | Rewesn ViewAll prrt
Views Timeine Detat

- o T
S —

Collabomte  Pian

Frank Waters

sn' ias i' , iii EA ¥ Li’ " - I"‘ A!W 7u7u7! — " " -

Frank Waters b

‘Monday, January 192009
Frank wWatees
Dennifer Pardes TS
James Dean N

Tuesday, January 20 2009

| Schedule ] Frank Waters

Frank Waters
Jennifer Pardee
¥ James Dean James Dean

Show Only Self on Day Sheet - Will show only the user’s profile on the day sheet view of Schedule (if user is sharing
Schedules with others)

Show Streams even if not available all day - Will show a user’s Schedule even if they are not available or scheduled for
Holidays

Default Category - Will be the Default Category in and Appointment created. (This is Editable through the plus button
accessing the Setup & Configure Tool)

L1008 Sales Meeting -+

130 Single Appointment -

Billing Rate Product - Assign a Product which can then be invoiced against time scheduled by user (Applies to individual
user profile only)

This will access the Products that have been setup within Tradepoint.

Default View Collaborative -
Collabrative View = Days F AR

Show Only Self on Day Sheet ¥

Show Streams even if not available all day ¥
Default Category Sales Meeting Vi
Billing Rate Product CH - Consulting Hours v

Notify Guests Co 4

CS1 - Consulting Services
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Notify Guests about changes to and new appointments by default - Checking this option will prompt an emailed message
to any Guests on Appointments when an Appointment is created or changed.

Guest
Fram To
Adams, Steve, , (Ace Transporation) .

Janf17/09 9:00 AM = Janf17/059:15AM -
Smith, James, , Mr, (Duke Energy Gas Tra...

1L
Jan 1709 9:00 AM Janf17/099:15 #4

#*

o Notify All & fu N{m Guest 1 Delete

Appointment Status
Tentative A -
Print [ l@s,u Q&ncd

The email notification screen will then appear to send out a new appointment or any changes to an existing appointment.

Contvm Send Of Cafendar Contimwson =
Yeu have Cranped ts 2ps0NTMAt 208 same of The QUERS 4 w7 1 2 Aocfed. Woukd pou e 10 snt 3
to these
vt ot s 1
o e -~ ArBZURSATEFREABIAT 0
|
|
Yes. Serd The lvitation :n«wuw |
V The brefatian wil e von) wih; the detals D0 00k 23ty e Bantgant
of te agpEetimant Ardt ity Teite U pin ST Mee 3 U cRarpes T TIN ARGt mmwr

Any new information typed into this screen or the appointment notes will be emailed to the email address on file for the
Guests (if there is one in the guest contact).

Work Center

Set the Work Center profile and default to automatically show the Work Center when you login. Work Center profiles must
be set up within Security Setting profiles.

Work Center

Prafile [Demo Profile i-

[#] Shows Work Center On Login

The Work Center can always be accessed through the Work Center icon in the upper left corner.
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Task Defaults

A Task Default will appear in every Task created as the default Category. This will allow quicker Task creation and can be

edited as each task is created.
Task Defaults

Default Category |Web Lead Follow Up v+

Project Organizing -
Reqgistration & Training

Review
Scope of Work >

So that you may syn
COutlock or Exchange Setup
Training
- Web Lead Follow Up -

Synch for Blackberries & Smart Devices

Synch options for Blackberries and Smart Devices will automatically synch your Tradepoint Email to your SmartPhone or
Blackberry based on the settings chosen here.

Three sets of details can be specified for a synch with your Blackberry or SmartPhone for Contacts, Tasks and
Appointments.

Tradepoint supports Exchange Server Synch as well as synch with Outlook for devices which can use Outlook or support

POP3.

Sol'ntwl.lrrwpsrl:mﬁﬂmnmmssbbdm!uﬂmmmmﬂmtnhrmmmmdemndummﬂmmdu&umﬂmtmlﬁlmmﬂ
Dutiook or Exchange, Plesss use the opbons below o configure: which dats will be sent and recerved bebwesn Evoluton and Cusiook or

|

" Sync Mot Enabled #1 Enable Outloak Sync Enahle Exchange Sync
¥ Do ot push Coracts Gat Changes from Cuslook
" Push Persoral Contacts to Outiook o Save Mew Dutieok Contacs Tn

Pl

Pugh All Cwred Condacts b Duthok
Fush Employesss o Outlook

Fush Al Contacts bo Dutiook

g
| 4

Fush Tasks o Cutiook || Import Mesw Dutiook Tasks to Evoiuton

‘

Fush Apporiments tn Ouiook || Import hesy Dutook Appointmen s o Evolstbion

Be sure your settings are active on your Blackberry or SmartPhone are active for email.

Note: The options for pushing ALL contacts will include ALL contacts within Tradepoint to your Smart Phone or Black
berry. The personal contacis push will only push the contacts within your Personal Rolodex.

Notifications

Notifications will automatically provide alerts and notification for different types of events within Tradepoint. Some of these
are recommended for Managers or System Administrators however most of them are related to everyday operations.
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¥| Unassigned Call Logs
| New Order

| Update Error

¥| Synchronize Error

| E-mail Errors

| Invoice Reminders

~| Due Products On Loan

Update Errors and Synchronize Errors notify you of any errors in the updating or synchronization (this can also be affected
by periodic Internet connection problems or any time outs in an Internet connection).

The remaining options can be set based on the users profile and will notify you as they occur through the same alert
system which notified you of new activities in Tradepoint. (see image below)

L~ New Alerts [X]
There are important alerts waiting for
YOour review:
4
o Call(s)
Mzl

5 Invoice Reminder(s)

Q 2 Loaned Product(s) Due

Accounting Views

Tradepoint provides 2 accounting views for orders, Line by Line and List, for your Order screen for easy viewing of your
information as Orders are entered.

AfRLayout Line By Line e
Line By Line

An Example of the Line by Line view is below. This view is ideal when there are more than a few dozen products within
Tradepoint.

Line by Line View ex.
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List View example.
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Action Prompts
Action prompts can be set which will prompt you every time an action has been precipitated in Tradepoint. The default
prompt in Tradepoint is for deleting items which will prompt you that an items is about to be deleted and will allow you to
stop before it is deleted.
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Prompts

Prompt On Adding New Ttem
Prompt On Deleting Item(s)
Prompt On Updating Ttem

The remaining prompts can be set as necessary in each Employee profile.

Qualifications

For Employee profiles Qualifications is intended to hold detailed information about each Employee and their qualifications.
The fields highlighted in the example below have drop down menus built in which will have to be setup in the Setup &
Configure Tool ahead of time.

[ e = e e

pa—
Home  Tools Personal Shipping Service Cerification ﬁ Employess (1) X

=— ) Attributes - = - .
= S DD W =8 4en
h' LTV ' Bills { Payroll/ —

Contact 2 E-mail o Schedule = Products Qutstanding Bills /Payrol Personnel

Info Security Preferences ﬂﬂelationships Setfings Availability Setup Appointmerts  Tasks OnlLoan Expenses Expenses File Contracs Documents Motes

Details Collaboration Monetary Human Resource Management
Quick Find g Q Green, Michelle Employee Picture |
= Results 78 Burns Circle J et Sep/21/2005 i
Spring Mills, SC _—

Mame 20067 Deactivate
Green, Michele us CER Female

Major Program Minor Program
Motes Country Place of Study

Computer Science Web Technology

United States ‘Columbia

The remaining fields are open to enter in any additional information.

Relationships

Relationships will hold information about immediate family members of Employees within a company.
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The Person field will pull from all contacts in Tradepoint while the highlighted Relation field does have drop down options
which will need to be configured through the Setup & Configure Tool.

Employee Email Settings

Tradepoint’s stand alone email client supports, POP3, IMAP, and Exchange Server functions. Most types of email are
supported including free webmail services, hosted email and corporate Email through Exchange Server. Email in
Tradepoint includes fundamental email tools plus collaborative tools and the ability to store Emails to a Contact or Project.

Using Tradepoint Email is the fastest way to learn the rest of the software. Setup for Email can be found in your Employee
profile where settings for more than one email address can be created and stored.

Employee email settings are part of an Employee’s profile. Profile Settings and Security can be customized to allow
Employees access to their email setting similar to having access to your email setting through other Email clients including
Outlook. Multiple email addresses can be stored within one email profile and basic settings can be modified as necessary.

Email Settings are managed through the Email Settings of an Employee profile.

From the Home Tab on the main screen when you login to Tradepoint click on the Employees icon and bring up your own
name from the company Employees within Tradepoint.

Email settings are done form the Employee email account screen where email is initially setup.

Icons for Creating a New Email Account or Editing an Existing Email Account are found in the lower right corner. The
create a new account icon will redirect you to a screen to establish a New Email Account and changing an existing email
account can be done by double clicking on a listed email account like the ones in the screen view above.

Note: Your Email preferences and account information can also be accessed from your main Email in Tradepoint. So, the
setup through the Employee profile is usually done only when a new Email is created.

POP3, IMAP, Exchange Server Support

Creating a new Email account happens in the Email Settings screen. The highlighted ‘New Account’ icon will direct you to
the detail screen for email settings.
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A single Employee profile can have multiple email accounts and they are created the same way on this screen.
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Your Email account SMTP Server Settings will be entered on the screen you see below to create a new Email account.
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The Account Name needs to be your name and/or an identifying label for the specific email account it refers to.

If Darwin Productions is hosting your Email then the SMTP Server information will populate the incoming and Outgoing
Mail Server Settings automatically. For other email types the rest of the Incoming and Outgoing Email Settings will need to
be entered into the respective fields with any authentication (password) information if necessary.

For Outlook users this information will be found under your User Settings under the Tools Tab.

Setting up Multiple Accounts (Including Free Webmail Accounts)

Follow the steps for creating multiple email accounts within an Employee profile as many times as necessary. For free
webmail accounts (Gmail, Yahoo, Hotmail, etc) be sure you have looked up the correct Incoming and Outgoing SMTP
Server Settings.
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Tradepoint will automatically search and attempt to validate Incoming/Outgoing Server Setting as well as any port settings
as well on the Advanced Tab.

Any settings that Tradepoint finds in validating a new email address can be over written with other Server Settings easily.

Setting up POP3 or IMAP Email on an iPhone

Setting up POP3 or IMAP based email on an iPhone so that it will synchronize with an established email account that has
been setup in Tradepoint is done by setting up the email account in Tradepoint initially and making sure that email is
sending and receiving correctly and then setup POP3 or IMAP base Email in your iPhone using the same settings within
Tradepoint.

From the main screen in an iPhone, click on the Settings icon to start a new email account. Follow the steps outlined
below. /t is not necessary to sign up for any of the iPhone email services to setup the same email account in an iPhone.

1.
2.
3

After clicking on the Settings icon choose the Mail, Contacts, Calendar option.

On the next screen choose the ‘Add Account’ option.

Choose the ‘Other’ option unless the POP3 or IMAP Email you are setting up is a Gmail, Yahoo account or AOL
email account.

Most accounts will be the ‘Add Mail Account’ option in an iPhone.

Fill in the information on the following screen: Name, Email Address, Password (which will be the same password
used in Tradepoint), and a Description.

The iPhone will attempt to validate the email account. You will be prompted with any issues in the validation
process.

Setting up Exchange Email on an iPhone

The outlined steps are for setting up an existing Microsoft Exchange Email account in an iPhone.

Noukwn=

From the main screen in an iPhone click on the Settings icon.

On the next screen, choose the Mail, Contacts, Calendars option.

On the next screen, choose the Add Account Option.

On the following screen choose the Microsoft Exchange option at the top.

Enter in the Email address, username (which is the login in Tradepoint) and password.

The exchange email account will be validated in the iPhone (prompts will result if there are any issues).

The next option will be to select the info to synchronize using Exchange. Select email and then either contacts,
calendars or both. The contact synch will synch with the preferences you have set in Tradepoint. This means if
Yyou are set to synch with only your own contacts in Tradepoint that is all that will synch in your iPhone. If you are
set to synch with all contacts that will also push and/or pull into your iPhone (This means ALL contacts)

Setting up POP3 or IMAP Email on a Smart Phone

Setting up a POP3 or IMAP based email in a Smart Phone can be done directly through the device you are using or can
also be done through MS Synch if you are using this to synch a Smart Phone with a computer.

The setup is going to vary somewhat from device to device. The key information you will need to have include:

Email Address
Login/Username
Password
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¢ Incoming/Outgoing Servers
e Any Ports

Most Smartphones will validate email accounts when the basic settings are entered and you will be naotified of any issues
with information that has been entered.

If an Email account is being setup through Microsoft Synch instead of directly on the device then follow the prompts in MS
Synch with the same information listed above.

Setting up Exchange Email on a Smart Phone

Setting up Exchange Email on a Smart Phone can also be done directly on the device or through Microsoft Synch. The
settings you will need include:

Email Address

Domain Name (Optional)
Server

Username

Password

Description

When using Microsoft Synch to set up Exchange be sure to leave off any abbreviation for the Server. For example enter in
mail.tradepoint360.com instead of http://mail.tradepoint360.com or htip.//www.mail.tradepoint360.com.

The remaining settings will be validated as soon as a synch happens between the computer with Microsoft Synch and a
SmartPhone set to synch with a Microsoft Synch enabled computer. You will be prompted with any issues in the settings
when the device synchs up with what has been entered in Microsoft Synch.

Synchronizing with Outlook

Synchronizing Email with Outlook is an option which is ideal if you want to receive your emails on another computer, or a
computer away from work.

The Synchronize with Outlook option is ideal for IMAP and POP3 accounts to push email into Outlook in addition to having
email in Tradepoint.

Account Settings for email can also be entered in to Outlook and Tradepoint simultaneously. Each one of these
applications will prompt occasionally to be the primary application for email, when this occurs disable this prompt and you
will be able to use either application for email as needed.

Synchronizing Outlook for Blackberries and SmartPhones is done through Employee preferences.

So that you may sync wth the most possbie devces Evoluon can sync items that are key 10 using smart devices such as POAs, SmartPhores and other devices that synchronee with Moosoft
Cutiook or Exchange. Please use = options below to configure winch data wil be sent and recerved between Evolution and Outiook or Exchange

Sync Not Enabled Enable Exchange Sync

For companies who use Exchange Server the last option for Enabling Exchange Server Synch is what would be checked
off to enable Exchange Synch for Blackberries and Smart Phones.
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Synchronize Options for Exchange Server

Additional details for Exchange server synch preferences are also found in Preferences. Options to synchronize all or
personal contacts, and calendar appointments going either to the device and also going back into the device are also in

preferences.

The option to synch personal contact only will synch with the personal rolodex found under the Personal Tab in
Tradepoint.

S that you may eyne with the most possible devices Evolution can syne fleme thal are key to using sman devices such as PDRz. SmanPhones and

ather devices thal synchrnize wih Microes® Outlook or Exchange. Plaass uss the options balow 1o configure which data will be sent ard recsived
um&umnm or Exchange:

T Sync Mot Enabled ) Enable Outlook Sync ©{Enable Exchange Sync!

£ Do not push Contacts ] Get Charsges from Cutiock
1 Push Personal Contacts to Ouiook j!meﬂmﬁ.rﬂmkﬁmhchh

1 Push All Cwereed Contacts to Oubiook Personal Contacts
' Push Al Contacts o Outiook | Push Employess ko Cutiock

| Pussh Tasks o Ouieok ] Import Mew Outiook Tasks o Evolution
| Push Appaintments to Outiaak T Import Mew Outlook Appointments to Evolution
Fechange Settings
Exchange Servigs Urd:
Exchangzlogin Exchange Password;
Exchange Domain: Syneg Interval (minutes)e 5

== Linderlined Exchange settings are required ™

Outlook does not have to be setup with Email Settings for Exchange to be pushed to a SmartPhone, Blackberry or iPhone.
Outlook can also be set up in addition to Tradepoint to have email on another computer that does not have Tradepoint.

Email Signatures

Tradepoint Email provides the ability for email signatures that include graphic elements, logos, and images as part of the
signature. From the Email Settings Screen the icon labeled Email Signatures will direct you to the screen to create your

signature.

Each Email address you have can have its own email signature and based on your preferences it will be added to the
correct email address based on incoming and outgoing messages.
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Schedule Availability

Under the availability icon within Employees is where an Employee profile is where the Schedule setup and preferences
are established.

Once these parameters are setup most day-to-day functions will happen either from the main Schedule or the main

Schedule in combination with the Work Center Dashboard and Flyout Panel for ongoing Appointment reminders and
alerts.

Within the Employee profile you will need to establish the stream of time for your Schedule. Tradepoint allows you to
establish multiple schedules as necessary. They will be displayed in this main section you see in the image below.
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Once New Stream has been chosen the detailed Schedule preferences are setup in the following screen.
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The top fields highlighted in blue have built in fields for entering in dates with drop down menus or the date information can
be entered in directly.

Note: We recommend only setting up an opening Date in a Schedule. If an ending date is entered in then on that date the
Schedule will no longer appear and will have to be re-enabled by removing the date from the ‘To’ field.

Hours available by week can be entered for all 7 days or only as many as you want to have available.

Any days that do not have hours will NOT appear in the Schedule as a default however, you will still be able to be included
in Appointments on those days.

From: Aug/19,/06 To:
Sunday From: To: Lunch From: To:
Monday From: &:00 AM To: 4:00FPM Lunch From: 12:00 PM
Tuesday From: 8:00 AM To: <:00FPM Lunch From:
Wednesday From: 8:00 AM To: 400FM Lunch From: 12:00 PM §
Thursday From: 8:00 AM To: 4:00PM Lunch From: ~ To:
Friday From: &:00 AM To: 4:00FPM Enter in Hours To: L1:00PM
Saturday From: To: field by field. To:
Bill Rate: £150.00 Billable Increment: 10
Billable Product: CS1 - Consulting Services
Pay Type: Salary
Pay Rate: £72,000.00

Entering in hours on Monday and clicking the Enter key will automatically enter in the same time through Friday.

Note: To clear any entered days simply highlight the field and use the ‘Delete’ key on your keyboard to clear out those
days. Only days with hours entered here will display in the main Schedule.

Bill Rate - Corresponds with the Bill Rate for an Employee profile and will be taken into account automatically within
Billable Hours for Projects or Invoiced time from the Schedule.

Billable Product - This will associate a specific product with an Employee profile and track to activities as they happen in
Projects and through the Schedule similar to a Bill Rate.

This is a searchable field that will draw on information within the products section of Tradepoint. Products supports any
item your company charges money for therefore services and non-inventoried items are supported as well as inventoried
items.
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Billable Product: C51 - Consulting Services -
Pay Type: | C =)
Fay Rate:
Marme

CH - Consulting Hours

C51 - Consulting Services

Pay Type and Pay Rate correspond to the Payroll within Tradepoint and will track to the Schedule based on these
preferences. Commissions, hourly and salary are supported with Tradepoint.

Schedule Setup (Sharing Schedules)

Schedule setup allows you to share your schedule with others on the main Schedule. The screen structure for this is
simple with the ability to choose from all Employees listed in Tradepoint.
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Be sure to add yourself to this screen for your own profile to be visible on the main Schedule. The search tool will show the
first 8-10 search results so, for organizations with more than 8-10 users type in all or part of a name to bring up additional
results when setting up shared schedules.

Log out of Tradepoint and log back in to have the changes become visible in the main schedule in Tradepoint.

Holidays & Time Off

Scheduled Holidays and scheduled time off can be applied to a single Employee or to groups within your organization.
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Single Employee Application

From the main Schedule Setup screen within an Employee profile click the Holidays icon.

-
) b [
Availabilty |Holidays| Special Availability

Details

The screen listed will show fields to apply as many holidays for a given Employee which include a date range.
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Dates and times can be entered as well as a Description which will show up in the main schedule. After all holidays have
been created save your changes.

Mass Holiday Wizard

For larger organizations it will likely be easier to create holidays for a group of Employees. In this case the Mass Holiday
Wizard is the best tool to apply multiple holidays to multiple employee profiles quickly.

g

d Mass Heliday Wizard

From the Availability screen within Employees is an icon for the Mass Holiday Wizar

Clicking on this will direct you to the screen with all the Employees listed and fields to create a holiday where details can
be applied to all or as few Employees as necessary.
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Home Tools Pessona 1!- Emglayees (10 ':". Mew Mass Holidey X

2 <
_’_x Add all mermbers of a
Add Dnasaon or Team
Dikisicr Team

Darwin Dema Compary

Description |Winter Holiday

Date From Dec/29/2008 - To Jan/4/ 2009 - Time From B:00 AM To E;l}i} PM

Adminatrabor - Ademinitnator
Diean, lames, T, Mr., 5r, - James Dean

Employes, Dema - Demo Emplayes

| Green, Michele - Mchele Green

W | Hanoock, James, B, Mr. - James Harcook

o Pardes, Jerrifer, | Miss - Jennifer Pardes
Pardes, Jerrifer, | Miss - Jennifer Pardes -Events
‘Walters, Dianne - Dianne Walters

o | Walers, Frark - Fran Wabers

Save the changes when you are finished and the details will be applied to each Employee for this holiday. Multiple
holidays can be done by repeating this process as necessary.

Schedule

Profile & Schedule Setup

Tradepoint’s Schedule works with the Email and CRM tools as time management and scheduling are often the next most

important feature in business to email. What happens with your time and being able to schedule people often happens
hand in hand with communications.

An Employee profile is where the schedule setup and preferences are established. From there most day-to-day functions
will happen from the main Schedule in combination with the Work Center Dashboard and Flyout panel for ongoing
Appointment reminders and alerts.

Within the Employee profile you will need to establish the stream of time for your Schedule. We call this a new stream.

Tradepoint allows you to establish multiple schedules as necessary. They will be displayed in this main section you see in
the image below.
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This example shows two Schedules listed. Double clicking on one will open the stream to be able to;

Change the hours available
Add preferences for payroll (type of compensation and hourly or salaried rates)

The mass holiday wizard is highlighted in the lower left corner to apply specific holidays to everyone’s Schedule as
necessary. You will be able to:

Choose which people the holiday will apply to

Enter in the name of the holiday(this will show up in the Schedule of each person chosen)
Specify the date and time range

Enter in a holiday nhame that will show up in the dates of the holiday

Sharing a Schedule with other Employees is done by setting other people’s Schedule to your Schedule under the
Schedule Setup icon.

Be sure to add yourself to your own Schedule so it is visible in the main Schedule. You will also be able to add others to
your Schedule by clicking on the field under Employee Stream icon in the lower right corner. The search icon on the right
of the field will open to the list of Employees and you can type in a name for specific results to share a Schedule with.

Any changes fo a Schedule or Email account will take effect when you log out and log back into Tradepoint.

Holidays & Scheduled Time Off

From your Employee profile within the Availability screen click on the Holidays icon to be able to enter in your Holidays.
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Each Date field will have drop down calendar for choosing dates for your Holidays.

Typing in hours will display the Holidays in the schedule for yourself and others you are sharing your schedule with. If you
do not type in the hours then your schedule will simply not show for that date range.

The mass holiday wizard is often used to enter in Holidays on a Schedule for multiple people at a time.

By clicking on the Mass Holiday Wizard icon from the Availability screen you will be directed to this screen to enter in
Holidays for your staff.

