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How to Contact Us: 

In North America: 

Website: 

www.tradepoint360.com 

Email:  

info@tradepoint360.com 

sales@tradepoint360.com 

support@tradepoint360.com 

By Phone: 

866-444-4278 

Sales ɀ Ext. 701 

Technical Support ɀ Ext. 702 

 

 

 

 

 

 

 

 

All screenshots in the Product Manual and Usage Guide were taken from the North American version of 

Tradepoint Business Management Software, 

©2010 Tradepoint 360, Inc. All rights reserved. No part of this Product Manual may be reproduced in any 

form without the express written permission of Tradepoint360, Inc. 

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. 

 

 

http://www.tradepoint360.com/
mailto:info@tradepoint360.com
mailto:support@tradepoint360.com
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Welcome To Tradepoint Enterprise  
 

The Product Manual and Usage Guide is designed to assist in self guided implementations as a self service based 

resource. Additional resources are found through our website in a web portal in our searchable knowledge base at 

www.darwinproductions.net/support 

If you donôt 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 ócontentsô is available for the most commonly requested topics. Accessing the contents is done by 

typing in ócontentsô 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. 

http://www.darwinproductions.net/support
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The online knowledge base includes expandable menus and a dynamic search tool. To find an article, simply type in a 

topic into the search field then click on the search icon to retrieve any articles with that topic in the name or content of 

the article. Links to related articles can be found within each article for easy navigation. 

 

Getting Started: Installation  

First Time Installation 

 

Tradepointôs 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.  

 

Choose óSave Fileô. 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 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. 

http://www.darwinproductions.net/Evolution/EvolutionSetup.exe
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After it has been downloaded choose run to start the installation wizard. The wizard will walk through the steps to install 

Tradepoint completely on your computer. 

After the main components have been installed you will be directed through several screens to establish network 

Settings and then setup a company structure and an Administrator login. 

Network Setup 

Network Settings will be the first step in the Installation wizard. Below are recommended guidelines. If you are not sure 

which ones to choose speak with your IT Professional. 

Network Setup ï 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 ï This is recommended for laptops and computers that will be mobile as remote users. Synchronization 

will need to be established at a given interval to be setup under Terminal Settings. 

Administrator Password/Login 

The next step will be to establish and Administrator login. This should be setup with a password that can be 

remembered however, This profile will be used for Administrative purposes and the informational setup of Tradepoint 

within your company. 

Company Setup 

The wizard will prompt for basic information about your company and if you use any Divisions during this process. If you 

are unsure about the use and structure of Divisions then enter in the basic contact information and click no to the 

options about General Ledger template options.  

Company information and details about Division information and additional Company details can be done after the 

installation is complete using the data import tool. 

License Key 

After your Company contact information has been entered, your company will be registered with Tradepoint. In most 

cases a software license key will have already been generated and it can be entered into the setup screen when 

prompted.  

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

Company and Employee Setup sections. 

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 companyôs information.  

Creating a Remote Backup of a Database 
 

Creating a Remote Backup Set of an existing companyôs 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. 
 

 
 

From the Manage Database options in the next menu choose the óRestore an Existing Databaseô 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. 
 

 

Create a Database Backup - To Restore on Another Computer 

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

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

 

The next screen shows 4 different types of options.   

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

 

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

 

The File name field is editable. It is recommended to add the current date or company name for backups to the  file name 

field (highlighted above).  
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The location of the file will appear in the Backup Location field.  

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

 

A prompt will appear letting you know when the backup has been created. (The longer Tradepoint has been in use the 
larger the database so, it may take a short while or w longer while to create a backup)  
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The backup will appear in the specified location as a .bak file. In this case it was saved to the desktop. 

 

 

 

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 óRun as Administratorô. This will only have to be done the first time 

Tradepoint is installed.) 
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2. Tradepoint will configure settings and bring up the setup screen with the four options for the different types of 

Tradepoint user configuration. 

 
a. Install as Stand Alone User 

b. Install as Network User 

c. Install as Remote User 

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

3. If the machine you are restoring Tradepoint on is a laptop that will be mobile then choose óInstall as Remote Userô 

If the computer that will have Tradepoint restored on it will be part of a network then choose óInstall as a Network 

Userô. 

 

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

 

5. Highlight the file. (Make sure the file you are highlighting has the extension .bak in case it was compressed. An 

error will be generated if  a file with .rar or ,zip is used) 

 

6. Click the Next icon. Tradepoint will restore the file and then check for updates. This process can take a few 

minutes depending on the speed of the Internet connection. 

 

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

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

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'.  

 

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 

and then the Terminal icon.  

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

 

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

The synchronization address will need to be entered in the Setup & Configure tool under the System Management icon. 
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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 

and/or Divisions can always be added after the original installation. 

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

. 

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 óNewô icon in the lower left. This icon will create a New 

Company.  

 

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

 

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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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 órolled upô under the óParentô 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. 

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 óNew Divisionsô icon. 

 

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 óNew Blank Divisionô. 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. 
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Multiple Divisions within one company will be listed within the main Company screen. 

 

Company details of your new Division can be accessed by double clicking the listed Division or highlighting a Division 

and clicking the Edit icon in the lower right of the Divisions screen. 

Multiple Companies  

 

This structure is often seen with separate companies that are affiliated or owned by one or a group of individuals who 

may be operating more than one company. In a case where multiple companies are in related or diverse industries and 

still require their own completely independent structures.  

The view below shows multiple companies with one Division. 

 

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

company. 

To create an additional company in Tradepoint, click on the óNewô icon in the lower left corner.   

Should you need to delete a company there is a double delete alert that will prompt you twice about deleting the 

company. You will also need the administrator password that was established the very first time you installed 

Tradepoint because you will be prompted for it. 

 

Multiple Companies each with Multiple Divisions  

 

Multiple companies with multiple divisions structure provides the ability to have completely separate companies with 

each of those companies having more than one Division.  
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This is ideal for numerous scenarios. Larger enterprises with wholly owned subsidiaries, divisions or multiple 

Ecommerce websites owned by a Company and structured as separate divisions within a company are a few common 

applications of this structure. 

From the company screen in Tradepoint the view of multiple companies with more than one Division will appear similar 

to the image you see below. 

 

Creating multiple companies is done with the óNewô