Home Tools Persorsl W Employess (3 T New Mass Hobday X

[
v SN
Dission Team

.
A5 grmanis

Descrigaion
DataFrom Mow/15/2008 - Io Hov/23/2008 ~-| TimeFrom B:00 AM Te E:{I{I P

o Desry, James, T, Mr., 5. - James Desn

+f Employes, Dema - Demo Employes

| Green, Michele - Michells Green

| Mancock, James, R, Mr. - lames Hancock
W Pardee, Jernifer, . Miss - Jennifer Pandee
o Walters, Danne - Dlanne Walters

| Waters, Frark - Frank Wabers

This tool also allows you to set Holidays for different Teams and Divisions. (if applicable)

Creating Appointments

Creating Appointments can be done in just a few clicks or done directly from an email as described in the email
Collaborative Tools section.
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The default view for the Schedule is the collaborative view shown below. From this view you can right click on your own or
other people’s schedule to create appointments. Right clicking on the collaborative view will bring up the new appointment
icon.
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Tools available to you within this view include:

Top tool bar to change your view.

Standard Schedule tools to jump ahead or back within you schedule.

Refresh your screen, Print and a New Appointment icon.

A dynamic calendar that will allow you to jump ahead by day, month or year.

Options to show more or less days in your Schedule using the ‘# of Days Visible’ tool.
Show more or less people on your schedule by checking off names as necessary.

A detailed view of the new appointment screen shows the details of the new appointment. From here you can:

e Specify the dates and times of the Appointment

e Add Employees or Guests to the Appointment

Select a Category for the type of Appointment (Categories correspond to the colors of the Appointments that show
up in the main Schedule)

Add Documents(that will be visible to Employees that have been added to the Appointment

Choose a recurring Appointment (daily, weekly, monthly, etc) with the drop down options in the Type field

Add a team to an Appointment (this option does have to be setup using the Teams option from the Tools tab)
Add or Copy content and details of the Appointment within the main notes screen (note the editing tool bar at the
top of the screen with formatting tools)

Add Reminders for Employees

Send Notifications to Guests that have been added to the Appointment

e Check the History of the Appointment (how many times it has changed and who has changed it)
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All of your date fields including setting the Reminder/Alert are dynamic so clicking on the dates, month, or year will take
you to that date. Hovering your mouse over any Guests in the appointment will show all of their contact information for
easy access without having to click any further.

Any Guests will receive an invitation provided there is an email address on file within their contact. The invitation
window will pop up at the time you Save the Appointment.

The email invitation will include any details about the Appointment you have entered in here as well as anything else
you type into the invitation. So, in this case the recipient will receive the Notes including the table you see above plus
the information in the invitation window below.

Confiem Send Of Calendar Confemation
[ You have changed ths appontment and soee of the Quests are set to be notfied, Would you ike to send a
netfication/nvitation to these particpants?

sl -w - A-BZ WA JdEZEEEJOT 9™

Iratation to Planning Meetng on Sapt. 15, 2008
Goto Meetng hink is below

Please join my meeting at
httos://www2_gotomeeting.com/join/930472273
Conference Call: (309) 946-4585, access code 930-472-273
Meeting 10: 930-472-273

GoToMeeting(TM)
Online Meetings Made Easy

7 Yes, Send The Invitation 3 No. Do Not Respond/Invite

If you do not want to send the Invite then choose the ‘Do not Respond/invite option. Also, if you make any changes to an
Appointment you will be prompted to resend the invitation as well so, clicking no will close this window and not send the
Invitation.
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Appointments & Tasks: Employee History

Tradepoint keeps an active record of all Tasks and Appointments an Employee has either created or been added to within
their Employee Profile.
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Tools for creating a new appointment drilling down into historical appointments are also available through this screen.
Appointment activity will be automatically attached to the Employee account as it happens.

Task History operates much the same way as Appointments. Found under the Tasks icon an entire history of Tasks that
an Employee has created or has been added to throughout the time an Employee has had access to Tradepoint.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide 153



Darwin Productions, Inc. © Product Manual & Usage Guide — 2009

N‘,
Fersorel  ShippingSerios Catlosion i Erolpesin) ¥
— ) srinim £y — o= - e
=gy D DA S F g
— lﬂ- el LR+ LT =k w i '@ i Il_ . . E_I —_II-
Cortect securty Prafarsrcm - 5‘;."'; o bty 5:"':_" sppaikeenk Tasa | s DE‘:';_:""-“ o FURET Cartick Do e
Citain Calabomicn Warstary HurmanFimacrcs Wamsgernt
Sk Find g 4 arean, Mchale
78 Resahts 78 Burms Orde
Spring Wills, 5C
i 20067

i Ll divm inlo
rlq'il‘ﬂ-l'ﬂ"]_'-lh- inchviclual Tasks |

R . M 29

hew Tk Edie  Oelein

Expandable menus for existing historical Tasks, drill down tools and the ability to create new Tasks within an Employee
account exists on this history screen.

Tasks will be added to this screen automatically as they are created.
Products on Loan: Managing Assets provided to Employees

Products on Loan is a tool designed to keep track of the resources that have been given to Employees as part of their job.
A typical application of this includes providing laptops, cell phones, and/or company vehicles for an outside sales force.

Tradepoint has built in tools to handle every aspect of this right down to the shipping methods used to send resources to
Employees.

Within an Employee profile is the history of what has been loaned to an Employee.
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Drilling down into one of these listed items give a more detailed view of options within each instance of loaning an
Employee a Product/Asset.
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Icons in the top left corner show tools for an item going out, an item being received back in, the ability to attach, scan or
upload related documents and a notes screen for any details outside of this workflow.

Product/Asset - This field will draw on both products and assets. Both of these sections will need to have information in
them to track anything that is being lent out to Employees.

Ref#- This is an open field to create your own reference number specific to this item. This field in not required to
complete a Product on Loan.

Serial Number- In this example a serial number is the serial number of the laptop that has been loaned out to this
Employee. For cars the VIN number would go here and cell phones the ESN or Product number associated with the phone
is recommended for this field.

Loaned On and Due Back - These are the dates when an item goes out and when an item comes back in. Typically both
the Loaned On field and the Due back will need a date when an item is loaned to an Employee unless the due date is
open for an item.

Returned On - This is when an item is actually returned from an Employee.

Shipping Method - If anything has to be shipped out then this field will choose from established Shipping methods within
Tradepoint. The Shipping methods must be setup for this option to work.

Tracking Number - The tracking number from the Shipper once it has been shipped out can be entered here.

Condition - The condition of an item when it is lent out to an Employee is entered here. In the case above the condition is
just the year and model of laptop. This can be as detailed or as simple as necessary per item. For example, for vehicles
and existing damage, dents or scratches can be documented as a vehicle goes out to be compared to the condition it is in
when it is returned.

Products on loan is also available for all contacts within Tradepoint as long as those items are first applied to an
Employee. The rationale for this is there is someone within a company who ultimately keeps track of any samples or items
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sent to any contacts. In some cases a generic Employee profile is setup where all items are stored especially in the case
of library based resources such as books, videos and periodicals that may be lent out to contacts.

Contracts - For Contract based or Temporary Employees

Any company using temporary Employees for seasonal work, or specific projects would find Contract able to support
tracking information for Employees.

Contracts will also keep a history if the same person has been a contract Employee repeatedly.
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The general information screen of contracts holds most of the primary parameters for a temporary Employee.

Main information including dates of contracts, contract type, division and department are highlighted in the example
above.

Contract Type - this is a drop down menu that has to have preferences setup under the Setup & Configure Tool
Division - This field will pull from the Divisions setup under Company Settings.

Department- This field will draw information setup in Company Settings for the Division chosen. So, if different
departments are setup for different divisions then the departments will follow the respective division.

Starts On & Ends On - The dates for when the contract is active and the Employee will be working.
Signed On - The date the temporary contract was signed.

Contract # - The number of a contract (if there is one)

Position Details

Role- This field has a drop down menu built in that does have to be setup through the Setup & Configure field first.
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Max Overtime - A numerical field for any amount of overtime for this contract (if relevant).
Housing Allowance - Enter in any housing allowance for the term of the contract.
Transportation Allowance - Enter in any transportation allowance for the span of the contract.

Banking Information

Bank - A drop down menu customizable through the Setup & Configure field.

Branch - A drop down field also customizable through the Setup & Configure Tool.
Bank Account Number- Any bank account numbers for payment to Contract Employee.
The last option is a check box if this contract Employee is paid electronically.

Payroll information is the next screen in Contracts. This is designed as an integrated part of Tradepoint’s payroll so if the
payroll system is being used then the settings here will be pulled into payroll each time payroll is processed.
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The header information will follow through to payroll. The details of multiple deductions are supported in the payroll section
so additional deductions can be added to standard ones. This example shows a US based payroll example (payroll
deductions shown here are not necessarily accurate since tax rates vary based on location and job being performed).

Payroll Deductions shown here draw from existing payroll information established in Tradepoint (accessed through the
Payroll options setup under Company Settings).

The date ranges and deductible amounts are date and numerical fields respectively.

The Bank and branch fields draw information that has been setup in the Setup & Configure tool for Banks and related
branch information.

The Account number is an open field to enter or copy/paste a bank account number.
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The documents icon allows documents to be:

Insurance information can also be tracker per contract, if its relevant and will be provided to the Employee under contract.

Created based on existing templates in Tradepoint.
Uploaded from an external source.
Scanned in from an external source.
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Company - Refers to the Company providing the insurance and will pull information under Suppliers

Type - Is a drop down menu that can be setup under the Setup & Configure Tool referring to the Type of Insurance being
provided.

Policy #- An open field for any policy numbers related to the Insurance being provided for an Employee.

Subscriber # - An open field referring to any relevant Subscriber numbers related to any policies for a contract Employee.

Expiration - An open field for any expiration date for any insurance policy being provided for an Employee.

Policy Value - An open field for entering any policy value.

Travel information can also be held within contracts. All of the fields shown below are open fields to enter in relevant travel

information for any contract Employees.

g wN =

From Country
From Airport
To Country

Ticket Value
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Home Tab

Sources

If your company owns lists like "The Harris Directory" "The Scott's Directory" or any other industry specific directory that
would offer thousands or hundreds of thousands of entries, you can directly import them into Tradepoint, in the sources.

Within Tradepoint your basic screen layout is going to be what you see below. This window theme is the most used theme
template in Tradepoint. If you learn how to use this window effectively, you have already learned over 90% of the
software's design (feel free to open customer, dealers and warehouse windows to prove the point).

However, Throughout Tradepoint the functionality that is accessible within a particular section will be different in the tool
bar at the top of the screen. The tool bar shows what collaborative functionality is available for a particular section within
any given section of Tradepoint.

For example in our International Holdings Database, you can easily print out every company whose name starts with the
letter "A" that resides in the state of Pennsylvania. Cold calls, mass mailings and more can be done from this list, this
feature makes lead generation possibilities almost endless.

Most companies that use such databases use the manufacturer's GUI to manage their leads or, export the source items
into an Access file to be queried by administrators.

This Access file or manufacture's GUI solution causes major headaches because both systems do not communicate
directly with the lead management side of the business. Double entry or other middle ware headaches become an issue.
Also, creating lists in Tradepoint requires no knowledge of working a database. Many company admins are forced to learn
direct database commands like: SELECT Northeast.* FROM Northeast WHERE (((Northeast.State)="PA") AND
((Northeast.[employee count])>"20")); in order to create a simple list. Tradepoint simplifies the process by having users
fill in simple fields, and Tradepoint takes care of the rest.
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This layout now allows you to query (through Tradepoint) your source list and handle entries like any internal account.
Keep notes, move to clients leads or customers, store documents, keep track of multiple statuses etc.

The tool bar at the top of the screen shows the collaborative functionality available within Sources. The 'Quick Find' field
provide an Advanced Search Tool allowing you to pull up all organizations starting with the letters 'Bes'(as shown here).
Within the Search section directly below the quick find tool lists can be filtered by SIC code, NAICS codes, geo / metro
codes, staffing levels, annual revenue levels, county, status, phone numbers and more.

Below illustrates the advanced search tool and sort features available in Tradepoint. The window divider is movable
allowing you to see as many of the search icons as you wish at the bottom of the screen.

You also have the option of showing or hiding specific search icons in the Advanced Search Tool by pulling up the window
as shown below.
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It is important to note that when going into a new window you do not have to close out the current window you are using.
Simply click on the 'Home' icon and you can then access all other sections of Tradepoint while keeping the sections you
are working in open. The tabs at the top of the tool bar will show which screens you still have open.

Out of the box, Tradepoint’s interface has three main tabs; Home, Tools and Personal. These next sections will explain the
functionality available within each tab.

Sources: Tools for Marketing Efforts

The tool bar in sources shows all of the specific tools available for each contact in Sources. Each icon in the tool bar will
be illustrated in the Usage Manual. Since many of the functions are available in each CRM section of Tradepoint each
function will be illustrated once and you can navigate to previous CRM sections to review specific functionality for each
section in Tradepoint CRM.

The functions that will be reviewed within Sources are:

Contact Info
Personnel
Lead Details
Opportunities
Company
Your Data
Notes
Competitors
e Call Logs

e Assigned Staff
e Email

Additional tools are also available within each section of Tradepoint CRM will also be illustrated once even though the
functions are available throughout Tradepoint. They include:

Advanced Search Tool
Mail Merge Tool

Mass Email Tool
Move and Copy Tool

This part of the manual will walk you through the additional tools listed directly above plus the functions available within
Sources.

Sources is the first option within the CRM tools in Tradepoint. Sources is designed for a company to be able to source any
outbound sales and marketing efforts from a list of contacts. The screen is designed to view each contact at a time or to
scroll through a list on the left.

Searches can be performed based on various criteria (such as location, zip code, type of industry, etc.). Search results
can then be allocated or assigned to other CRM tools such as Leads and Customers.

Tools found on each CRM page are highlighted in the image below of Sources. These tools will be available within each
section of Tradepoint’'s CRM. The images below show the tools you will find within each section of Tradepoint's CRM.
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The Print icon | Prant | found on the lower left corner of each
section of the CRM includes the menu you see to your left

allowing you to generate Quick Reports at a moment’s notice.
This is ideal for sales efforts and for printing out quick lists for

labels and letters for mailings.

By Name

By Account #

By Status

By Categary

By Territony

By Sales Representative

L
The Sort icon | Set | has the menu of options you see to your left. This
allows you to sort your search results by different types of information at a
moment’s notice. Your results in a given screen (Sources, Leads, Customers,
etc.) will be resorted based on the preference you choose in the pop up.

By Contact Owner
By Contact Type
By Contact Method
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Quick Find 4 The Tools tab within the Advanced Search bar on the left side of

WM €3 Tools your screen has three tools for Mail Merge, Mass Email Tool and

a Move and Copy tool to move and/or copy contact to different
| Tools - | areas within Tradepoint. These tools will be found within each

E CRM section of Tradepoint.
WJ Mail Merge

@ Mass E-mail H
— S

k. k/
E};J Move/Copy Wizard

Mail Merge Tool

Tradepoint has a built in mail merge tool allows you to perform mail merges against Microsoft Word 2003 or later. To do
so requires that you setup your document template within Word 2003 or 2007 which will then be referenced within the Mail
Merge Tool in Tradepoint.

To simplify the process Tradepoint does not use the Word Mail Merge process so that you do not need to know anything
about databases etc. This tutorial walks you through generating the template using the merge fields available in
Tradepoint.

Since you will have to perform a search to generate a list of people to send your document to the Mail Merge tool is
located within the Advanced Search Tool on the left hand side of the Tradepoint Interface.

Quick Find test %

ﬁ Mail Merge
@ Mass E-mail \
= %

ri
EF'] Move/Copy Wizard

The Mail Merge tool will open a wizard that will interact with the version of Microsoft Office you have on your computer.

Mail Merge Part 1 - Create a Mail Merge Document Template from Word 2003

Tradepoint uses the Form Fields functionality of Microsoft Word to provide Mail Merge Functionality. Each of the tags
below can be put into your Word document as Text Labels using the Form Fields tool bar.
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abl ¥ B

7" 7", " Youcan show the Forms tool bar by going to the View menu and choose the tool bars menu and clicking
e on "Forms" The items with check boxes beside them are currently visible.

z To use a tag simply add a new Text Field ( abl ) to your document. Once you have the text field you will
B== e see a gray area. Simply right click on it and choose Properties. (To the right)

——r— . o - .
= ¥ 1 Once you are in the properties window you need to fill in the default text section.

|
= l N Paste
| Propectes
i
| Al Eont...
|
| Y Paragraph...
! 1= Bullets and Numbering, ..
Text form field | )
|8 Hyperink...
Type: Defaut text: ¢
Regular text v
Maximum length: Text format:
Unbmited -
Run macro on
Entry: Ext:
v
Fieid sethngs
Bookmark: Textl
[V] #il4n epabled

[[] caiauiate on exit

[ AddrepText... | .

Simply enter the tag name into the Default Text field. Capitalization does not matter, simply make sure that you don't have
any spaces. Once you have done so, click OK. You can now format the field however you wish, put it in styles or
whatever else you wish to do. When you create a new document based on the template the information will automatically
be filled in for you.

Mail Merge Part 1 - Create a Mail Merge Document Template from Word 2007

Using the Mail Merge tool in Tradepoint is a 2 step process. This article focuses on the first step is creating the documents
used in Mail Merges with Word 2007.

There is no real limit of the type of Word Documents that can be used in a Mail Merge within Tradepoint. The only two
tools necessary to use a Word 2007 document in the Mail Merge Tool in Tradepoint are:

1. Any merge fields have to be set up within a document. Available Merge Field names for CRM information within
Tradepoint can be found in this chart below. Word 2007 recommends the double brackets << >> fo be used with the Mail
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Merge feature within Word. Within Tradepoint the single brackets < > will pick up the respective Mail Merge information
options.

With Word 2007 everything has gotten easier and harder all at the same time. To add a merge field click on the Insert tab
in Word and then click on "Quick Parts" as shown to the right and then click "Field...".

Please choose a field Field properties Field options

Categories: Field name; [ Text to be inserted before:

(a1 [x] | |<FieldName Here> ‘ , After clicking "Field..." you will be presented

Field names: Format: | Eiisstimeckmennd afin: with the following screen:

MergeRec Uppercase |”| Mapped field

MergeSeq Lowercase -

Next First capital || vertical formatting

NextIf Title case

NoteRef

e Note that under Field names we have chosen

';:;neWords 4 "MergeField". It is very important that you

PageRef 3 s choose this option as you will not get the

Print . .

PrintDate option to enter the field name as noted above.

brivals After choosing "MergeField" from the Field
Names list, type in the field name that you

Revium wish to have merged into the Field Properties

[¥] Preserve formatting during updates

section.

Description:
Insert a mail merge field

e The list of available mail merge fields are
Field Codes oK Cancel
Lo covr | | J provided below for your convenience.

After clicking OK you will have a merge field added to the document that you are working on. Once you have added all of
the fields that you wish to have in the document, save it and you are ready to do your first mail merge. (If you didn't create
the Document Template from inside Tradepoint to start with, you will need to go to the Tools tab, then click on
"Documents" under the template section and add the template using the import functionality before you can start your mail
merge process.)

Available Merge Fields

Below is a list of the standard mail merge fields that can be used in a Mail Merge. This is not a complete list of the
available fields, those that are most often required when doing a mail merge. If you require a field that is not listed below,
check the Knowledge Base section of the Darwin Productions website or contact technical support for assistance.

<CompanyName> or <Name> The name of the contact or Company.

<Title> or <Salutation> The title of the individual contact or staff member of the company.
<Firstname> The first name of the individual contact or staff member of the company.
<Initial> The middle initial of the individual contact or staff member of the company.
<Lastname> The last name of the individual contact or staff member of the company.
<Address> The Address of the Contact formatted Correctly.

<Streetl> or <StreetNamel> The first street in the contact's address.

<Street2> or <StreetName2> The second street (if any) in the contact's address.
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<City>

<Prov> or <Province> or <State>
<Postal> or <Zip> or <PostalCode>
<Country>

<Phonel>

<PhonelExt>

<Phone2>

<Phone2Ext>

<Fax1>

<Fax2>

<Cell>

<Pager>

<PagerExt>

<TollFree>

<SiteURL>

<Email>
<SecondaryAddress>
<SecondaryPhonel>
<SecondaryPhonelExt>
<SecondaryPhone2>
<SecondaryPhone2Ext>
<SecondaryFax1>
<SecondaryFax2>
<SecondaryCell>
<SecondaryPager>
<SecondaryPagerExt>
<SecondaryTollFree>
<OpenDate>

<CloseDate>

<DateOfEntry>

<Alias>

<Birthday>

<Anniversary>

<Manager>

<Assistant>

<UserName> or <WebLogin>
<Password> or <WebPassword>
<Notes>

<ReferralCompanyName>

The City in the contact's address.

The Province or State of the contact's address.
The Postal Code/Zip Code of the contact's address.
The Country (if it exists) of the contact's address.
Primary Phone number of the Contact.

Primary Phone's Extension.

Secondary Phone number of the Contact.
Secondary Phone's Extension.

Primary Fax number of the Contact.

Secondary Fax number of the Contact.

Mobile Phone number of the Contact.

Pager number of the Contact.

Pager's Extension (if any).

Toll Free Phone number of the Contact.
Contact's Web address.

Contact's Email address.

Secondary Address of the Contact formatted Correctly.

Secondary Phone #.

Secondary Phone Extension.

Secondary Phone 2 #.

Secondary Phone 2 Extension.

Secondary Fax.

Secondary Fax #2.

Secondary Mobile Phone #.

Secondary Pager #.

Secondary Pager Extension.

Secondary Toll Free #.

The Opening Date of the Contact.

The Closing Date (if any) of the Contact.

Date that the Contact was entered into the System.
Other name of the contact or company.

The Birth Day of the contact if it is an individual.
The Anniversary of the contact if it is an individual.
The individual's manager.

The individual's assistant.

The web site login for the personnel.

The web site password for the personnel.

Any Notes you have on the Contact. (be careful with this one for obvious reasons!)

The name of the referrer.
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<ReferralStreet1>
<ReferralStreet2>
<ReferralCity>
<ReferralPostal>
<ReferralCountry>
<ReferralPhonel>
<ReferralPhonelExt>
<ReferralPhone2>
<ReferralPhone2Ext>
<ReferralFax1>
<ReferralFax2>
<ReferralCell>
<ReferralPager>
<ReferralPagerExt>
<ReferralTollFree>
<ReferralSiteURL>

<ReferralEmail>

Street 1 of the referrer's address.

Street 2 of the referrer's address.

The City of the referrer's address.

The Postal Code/Zip of the referrer's address.
The Country of the referrer's address.

The Primary Phone number of the referrer.
The Primary Phone number's Extension of the referrer.
The Secondary Phone number of the referrer.
Secondary Phone's Extension.

Primary Fax number of the referrer.
Secondary Fax number of the referrer.
Mobile Phone number of the referrer.

Pager number of the referrer.

Pager's Extension (if any).

Toll Free Phone number of the referrer.
Contact's Web address.

Contact's Email address.

<ReferralSecondaryAddress> Secondary Address of the referrer formatted Correctly.

<ReferralSecondaryPhonel> Secondary Phone #.
<ReferralSecondaryPhonelExt> Secondary Phone Extension.

<ReferralSecondaryPhone2> Secondary Phone 2 #.

<ReferralSecondaryPhone2Ext> Secondary Phone 2 Extension.
<ReferralSecondaryFax1> Secondary Fax.
<ReferralSecondaryFax2> Secondary Fax #2.

<ReferralSecondaryCell> Secondary Mobile Phone #.

<ReferralSecondaryPager> Secondary Pager #.
<ReferralSecondaryPagerExt> Secondary Pager Extension.

<ReferralSecondaryTollFree> Secondary Toll Free #.

2. The document has to be saved as a Word template. This option is found in the Save As options within Word 2007.
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Save a copy of the document
i~ Word Document
I Save the file as 8 Word Document,

| w4 Word Template
| Save the document as a template that can
l be used to format future documents.

@ ] Word 97-2003 Document

Save a copy of the document that is fully
compatible with Word 97-2003

i‘,’ 5 OpenDocument Text
m] Save the document in the Open Document
Format
5 PDF or XPS

izt Publish a copy of the document as a PDF or
XPS file

3 QOther Formats
Open the Save As dialog box to select from

all possible file types.

Once a Word 2007 document has been saved with the respective mail merge fields as a Word template (file extension
.dotx) the Document template can then be set up within Tradepoint.

3. From the Tools Tab click on the Documents icon under Templates. This is where any Document Templates for use in
the Mail Merge Tool will be set up.

\i '{a 2E) o t\- @ (e 3 W g@:wn-“ﬂ

y
i)
Satc Press Frioe Tore
Conpery Securty Termind Tears .“m Tew LOCIIIn Munn- Dicoments Frojects E-mel g ..., Knowleoge | 1o P-:::: Asses  Fayeod !a;m ‘“Jw

_ Setvuy il ek Gie o Temwhe | & i

The initial screen shown will look blank. If there are no document templates then click the 'New' icon in the lower left
corner. If there are document templates already set up then click the search icon to show them.

Quick Find ----* ~ |

Click the 'New' icon to create a New document template. Choose the following options once the window opens:

a. Document Category from the drop down menu
b. Import Document - To Import your Document from an external source
c. Browse for the Word Template location
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"] Azd Wew Document

@ Creals Document
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Word Document

Excel Soreadsheet
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Contect information
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Diescription

@ Create Doosment
Dhooumsent Type

web Access
B Administrator

Word Document

Excal Spraadsnest
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Access Datahase

Identification

1| Evolution Lead
7] Evolution User
1 Nawr

] Public

7] staff - Sales
[ Staff - Suppart

Visia Ot
Project Workshest
Text: Domument

Based onTemplate |

| " Value Added Reseller

Mame of Doument |
Hote: The file extenion w

Cr k o File. DD NOT share

sutomatically be added for you,

(& Adminigtrator

1 Business Cansultant
17 Business Consulting Manag
7] Division Manages

T Create ink 1o Fil. DO NOT share via Evolulion's Synchronization Sysbem,

[ Executive Administrator
] Hew Falicy

7] Project Manager

1 Shippar

Once the Save button is clicked the new Document Template will appear within the list of templates on the left.
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e Y T Y TR

Now the Document Template is readly to be used within the Mail Merge Tool.

Mail Merge Part 2 - Using the Mail Merge Tool

Follow these steps to create Mail Merge documents with Tradepoints Mail Merge Tool. The document template used in
this example was created with Word 2007.

First a contact search has to be done for the selected recipients.

1. Choose the section of contacts that a search will be generated from. This example brings up search results from
Sources using a general search with the starting letters being ‘Be"

'_-Im Ml_‘-ﬂ-r_'l.— ‘ P ST
e B ™™ o
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The first screen in the Mail Merge Tool introduces a wizard to walk through the steps of putting together a Merged
Document. The second screen will show the options available from the Document Templates. (7his is where any Word
templates with the merge fields created and saved under Document Templates can be used)

Available Document templates will be visible listed at the top of the screen. A field to browse and determine where what
the resulting document will be located and named is highlighted.

L)
chow th ward I 0w e Terplsty kwin boer th Tock tib. e cowpists densl o boss t0 Daste 1 Tl e DD DaEe HE

Choose Your Template
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The search results specified at the very beginning will appear here.

1. Search results can be unchecked at this point.
2. An option can be set for the Mail Merge document to be saved as a Call Log to track who was included in the Mail
Merge. Any results will be track able through the contacts information under Call Logs.

Click Next when ready.
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Staff to Include

Mo 5taff, use Company Name Only
All Staff Members

All Key Personnel

All Staff Whose Role Is...

Staff by Communication Type...

The next option will ask to specify which contacts within your search results. If you are not sure then choose from either
'All Staff Members' or 'Primary Contact Only'.

This option allows for specific contacts within B2B contacts to be chosen. For groups using the B2C contact option 'All
Staff Members' will automatically bring in each contact's information into Mail Merge.

Clicking next will give a screen showing a progress bar across the page. Depending on how many contacts are in the mail
merge will depend on how long this takes.

Marging

Dascusnint
Evsiaors s ey B okt pelucied ok o B R vy chons. B vesl iy ol cesmors v e 4 o S,

Bl Barsreos Form b

(AT [T 0 B S e
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When finished the results page will appear. An option to Save the Mail Merge Document as a Document accessible to
everyone under the Home tab is on the lower left.
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To view the Mail Merged document click the icon in the middle of the screen.

Mass Email Tool

The mass email tool can be accessed anywhere you can access the Advanced Search Tool.

Quick Find 4
EETRETEN © -
| Toals «

& IMail Merge
I@ Mass E-mail
r.
@FJ Move/Copy Wizard

The mass email wizard will take you through the steps of creating your own mass email based on any of your search
results you perform within Tradepoint.

There are a few things to remember about Mass Emailing in general:

o Most ISPs will place restrictions on anyone sending out large amounts of email unless they are licensed and
bonded so use this tool to send out very small groups of email in groups of 5 messages or less over a specified
period of time.

e Your Email will be based on your search results within the Advanced Search Tool so search for the group of
contacts you are looking to email first.

e You can create the email within the wizard or have an Email prepared through Email templates ahead of time
that you can then edit as necessary.

e Attachments can be added to your mass Email and the wizard will walk you through this.
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The first screen you will see in the Mass Email Tool will be the screen that will determine the main list of contacts that
your email will be sent to. You will have an option later in the Mass Email Tool where you can specify exactly who within
Yyour contacts receives the email.

o Apmea o [Dhenm B = -
¥
Salect your Contacts and tracking settings
da
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Descrpton §:mad Morge ey b "3
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Your search results will appear within the Mass Email Wizard with the option to Keep a record of the Mailing and create a
Mailing List based on these search results. You also have the option of editing your mass Email list be Selecting all or by
checking or un-checking specific contacts that are listed on this screen. Click the 'Next' icon when you are finished.

Staff to Include

Mo Staff, use Cormpany Marme Only
all Staff Members

Primary Contact only

All Key Personnel

All Staff Whose Role Is...

Staff by Communication Type...

The next screen will include options to include additional individuals from your search results. Clicking on any one of these
will also include any contacts within any of the classifications shown below in additional to the main email address of a
contact. This can expand the main contact list depending on the options you choose.

For example if you choose to send it to ‘All Staff Members’ then multiple contacts within one company can receive the
email and not just the main email contact.
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Which email Account you would like to send this from (if you have more than one established).

If you send out regular emails from a service@, info@, sales@ or other general mail box then you will need to have that
email address established within your Employee profile to be able to send outgoing email messages with a generic return
email address.

The next option is the group size and in what time intervals you want your messages sent out. The default group size is
set to 20. If you are a licensed and bonded email agent then sending larger groups of emails can be done easily without
being blacklisted with ISP’s. For businesses who are not then we recommend you set smaller groups to email. Tradepoint
will email them out in smaller groups based on your preferences.

Track Statistics including who reads the email and who downloads any resources you have attached to the email.
A check box for enabling the Mail Merge fields with the same contact information you used for this Mass Email.

The next step will be attaching any resources to the Email. Resources would be any documents such as brochures,
instructions or media you want to send to your contacts. A hyper link to your resources will be added to the body of the
email for easy downloading. Click the ‘Next’ icon on the lower right when finished or to bypass this step.

The next and final screen for the Mass Email Tool is the body of the Email which can be composed directly or an Email
Template can be used (as in the example of a Newsletter).

Be sure to proof your email since this is the last step of the Mass Email Tool.

When you click the 'Next' icon here your Mass Email will be processed and sent out based on your search criteria and
preferences set within the wizard.

Move and Copy Tool

Located under the Tools tab in each section of Tradepoint's CRM the move and copy tool will be the tool that allows you to
move your contact to the necessary section within Tradepoint reflecting your sales process.

This is necessary for managing your customer relationships in giving you the flexibility to change the type of contact when
and how you need to. In relation to Sources the Move and Copy tool will also you to Source out your contacts based on
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different marketing and prospecting initiatives. Contacts can be moved to Leads easily and even assigned to specific sales
people from the Move and Copy tool.

From the Tools Tab select the highlighted option for Move and Copy Tool.

Quick Find L
EEEREETA © o
‘ Tools «

m Mail Merge
I§ ! Mass E-mail

t
@ﬂ Move/Copy Wizard

From there a smaller inset window will open with a number of options available. You will have the option of editing your
search criteria and then selecting the type of Contact and related information that will be associated with the contacts you
have selected.

30 Frototype Design Inc. i 550 L
S0 PLUS Magazne  Convert To

A & A Machanicl Solutions Centact Typa.

A & B Dezsal Truck & Equipment, [nc.
A &V Castings Inc

A & T Pharmacewutical Inc L)
A DM Miing Co - Ll
A-1 Shad Cap Coep | BOC Rep
AEBC Corp Sales Rep
ABC Chigs Cormnpany

ACA Refiective Glass Product

Account Temgps

AccounTan, Inc, b

Currert .
Ll off Select | 3§ Clor

O OO EEE DS

\.“Savr @cnu

The options for editing your search criteria are on the left and the options to either Move or Copy the contact to another
contact type within Tradepoint are on the right. You will also have the options to select the Category, Status, BDC Rep,
Sales Rep and Territory for your contacts.

Sources

The tool bar within Sources holds the tools that you will be able to use within each contact. Since the search results are
listed out you will be able to jump from contact to contact and add/edit information as necessary. The tool bar below
illustrates the functionality available for your Sources.

&

Home Tools Persond . Schedde ') SourceLists(5030) X

o ) LY I,
LI % ”Leao Detaits il Company _| Notes ‘ J.;/ & Assigned Stf
Cont;d — = Your Data — 7 E-mal
§ Opportuniies
info Personnd E Competitors CailLog
Details Producs Collaboration
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The functionality we will be reviewing in this section is outlined within each icon you see above. Each one of those icons
hold functionality designed to maximize your CRM process when you use Sources as a part of your CRM.

The other sections of Tradepoint CRM include these functionality groups and either more functionalily or less depending
on the type of contact.

Below are the functionality groups in Sources:

Contact Info
Personnel
Lead Details
Opportunities
Company
Your Data
Notes
Competitors
Call Logs
Assigned Staff
Email

Contact Info is the first icon on the tool bar and the default screen you see when you open contacts in Sources as well as
any CRM section of Tradepoint.

Contact Info
Contact Info holds the basic contact information and preferences for each contact. Automatic formatting for addresses and

phone numbers exists for your information. Use the TAB key to jump from field to field and easily enter in contact
information one field at a time

Various icons hold tools for formatting so you only have to enter the information once. Use the address icon |@

to enter in your contact’s address, if you are doing this manually.

|

Address

Street 1615 L 5t NW

Street 2 £100
City 'Washington State/Prov DC
ZIP/Postal 20036-5604 Country |US

w Save @ Cancel

Use this tool and you won’t have to repeat any data entry within Tradepoint. All the activities for this contact will be entered
in automatically.

b
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Use the small arrow on the right of the address icon to open additional built in tools for mapping out the physical locations
of your contacts automatically. This is ideal for an outside sales force or service representatives that have to make on site
visits with clients. The customer lookup option supports the ability to use Mappoint, Google Maps, or Microsoft Live local
directly on the computer with Tradepoint. An Internet connection is required for Google Maps or Microsoft Live Local.

Address |- 1615 L 5t HW B
@ Lookup with Mappoint

Lookup with Google Maps

Lookup with Microsoft Live Local

Copy Address to Clipboard

"‘;-j the address £ ardto use in other Applications

If you have an internet connection on the computer at the time this will open the web based applications for Google Maps
and Microsoft Live Local. Otherwise, Tradepoint will open up Microsoft Mappoint to use as a desktop application to map
out the locations of your contacts.

Both the Primary and the Secondary contact in the Contact Info section have the mapping tools that will automatically map
out the respective contact information in that address section.

Other screen tools:

e The email icon M is live and will look to send an email to any email address you have in the email screen.

e The www icon |% will open any web address you have listed in the www field. Of course, if there is nothing
listed then no web page will open.

e At the top of the Contact info window is the individual option for business to consumer contact.
Checking this option will automatically format your contact from the default of business to business to business to
consumer.

¢ What is important to remember about this feature is business to consumer contacts often have multiple individuals
listed under the one contact. Should you change the contact to an individual those contacts will be deleted. Yes,
you will be prompted and notified to this effect when you choose this option.

e The contact name will also need to be formatted using the name icon @ S0 any activity associated with this

contact will follow accurately.

Personnel

For business to business contacts, the ability to keep multiple Personnel within one contact is necessary and you will have
that ability with this section. Clicking on the Personnel icon will show any Personnel listed within a given contact.

From the main Personnel screen you will see several icons at the bottom of the screen that will indicate functions that can
be performed in just a few clicks with any highlighted Personnel.

Personnel contacts will be listed based on hierarchy with the email address and the phone number visible on the main
screen. Tools for each personnel contact are shown in the tool bars at the bottom of the screen.
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1 G ¥ 3 @ B U B9

Copy  Move/Copy MWew Call | New E-mail| MNewAppointment Mew Task Mew Employee Edit Delete

Each tool here indicates the action that can be performed when a contact is highlighted.

Copy - The copy tool allows you to copy the contact to another location including outside file types such as Word
documents.

Move/Copy - Move or Copy your contact to different contact within Tradepoint CRM. You will be prompted with a screen to
help you move and copy your contact to another contact within Tradepoint.

New Call - Generate a New Call Log by highlighting a Personnel Contact and choosing this option. The New Call log will
open with the contact’s information in the appropriate locations so you can complete the call logs with the relevant details.

New Appointment - Create a new appointment with the Personnel contact’s information pre-populated into the
Appointment window. Simply fill in any Notes, set any reminders and send out invitations and you are done.

New Task - Similar to new Appointment, create a new Task with the Personnel contact’s information already populated in
the correct fields within the Task window. Set reminders, add other attendees you want to be notified and attach any
Documents as necessary.

New Employee - Create a New Personnel Contact by using this option. The window will open with the ability to fill in
additional information, multiple phone numbers and email addresses.

Further activity in an Employee file can also be tracked including:

e Tasks

e Appointments

e Custom fields to suit your work flow

Products on Loan - ideal for trials of different types of equipment before purchasing or for loaner pieces if you
provide any service to your clients on products

Documents

Security logins for your website

The history of logins to your website

The history of downloads to your website

Use the Address wizards within the New Employee icon to have additional activity follow this Personnel contact properly.
Edit - Highlight an existing Personnel contact and click on this icon to open it and edit the information as necessary.

Delete - Highlight a Personnel contact and click the Delete icon to Delete it from your contacts. This function can be
controlled by security settings on a profile by profile basis.

Each Employee within a business to business contact will have multiple tools available for taking actions and tracking
information. The main screen for contacts within a business to business contact will appear like the screen you see below
when there is more than one contact.
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The main Personnel screen will have a tool bar at the top that will enable you to take actions in relation to specific
Personnel contacts. The view below shows the main personnel screen when you add an Employee/Personnel contact to a
business to business contact.
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Main contact information will be added to contacts automatically so additional information including multiple emails and
contact numbers can be added as necessary. The address icons include the wizards for accurate data entry and the email
icons are live for easy emailing from this screen.

Contacts that are imported will be imported into this section. The Data Import wizard will walk you through the steps of
importing personnel contacts in relation to your business contacts.

The icons at the top of the image above illustrate the tools available for each contact. The following images and examples
will show what you can do with this.

Additional Information holds exactly what it describes. Information can also be imported into these fields as well.
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Electronic business cards (or Vcards) can be entered here. There is a right click option to add a business card directly
from the email that it was sent on for convenience.

Attributes will allow you to create custom fields as necessary. The example below shows custom fields for proficiency
within the IT industry.
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The highlighted icon opens to a screen that will allow you to create and assign properties to a given field so it can be a
drop down menu, check box, a list(as shown above), open field, time/date stamp, or numeric calculations to name a few.

Each Personnel will have an open Notes field for information that can be stored in a open format. This Notes section has
editing tools that are highlighted at the top of the screen.
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Tasks can also be created from this section of a contact. When you create a Task from here this contact will automatically
be added to the Task. When a Task is created from a client account it will also be visible from the main account screen

under the Tasks icon.
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Tasks will show any partial completion with the green bar and the main details are visible. Drilling down into a Task can be
done by double clicking any listed Task.

Appointments created here will populate into the main schedule for everyone associated with an Appointment. Creating an
Appointment from a Personnel screen will automatically add the Personnel contact to the appointment.
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The main difference between a planned appointment and a New Appointment is the time within a New Appointment has
been confirmed and a Planned Appointment has not been confirmed. The screens reflect this and you will not see the time
fields within the Planned Appointment screen.

Products On Loan is a tool for companies that will allow you to track Products that you have given to a specific contact.
Some examples where Products on Loan may be relevant include:

e Sample or test products
e Loaner products/equipment for warranty service
e Atrial period for a Product
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Products On Loan functionality is also available for the main Employees section as well.
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Tradepoint allows you to attach or scan in Documents all throughout the system. The core Document Management
functionality is consistent throughout Tradepoint. Some areas where you will be able to use the Document Management
functions include:

Contacts

Contact personnel
Employees

Products

Tasks

Appointments

Projects

Knowledge Base Articles
Press Releases
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Full functionality for Document Management will be available anywhere in Tradepoint you can scan in or Import a
Document.

For companies using any one of our Ecommerce solutions the Web Statistics section for Personnel is relevant for tracking
anytime someone logs into your web portal or downloads and resources. A resource can be a document or a link to a

video for example.

Each time someone accesses your web portal or downloads a resource it will be time and date stamped and show the
path they took within your portal for each time that person accesses your web portal through your website.
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This example shows multiple logins to the web portal but no downloads. The path on your website is detailed in the field
next to the time and date stamp and keeps track of the total for how many times someone has accessed your web portal.

Lead Details

Each contact in Tradepoint will allow you to store different types of related lead details. The Lead Info icon will direct you
to a screen. On this screen your information can be:

e Imported through the Data Import Tool
o Directed from a specific web page (for web based referrals for companies using the Ecommerce solutions
o Fields with the plus next to it can be customized with expandable drop down menus
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Opportunities

Recognizing that potential sales opportunities can happen with any type of contact, sales opportunities can be tracked
within each type of Contact. Opportunities are ideal for a consultative sales process or any sales process that includes a
proposal and assessment.

Your opportunity will show up within your contact account, My Business reporting and on your Work Center. The main
screen is showing below.

Icons at the top of the screen show actions that can be taken within a specific opportunity. Your Sales Cycle is determined
by the Category and Status shown with the drop down menu.
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Tradepoint’s Opportunity structure includes a space for a sales rep value and for a manager. This will account for a
change in the potential sale by a manager (this won’t apply to all sales processes). If this does not apply to your sales
process then simply leave these fields blank.

Opportunities will also appear within the Work Center dashboards and within any Opportunity reports that can be
generated within My Business reporting.

When your opportunities are completed they will be listed within each account shown in the example below.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



© Product Manual & Usage Guide — 2009

\ Pese oo Penend D Sowseianiie X

o ) ”.leCol A Compury 2 Nt ‘ D7 Tavgoesse

== Ve O TR

‘:v:_ Pucsbrnsl pc'” e Campettrs CallLig

- maem tvmzoram

Quck P Cabo 4 o

Treens RCTENINGEEN : L el Seurce =
i e 5
s comcmmas LY o~ oo v | et » TR i
& Cabot Comch Bulder e B

. - o
g | { |

> Cabwt Corp . b iead o
* Catur Corp Oomned O N0 -
® Catwt Cop Solen 2 Parden, Jeviber, , M ]
> Catiok Mowery Mils I (“:"‘: b G "
o Cabot Maostectorcs Cap P v i_
e Catot Morosectoncs Cop Rantind On Ar22008 IS
o Catwot O & Gan Corp s ez Totw e o
® Sttt 4 8 Gam Cowp Maragecs Tota: $12,40.00 »
L Catet e Sormarce Materaly o
> Catt P urmance Materas

e Cabwn Yoreen

§ e & § 23

Nes  Twin  Pest Son e Opponiewy  fidn  Dolete
Queck Saarch © Temteecatind Comp et amtdy "l Qud e« Bata ‘ot Acalatie L")

As Opportunities are closed you can enter in the date within each Opportunity. The results will adjust automatically within
the Work Center and within the My Business reporting.

Company

Keep track of company information and other general data about your contacts. Each of the fields will hold additional
details and each field with the plus button can be used to create additional options within a drop down menu. The
‘Description of Company’ field is an open field for information/images that can be copied/pasted into.
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The data import tool will allow you to import data into this section for contacts. So, any source list you use with general
company information can be imported into this section.
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Your Data

Since each business has specific information and processes often applicable to only that company, customizable fields
are important for businesses. The structures of many software applications often do not allow for customizations without a
great deal of expense creating a situation where a company has to squeeze itself into a software application to use it. As a
result, internal processes often become more complex and employees end up spending more time working with the
software rather than their actual job responsibilities.

With Tradepoint there are several ways you can customize data to suit your specific needs. The first is User Access
Settings. Profiles can be established to suit different roles and individuals can even change the look and feel with different
colored interfaces. The second is our Plug-in system which is an affordable way to create and customize fields and
tags(labels next to the fields) to your process specifically.

The third way can be seen within several places throughout Tradepoint in sections such as Your Data. In this section you
have the option of creating groups and field within groups of data that is specific to your process. You specify the title and
then the type of data that can be entered into that field. That data becomes part of your database and is completely search

able.

The Your Data screen allows you to store any information you would like that is not contained on any other screen by
creating custom data fields. The really powerful part is that you can specify what kind of data is allowed to be stored in
these fields so that you can force users to enter information in a structured way ensuring that you will be able to use the
information in searches without having to guess which format it was entered in.

Examples include IT based information such as Computer and Network Requirements for an Installation, Specifications for
Industries such as Building Construction, Architecture, Water and Soil testing, Accounting, Legal, and Patient work flows
for Medical Practices in specialties such as Orthopedics.

Below is a screen view of some established categories as an example.
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The Setup & Configuration Tool will open once the New Custom Field Icon is clicked. The first screen you will see within
the Setup & Configuration Tool will be within the Your Data section of Customers so you can create a New Field within the

Your Data Section of Customers.
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To create a New Field within an existing Category click on the New Field icon in the lower left corner. Multiple Fields can
be within one category if it is necessary to track different types of information. Each specified field can hold different types
of data as illustrated with the drop down menu. Simply choose which type for each field. When you are finished close the
Setup and Configuration Tool by clicking the 'X" icon in the upper right hand corner of the Setup and Configuration Tool.

Custom Data fields can be added from the Options window as well as a specific section such as Customers and can be
specific to a contact type or shared across all contact types.

Notes

Each Contact within Tradepoint will have a Notes section for any type of Notes. Each entry will be time and date
stamped and stored in chronological order as they are created.
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The Employee who created the Note as well as when the Note was created is easily visible from this screen. Creating a
new Note can be done with the highlighted icon you see in the image above.

A scroll bar will appear as more Notes accumulate within your contacts. Notes will follow any contact is they are Moved
or Copied to another section within Tradepoint.

Competitors

Each Contact has a section for Competitor information relevant to your contacts, called Competitors.
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The Competitor fields will draw from your Contacts including Competitors (accessible from the Home Tab) and from
your Suppliers as well.

The Notes field next to the Competitor field is there for any information you want to keep track of for a give competitor
such as:

e Similar Product Lines
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e Pricing
e Specials

Additional Competitor tools within Product will allow you to track competitors for your website in relation to each of your
Products.

Call Logs

For Companies providing direct support and service to your customers Call Logs is a built in functionality designed to
track all incoming and outgoing phone activity in relation to your contacts. There are a few things to keep in mind about

Call Logs:

e Tradepoint can integrated with most VOIP providers for a more seamless call center work flow.
Call Logs do link in with Appointments, Tasks and Orders in relation to a contact.
Activities resulting from a Call Logs will also display independently from a Call Log for easier searching and
easy access to each activity through the Flyout Panel and Reminders.

This is the main view of Call Logs as they will appear in relation to a contact.
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Relevant details are shown in the fields above. History filters are highlighted in the lower corners for easy searching as
you acquire Call logs for contacts over time. Editing tools are on the lower right.

Your display for Call Logs is also editable. The header fields that show the titles of fields above the blue highlighted
fields can be adjusted using the Column Chooser. Right clicking on any Header fields within and section of Tradepoint
will open the column chooser for you to remove or add fields with data to be displayed.

You can see the Column Chooser below after it has been opened with a right click.
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Other options for your header fields include:

e Sort Ascending: Sort existing entries by field in ascending Order. This means if you right click on the ‘Date’ field
and you choose ascending then all of the Call Logs will be ordered by Date from most recent to the oldest in
your system.

e Sort Descending: Sort existing entries by descending order. This means if you right click on the ‘Date’ field and
choose Sort Descending then they will appear in order from oldest to newest on your main display.

e Group By This Column: Highlighting any Header field and choosing this option from the Column Chooser will
automatically sort all Call Logs by this type of field. This means if Direction is right clicked and the Group By
option is chosen then automatically all Call Logs will be sorted and displayed by Direction.

e Group By Box: This option will remove the top field where you see ‘Category’ and simply group each Call log by
the header field box.

¢ Column Chooser: The Column Chooser will allow you to choose from other exiting options to drag into the
Header fields and take away fields that are showing for a simpler look within your Header fields. Your Column

Chooser will appear as you see below.

e (=] Simply click and drag any item showing from this box to where
Category ry you would like it to display on your Header fields within Call Logs.
Priority Each Column Chooser in different parts of Tradepoint will display
Status different option depending on where the Column Chooser is.

e Best Fit: the Best Fit Option will arrange your fields and Headers to optimize the appearance in size and layout
on your screen. If you just want to tidy up the appearance of your fields use this option.

Each User will be able to control the appearance of their own information throughout Tradepoint using the column
choosers. Changes within the column choosers do not apply system wide.
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Assigned Staff

For companies that use a team approach in sales or who assign specific Employees to a contact Assigned Staff will be
able to track who has been assigned to a specific account.

Each contact will have a Sales Rep field and a BDC Rep (Business Development Consultant) that can be assigned to
each contact. Both fields are optional and open so you can assign each as necessary.

When multiple individuals work with a client you can keep track of them through the information on this screen.
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Email

Each contact can hold emails within this section. Emails can be sent to a Contact, Project or folder from Tradepoint’s
Email client (More about this in the Email portion or the Product Manual).
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When an email is imported into a contact is becomes part of the database so:

Email will be compressed with the rest of the data at a 12:1 ratio

Your emails are more secure than through an email client

Based on your Security Settings you will be able to Reply, Forward, Edit or Delete existing Emails
Emails can also be moved to another contact or location using the Move and Copy Tool

Double clicking on a email will display the email in detail

So, when you have your search results listed off to the left of your screen you will be able to click on each contact or use
the arrow keys to scroll through the Emails within each contact.

Enquiries

Within Tradepoint Enquiries is designed to manage the different marketing efforts from any Sources that you use for
outward marketing efforts.

Contact Info

The results of your Marketing efforts are Enquiries into your Products and Services. The Move and Copy Tool from
Sources can parse out your Sources as you assign them to individual Sales Reps or to different contact types.
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Information for your Enquiries is structured into the Following sections:

Categories: Customizable fields (by the blue plus icon) to organize the results of your campaigns.
Primary Contact Information: main contact information for your Enquiry

Internet: email or website information

Company Details: Any additional company information for your contact

Company Structure: Parent or Subsidiary information for Business to Business Contacts

Lead Details

Further information about the results of marketing efforts is stored here.
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Information can be entered manually or be set to automatically receive information through web forms or through a web

page as enquiry results are generated.

Leads or other contact sections in Tradep
Contact Preferences: Store what Division

Lead Details: Include ratings, date information and any web page information for your Enquiry.
Assignments: Any Sales or Support staff can be assigned through these fields. When Enquiries are moved into

oint this information will follow.
(or website) and how an Enquiry wants to be contacted.

Products of Interest: Any specific Products your Enquiry is interested in can be added here. This tool will also
track as an Enquiry is moved to a different contact type and will follow into Call Logs and Tasks to track

Products of Interest through your sales cycle with minimum clicks.

Adding a New Product of Interest will direct you to
relevant accessories as well.

a new screen to add the details of the product, Notes and any

B Add/Edit Product Details

Main

S5

Customin®  Notes

28

Accessones

Product

7

Serial Number

‘ ‘,.‘:;Ne» Cal

=Y New Work Order

Evolution - Evolution for Windows -

Purchase Date BRIV TPl S
Sold On -

Phugn for prmary hesithcare praches]

v —
v Save Q Cancel

Saving your Product Details will associate that information with that contact as it goes through your sales cycle without

having to add that information multiple times.

Notes

Notes within Enquiries allows you to store graphic

information as well as text.
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The highlighted tool bar allows you to bring in Images, create tables and format your text. This is an open field and a
scroll bar will appear if you accumulate content.

Leads

Leads is a section for contacts that have expressed an interest but have not yet purchased any goods or services. This
is reflected in the tool bar that contains all the tools within Sources plus the following:

Appointments
Tasks
Projects
Documents
RFQs

Quotes
Account
Sales
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The tools described within Sources will also apply within Leads. The emphasis here will be on the new tools available for
Lead management.

The Advanced Search Tool on the left contains several tools for Lead management including the search tool, the Mail
Merge Tool and the Move and Copy tool for easy mobility of your contacts as they go through your sales cycle. The
QuickReports, Sort Tool, and mapping options for contacts are also within leads in the Contact Info screen.

Appointments

Each type of contact will be able to store and create appointments for the contact in addition to the main Schedule. Any
time a contact is added to an Appointment from the main schedule it will automatically track to the contact. Any
Appointment history will be visible on the screen below.
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Icons on the lower right are available for easy Appointment creation. Double clicking on any existing Appointment will
open any listed Appointment.

Appointments can be either Planned or confirmed. Since so many Appointments are planned and then confirmed you
have the option using the icons on the lower right.
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Appointment details can be entered or copied from another source

The distinction between the two is a Planned Appointment will need to have the status changed to confirmed from
planned to show and be editable within the main schedule.
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The view of the planned appointment screen will show only the date with one time field since it is a Planned
Appointment. When the status is changed to Confirmed both the time and date fields will appear and you will have full
editing capability for an Appointment.

Appointments that are confirmed from the onset include the time and date fields.

Appointments also include the ability to have Documents scanned, linked, or uploaded into a specific Appointment as
well as Budget and Expense information. This information will be available to Employees that are attached to the
Appointment and to any Guests (Contacts) who can login to your website through one of our Ecommerce solutions.
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Additional tools available in the Appointments window include:

o Appointment Reminders: This will appear in all Attendees Flyout Panel

o Email Notifications: An email will be sent to any email address attached to any contacts that are attached to the
Appointment

o Type: Recurring Appointments for daily, weekly, monthly, bi-monthly, semi-monthly, quarterly, twice a year, or
annually.

e Assign a Team: If you use the Teams function you can assign a Team to an Appointment automatically using
this feature.

e Print: Check off the ‘Print’ check box to print out the Appointment. From the print preview screen you will be
able to export it as one of a variety of file types or email it as a PDF directly from the Print Preview screen.

Tasks

Tasks can be independent or attached to a contact. In either case they will show up in your Flyout Panel as they come
due and Reminders will also appear in your Flyout Panel as they come due.
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Tasks will accumulate with each contact as they are created. Double clicking on any listed one will take you into the
detailed screen to be edited or completed.

Tasks can be completed with a right click feature from the Flyout Panel for convenience. Any updates to a Task will
automatically appear in a contact’s file.
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Similar to Appointments you have the ability to add Employees and Guests (contacts) to a Task as well as send
notifications and set reminders.

Create an Appointment from an existing task and check the History (how many times and the details of any changes to
an Appointment) of a task.

Projects

A Project can stand alone or be associated with a contact. This allows Projects to be tracked easily and also enables
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the Web Collaboration tools to share a Project with a contact through the web (more about this detail in the Web Tools
section of the Manual).
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Double clicking an existing Project will open that Project directly. Creating a New Project can also be done from a
contact’s account using the ‘New Contact’ icon in the lower right.

How a Project is associated with a contact is through adding that contact to the Project. Further functions available
within projects will be addressed within the Projects chapter of the Product Manual.
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Documents

g

Clicking on the add new document icon | M&w Dacument | jn 3 contact, task, appointment, or Project will open the Add New
Document window allows you to create a new blank document, create a document from a template, or import an existing
document.

Within Tradepoint entering a document can be done in several ways through Tradepoint. The main screen to enter a
document in is shown below.
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Document categories are established at the top of the page. The blue plus button will open the Setup and Configuration
tool enabling you to create detailed Categories.

Security Settings are available if you are using one of our Web Modules(labeled Web Access) and for the local
application(labeled Local Access).

Tradepoint natively supports a large number of file formats for advanced functionality. For other document types you can
import the documents and the system will automatically open and save them correctly into the database for you.

When creating a new document the file extension will be appended automatically for you. Also note that regardless of
whether you are creating a new document or importing an existing one, it is advisable to enter a description and optionally
a category in the bottom section of the window so you can easily locate the document once it has been saved into
Tradepoint.

New Document

To create a new blank document, ensure that the New Document option is selected. Then select the type of document you
would like to create and enter a filename in the Name of Document field (without the file extension). It is also advisable to
enter a description and category. When this information has been entered, click the Save button and Tradepoint will
launch the appropriate application with a new document.
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When you save and close the document, Tradepoint will save the changes to the database.
Existing Document

To import a document from your computer, select the Existing Document option. Click the file folder icon to open a file
browse window, and locate the document you wish to import. When you have selected the file, enter a description and
category and click the Save button.

Document Web Access Settings

If you are using Tradepoint for Web, you can make these documents available online and control who can see which files
simply by checking off the web access types that you wish to have access to the document. If you do not want the
document to be available online, simply ensure that none of the check boxes are checked.

How Tradepoint maintains document files

Tradepoint opens documents automatically using the default application for whatever type of document you select to
open. Once the document is opened, Tradepoint monitors the documents and waits for it to close. When the application
that opened it is closed, Tradepoint will check to see if any changes were made and pull the updated document into the
database.

While the system is monitoring the file that you have opened, you can freely open other documents, and use Tradepoint
as you normally would. All monitoring happens in the background with no impact on you. If you have documents open
when you close Tradepoint you will be prompted to save and close the documents before exiting Tradepoint to avoid
loosing your changes.

Further Help Articles on each of these functions will walk you through each of these processes in detail.

When documents have been entered into Tradepoint they will be structured by type within a given location in Tradepoint.
Below is an example of a document structure attached to a contact (in this case a Customer) file.
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These views will be consistent throughout Tradepoint when you open the documents whether it is through a Customer,
Lead, Supplier, Project or attached to a Task or Appointment.
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Document revisions are visible and tracked through this page with the User Access Settings of the individual. They will be
listed in a stepped format in chronological order.

When a Document is highlighted the remaining icons will become live and you can then choose if you would like to open
or create a revision from an Existing document.
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When the 'Create Revision from Current' icon is chosen the highlighted document will open and you will be able to make
the necessary changes to the specified document.

The Revised document will be attached to the original in a stacked format time and date stamped with the User Access
Settings of the individual who made the changes. It will ook like the circled area in the screen view below.

- n BYusioun Acs % nestes ‘ D7 Tavwgrecsnt Diamn o iCommen Fwos ) accant

Cioporrmn , Popn ¥ Lesl Guom & Sam
52 purrra ) Ororart Geasamia | Gl

Quach Ped  ewrspace

RO T

s o

AOBO620... Pucer, Jernle,

3] 7] g memmandty (1 Q)

WOBVG-28... Parcen, Jernder, ,
ACourmngry e oo sioe o3 0080628, Pardes, Jernfer, , Wy,

i,

S

ts ™ son | Sroperten Sove Eml NewScon New Oocument  Mew leicon  Coen  Oelete

Quck Sawrch Epcwer Compieted Soctmrhdy © T8 | QU e+ Dot Mot Acalatee o

Since the use of Documents and shared files is so pervasive the document management functionality can be found in the
following areas of Tradepoint:

All CRM contact types and Suppliers
Warehouses, Products
Appointments, Tasks, Call Logs
Orders, Invoices
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e Projects
¢ Knowledge Base Articles
e Press Releases

Request for Quotations or RFQs

A request for quotation is part of the receivables within the CRM component of Tradepoint. This allows your sales
people to place a request for a quote with as much detailed information as necessary. The RFQ feature does not have
any Accounting or direct product information so the fields are open (meaning you can type anything you need to in
them) for easy data entry.
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Enter in the details and specify the timeline for the RFQ. The users login information will be time stamped into the RFQ.
Check the Print box and click the Save button to Save and Print out the RFQ.
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The Print preview screen for every screen includes a tool for easy export to multiple file types and the Email icon right
next to the Export icon for easy emailing of any document as a PDF file. The Export feature will walk you through any
additional steps necessary for each of the file types.

The Email icon will open the logged in users email account and attach the RFQ to the email. Simply add any additional
message and the contacts to email it to and you are finished.

Quotes

A Quote is the next step after a RFQ or the first step in a sales process. The primary difference between a RFQ and a
Quote is a Quote has Product and Pricing Information built into the Quote screen for accurate estimates.

The screen layout has the tools to click on fields to access tools and the Column Chooser to be able to arrange your
screen to suit your preferences by right clicking on the light blue header fields.
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The sales rep information will appear in the upper right corner along with the dates that the Quote will be effective.
When the products and quantity are chosen then the amounts will be calculated on each line item with the total
appearing in the lower right.

Within a Quote you will also be able to:

e Associate a line item with a Case (this refers to a Project since you can generate Quotes directly form a Project)
as shown in the Column Chooser. This will not appear in the Printed Quote as a default item.

o View the Cost of each item as well as the sale price (also referred to as the Retail Price or Retail Cost) within a
Quote for each line item.

o View the profit margin for each line item (the overall profit margin will be shown at the bottom of the screen next
to the Grand Total. This will not be viewable within the Printed version of the Quote that you email or fax fo your
customers.

The Save and Print feature is also available within Quotes for easy transmittal of your Quotes to your customers as
shown in the lower right corner.

Each Quote will be listed on the main Quotes screen within a Lead, Customer, Reseller, or Supplier.
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Note: When Leads are moved into Customers, Resellers or Suppliers using the Move and Copy Tool, they will have full
accounting functions available plus they will be able to add multiple shipping addresses through the Destination icon
within a Quote.

Account

The Account section within Tradepoint will hold Account based information that will show up in Quotes, Orders, and
Invoices as they are produced.
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A number of fields exist that can be customized with additional options through the setup and configure tool found in the
blue plus icon next to each of the fields.
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Creadit Inffo hon |
I i $10,000.00
Fayment Terms  Het 30 -

Het 10
Net 15

This example already has numerous Payment Terms built
into this field and you can see the blue plus highlighted.
Clicking on that will direct you to a screen to add options
for the Payment Terms within Account Information in a
contact.

| Pric b ' Het 60
Price List | NO Charge

Packing Slip On

Discount List Paid 9 Slip Only

Freferred Quality Bast

Credit Information - Keep credit information such credit limits and payment terms for your contacts here (if that applies
to your company structure). Payment Terms are customizable through the blue plus icon at the right of the Payment
Terms field.

Prices & Quantity - Prices and Quantity is where you can have different pricing structures for your contacts act as
defaults instead of the basic pricing structure you have entered as the default for your Products and Services.

For example, if you use Resellers for your Products and Services and they receive a 20% discount for their own use
then setting the Price List will enable the Pricing structure within that list to be the defaults in any Orders, Invoices
produced within those contacts.

Preferred Quality will generate a preference within and Purchase Orders Created when you either create a P.O. based
on an order or generate P.O. based on Inventory Max/Min levels you have set in each of your Products under Suppliers.

Shipping Information - This section will hold and allow you to create multiple shipping addresses. Each address entered
here will also show up within Quotes, Orders and Invoices. The drop down menu opens a widow for you to enter in a
new shipping address. Choosing New Address will open the following window. Save your new address when finished.

New Shipping Addness

N, Vigania Addness Spent T AEde ¥ Delese
Axlante Office £ty EReTue
OEFasll Conarary
B EdE ¥ Delete L B 9;4-"

Please Note: Any additional shipping addresses can also be created within each of those documents that will push the
information to this section for each of your contacts to avoid duplicity of data entry.

This means that you also have the ability of adding shipping information for multiple locations within your Quotes,
Orders and Invoices and the new addresses will push to this section of a contact from the Quote, Order or Invoice being
created.
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Sales

Each of your contacts will also have a section for sales information. Within Leads the Sales section will appear as you see
below with the ability to add a Sales forecast through the icon highlighted at the bottom of the screen in the view below.

'___n
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O:_Qe Perova ) Orsonnts

Totetn Profes Cetaronmn Mecervatien

Quick Find Test Actount A o4
g =
Pl g
£ 1 PN Frease Select » Categery Frst =
=
s
October: $0.00 g
Noverter $0.00 b
Decerrtar: $0.00 Y
Rewary: $0.20 'f
Fednary: $0.00 =
March: $0.00 e
Aprk $0.00 o
May: $0.00
June: $0.00
My $0.00
Avgu: 90
Septemden $0.00
Forecast Totat
Monthly Avg:
Forecast Avg:

4
v

. & /
.; | -
. "& gmnwm_
R _N-_MN._E = — =2
Quick Sewch < Sancrozcation Completad faxmt v | QuickNcts = Ratun Hot Avalabie - @

The Sales section will store any forecasts you enter in and as Sales happen within the Customer (after you have moved
the Lead into Customers the data you created will show in the correct fiscal year as shown in the example below.

2007 Eiscal Yea ( 2005 Fical Year

dedidautoeme st iecad ]

October:

October:

October:

$0.00 $4,402.58 $0.00

November: $0.00 November: $0.00 November: $3,324.97
December: $0.00 December: $4,304.60 December: $0.00
January: $0.00 January: $0.00 January: $1,500.00
February: $0.00 February: $0.00 February: $1,806.50
March: $0.00 March: $0.00 March: $4,575.00
Aprk $0.00 Aprk $0.00 Apri: £0.00

May: $0.00 May: $0.00 May: $750.00

June: $0.00 June: $0.00 June: $0.00

July: $0.00 July: $0.00 July: $0.00
August: $0.00 August: $0.00 August: $0.00
September: $0.00 September: $0.00 September: §750.00

Forecast Total
Monthly Avg:
Forecast Avg:

Forecast Totak
Monthly Avg:
Forecast Avg:

Forecast Totak
Monthly Avg:
Forecast Avg:

This is an example of a customer that was acquired in the 2005 fiscal year that has had activity every year up to the 2007
fiscal year. If you have recurring costs for Products and services on a yearly or monthly basis then the activity will track to
the respective year and month when the transaction is completed.

Moving Leads to Customers

Moving Leads to Customers is done through the Move and Copy Tool found under the Tools tabs in the Advanced Search
tool.
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This provides the flexibility to change the type of contact when and how you need to. Contacts can be moved from Leads
to Customers, resellers and other contact types easily and even assigned to specific sales people from the Move and
Copy tool.

From the Tools Tab select the highlighted option for Move and Copy Tool.

Quick Find 2
mﬂm’m‘ &3 Tools
\ Tools «
ﬁ Mail Merge
\ﬂ Mass E-mail

|
G;J Move/Copy Wizard

From there a smaller inset window will open with a number of options available. You will have the option of editing your
search criteria and then selecting the type of Contact and related information that will be associated with the contacts you
have selected.

ABC Glgs Company

ACA Reflective Glass Product
Bocount Temgps
AocounTan, Inc,

Tearitory

v Move Copy
e

¥ A& A Machanical Sokitions T

¥ A& B Dissl Truck & Equipment, Inc.

¥ 8 &V Castings Inc ’ .
¥ A & T Pharmaceutical Inc Cikagcry
¥ A DMMingCo | St
¥ -1kl Cap Corp | BOC Rep
¥ ABC Comp Sales Fep
o

v

7

o

Ef":h“ -_,,,j':w-:! ] _‘,;clmm

wﬂvt g{a’bﬁcl

The options for editing your search criteria are on the left and the options to either Move or Copy the contact to another
contact type within Tradepoint are on the right. You will also have the options to select the Category, Status, BDC Rep,
Sales Rep and Territory for your contacts.

The Move and Copy Tool is embedded in each contact section throughout Tradepoint for flexibility with all contact types.

Customers

We have addressed each functionality tool within Leads that you will also find within Customers. We will be covering the
additional sections for Receivable and Payables to round out this portion of the Instructions Manual. Going into the contact
based accounting portion of Tradepoint's CRM will also address numerous accounting and security features tied to this
functionality group within Tradepoint.

Additional Notes will be throughout these sections of Tradepoint explaining how the accounting process works while you
are processing, fulfilling and Invoicing for orders.
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RFQ’s
RFQ’s or, a Request for Quotation is a tool designed to respond to a custom Quote request. Needs for a RFQ will vary
depending on industry however, Tradepoint allows an RFQ to be created tailored very closely to a client request with an
open pricing tool and the ability to email as a PDF or Save the RFQ as one of the following file types: RTF(Word), PDF,
Excel, HTML, Plain Text, CSV(Comma Separated value).

The RFQ interface is shown below. Products and pricing information DO NOT pull from your existing Inventory therefore
any information can be entered into those fields.

[ L P o, AP

Clicking the Save and Print will open the Print preview screen with the options to either print , export to a different file type
or email as a PDF.

Print [,%“"J”' :

The print preview screen for RFQs will start with a default template as shown in the image below:
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Email as a PDF:

"' gWork Center, (DPunchin |

Home Tools Persons W Customers (134

¥ Charles Smith <infor @swog.com>
B James Smith <jsmith@duke-snergy.com> o

Request for Quotation

@ attach ~ | & Request for QuotationfOF ~

bl Feapori-mate jorw band per mood |

Normal  ~ || - - AEIRE
Dkt e Company !
R e e

Jennifer Pardee rhigd

Darwin Productions, Inc.

918.708-1768 - Office -L F ! Cortact Parson:
918-207-6060 Mobile Cas Dols: | [Cisiats)
Ipardee@darwinproductions.net \I Doy Hal s el
www.darwinproductions.net la N

luti i
\/( C I : .
=P evolution Customize ; s

CasoTer o | [Rberncai’
) Pagaitas e bt s ]
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Quotes

Quotes will draw from any existing Products already within Tradepoint. The Quotes screen allows as many products as
necessary with multiple options including:

The ability to edit pricing

The ability to add a Product discount by percentage or amount

Create a Quote in multiple currencies (Quotes DO NOT post to the General Ledger)
Add a date range the Quote is valid for

Add a Shipping Option with any anticipated shipping costs

The Save As file type option

Email as a PDF option from the print preview screen

Add an alternate shipping address

Calculate any sales taxes(based on country and postal code information)

Quotes are dynamic so any changes made to an existing Quote from this main screen will show any changes within the
Print Preview screen. This makes updating a Quote easier through a sales process.

Multiple templates can be saved within Quotes for easy access once the Print/Save option has been chosen.

If multiple Quote templates are chosen, a prompt will pop-up when a Quote is Saved with the Print option.

@ Qucts with Eximated Shisping wed Seles Tex & -

a;.m with Esteuted Shapping asd Sales Tax
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From Quotes to Orders
Quotes have a one-click option to turn a Quote into an Order easily. This can happen from 2 locations within Tradepoint.

1. From within an existing Quote. Note the highlighted option for a one click option to turn the Quote into an Order.

.l_f Tousgeaint lwn o bomem ke Toom e = ) dam
= L L P * D, et 18y 7 P
[ - e

e Euaing
) T T T

L

B L T 1
o P el e, e

f'iﬁﬁﬁﬁﬁkﬂkﬁkﬁﬂﬁkﬁ:x xs:a:;ui

Once a Quote has been turned into an Order then adjusting the status to ‘In Production’ and saving the Order will
direct into the fulfillment process for shipping or prompt for the Purchase Orders to be generated for any drop
shipping needs.
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Web Orders

Web Orders are Orders processed from a website that will show up in Tradepoint automatically after an order has been
placed and payment has been processed through the website.

Web Orders can either be fulfilled directly or they can be drop shipped. Either way they will be pre-populated within
Tradepoint and be visible through the contact that the Order was created under, through the Sales Report(found in My
Business and which is dynamic for click-throughs to a specific Order), or through the Flyout Panel providing reminders for
all Orders with different statuses.

Key points within the website shopping cart will determine how Web orders are processed within Tradepoint.

1. Payment gateways with account preferences often determine of a payment is processed immediately upon
completing a Web order or at the item an order is shipped.

2. For the second option, if the account is verified for the available balance to cover the order and then payment is
deferred until that Order is actually shipped preferences will prompt events within Tradepoint each step of the
Order process. Payment is actually processed on the account at the time the Order is shipped with this option.

3. Most payment gateways support both of these options.

When Orders are processed through the web, individuals with the option set in their profile to receive reminders about new
Web Orders will receive those Orders through the Flyout Panel.

Below is an example of a directly fulfilled order with areas highlighted for detailed options and preferences. In the case of
Web Orders, any preferences from the web order will already be entered in and the Status will be either ‘Credit Cleared’ or
‘In Production’.

Brven fereo Corpay o Wt Frank

[N
- WA, = o 117 e
el R AT, D = 0 4=y | TSR | W Besiribafion Cenkry
ﬁ Ml e
\"h—___ —— R mea
G ircier Cdy -
™ e W
¥ L L e N )
Gand T
-~ gt I Y T V|
| |nama) | Oroer Conbimaston Grad s
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The most convenient way to handle Order fulfillment is through the Flyout Panel with the option to fulfill an Order
through the ‘Fulfill Order’ icon or through the main Orders screen within a contact.

Payment Gateway Setup for Web Orders

A Payment Gateway is a service through which Web Orders can be processed. Payment gateways are not the same as
merchant services though some merchant service providers do also provide payment gateways for processing Web
Orders.

Payment gateways currently supported by Tradepoint include:

Authorize.net

Skipjack Financial Services
Beanstream AIM

Moneris eSelectPlus-Direct
Protix Direct

Google Checkout

Paypal Pro

LinkPoint Connect

Payment gateway Setup happens through the Setup & Configure tool found in the Management Menu.

A ¥ . EE
Y
==iﬂLoaom CTRL+L

Synchronization wih Others

(” Synchronze CTRLeS
Send and Recsaive Data from Various Sources

glmpon Data...

M Export Data,..

|l ¥ Manage Database
™) ) 1{ab

LE

|

The next screen will bring up a series of options for items that can be customized throughout Tradepoint. The tool bar of
icons across the top of the screen shows the sections within Tradepoint where various customizations can be made.

The expandable menu on the left of the screen lists specific areas within each section of Tradepoint to customize
detailed areas.

For setting up payment gateways we will be looking at the ‘Payment Services’ section of Accounting.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide



© Product Manual & Usage Guide — 2009

PowTaYe Seraoes.

Setup the payment gateway for a website by clicking the payment services field once and by clicking the Add Item icon

to create a new payment Service. | Add Item

A list of the currently supported payment gateways will be in a drop down menu. With each service a different series of
fields will pre-populate to complete the setup for the payment gateway. The fields for Google checkout will be different
from Authorize.net, etc.

Fill in the fields with the necessary account information for the payment gateway and test out the service by going
through the shopping cart on the website. A payment gateway will also support orders processed directly within
Tradepoint as well.

Shipping Account Setup Integration for Web Orders
Setting up Shipping Accounts for use on a website and directly within Tradepoint can involve several steps.

1. The first step is to make sure your shipping account has been setup with permissions to process web orders
through your carrier. This may mean a phone call to UPS, FedEXx, etc. to make sure your account has that
requirement supported through the carrier.

2. Next setup the shipping account within Tradepoint.

Shipping accounts are supported by both a Shipping Method and a Shipping Service.

A Shipping Method can stand on its own to provide manual shipping options with approximated shipping rates based on
billing tables created within a Shipping Method.

The second use for a Shipping Method is to be linked to a Shipping Service with the ability to add specific preferences
to the Shipping Service on each Order including:

Billing Tables based on weights to enable approximated shipping rates should an Internet connection be lost
An increased for handling to be built into the shipping rate

A ceiling price for shipping costs enabling free shipping on Orders over a certain dollar amount

Specific Shipping Service types (Overnight, 2 Day Air, Ground, etc.)
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The most common selup is to have one Shipping Service setup in Tradepoint for each carrier which will communicate
electronically with that carrier and multiple Shipping Method's setup in Tradepoint for the various types of Shijpping
Services supported on a website.

Setting up a Shipping Service is done through the following steps.

Access the Setup & Configure tool through the management menu.

A ¥ e 2 -

sﬂ Logout CTRL+L

Synchronizaton wih Others

6 Synchronize TRL+S

Send and Receive Data from Various Sources

glmpon Data... ]
” Export Data.,..

1 ¥ Manage Database
==

The first screen which will appear is the main screen with expandable menus listed on the left. Choose the Shipping
Service options and then the ‘Add Item’ icon to create a new Shipping Service.
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The next screen will show what information regarding the Shipping Service is relevant. This means the field for FedEx
will be different from the UPS information and so on.

The current Shipping Service supported in Tradepoint will be listed in a drop down menu. They include:

FedEx

UPS

DHL-US

Canada Post

Endicia

USPS (Rate Enquiries Only)
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Check off the necessary testing boxes to process tests with your shipping services before you go live to ensure that all
relevant details are operating accurately through Tradepoint and on a website.

When the Shipping Service has been tested thoroughly then un-check the Shipping Services options in Tradepoint to
use your Shipping Services live.

Associating a Shipping Service with a Shipping Method

The difference between a Shipping Service and a Shipping Method is while only a few shipping services will be
necessary, many Shipping Methods may exist depending on the services you provide to your customers through
commercial carriers.

This means if through the FedEx Shipping Service you provide Overnight, 2nd day Service and Ground shipping
options for a website there will be only one Shipping Service for FedEx but 3 Shipping methods for each of those
Shipping methods provided by FedEx. The same applies to each commercial carrier used.

The Shipping Methods established will be visible on the Orders and Invoices window through a drop down menu for
processing directly through Tradepoint.

Any Shipping Methods that have been web enabled (check box option found in the Setup & Configure tool for Shipping
Methods and Services) will also appear on your website within a drop down box in the shopping cart.
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For each Shipping Method setup attaching the right Shipping Service is done after the Shipping Service is setup. Each
Shipping Service setup will be accessible through a drop down menu within each Shipping method setup.

Once the Shipping Services have been setup and linked to the corresponding Shipping Methods your shipping is ready
for certification.

Commercial Shipping Certification

Shipping certification is a process required by the main commercial shippers as a means to establish a path of
communication between a website and a specific shipping account to ensure security for each commercial shipping
account used through a website.

Please Note - Any commercial shipping account has to be enabled for website use before the shipping service can be
certified. This has to be established with the commercial shipper. If an account is not enabled for web usage then an
error will be generated when an attempt is made to certify the Shipping Service through Tradepoint.

Tradepoint has a built in certification process for UPS, FedEx, and Endicia (3rd party provider for USPS) built into the
interface making it easy to complete the first part of the shipping certification process.

Once the necessary Shipping Services and Shipping Methods have been setup according to your account information
then the Shipping Certification tools can be accessed through the Tools Tab.

Each of the main shippers has a slightly different process for Shipping Certification. Each of the certification processes
is guided through using a wizard with complete instructions necessary for each shipper.

Simply click on each icon for each service being certified and follow the steps outlined. Each one of these will have
documents to send to the commercial shipper at the end of the process. Most shippers tale 3-5 business days however,
occasionally can take longer once the certification process has been completed in Tradepoint.
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Direct Orders

Within the customer section Orders has numerous features and two basic views for your products. For companies using
any of our Ecommerce solutions Orders is where you will see any web orders appear within each Customer file after
they have been processed on the web.

For companies that have a few products (being about 50 or less) the list view is ideal to be able to view all your products
with the ability to Tab through each field to enter in quantities and information about your products for Orders. Below is
an example of the List view.
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The ability to customize how your fields are displayed is available through drag and drop options by hovering your mouse
over any one of the light blue fields and dragging it to a different location in the header field at the top of the Order screen.
Should the field you are dragging disappear then it has been placed in the column chooser. Access the Column Chooser
by right clicking on the header field and choosing the column chooser option.

Additional options are available for sorting and grouping. If you click on any option and the appearance of your Order
screen gets confusing simply close the Order and then re-open it to reset the appearance defaults.

21| Sort Ascending

Your column chooser options can be seen in the example to the left.
] Sort Descending

Clear Sorting Once you choose on the Column Chooser Option for Orders the remaining existing
= Group By This Column fields will appear for you to drag and drop within your Order.
FH| Group By Box . . .
Simply click on and drag any other option from the Column Chooser where you

want that field to appear in your Order. If there is already information within those
fields then will pre-populate as you arrange your fields.

= Best Fit

« Filter Editor

Column Choosers are available throughout Tradepoint and they all function the same way. Your changes will be
remembered as you make them. Should your changes not be remembered with the Column Choosers them please
make sure you have received all of your Windows updates as this will affect that function.
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The available items for an Order are listed out so you may easily tab through the fields to enter in data to process an order
over the phone. Additional options shown at the top of the screen with the icons include:

Multiple shipping addresses

Repair or warranty work options

Payment processing

History of shipments

Documents you may need to attach to an Order

Clicking on any of those tabs will direct you to that screen for additional information about the order you see above.

The right hand side of the screen will show your subtotals, shipping options, fulfillment directions, any applicable sales
taxes for each Order. A Status option at the top will show the status of an Order as it is created.

Most web based orders will default to a ‘Complete’ status when the orders are processed online. Once an order status
changes from ‘Submitted’ to ‘Complete’ then you can be prompted to create an Invoice directly from that Order.

If you have set your options to prompt you to create an Invoice from a completed Order within the Company Settings then
you will see this prompt when and Order is manually completed within Tradepoint.

F ™
Invoice Now? ﬁ

Would you like to create an Invoice for this QOrder now?

Yes | Mo ]
LEH

Clicking “Yes’ will bring up the Invoice screen immediately and clicking ‘No’ will bypass this option.

A print option is shown as a check box at the bottom of the screen. When this is checked off then you will be able to
directly print off or email or export your Order in a number of file formats directly from the print preview screen.

In the example Order shown above there is more than one Order form that has been created so you will be directed to this
option to be able to pick out the Order form necessary for this Order.
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Order Form for Zwum and Armor Coat

If there is only one form within an Order (the same will apply to Quotes, RFQs, Invoices, POs, and Packing Slips) then this
screen will NOT pop up to prompt you for a choice of which form.
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Your Print Preview has the standard print preview options plus the Export and Email function at the top of your
screen. The export feature provides several options for file formats that you can export this order in.

UN1] Erpor e g as an Adot Acsobit Document Requires Adots Acvotit o View Each of the export options will prompt you with

| B o D e sy options for saving and opening the Order as the
B ™ Document file type is created. Not all file types have the

- s same prompts so each file type will have a slightly
| e e Repata pan st acan e vewes different prompt.

I T DOt vt ca i e i i o

The email option from the Print Preview screen will automatically generate an email from your profile. If you only
have one email address set up under your Employee profile it will generate the email from that default email

address.
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e . - A-B N D AAECEERRAGOTV 2
The image above shows the email options from the Send Email screen.

The form file type is defaulted to a PDF file type. You can check off the ‘Save under Client’ option to save a record of
this email to a client file automatically when this email is sent.

The Accounting defaults set up within your Company settings will automatically track the activity for Orders (and
Invoices as well) as they happen so there is no need to general entries or entries per product in to a specific G/L
account. Reporting tools and General Ledger functions for searching on specific items will allow you to generate various
reports for different types of Accounting activily for your business as you process sales.

Order Processing for Drop Shipping

Processing a drop shipped Order can be handled in a few steps per Order.

Note: Ifyou are using an Ecommerce solution note that web Orders will still be pushed into Tradepoint through your
website. The corresponding Purchase Orders will have to be authorized with the auto-generate PO tool through each
Order that comes in through the web.

From an Order screen to use the automatic PO tool use these steps.

Check off the Drop Shipped box to enable the auto-generate Purchase Option.
Choose ‘In Production’ from the drop down Status option.

Save the Order.

Check off the Print option for an order (if desired).

mwn =

L |

o
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Even if your Products are set to be Inventoried Items you can over ride that option for each item in a given Order. For
itemns that are set to be non-inventoried and drop shipped this will NOT be an option within Orders.

Once the Save icon is clicked if you have a Preferred Supplier set up for the Product then the Purchase Order will be
automatically generated within that Preferred Supplier’'s account.

If there is not a Preferred Supplier set up then you will be prompted to choose a Supplier through the window you see
below.

.t
Please select the suppher that you wish to use to drop ship SNTL - Soccer-NTL to the selected |
customer.
Cu 2
"Name Company E-mal
Cume, Heather, ,Ms Source - Economic Devepment Contacts edco@sympatico.ca
Customer, John, , Mr. Customer - Example Company
Mr David Cutier Lead - Bombardier Transt Corp
Mr Edgar M Culman Sr Source - General Ogar Holdngs Inc
Mr Mark Cutt Source - Frth Rixson Inc
Nicks, Curt, , Customer - Certfied Publc Accountant

Custom Factory Solutions Suppler !

e

(u Save 6 Cancel

Simply type in all or part of a Supplier's name and a list with the search results will populate in the window. This

example has a partial name, and you can see the results. You also can see the contact type. In this example only one
Supplier was returned as a result of this search.

Highlighting the Supplier and clicking the Save icon will then generate the Purchase Order.

5 Qe P

This Purchase Order has automatically been set up with several options already pre-selected.
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1. The Drop Ship icon in the tool bar is lit since the PO that will be printed out will be for Drop Shipping.
2. The default Shipping Address is chosen and can be seen in each line item of the PO.

Please Note: If there are multiple Shipping addresses you can specify one from the Search icon in the right side of the
Address field. This can also be specified within the Order when it is created.

The related order information is a part of each line item.

Specify the Shipper for this Order

Click the Authorize icon

If your User profile allows also click the order icon to print out the Purchase Order. The print Option screen shown
below will appear.

o0k w

-
Place Order

‘ Please select how you would Mke to place this order:

‘ I Print Out A Purchase Order Form|

v Save eiev:ei

The following screen after the Print Out option is chosen will direct you to the Print preview screen for Purchase Orders.

. —
A Choose Report Template e o) il

! = -
@ Cutlomized Onded

This option will be by-passed when you only have one Purchase Order form available. When multiple forms are
available you will see this before the Print preview screen.

The next screen will direct you to the Print preview screen for the Purchase Order.
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This example is a default report. The email and file export options above are the easiest way to send out Purchase
Orders.

Once the Purchase Order has been Printed, Emailed, or Exported as a file the Purchase Order will be saved to that
Supplier's account and listed similarly to the example below.
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Note: For web Orders the process is the very much the same. Email notification will let you know how many orders have
come in either overnight or when you are away from your computer. Search Tools and Reports can also be used to
bring up all Orders that need to have Purchase Orders generated for Drop Shipping.

Orders — Tracking Tools for Drop Shipped Orders

Tradepoint supports order tracking for drop shipped orders. If you are using the auto create tool to generate Purchase
Orders upon creating a drop shipped Order then the mechanism for tracking the related Purchase Order information
within the Order is pushed back into an Order after the Purchase Order has been Ordered.
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After a drop shipped Order has been created and then a Purchase Order pops up with the drop shipped items listed.
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After the Order has been set to ‘In production’ the resulting Purchase Order pops up.

Note: Your Products will need to have a preferred Supplier set to each product for the Purchase Order screen to pop up
without the prompt to search for a Supplier to assign the Purchase Order to. If you are prompted for a Supplier, then
type in all or part of a name to bring up the preferred Supplier.

After the Purchase Order has been generated once the items are Ordered then the corresponding Purchase Order
information is pushed back into an Order for easy referencing.

If the field (highlighted in the example below) does not show in your Order screen then right click on the header field to
access the Column Chooser options for fields appearing in the Order screen.

21| Sert Ascending Customization @
] Sort Descending
Clear Sorting

Category A
Priority
= Group By This Column Status
FH| Group By Box

# Column Chooser

== Best Fit

7
w Filter Editor

To: and the next step is:

D e L ] Foey merd =1 s L

Once the Column Chooser appears the additional fields that can be dragged into the header fields of an Order that can
be available
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Once the PO information is brought into the Header Fields into an Order then the corresponding PO information will be
available in all of your Drop Shipped Orders.

Invoices

Invoices will appear very similar to your Order screen with the same additional functions and settings. There are a few key
differences between Orders and Invoices to be aware of.

The screen below shows a main Invoices screen with activity. Each type of activity is color coded for easy recognition.

Items in Green are incomplete Invoices. This means that an Invoice has been generated but has NOT posted to the G/L
Yet. ltems in Red are completed Invoices that have posted to the G/L. Items in Blue are payments that have been applied
to those invoices Items in are either Adjustments or Refunds that have been applied to an existing Payment on an
Invoice.
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Activity options are shown with the icons on the lower right of the screen. Please note that each type of item listed will
highlight which different functions in the icons in the lower right of the screen. In this example a completed Invoiced has
been highlighted so all icons in the lower right are highlighted as available functions.

Additional options are also available for viewing data including filter functions and the ability to view the same customer
activity for more than one Division if that applies to your company. There are functions that are protected by security

settings as well.

The invoice filter options are convenient the longer you use Tradepoint because your preference will be remembered and
the more activity you accumulate the more activities for a specific period of time will be applicable.

Invoice
Ched Last 1 Month
T Last 3 Months

i Jomm Last 1 Year
Last 2 Years
Last 5 Years
All

Filter -

RMAs -Returns & Refunds

Filters can also be found in a number of other places in Tradepoint including
Orders, Bills and Purchase Orders.

Highlighting any Invoice will light up the Refunds icon for you to process a Return, Exchange or Refund within Tradepoint
for a Completed Invoice. The screen you see below is an example of a Refund screen for an Invoice with multiple items on
that Invoice. The option to choose specific items and whether or not they are exchanged or just returned is also available.

T -

Eartunged a1 FTCE
EMI1D - Owriecie i Sk

Check boxes and drop down menus are available to specify which items are being returned and in what condition. Your
Reimbursement Type can be customized through the Blue Plus icon next to the field where you will be redirected to the
exact field in the Setup and Configure Tool to add a new Refund Type.
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Tradepoint supports manual Refunds where the details of the refunded items are processed within Tradepoint however
any payment is processed through another interface.

RMAs and Refunds are processed on the payment screen of an Invoice that has been completed and payment has
already been processed for.

Within a Refund product properties supported here include:

Quality of Goods f

Exd'langed%( Typ

| T A
Like: New ‘,
Open Box

Damaged Goods

Whether or not an item is being returned or exchanged. (check boxes on each item)
Products with any Types(colors, sizes, etc) and serial numbers

If a product is being Exchanged then for which one with any Types and serial numbers
product price and exchanged item price

Any additional Shipping Costs

Any handling or restocking fees

Any Sales Taxes

The ability to Print out a receipt after a manual or unlinked Refund

Check based payments for manual refunds can be issued through Tradepoint by clicking the Print option when completing
a manual refund.

Unlinked or Electronic Refunds

Tradepoint also supports unlinked refunds which is an electronic refunds (which must be a feature supported by the
payment gateway service being used such as Authorize.net) which will allow either an electronic refund to be completed
through Tradepoint.

5.
_
o

Unlinked Cree® :
Allows a blind credit to be applied to a credit card, will complete the retums upon success.

—

Unlinked Refunds can be processed to the original payment method used for the Order or be refunded to an alternate
payment form.

A prompt will pop up at the time an unlinked payment is attempted.
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| Continue With Unlinked Credit? "R e’
|

| Warning:
l::
‘ Upon successfully completing the Unlinked Credit, this Return will be
completed and closed automatically,

Please make sure you have completed all the information required for }.‘
this Return before continuing.

Continue with Unlinked Credit?

[ Yes ] No | |

Clicking “Yes’ will direct the user to the screen to enter in the account information to receive the unlinked Refund.

Unfinked Credit w

Complete the required information below to complete an unlinked credit to the person's credit card.

The amount that is being refunded is based on the grand total of the refund. Once the transaction is
complete the Refund will be completed and closed.

1f you do not wish to continue, please close this window to return to the Refunds screen,

INams on Card: ABC Corp q
cardw:| 4000 0000 0000 0000
Bmiee: | 12/10 cove:| 123

Credit Amount: 58?00

Once the Refund has been completed it will appear on the Invoice screen attached to the Invoice and payment the Refund
is related to.

[

Tradepoint does not process Return and/or Refunds electronically out of the box. Your payment gateway account settings
will determine whether or not you will be able to process unlinked Refunds electronically through Tradepoint without
having to log into a secure website or portal to process a return after it has been processed in Tradepoint. Some providers
currently support this feature such as Authorize.net

Each of the Merchant Service companies provides different tools for handling electronic Refund and Returns.

Payment gateways currently supported by Tradepoint include:
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Authorize.net

Skipjack Financial Services
Beanstream

Moneris eSelect Plus Direct
Google Checkout

Protx

Paypal Pro Service

Link Point Connect

Adjustments

Adjustments can be added to an existing payment on an invoice. Highlighting a payment and clicking on the adjustment
icon will open the screen you see below. A few options will be set as a default:

e The total of the payment will be in the highlighted screen. This is editable to match the amount of the Adjustment.

e The Deposit account will be set to the defaults you have in your company settings. This can be changed by
clicking on this field and choosing a different account

e The date can also be edited by clicking on the field and using the dynamic calendar built into the field.

[ _Pq'ﬂ.'ﬂﬂ
Lecarrd By i
Gl el
Dmie ol Fawmoat

TR

oo Ml 5% ity 17, 000 Tl 900 001000, il a0 TR

\

-.p-.'b-n;
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Changes that are saved will automatically be applied to the payment and show up in the Invoices screen as a Yellow item
linked to a payment in the Invoices screen.

Each Customer, Reseller, and Supplier has the ability to process Invoices, Returns, refunds, Adjustments and Pre-
Payments on a contact by contact basis.

From within the G/L directly you can create and process Invoices and as they are assigned to a contact they will also
appear in the contact file under Invoices as they are processed within the General Ledger.

Applying one Payment to Multiple Invoices

Applying a single payment to multiple Invoices can be done two ways.
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1. From an Invoices screen highlight multiple Invoices by holding down the Control key and clicking on multiple
Invoices.

Tomngreazet O Teme _v:h_f"_
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Click the New Payment icon. | Nev Payment,

The payment screen will open with the items highlighted already entered into the line items so payment can be applied.

o
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Choose the Payment Type (check, cash, VISA, MC, etc.). Verify the deposit account and adjust if necessary. Click the
Save button and Print to Print out or email a receipt for payment.
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‘ T

2. The second option to apply one payment to multiple invoices is to click on the New Payment icon | New Payment from
the Invoices screen.

If any Invoices had been highlighted they will show up already pre-populated on the screen. If not Invoices which still
need a payment applied will appear in the drop down menu in the payment screen.
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Pick one or all existing Invoices for payment and Save/Print to apply payment and print out a receipt.
Deposits/Pre-Payments

Accepting a Deposit/Pre-Payment happens in the same way as taking a payment on an Invoice only the option to
specify a payment as a Deposit/Pre-Payment versus a payment.

To be able to accept Deposits/Pre-payments a Trust Account will need to be setup in the General Ledger. A trust
account is where all Deposits/Pre-payments will be allocated until a time as they are assigned to a particular Invoice as

payment.
¥ '_ 7

From an Invoice screen click on the New Payment icon | &% Payment]

On the payment screen be sure there are no allocated items listed.
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Check off the payment type. Click the Save icon. Check off the print option if a receipt of Deposit needs to be emailed to
the customer.

The following prompt will appear next.

Allocate to Trust? [

You currently have not allocated the entire amount of the payment to
outstanding invoices. If this is a pre-payment or downpayment then this payment
can automatically be allocated as such, Would you like to allocate the remaining
amount to your trust account?

Ly J[ % |

Click Yes. The invoices screen will show the Deposit/Pre-payment as a listed item in that screen.

Applying a Deposit/Pre-Payments to an Invoice

To apply a Deposit/Pre-Payment to an incoming Invoice go to the Invoices screen and double click on the Pre-Payment.

Currer; Balarce 38024 Curmen PowtDlabed Belence m

| Type Teens & Dtz ] Risference 25 Balance Pl Balarce:

The payments screen will open with the pre-payment information already populated in the fields.
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Choose from the drop down menu the Invoice/s the Deposit/Pre-Payment will apply to and Click the Save/Print options
to apply the Deposit/Pre-Payment to an Invoice.

Vecktion - [l Amgmant]

The results will appear just like an Invoice with a payment applied. Any additional balance will appear in the top field in
the invoices screen and in the P/D Balance column.

Tvom Trang # Ciabe foront Raference &y Balsrce P Balarce

Credit Memos for Customers

Applying a Credit Memo to a customer account follows the same process as accepting a Deposit/Pre-Payment to a
Customer account

7o be able to apply a credit memo a Trust Account will need to be setup in the General Ledger. A trust account is where
all credit memos, deposits, and pre-payments will be allocated until a time as they are assigned to a particular Invoice
against a payment.

.%:i

From an Invoice screen click on the New Payment icon | & Fayment]

On the payment screen be sure there are no allocated items listed.
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Check off the payment type. Click the Save icon. Check off the print option if a receipt of Deposit needs to be emailed to
the customer.

The following prompt will appear next.

Allocate to Trust? [

You currently have not allocated the entire amount of the payment to
outstanding invoices. If this is a pre-payment or downpayment then this payment
can automatically be allocated as such, Would you like to allocate the remaining
amount to your trust account?

Click Yes. The invoices screen will show the Deposit/Pre-payment as a listed item in that screen in blue.

Apply a Credit Memo Against an Invoice

To apply a credit memo to an incoming Invoice go to the Invoices screen and double click on the Pre-Payment.

Currerst Salarce §301.24 Curmend PowtOated Bulance m
Aocounts Receivable Details
1

| Type Trans 8 Date BTOird Faeference &5 Balsnce P Balance

The payments screen will open with the pre-payment information already populated in the fields.

Choose from the drop down menu the Invoice/s the Deposit/Pre-Payment will apply to and Click the Save/Print options
to apply the Deposit/Pre-Payment to an Invoice.
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The results will appear just like an Invoice with a payment applied. Any additional balance will appear in the top field in
the invoices screen and in the P/D Balance column.

T Trang # Ciate Aot Raference & Balarce P Balaree

Resellers

Resellers supports all the functionality available present within Customers as well as tools to support companies that
use Resellers to distribute their products and services.

The main screen for Resellers will appear very much like Customers with and additional icon for Products Owned and
Lines in the main tool bar.

;Owned‘ Lines

Products

Within Customers the Products owned track each product that is sold to Customers. This is the same for Resellers with
the ability to track the Name and contact information of that product if sold to a different contact. This feature is ideal for
providing any warranty support for your Resellers.

Products Owned

Products Owned track the details of any products purchased by a Reseller. Product purchased will automatically be
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pushed into this section (based on the preference set on all Products). Products can also be added manually if
necessary.

Product details can be edited after a Product has been sold. This supports tracking Reseller sales for each product.
Additional information tracked within Products Owned includes:

Product/Service Name & Model #

Purchase Date

Attributes (properties in custom specified fields)
Serial Numbers(if applicable)

Service Type/ Service Dates - This pulls from set Service attached to a product and any date that is related to
the Service type (ex. 1 year warranty which expires one year from the purchase date)

Shipping Address - Address of Reseller or contact Product was sold to through Reseller
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Clicking on any existing products Owned will open a details screen for that specific product to be able to provide
additional detail and follow up activity on that product if necessary. This is ideal for providing support for Resellers for
serialized products and any warranty support.

Actions that can be performed related to a specific Product Owned include:

Track Sales Details and Accessories

Create Custom Fields and Notes

Create Call logs specific to the Product Owned
Schedule Appointments for on-site visits with clients
Create Work Orders within a Product Owned

Product Lines

Product Lines support tracking other product lines that Resellers are also carrying in addition to the product and
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services they sell directly. A simple screen structure enables multiple products/services to be entered easily within each
Reseller.
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Account Information

Resellers support the ability to enable specific Account Settings which support ongoing communications and
preferences related to shipping, shipping services, price lists and automatic triggers for email communications.
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Credit Information for Resellers

e Credit Limit - Establish Credit Limit here. /f this option is used then any Orders/Invoices placed that go over the
limit with an unpaid balance will be prompted that the Credit Limit has been reached and the balance will need
to be paid or a higher limit set.

e Payment Terms - Payment terms specific for this Reseller.

Prices and Quality

e Price Lists - Set Reseller Price List. Any Price List set here will push pricing information into orders/Invoices and
extend to the webs for use through the shopping cart.

e Discount List - This list will set a limit on the discount that can be set through orders/Invoices and through the
web.
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e Preferred Quality - Default, Best, Fastest, Cheapest - Product re-ordering for this Reseller will be defaulted by
this preference in Purchase Orders. (This option is editable.)

Drop Ship Options for Resellers

e Quote Report - Automatically pulls up a Quotation for a particular Reseller when the print option is chosen
within Quotes. This option requires more than one Quote template to be setup in Quotes.

e Order Report - This option assigns a specific order template to a given Reseller and functions similarly to Quote
Report. This function also requires more than one Order form to be set up to function.

e Packing Slip Report - Automatically pull up a customized packing slip for a particular Reseller for drop shipping
purposes. There must be more than one customized packing slip already set up within Packing Slips to
function.

e Invoice Report - Automatically generate invoices on behalf of your resellers when more than one customized
Invoice is set up. Supports drop shipping for Resellers.

e Order Status Template - This option assigns a specific order template to a given Reseller and functions similarly
to provide a status email for a specific order. This function also requires an email template to be set up.

e Order Status Email - This option pulls an assigned email template for a status report for a specific order to a
given Reseller and functions similarly to provide a status email for a specific order. This function also requires
multiple email templates to be set up.

e Shipment Status Template - This option pulls an assigned email template for a shipment status for a specific
order that has been shipped to a given Reseller and functions similarly to provide a status email for a specific
order. This function also requires muiltiple email templates to be set up.

e Shipment Status Email - This option pulls an assigned email template for a shipment status report for a specific
order that has already been shipped to a given Reseller. This function requires multiple email templates to be
set up.

Shipping Information

Shipping Method - Preferred Shipping method for Reseller.
Freight Terms - Preferred Freight terms for a given Reseller.
Shipping Address - Store multiple Shipping addresses as needed.

Enable UPS 3™ Party account shipping - For Resellers requiring this option. This must have the UPS Account
information filled in to function.

Warehousing

Setting up a single warehouse location

Setting up a single Warehouse in Tradepoint is a easy to do process involving:

e Naming the Warehouse
e Adding Contact Information

Activity having to do with products, transfers, adding inventory and receiving items are processes which can be
accessed through Warehouses or at different access point on the Supply Side in Tradepoint.

In Tradepoint starting from the Home tab, click on the Warehouse icon to create a single Warehouse. The ‘New’ icon in
the lower left will open a New Warehouse.
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Add the Name of the Warehouse and then the address along with any additional address and contact information. The
single Warehouse has been setup.

From here the Warehouse will pop up as an option when:

Receiving Inventory

Creating POs as an option to where the items will be received
Inventory Adjustments

Warehouse Transfers (requires more than one warehouse to be setup)

Setting up Multiple Warehouse locations

Setting up multiple locations is repeating the process for setting up a single warehouse location. When more than one
location is setup in Tradepoint it will appear as shown below.

LR e B ™ LocationsSioce Fronts (3) X

U

Narehouse Details
e Current Adjustments Transfes Shipments | g

nfo | Notes

Quick Find N
Name | Address J 123 Main Street

Main Distribution Centre Coldweater, ON
LOK 1E0

CA

L ETUES Pier Warehouse

Pser Warehouse
Frontage Warehouse

; . " O Ll D atic
Multiple Warehouse [ ‘
[ i Phone 1|+ (703) 555-1234 | \
Phone 2 | \ ‘

Warehouse Tools — Current

Within a Warehouse the Current icon will show the current product details including Inventory levels, what is allocated to
open Orders, and where an item is in the Warehouse within a given location. Click once on any Warehouse and then
click the Current icon on the top tool bar and the Current screen will open.
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These numbers will update as orders are processed and products are received into the Warehouse so, these numbers
will fluctuate throughout a given day.

Warehouse Tools — Inventory Adjustments

Adjustments on existing Inventory can be done through the Edit icon seen within Warehouses. If you have multiple
Warehouses choose which one to adjust a specific item.

Highlight the item to adjust and click the ‘Edit’ icon in the lower right of the Warehouse screen.
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Add To Inventory [[f=sl

The Inventory Adjustment wizard will open up and walk through a three step process to adjust an item.
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The first screen will have 4 options for the inventory adjustment.

Quantity and Accounting

Damaged Goods

Valuations

Quantity Only

Quantity and Accounting - Use this option for setting up Inventory for the first time or when doing an inventory review
(and adjustment) and accounting information on products is correct for the current quantity in the Warehouse.

Damaged Goods - Use this option to return damaged goods to inventory and to adjust all accounting appropriately.
Please Note: This will require a Damaged Goods account be setup in the general ledger.

Valuations - Use this option to update your inventory valuations for the selected items.

Quantity Only - Use this option if the accounting information is correct for the number of items actually in inventory but
the quantity is wrong. Please Note: This scenario is not possible within Tradepoint unless accounting information and
inventory were imported from a different software system.

Once the correct option has been chosen (the majority of adjustments will be the top option in the menu shown above
for quantity and accounting information) then the next screen will prompt for information about quantity of the product
and whether or not those products are coming from a shipment or not.

= Adding Remaving

If you are correcting a mistake in a Shipment, please specify the shipment now:

5hipm&nt| v|

Please verify that the Inventory Valuation that was automatically filed in is correct:
Inventory Valuation | £2.50 -

If the inventory adjustment is not from a shipment then choose adding or removing and verify the valuation and click
Next in the lower right corner to go to the next option.
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e B

The quantity is highlighted at the top of the screen and each item is listed. Click the Next icon in the lower right to go to
the last option to enter in a reason for the adjustment.

vy e

—— = =

» III - il “ ‘a 1

A reason is not mandatory, so clicking the Finish icon will close out the screen and update your product. The reason of
adjustment will be visible from the adjustments screen giving you an overview of all adjustments in Tradepoint.

Transfers

A transfer requires at least 2 warehouse locations to be present in Tradepoint.
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Frontage Warebouse

Creating an Inventory Transfer is done by highlighting the warehouse the Inventory is coming from, clicking on the
Transfers icon in the top toolbar and then clicking the ‘New Transfer’ icon in the lower right. A wizard will walk through a
few questions about your products and where they are going to.

Welcome to the Trarsfer nventory Waard, Ths wizard wil wak you through
transfering nventory from one Cation to another, keeping track of the
transfer nciuding the current valsston of the nventory. To begin, dick next.

Next specify the destination Warehouse.

Destination Warehouse/Store Front

l

Frontage Warehouse
' Main Distribution Centre
| Pier Warehouse

Then specify which products and how many of them on the next screen.
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The next prompt will be to finish the transfer and then the products will be transferred to another warehouse.

Shipments

The shipments section of Warehouses holds a history of all incoming shipments into Tradepoint. This means as
shipments are received the history posts to the Shipments section of Warehouses

uick: iod 4 Man Distrbuion Centre
Naree 7304 Farksen St
Mo Datitution Contre Naw Yerk NY
4623
| Per Warehouse

Frontage Warehoure

[Ratwece 2 | ShigongMetd Regefend On | Froossssd On Sk o

L0 s Ocrjqor Cetjeny Custon Pactory Sokstors $73.:
10307 < det N ek Facker p Sokdorn

wose? s aulsor Cetany Cuatore Fackr p Sckstors [ bR
L0030 s oa/sor Cey3ny Cuators Fachry Schaters 20859

[ o0 h) w3 S Sepor AL Saxioowg Congery 1409
540907 s S0 Sen/2 07 AAL Semsonng Congerny 2N0M
07 w5 S0y Sepy2407 2AL Sexsonwg Congeny $335.00
07 w3 S007 Sen2907 243, Sexsorng Company 2.5 -

Double clicking on any one of the Shipments will open up the details of a shipment.

Date of Fatry Sep/ 1472007 Shipment: 7873192153CC

Precessed O Sep/14/2007 e it et

Refercoce No Nethod (FS

Product Trow Tz Unt Prce | Urst Weght Masz Lmts Tats Weght

Soc0er $TL L0 206 1%y LEO000 |
| Doy 1ML o000 50 By zs:«oi
LT 0000 2.0 “e 140000
Beschbed HTI 10000 206 55 190000
Tetak $33.28 1140000
—hm

The main screen will be the manifest details and any damaged items, Notes and Ship To Details can also be accessed
from this screen.
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Receiving Inventory

Receiving products can also be accessed from the current screen in Warehouses. The ‘Receive Inventory’ icon in the
lower part of the screen will open the receiving wizard (ltems can also be received against a specific Purchase Order
through the Purchase Order screen of a Supplier with a specific PO highlighted).

F10001 - Siver 1/2" Axle Cap Bn C678 0 0 1,203 385 818
F10002 - Siver Gider Bearing .. Bn C679 0 0 1,105 555 550
- Rirs CRAN n n t 110 115 5

» | = M4

The receiving wizard walks through a few steps to bring in Inventory. There is also an option to create a PO on the fly
for items that are being received but did not have a PO created.

The first step in the receiving wizard will prompt an option to choose from an existing PO or to create a PO and link it to
a Supplier.

£ Pending Shipments
Purchase Order |
| PO#: 0 Duke Energy Gas Transmission 2, Ordered On: Aug 13, 2007

lPO#: 32 Furniture 451, Ordered On: Jul 02, 2009

{PO#: 31 Bird's Eye Vegetables, Ordered On: Jul 02, 2009
New Shipment

To generate a PO use the option on the bottom.

Pending Shipments

Purchase Orger

£ New Shipment
Supplier  Furniture 451 v
Shipping T\ -

Drop Shipped
UPS
USPS Priority Mail

The next option will prompt for details about the products in a shipment, any unanticipated items that may have been
shipped and any damaged items.
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After any products, unanticipated items and damaged items have been entered the final screen will have an option to
create a reference number and a check box option to automatically create a Bill based on what has been received.

If this option is chosen once the Finish icon is clicked on the final screen then the next screen will be the Bill that has
been created.

Tames
Ten 1| | .00 -
Tant| | .00 -

&

[Cezfrak]

Complete

u!-v
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Click Save if you might add items to the Bill later, otherwise Complete the Bill and the screen will direct back to the
Warehouse screen.

Inventory Reports
The Warehouses section includes 4 customizable reports for Inventory.

Jll CB - Crrcuit Board-3Pack

Inventory List
Prints an Inventory List for the selected warehouses
Inventory Valuation

Yrn ventory Valuation List for the selected warehouses

Allocated Inventory By Product

£nnts the allocated inventory in the selected warehouses by product

Since these are customizable different reports can exist. When more than one report has been setup the next prompt
will show a menu with the different report options to choose from.

T
&Dﬂﬂ“m"
| T (Dabetn Comrican Papert ]

An option to Delete any additional reports other than the default template can be found by clicking on the right side of
the reports,
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QeI AT @y e
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DN Damo Compusy Inventory - Allocated Items
Sara, 0N
ARl
(2
1{222) S2e 8185

89000) - Patio Chale

ConksctWame Rem ¢ Rem Dot M ilocmvab
Patn Dutributer & Supply D102 W12/90 s»t(

Pati Ditributer & Supphy o102 0 12/99 40 $e00.00
IO ST IGO08|

820002 - Patio Table
Pato Dutridbuter & Suppy o002 he 1298 10 $000.00
Pato Datriduter & Supply o102 1299 10 ]

20, $1,600.00
D000 Outside Patio Set

0
Home Depot %W 1299 18 6080
Harrw Depet [ 1206 [ $3.600.00
Patio DEtTbUter & SUDDYY GO102 N 12/69 25 o
Tato DEIEUTer & Supply B0107 NE1550 ™ S {173]
86, $17,200.00

Use the Customize option highlighted in the top tool bar to add a logo or make other customizations to the report. Save
your changes and the additional report will be in the menu when choosing the print option for Warehouse reports.

Products

Product Setup

Setting up a single Product (that will not be visible on the website) for the first time involves entering some basic data
about the Product.

L&) :
mwae,.. RO s o B g Bemem iy

B R - Sowtnes O Sy R Bamen L0

~arewe

Qe el
- Lopens lﬂ.
~r
SN O Mansacts e Pety
000 Fase Tk
pes—
- . ™ [p— s
Aot T fap 23T / Sk v . ok e .
Cacemaset i ek v s
e i ek Tenan e L - -
T
=
=
Ao e %
New Dewe e §

The fields highlighted are the fields you will need to fill in as basic setup for a single product. They are also listed below:

e Name - This is the Product name that can also include a description up to 350 characters.
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Model/Part # - Any Model or Part Number you assign a Product needs to be entered here. This can be any alpha-

numeric combination you assign to a Product.

Category - Choose at least one Category. The Blue Plus icon will allow you to set up product categories on the fly

as you need them.

2 Category - Also called a product sub-category, this is optional but will be in relation to the first Category you set

up. The blue Plus icon will allow you to set up 2 Categories in relation to the main Category as you need to.

Retail Price - This is the price you sell your Product/Service to you customers for. (This can be edited as needed

within each Order or Invoice generated.

Available On - This will default to the date you create the Product but can also be set to be available at a later date

using the calendar embedded in this field. The arrow in the far right of the field will open the calendar.

Costing Model - Three options are available in this field.

1. Valuation - This is the model that most businesses use that will allow you to factor other costs into the base
cost of your Product.

2. Average Costing Model - Allows you to manage varying costs when purchasing Products.

3. Per Purchase Order Costing Model - This is for Products whose purchase price can vary each time it is bought
and will allow a Products cost to vary on each Purchase Order.

Base Cost - This is the base cost that you pay for the Product before it is available to your customers.

Product Preferences - Check off the relevant boxes for a Product’s preferences. (Non-Inventoried, Assembled, or

Item is Drop Shipped) Each of these items will enable different options that will be active during the Ordering

process. For example, the ‘Item is Drop Shipped’ option will enable an automatic tool to create a PO when an

Order is set to ‘In Production’ and Saved.

Assigned Accounting and Taxation Rules - These will pre-populate for each product if they have been setup within

your Company Settings. If not you can choose each default account that will then follow the activity with a Product.

For your product valuations if you choose the valuation model you will need to create at least one valuation for that
product (even if the values set are all zero). A valuation is typically an additional cost that would not otherwise be
accounted for within the cost of a product.

Some examples of valuations include:

Additional shipping costs (especially overseas freight)
Additional Handling fees per Product

Printing costs per product

Packaging costs

Clicking the Start Date field will create a valuation with a zero value. This will allow full Product functionality even if you
don’t have any additional costs for your Products.

Please Note: If your Products are not Inventoried items, or they are services, or drop shipped you will not need to have
any Valuations. Once the check box for those preferences is checked off then you will NOT be prompted to create a
valuation.
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For the valuation option of ‘Per Purchase Order’ and ‘Average’ the valuation option is NOT required.

Sales Taxes

For sales taxes to be applied in each relevant Order/Invoice each sales tax your company collects is setup within
Company Settings and also applied to each product and service that is taxable.

Generally Sales Taxes have to be collected based on the location of your company and where you sell to. Please check
with your Accountant for what sales taxes will be applicable to your company.

For example, if your business is located in New York State you will have to have the sales tax for New York at the
minimum established in your Company Settings and also have that tax applied to each Product and service you are
selling to customers in New York.

Getting to Sales Tax Settings within a company follows this path from the Home Tab.
Home--> Tools tab--> Company icon--> Divisions--> Double click on listed Division-->Sales Taxes

Once the Sales taxes are established in the Company Setting they will have to be attached to each product you have for
sale in products.

This allows you to apply Sales Taxes to the Products which will have to have sales taxes collected on and allow
others(usually non-Inventoried items and specific services depending on the industry) that may not require sales taxes
to not have sales taxes or have only specific sales taxes applied to those Product and services.

Each product listed in Tradepoint can have one or more Accounting Rules and each Accounting rule will have Sales
Taxes as a part of that rule.

W BT § 02— 1 00E

Spchen tvvewmoy ‘Au'v& Seechaeors Coepemn C

This example shows only one Assigned Accounting and Taxation I_Rule present on the listed Product. Applying specific
tax rules for a given Product can happen by clicking on the highlighted tax field to check off specific taxes.
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X
[fr— o 1 Multiple sales taxes are supported within Tradepoint as well as the
GET application to specific products and services.
PST
VAT Sales taxes will then be applied to only orders and invoices where the
respective postal and country codes are present.
This allows companies who sell to more than one market to support
VAT for the UK and Europe and GST for Canada as well as any
relevant sales taxes for applicable states in the US.
GST, PST, VAT S

As additional sales taxes are added to a Company they will also have to be added to each product to be calculated
within orders and invoices.

If your sales taxes are not coming up in orders and invoices then check the following items;

o Make sure the Product has the Sales tax checked off in the accounting rule for the Product.

o Check the Sales Tax in the Company Information to make sure it has been marked as a national or provincial
(state based) and has all the information as a part of the Sales Tax rule for the Company.

e Postal Codes check to make sure the zip/postal code is formatted correctly in both the company profile
information and in the contact where an order or invoice is listed. /f the zjp/postal codes are not formatted
correctly then sales taxes won't pick up properly in sales.

Product Valuations —Benefits and Why they are necessary?

Tradepoint uses product valuations to provide an accounting mechanism for Inventoried items to allow for any
necessary depreciation over time and to track additional costs per item that otherwise would not be accounted for.

For example, if a company is selling a product that also comes with literature for instructions and specialized packaging
similar to what is used for shipping computers and computer hardware any costs associated with literature, and
packaging can also be associated with that main product.

What this means is you have a more accurate picture of the actual costs and resulting profitability built into products
instead of taking into account additional costs after the fact or dealing with unexpected losses because costs were not
tracked at the level of detail necessary.
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Not all companies may necessarily use product valuations however, it is recommended even on services to track costs
over time and as sales happen.

Multiple product valuations are supported and can be added to a product using the New Valuation icon. le

Product valuations are found in the Accounting settings of products and are required only on Inventoried products.
When a product is marked as non-Inventoried the Valuations icon will be grayed out in the tool bar.

I Types
T3 Price Lists

emth

g O =

Specificions Competors Accass O Teaser Ou

LETTE Consulting Services

Model/Part &

Export Code

(=L ELE Billable Senvices

2nd Category

3ed Category -+

Retail Price $150.00 - Sodk Weigh
Avatlable On | Aug/10/07 - Stock vol
Discontinued On | . M

[V Add to Customer’s Products Owned upon sale

Costing Models — Options and Benefits

Tradepoint supports multiple costing methods for businesses with frequently fluctuating costs or who need to be able to
adjust on a per purchase order basis the costs of the products they are ordering.

The three costing models Tradepoint supports are:
Valuations -
Per Purchase Order -

Average -
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Costing Model |Valuation

Valuation

Base Cost
Average

Per Purchase Order

Quantity Price Discounts

Tradepoint supports quantity price discounts (also called ‘price breaks’) to provide an automatic discount for quantity
purchases. When quantity price breaks are applied in Types they will automatically be triggered:

o When an order is created manually.
°

When an invoice is created, or results from an order being completed.
When a web order is being created if one of our Ecommerce solutions are being used.

A product price break in the types of a product will look like the image shown below.
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Types can also be used for product matrices and packaging configurations so, the icons are labeled New Root Package
and New Child Package. For setting up quantity price breaks click on the New Root Package icon to open a new line.

Type in the name of the product and a model number (the model number here can be different that the main

Enter in the minimum and the maximum quantities for a given discount level. This means if one quantity price

break of 15.99 applies to between an item being purchased at a quantity between 1 and 10, then the minimum

1.
model number of the product).
2.
quantity being entered should be 1 and the maximum entered should be 10.
3. Enter in the price for that quantity range.
4. Changes will be saved once the screen is refreshed.
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Once price breaks are entered for products they will be picked up automatically through the ordering and invoicing
process

Within an order the items will automatically pick up the price breaks.

Rl Waters, Frank

i Order Date

Customer L L My 1 (2000

Descrigtion - - SR Submitted

1.9 TetalLabou

mol oo SR
o T —

Warshyse 'Msin Distridution Centre =

Each of the quantities correspond directly to a price created in types of a product listing. The quantities each reflect an
amount within each of the price break discounts set in the product example above.

Quantity price breaks will apply automatically to Ecommerce product listings for display on a website using one of our
Ecommerce solutions

Types: Tools for Product Matrices

Product Matrices are supported through types in each product listing to extend multiple properties per product. This
means a product can have different colors, sizes, properties and even prices per type.

Using types to support product matrices will look similar to the example shown below. In this case each product is listed
out in types with the product property (in this case color and a price difference) being a part of the listed type.

80 G @am.. g O e W @ Ee ) @

s-hn Yalbon Suzghms Fwenky & t-‘ﬂﬂ’-ﬂ' Hatm u"" Tokiw Srvarviay I;"_:Im.— m._m m

Quick Fnd _H [LFTUTH Patic Tabde
| Tnewns T strot » (I <o+ I

bxer cote

Lelic Sl Fisichad Goods

eLLLE L o il Ftic Furnibure

Fed Cabogery

Once the product matrices are added to types in a product listing they will be available to be added within orders and
invoices.
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Darwin Demo Compary
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Different products are supported on separate product properties and reflected here within an order.

Note: When using types to support product matrices, remember when orders are being placed a type will be required for
each product specified in an order or invoice. If a type is not specified you may see a red dot (hover over the red dot to
see what is missing) or hear a sound. If the sound is present then hover the mouse over the header column and choose
the column chooser to bring in the types field to the order or invoice

Ecommerce Tools for Product Setup

To setup your website product listings for your Products the additional steps outlined will also need to be followed in
addition to the basic product setup outlined above.

After your costing model, and at least one valuation and at least one product accounting rule is setup you can list the
Product on your website with specified preferences on the ‘Page Layout’ screen.
r
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Once these preferences for your product listing have been enabled here the product will appear on your website within
a few minutes as Tradepoint synchronizes to your website.

The Page Layout screen shows humerous options that can be enabled at the time a Product is set up or one at a time
as you bring on new Products.
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Your

Your

Your

Product Visibility Options include:

Show on Website - Click this to make your Product visible on your website

Allow Sale on Website - This option will enable the shopping cart and ‘Add to Cart Option allowing the sale of your
products on your website.

Featured Product - This option will make your Product a Featured product on the main page of your website. It will
appear with the guidelines established by your Cascading Style Sheets (CSS) in your website design.

Page Security Options include:

Allow Anyone to View your Product - This option will have a Product listing be visible to everyone who visits your

website.

Any other security profiles you have set up will also be options if you do NOT want anyone to view the Product on
the website. This option is used often in cases where there are products available for wholesale (as an example)

or are only meant for specific types of customers.

Product Page Options include:

Specifications - Enable the Specification you have set up to be visible for each Product on the web. This is ideal
for electronics or Products that have details relevant to their purchase.

Accessories - This option will enable any up-selling tools within Accessories. If you have any items enabled in this
section then they will be activated within your Product listing with the option to purchase the Accessory when this
item is checked off.

Image Gallery - For Products with multiple images in addition to the Main Product Image they will be enabled
when this options is checked off. Images may need to be sized to the desired size (i.e. thumbnail size 125 X 225
pixels) to appear correctly on your website

Documents - If you would like your viewers to be able to download resources from your Product listings then
check off this option.

Request Information - This feature enables the email message option on your website for information about a
specific Product.

Support - This feature enables the ability to email you for Support on a particular Product directly from the Product
listing on the web.

Related Items - This option will enable the up-selling tool for Related Items on your website. Any Products you
have enabled within the ‘Accessories Of section will be visible with the option to purchase Related Items directly
from the product listing.

Reviews - Enable the Product Review section for any given Product by checking off this option.

Search Engine Optimization Tools:

Page Title - Enter in the Page Title to be a part of the searchable tags within each product page.

Page Description - Any Page Description you want to be on your product Pages enter that information here. It will
automatically be a part of the meta tags on your Product Pages.

Page Keywords - Enter in your keywords for each Product Page. Each Product Page is its own web page so each
product page can have its own keywords that are unique to each Product.

Note: Once these options are checked off you will have to have content in each of the respective sections for the
Product to have a complete listing on your website. Most content for your Product listings can be imported in using the
Data Import Tool and others can be specified by each section.
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Teaser

The Teaser is often a short description of a Product that is linked to a page with the Over view or longer description.
Teaser pages often will be linked to the Overview Page.

This example shows content in the Teaser section for a Product listing.
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Please remember that internally the Teaser function and the Overview function will look the same within Tradepoint but
will appear differently on your website.

The example below is a good example of the Teaser Page function.

PRODUCTS THAT MAKE A DIFFERENCE
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Each of these short descriptions link into a Page with the longer descriptions and other tool enabled.
Overview

The Over view section of Tradepoint appears very much the same as the Teaser section however your CSS for Product
Listings will determine the layout and appearance of your Product Listings on your website.

The top section of the editor in both the product teaser and the product overview contains a tool bar for graphic
elements. This will allow you to format the text as well as add images to your Product listings in just a few clicks.
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The ability to add images to teasers and overviews and hyperlinks is also contained in this tool bar.

An example of an Overview with content is shown below.
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Once this information is on the web it will be arranged base on your [references through the CSS in your website. Below
is an example of a product Overview.

Any content and images that are edited through Tradepoint will also be posted on your website as soon as Tradepoint
synchronizes.

Custom Pages:

The custom page tool within Tradepoint will allow you to create an additional page of content for any of your Products
right from Tradepoint.

Fill in the information on the screen and add your content. It can be the same or similar to your Product Pages (as
shown in the example below or very different). This is an ideal tool to be able to show additional content for your

products and still have the ability to purchase the products, essentially giving you additional exposure on the web for
your Products.
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Information to fill in includes:

e Menu Text

o Keywords - keywords will generate search results. These will be added to the tags on your custom page
automatically.

e Page Description

o Page Title

e Main Image - Add a main Image with the tool in the upper right of the screen.
o External Link

Save your changes and the custom page will be listed as a part of your product listing.

Suppliers

Purchase Orders for inventoried Items
Ordering for Inventoried items can happen several ways:

e Through manual creation of Purchase Orders
e Through reminders in the Flyout Panel based on Inventory minimum levels
e Within an Order directly, when more of an item has been ordered than is in Inventory

Manual Purchase Orders

Creating purchase orders directly through the Supplier account is the most direct way of re-ordering products.

Creating a purchase order can be done through any Customer, Reseller, or Supplier contact from the purchase order
icon. Click the New Purchase Order icon in the lower left corner to open a new purchase order.

The purchase order screen is shown below and only a few required fields to be completed.
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The required fields for a purchase order are:

Shipping type
Warehouse
Products
Quantity

Check off the Authorize and then an order authorization prompt will appear to print the purchase order.

1

'P!xe Order

: Please select how you would like to place this order:

(85:4!

—

When the Save option is clicked the print preview screen will pop-up with the option to print and email the PO. When the
print option is chosen the PO will automatically be saved. When the PO is not printed at the time it is created then the
PO will need to be saved independently.

Purchase Orders Generated from Flyout Panel Reminders

The second way to generate POs for inventoried items is through reminders from the Flyout Panel based on minimum
inventory levels set for products.

When Products have minimum inventory levels as part of the product listing, alerts for POs will be created in the Flyout
Panel as those minimums are reached as orders are processed.
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Product Max/Min levels are entered in a Product under the Inventory icon. Product Max/Min levels can be imported into
products for convenience.

Once a Product’s minimum level is achieved then an Inventory Warning will be generated within the Flyout Panel.

. New Alerts [X]
There are important alerts waiting for
WOUr review:

@ 1 Inventory Warning(s)

A pop up in the lower right of your screen in Tradepoint will pop-up. A prompt will pop-up to add the amount to be
ordered and choose the Supplier (this will NOT pop-up if there is a preferred Supplier already setup under the Product).

Add Product to Order
Plaase enter the number of Linits that you would ke to order with the
solected provider,

taumber of Units to Add S0 -
Supplier To Order From ;ZCustorﬁ ?Sdory Solutons | -

NOTE: This product is not currently part of the
available shipment and will be added if you
continue.,

Click on the Save icon to create the PO. The PO will be generated under the Supplier account by date. The status will
be ‘Authorized’ in the listed POs in the Supplier account.

e Ouke bt

Double click on the PO and then click the Print option to reach the print preview screen to email or print out the PO to
send to the Supplier.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide 265



Darwin Productions, Inc. © Product Manual & Usage Guide — 2009

Purchase Orders for Drop Shipped Items

Products which are set as being drop shipped will have an option as part of an order for Drop Shipped items. When
checked off in an Order this option will create a PO when an Order is saved as ‘In Production’or ‘Complete’at the time

an Order is created.

If the drop ship option is not showing up in your header field then right click on the header field to use the Column
Chooser and drag the Drop Ship option into the header field. If your Products are pre-set for Drop Shipping then these
check boxes will be checked off. If not then the option to Drop Ship even for a single order can be done by checking off
the Drop Ship option.

Once the drop ship order has been put into the ‘In Production’ status and saved then the PO will pop up(or multiple POs
if each Product has a different Supplier set-up under each Product).

The PO will have the originating order information on each line item of the PO. A field for the shipping address is also
present with a search tool. Shipping addresses can be edited from the PO screen and any changes will show up in the
PO print preview screen.
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Once the PO is Authorized and then Ordered the associated PO information will appear within the originating order to
track each drop shipped order with its respective PO.
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From this point on further communication from the Supplier regarding shipping information of the drop shipped order is
necessary for further tracking of drop shipped orders.

Creating a Bill

Bills can be created in two ways. The easiest way is to always check off the option at the end of the receive shipment
wizard to automatically create a bill for the items being received. This way even if a partial shipment is received the bill
is already created.

The second option for creating bills is within a supplier’s account. Under the Bills section click on the ‘New Bill’ icon.

From the new bill window active POs can be chosen from a drop down menu to pre-populate the bill with all
the items on that PO.
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Once a PO is chosen you will be prompted to clear any items already on that PO.

[ Confirm Clear s

Would you like to clear the existing iterns before adding the shipment's items to
the Bill?

ves || Mo |

Most of the time the answer will be yes since the option to create a bill directly based on a PO is preferable to have the
bills and POs match.

Next choose the G/L account to associate the bill with form the drop down field.

| bsf] AL B

[

Wl
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Choose any taxes and if these are all the items going on a bill then complete the bill and click save. The next prompt will
be to make a payment on a bill.

Adding a Payment to a Bill

Payments can be added to bills at the time they are completed or at a later date. At the time a bill is completed the
prompt for payment will pop up.

Make Payment Now? lﬁ

Would you like to make a payment on this bill now?

e J [

|- il

If payment is not made when prompted then it will have to be applied later.

Adding a payment is done from the Bills window in a supplier account (bills can also be added to customer and reseller

accounts).

Adding a payment to an existing bill is done by highlighting a bill and clicking the new payment icon. | &% Payment|
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The next screen that will open is the payment screen to add and complete the payment to a bill.
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The bill information will be pre-populated in the payment window with the only items needing to be specified being:

e Payment type (with the ability to add payment types with the plus button)
¢ Any Note (if applicable)
e Choose a different account to withdraw funds from (other than the pre-populated account)

If a check is being printed out as payment for a bill, then check off the Print option and click the save icon. The next
screen will be the print preview screen for the check template.

T Thasswd gt landons Fghty

When any of these fields need to be adjusted to line up properly with a printer then click the highlighted customize icon.
The next screen will enable you to move fields around to adjust the fields to be able to print out a check.
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Adjusting any of the fields can be done by dragging and dropping the, on different locations on the screen. A Preview

. @ Preview| | . . L ] @ Save As..
icon will allow the preview of the check to be viewed before saving it. The Save As icon | lin

the lower right will save the check template with the option to rename that template. The Save As option also allows for
multiple check templates to be saved if necessary.

Paying Multiple Bills at Once

Paying multiple bills can be done in two ways.

1. From the bills screen of a supplier highlight all bills that a payment will be applied to.
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To highlight multiple bills hold down the Control key and click on each bill to apply a payment. For a long list of bills click
on the top listed bill and hold down the Control and Shift keys and click on the last listed item to highlight all bills.
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Click the New payment icon to complete the payment and apply it to all relevant Bills.

2. From a New Payment screen existing bills will appear in the drop down line item so all or specific bills can be
chosen at the time a payment is being completed.

B My 1. 2008 Rl 10, Gt [ L0
B O gy 1L 2008 Toamic 1000 00, Chomasrains; HiE 800000
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Click the save and/or print option if a check is being printed out for payment.

Supplier Prepayments — for items not yet received

Pre-payments for suppliers can be entered in as a new payment under the bills section of a supplier account. Click on

the new payment icon. | &% P3¥MENt | \yhen the payment screen opens fill in the information for the pre-payment. The
amount of the pre-payment goes in the allocation field highlighted below.

Click save and the pre-payment will be saved under the supplier account.

To apply a pre-payment to one or more bills click on the pre-payment in the bills section. It will be listed in blue in the
bills section of a supplier account.
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Clicking on a pre-payment will open the payment screen with the pre-payment amount already allocated pre-populated
in the payments windows. The pre-payment amount will be entered in the highlighted field below.

To apply existing bills to the pre-payment click on the allocations line item to bring up a list of existing bills. Click on as
many as the pre-payment should be allocated to and click save.
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Bills the pre-payment is applied to will be listed in the bills section along with any additional balance left over.

The bills screen will show any remaining balance from a pre-payment or any bills still remaining as well as line items
with no payments attached.

Credit Memos — Applying a Credit to a Supplier Account

Applying a Credit Memo to a supplier account follows the same process as accepting a Deposit/Pre-Payment to a
Customer account

To be able to apply a credit memo a Trust Account will need to be setup in the General Ledger. A trust account is where
all credit memos, deposits, and pre-payments will be allocated until a time as they are assigned to a particular Invoice
against a payment.

From the Bills screen click on the New Payment icon.
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Check off the payment type. Click the Save icon. Check off the print option if a receipt of Deposit needs to be emailed to
the customer.

The credit memo will appear in the Bills screen, highlighted blue and be labeled Deposit/Pre-payment.
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Apply a Credit Memo to a Bill in a Supplier Account

To apply a credit memo to an incoming bill for a Supplier go to the Bills screen and double click on the blue credit memo
or pre-payment..
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The payments screen will open with the pre-payment information already populated in the fields.

Choose from the drop down menu the bill/s the Deposit/Pre-Payment will apply to and Click the Save/Print options to
apply the Deposit/Pre-Payment to an Invoice. Use the new Allocation option to apply a credit memo/pre-payment to a

Supplier Bill. m Mew Allocation
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The results will appear just like an Invoice with a payment applied. Any additional balance will appear at the bottom of
the bills screen and in the P/D Balance column.
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Reporting - My Business

My Business reporting includes hundreds of reports on data from all aspects of business activity. All of the reports in My

Business are template with the ability to refine search options and save reports based on specific criteria to be
accessed later.

All reports in My Business include multiple features such as an Export to Excel feature, the ability to email or export the
report in several different file types from the print preview screen, column choosers to add and remove fields from the
header field of the report and a Save As feature to save a report with additional details specified in the search filters.

Save As Feature

For running multiple different types of reports the Save as feature allows specific preferences to be saved for a given
report. These could be financial reports for different Divisions or with different date ranges.

The Save As feature is in the lower right. Clicking on it will bring up a pop-up prompting for a name for a report that will
then appear as a drop down option for a given report.

iy - e L | B S |

Report Name

= Q

Type in a name for the report into the Save As option. Refresh the screen and an arrow will appear next to a report.
Choosing that option will rerun the report with any specified details.

S
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Profit And Loss

‘!&. Profit And Loss Report for one
or more divisions overthe
specified date range
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sample ProftandLoss 3

Export to Excel

The Export to Excel feature will export any report into an Excel spreadsheet. Clicking on the export to excel option

[

x Export To Excel
will prompt the report to be saved to a location on the machine being used. Once that location has
been specified the report can be found there and opened.

The export to excel option does create reports formatted as they appear when they are generated in Tradepoint. This
means that there may be merged fields or other formatting to reflect the appearance of the report generated in
Tradepoint.

Tradepoint will work with the existing version of Excel you have on your computer. This is an example of a report saved
in Excel 2007.
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The print preview option is where the email option and file export options are found. Once a report has been generated
clicking on the Print preview option in the lower right will open the print preview.

Trasupeit - Fras Puen|

Profit And Loss

Total Gress Sabes 12941
Fatal Mot Trade sabes S0
e e

Tetal m e
Total Income $31,1339
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¥
Export

-

E-Mail
The file export and the email as a PDF option are accessible through the icons at the top of the page. =M Are
Clicking on the Export option opens a drop down option with a list of files to export the report in.

PDF Document
Excel Document

HTYML Document

& o

Plain Text Document

CSV Document

wl \e

RTF Document

The email opens an email window with the report added as a PDF attachment. There must be an active email account
on the login being used for the email as a PDF option to work.

Financial Reports

Financial reports include basic accounting reports and detailed reporting for accounts receivable and accounts payable.
Accounting reports include:

e Trial balance

Income Statement

Profit and Loss

Balance Sheet

Outstanding Accounts Payable

Outstanding Accounts Payable Detailed Aged
Outstanding Accounts Payable Current
Incomplete Bills

Outstanding Accounts Receivable

Outstanding Accounts Receivable Detailed Aged
All Current Accounts Receivable Aged

All Current Accounts Receivable Detailed Aged
Incomplete Invoices

Pre and Partially Allocated Invoices

Clicking on any one of the icons listed on the left will open the search filter options for those reports.

=

Financial and accounting reports will have the ability to search across multiple divisions and adjust the date in the window
if the date range being searched on starts from a different date.
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The search icon will generate the report. Once the report has been generated other options will appear on the screen.
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The Export to Excel option is in the lower left and will automatically create an Excel spreadsheet. A prompt will pop-up
for the location of the spreadsheet and will be created shortly afterwards. Excel spreadsheets are created with
formatting including merged fields

The Save As option will allow a particular report to be saved including any additional search parameters part of a report.

Once the Save As option has been clicked a window will pop-up prompting the report to be named.
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|
Report Mame | i
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Once the report has been named refresh the screen and an arrow will appear to the right of the named report holding
any additional reports that have already been created.

| ProfitAnd Loss |
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=7 sample Proft and Loss

Choosing one of these options and clicking the Search icon below will generated the report with the preferences already
in place.

Collaboration Reports

Collaboration reports cover activity from appointments, tasks and emails. Reports for these activities include:

e Appointment List

e Appointment by Category
Appointment by Status
Appointment by Attendee
Task List

Task by Category

Task by Status

Task by Attendee

Email

Email by Sender

Each of these reports will have additional filters to further specify details in a given report. All the previously mentioned
features for using the right click to access the column chooser tool to drag and drop different fields in or out of the
header field, exporting as a different file type, printing and exporting to excel will also apply to these reports.

Contact Reports

Contact reports include options to print out different reports of contacts including labels and envelopes.

Contacts by Category Detailed
Contacts by Status Detailed
Contacts by Territory Detailed
Contact Breakdown

Contact List

Products on Loan by Contact
Avery 5162 Labels - Company Only
Avery 5162 Labels - All Personnel
Size 10 Envelopes - Company Only
Size 10 Envelopes - All Personnel
Contact Products Owned - Reports the purchase history of contacts within a given date range.

Options for contact report do include the ability to create detailed reports with additional preferences within search filters
reflecting the information available within contacts.
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The search filter screen reflects the complexity in information held within contacts. Icons below show the ability to set in-
depth search filters. For users on lower screen resolutions an icon at the lower right will open up different options for in-
depth search filters through the pop-up menus highlighted in the example below.

Personnel Reports
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Personnel reports are intended to provide reporting capabilities for personnel contacts within the CRM of Tradepoint.
Companies using Tradepoint who mainly have B2C or individual contacts will not use this reports section.

Avery 5162

Personnel List
Personnel by Company

Size 10 Envelopes-All Personnel

Personnel reports do allow for reporting across different Divisions and Companies listed as a part of company

information.

Call Log Reports

Call log reports search on call log activity with filters for specific call activity. Ideal for tracking the status of service calls

within Tradepoint.

Sales Reporting

Call Log Details

Call Logs by Category
Call Logs by Status

Call Logs by Product
Call Logs by Responsible
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Sales reporting options include a wide variety of reports covering the sales process from start to invoicing. Existing sales
reports include:

Opportunities by Sales Rep
Opportunities Summary
Outstanding Quotations

Outstanding Quotations by Sales Rep

Orders

Orders by Contact

Orders by Sales Rep

Orders by BDC Rep

Orders by Fulfilled

Orders by Referred by
Shipments by Order
Customers Purchasing Product
Invoices

Complete and Incomplete Invoices
Sales by Product

Sales Margin by Sales Rep
Sales Margins by Referral
Sales by Sales Rep

Sales by BDC Rep

Sales by Referral

Product Sales by Referral
Sales by BDC Rep

Affiliate Reimbursements

Employee Reports

Reporting on Employee information and activity within Tradepoint can be done through these reports. Ideal for reporting
on different information within a company’s work for the Employee reports have all the features available in My
Business reporting.

Employee List
Employee List by Position
Billable Hours by Employee

Billable Hours by Case Employee - Reports on hours expected to be billed by Project
Work Load - Reports on Projected Hours(time that has NOT been worked yet for Projects

Products on Loan by Employee
Appointments by Employee
Tasks by Employee

Products

Product and Inventory cover information and activity on your Products and Product activity. Ideal to see a wide range of
activities happening involving products and assets (any product you may loan out to Employees or contacts).
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Product Listing by Category
Product List

Products by Category

Products by Supplier
Customers Purchasing Product
Products on Loan Detail
Overdue Products on Loan
Products on Loan by Product
Products on Loan by Employee
Products on Loan by Contact

Basic inventory reports can be accessed through Warehouses (accessible from the Home Tab) through the Printicon in
the lower left when viewing open warehouses.

Purchase Orders

Purchase Order reporting provides an overview of different aspects of purchase orders and their status in Tradepoint.

e Purchase Orders

e Purchase Orders by Supplier

e Purchase Orders by Product

e Purchase Orders Summary
Projects

Reports on projects and time management options within Projects are accessed here.

e Project Time Summary

e Project List

e Project by Category

e Project by Status
Warehouses

While basic Warehouse reports for allocated products and product valuation reports are accessible through warehouses
in the print option in the lower left the reports within warehouses here include:

e Backordered Products
e Inventoried Product Analysis

Accounting

Journal Entries

Journal entries are entered into Tradepoint through the main General Ledger screen. Journal Entries and Funds
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Transfers function in the same way. So, to enter in a Journal Entry for travel expenses click the Transfer Funds icon
from the main General Ledger screen.
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The main screen for a Journal Entry has a Debit and Credit field with a New Allocation icon in the lower right. This
allows for multiple Journal Entries to be entered on one screen.

1. After adding a brief description in the Notes area, choose the G/L account to assign the Expense to through the
drop down menu in the screen below.
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The two fields on the far right will have a Debit and Credit Column. Add the expense to either the Debit column. A New
Allocation will have to be made with the same account only this time the expense needs to be added to the Credit
column. The highlighted columns below will balance when the debits and credits are equal.

2. When adding the second allocation Tradepoint will remember your account that was chosen for the first allocation.
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The highlighted section shows a single expense entered into an account directly with the debit and the credit. Click the
Save icon when finished.

The accounts with those journal entries will show each of the entries as a line item in that account in the General
Ledger.

©Darwin Productions, Inc. 2009|Product Manual & Usage Guide 285



© Product Manual & Usage Guide — 2009

e e T Va0 AT [T [

M Coure and Pl et

FTE R — e ] a0 [T Froa) LT
T T T reep— drtr

L [reprocisien Exorse Trwrwher IAAMHTIANGY S WA R ] s L R
Lk g el e

ML (e Lok mrnk AT Y My WROA wua [ 1] [ ]
R e T [S——

MEE bt

R W e M L

ik "oy

M5 Mask rd Lodgrg

TR L L B0 Balwrer §0.00
M (Fcn s Fanis

F—

ik badan ecaras Caan. i ) I;.. '

T Pmmr Mariarer

Transfer Funds

Transferring funds starts from the Transfer Funds icon in the upper left of the General Ledger screen. In the case of
transferring funds one account will be debited an amount and another account will be credited the same amount.

The account which the funds are being added to needs to be credited and the account the funds are being transferred
from is being debited.

In this example we are doing a transfer of funds for payroll. The first step is to debit the Asset account that the funds will
be coming from.
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The second step is to credit the correct account with the amount being transferred.
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The result can be seen in the main General Ledger in each of the accounts. One will have a credit and one will have
been debited the amount of the transfer.

Deposits

Deposits will automatically be picked up when payments are processed directly or through a website. Click the Deposits
icon in the main General Ledger.

B

New Bill Deposit:‘t Reconcile | Payroll

Transfer| New |
Funds | Invoice |

)

The Deposits screen will automatically pick up the items that need to be deposited directly. /n the case of web payments
they will not show up here, instead they will alreadly be allocated to the correct General Ledger Accounts based on your
payment preferences.

Items that will have to be deposited directly will show up on the Deposits screen.
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e Choose a Payment type (Payment Types can be modified with the blue plus).

e Adjust the date if necessary.

o Deselect any items individually or by using the ‘Clear All’ options. For items that have to be deposited into
another account select only the items going into the chosen account and deselect the rest. When the Deposit
tool is run again any items that have not been selected and Deposited will show up to be Deposited in another
account.

e Choose the Account to Deposit the payments to.

e An option print out a Deposit slip is available. (This is not a bank deposit slip. It is a printable record of the
Deposit)

e Click Save when finished.

Below is an example of the Deposit slip. This form is customizable through the Customize icon on the top tool bar.

v

Tem  Peswd P owwniv Pt Porvine Ress Togesd Ty 4

Darwin Demo Company
33 48c

Bowte, 08¢

A ) Pt

A 5.0 Dwsel Track & Soupewnt, I

Faew an Fayveet

A» Grdarpcnes

Tup

By
A KT Dsal Track A Squpewet, Inc

Ace Hardnwe
ASC Cow
ASC Cop

$93,922.50

All items deposited will be reflected in the General Ledger account as soon as the Deposit is saved.
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Reconciliations

The Accounts Reconciliation tool is accessed through the main General Ledger screen.
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The main fields are labeled at the top. Options to select or deselect individually are available for items that are not yet
showing up on a bank statement.
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Since some items do not appear yet within a bank statement simply leave those items un-reconciled in
Tradepoint until they appear on your statement. Electronic reconciliations are not yet available with
Tradepoint.

Once an item has been reconciled in Tradepoint if it has to be un-reconciled it can be done so individually within an
account in the General Ledger.

Searching for an item to be cleared or marked as NSF (Insufficient Funds) can be done by scrolling through items in an
account or by following some of the tips in the next section detailing options within the general ledger search tool.

General Ledger Search Tool

The General Ledger Search Tool is found on the left hand side of the main G/L screen. The Search Tool supports
simple and complex searches based for all items entered into the G/L including:

Invoices

A/R Payments
Bills

A/P payments
Funds Transfers
Journal Entries
Returns/Refunds

An example of a simple search would be to search for Invoices which happened on a specific date. Date and Date
range searches are the easiest searched for accounting activities within the General Ledger. The Accounting Search
tool is found by clicking the search tab in the G/L.

SR
2

Transfer | New
Funds | Invoice

I 1

| &

Accounts
[z} 1000: Total Cash

i~ 1010: Petty Cash

i 1020: Chequing Account
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In this example of a simple search we are doing a search for invoices that happened on a specific date. Within the
search tool in Invoices on the left enter in a date in the ‘date from’ field. A search by date range is also easy by entering
the date ‘from and to’ dates in the date range field.

Click the Search icon at the bottom and all results will appear on the right of the screen.
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In this case of a search for Invoices on a specific date the results brought back all Invoice activity with the date
searched. Double click on any of the items to drill down into a specific Invoice.

Another example of a more specific search for Accounts Receivable payments with a specific payment type (in this case
check payments).

1. Click on the Search option in the General Ledger.

P AfR Payment

2. Click on the option to search for A/R payments.

AR Payment
Payment Type
Chedk -

Adjustment for Pre-Payments

FY
Cash %
Debit

Discount
Entry Mistake
Entry Mistake -

Enter in payment Types to search for A/R Payment types on.
Enter in a date or date range for the A/R Payment activity for check transactions.
Click the Search icon when finished.

The results will show on the right side of the screen.

o0k w
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Point of Sale

Tradepoint’s point of sale is integrated into Tradepoint for the ability to have a point of sale for register sales with the
ability to access customer accounts for direct customer sales operating side by side.

Tradepoint’s point of sales does work with most point of sale equipment available including bar code scanners, pole
displays, touch screen registers.

The ability to print out receipts using a variety of printers including 8.5 x 11 paper as well as Dyno and other types or
printers. Tradepoint will detect equipment attached to the terminals that the POS is installed on for use with the POS.

Setup & Configuration — Hardware & POS screen view

Tradepoint’s POS screen does need to be setup initially to take into account the options you would like available as
being active on the POS screen. Options include:

Customer look up

Inventory look up

Product search

Option to switch to a customer account
Terminal Setup

Access to Reports

Advanced Search Tool

Below is an example of options within a POS screen.
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These options are an example of what can be displayed as a part of the point of sales as sales are processed. An
example of a point of sale setup screen is shown below specifying which options are available and displayed as part of
a point of sale screen.
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Once the point of sale is setup and operational an example of the POS screen which is viewed for an active POS is
shown below.
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The tab at the very top of the screen will allow the option to access additional features (customer and/or product lookup,
advanced search tools and inventory look up for example) in an active point of sale system.

Enabling Barcodes in Reports

Enabling bar codes within reports for point of sale can extend to:

Orders

Invoices

Pick Lists

Packing sheets

And different variations of these reports which may be saved.

Each of these reports will have a Customize option. Within the customize option is where the bar codes are enabled for
each of these reports.

The prefix and post fix codes have to be set up initially within the point of sale system to be matched to the prefix and
post fix symbology within each of the reports. Once that has been setup then each of the different reports will need the
corresponding symbology added to each report necessary.

The prefix and post fix codes for bar coded reports have to be setup within the terminal settings in Tradepoint. Found
under the tools tab in the terminal icon the prefix and postfix options can be found in drop down menu options.

B sl POt of ke

Once these are chosen then the corresponding symbology for the prefix and post fix codes can be set within the
different reports that you would like to be bar code enabled and linked to the point of sale.

From the customize option for an Order (as an example) a field has to be defined for a barcode to be displayed. Within

the customize screen there is an icon at the top of the screen labeled bar code. '™ . Clicking on this icon and
dragging it to the desired location in your report will create a bar coded field in that location in an Order.
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Adjusting the symbology of the bar code field is done through the small arrow in the upper right corner seen in the field
above. A menu will open with an option to choose from over 35 different symbologies for a particular bar code.
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Choosing from the symbologies listed above will adjust the type of bar code shown in the field of an order, Invoice etc.
Save the report and each time the report is printed out the bar coding will correspond to the product involved and
add/subtract from Inventory as sales are processed.

Daily Sales Reports

Daily sales from point of sale will show up when a sales report for the day has been run. Typically a point of sale is set
up with all sales going into a generic customer account so daily sales can be viewed either front the customer account
or from a daily sales report generated from My Business.

Receipts would be ‘Z'd’ out from the receipt machines and then a daily sales report can be generated from My Business
in the Orders section with the current date. The search option will generate the report with relevant detail which can be

printed or exported out of Tradepoint from there.

Index

account numbers, 35
account type, 27

Accounting, 64

Accounting Configuration, 68
accounting preferences, 68
Accounting Search, 241
accounts payable, 228

accounts receivable, 228

Accounts Reconciliation, 239

add new document, 160

address wizards, 23

Adjustments, 191

advanced search tool, 119

Applying a Deposit/Pre-Payments to an Invoice, 195
Applying one Payment to Multiple Invoices, 192
Appointment Book Configuration, 58
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Appointment category, 77

Appointment Reminders, 157

Assigned Accounting and Taxation Rules, 202
Assigned Staff, 151

Authorize.net, 67, 76, 174, 175, 190, 191
Automatic min quantity calculations, 37
Average Costing Model, 202

Backup Database, 66

bar code, 245

bar code scanners, 242

bar codes, 244

Base Cost, 202

beginning of the fiscal year, 35
bill, 219, 220

Bill adjustment types, 69

blue plus button, 67, 160
business to business, 137

call log, 231

call log from an incoming email, 104

Call Logs, 149

Categories, 67

Change Password, 54

charging sales taxes on shipping, 35

chart of accounts, 24

chart of accounts template, 24

chart of accounts template tool, 25

check template, 220, 221

column chooser, 230

Column Chooser, 94, 95, 96, 150, 151, 164, 179, 186, 187, 216
Commercial Shipping Certification, 178

company and division details, 23

company contact information, 32

company information, 146

company settings, 18

Company Setup, 10, 18

Competitors, 149

contact filter, 52

Contact Info, 136

costing model, 209

Costing Model, 37, 202

costing models, 37

create a bill, 217

create a bill for incoming shipments, 37

create a task from an incoming email, 103

create an appointment from an incoming email, 106
Create contacts from incoming email messages, 101

Creating a security profile from an existing security profile, 52

credit card types, 70

credit information, 166

Credit Information for Resellers, 200
Credit Limit, 200

credit limits, 35

credit memo, 196, 197, 223, 224, 225

CRM, 54, 79, 81, 83, 86, 113, 119, 120, 123, 134, 135, 137, 162, 163,

169, 231
CSS, 211
CSV file, 66
custom data fields, 81
Custom Data Fields, 67
custom page, 212, 213
customer lookup option, 136
Customers, 168

Data Import

importing data, 62
data import tool, 146
Data Import tool, 55, 63
Data Import wizard, 65
data importing tool, 27
database management, 66
default accounting preferences, 34
Default accounting preferences, 34
Defragment a database, 66
Demonstration Mode, 16
department, 34
Deposit Types, 70
Deposit/Pre-Payment, 194, 196, 223
Deposits, 6, 7, 194, 237
divisions, 33
Divisions, 19
Document Management, 142, 143
Document revisions, 162
drop ship, 216
Drop Ship, 184
Drop Ship Options for Resellers, 201
Drop Shipping, 182

Ecommerce, 206, 208

Edit Fee Schedules’, 40

Editing a chart of accounts, 26
electronic refund, 190

electronic Refund and Retumns, 191
email advanced search tool, 111
email notification, 107
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Email Notifications, 157 Inventory Warning, 215

email port settings, 99 Invoice adjustment types, 69
email quick search, 111 invoice filter options, 188

email rules, 109, 110 Invoices, 187

Email settings, 97

email signature, 100 J
Email signatures, 100

email style sheet, 45 Journal Entries, 7, 234, 235, 241
email tools, 100

Event Management, 68, 77 K
Tradepoint Email, 97

Excel, 227 keywords, 210, 213

Exchange Server, 97
Expense Reports, 61 L
Export to Excel, 226, 227, 229

exporting data, 66 language localization, 41

lead details, 144

F M
File Export, 170 ) .
fiscal year label, 35 ma!l merge fields, 124
Flyout Panel, 95 mail merge tool, 121
Freight Terms, 71 management menu, 67
From Quotes to Orders, 172 Management Menu, 62
Funds Transfers, 234, 240 manually creating a chart of accounts, 27
mass email tool, 131
mass email wizard, 132
G mass holiday wizard, 114, 115
General Ledger, 4, 7, 10, 37, 64, 65, 69, 70, 171, 182, 192, 194, max amount for chargeable shipping, 73
196, 223, 234, 235, 236, 237, 238, 239, 240, 241, 242 Microsoft Live Local, 136
Google Checkout, 174, 191 Microsoft Mappoint, 136
Google Maps, 136 minimum inventory levels, 214
move and copy tool, 134
H move email option, 107
multi-lingual ecommerce solution, 42
hyperlinks, 211 multiple companies, 21, 22
Multiple companies with multiple divisions, 22
| multiple divisions, 21
Multiple product valuations, 205
IMAP, 97 multiple sales tax rules, 32
import a document, 161 multiple sales taxes, 28
import data, 64 multiple security profiles, 53
Importing an existing chart of accounts, 27 multiple shipping addresses, 166
installation, 8 multiple warehouses, 38
installation wizard, 9 multiple warehouses with group availability, 38
installer file, 9 My Business, 226, 232, 246
Installer File, 9 My Business reporting, 145
Inventory and Order Fulfillment, 35
inventory clearing method, 37 N
inventory liability account, 37
inventory management preferences, 36 Network Setup, 9
inventory reports, 233 Network User, 16
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networked users, 10 product categories, 202
new appointment, 116 product matrices, 207, 208
New Division, 19 product overview, 211
new email account, 98 Product Page Options, 209
New Remote User Backup Set, 11 Product Preferences, 202
new stream, 114 product sub-category, 202
Notes, 148 product valuations, 37, 203, 205
Notifications, 58, 107, 116 Product Valuations, 205
Product Visibility Options, 209
(o) Products On Loan, 141
Products Owned, 82, 105, 198, 199, 230
One company with multiple divisions, 20 Projected time, 60
open box percentage of valuation, 37 Projects, 158
opportunity, 144 purchase order, 214
Order fulfillment options, 38 purchase orders, 213
order tracking for drop shipped, 185 Purchase Orders, 213
Orders, 179
Outlook Synchronization, 57, 59 Q
P quantity price discounts. See price breaks
quick find tool, 119
packaging configurations, 207 Quote, 164
Page Layout, 209 Quotes, 171
Page Security Options, 209
Password Manager, 53, 56 R
Paying multiple bills, 221
Payment Gateway, 174 receive shipment wizard, 217
payment gateways, 173, 174, 175 receiving inventory, 37
Payment Methods, 67 Refund Reasons, 70
Payment Services, 67 Refund Types, 67
Payment terms, 71 Refunds, 188
Payment Type, 193 reminders, 106
Payment types, 70 Remote User, 16, 66
Payment Types, 69 remote users, 10
Payroll, 39 request for quotation, 163
payroll deductions, 39 Resellers, 48, 81, 82, 86, 165, 166, 198, 199, 200, 201
payroll fee schedules, 40 Restore an Existing Database’, 11
PDF, 228 restore Tradepoint, 16
Per Purchase Order Costing Model, 202 Restore your Database, 66
Personal Contacts, 55, 56 Retail Price, 202
Personal Rolodex, 54, 55, 56 RFQ, 163, 164, 169, 170
Personal Tab, 53 RMAs, 188
Personnel contacts, 137
planned appointment, 141 S
point of sale, 242, 243, 244, 246
pole displays, 242 sales figures, 35
POP3, 97 sales information, 167
Pre-payments for suppliers, 222 sales tax card, 31
price break. See quantity price discounts sales tax rules, 29
Product, 201 sales taxes, 28, 33, 203, 205
product accounting defaults, 35 Sales Taxes, 20, 28, 33, 34, 35, 189, 203, 204
product accounting rule, 209 Save and Print, 164
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Schedule, 113

schedule setup, 113

Search Engine Optimization Tools, 210
security access, 46

security profile, 51

security profiles, 209

security settings, 45, 46, 47, 49, 62
serialized products, 199

service type, 73

setup zip code based sales tax rules, 30
Setup and Configure, 75

Setup and Configure Tool, 67, 68
Shipping Accounts, 175

shipping billing tables, 74

Shipping certification, 178

Shipping Certification, 178

shipping method, 74

Shipping Method, 175, 177

shipping methods, 72

Shipping Methods, 67

Shipping Rate Tables, 67

shipping service, 73, 74

Shipping Service, 73, 74, 175, 176, 177, 178
Shipping services, 75

Shipping Services, 67, 68, 73, 75, 176, 177, 178
software license key, 10

sources, 118, 119

Stand Alone User, 16

Statuses, 67

Support Statuses, 82

Synch for Smart Devices, 59
Synchronize with Outlook, 62

System Administrator, 48

system management, 90

Tasks, 158
Teaser pages, 210

terminal settings, 244

Time sheets, 59

touch screen registers, 242
Transfer Funds, 234, 236
Transfer Types, 69

U
unlinked refunds, 190
UPS 3™ Party account, 201
User Preferences, 57

\)
valuation, 209

w

warehouse assignments, 38
warehouse fulfillment options, 44
Web access security, 80

web based sales, 33

Web Orders, 173

Web Statistics, 143

web style sheets, 41

website configuration, 41
Website configuration settings, 44
website product listings, 209
Work Center, 91

Your Data, 146

Z

zip code range for sales tax rules, 30
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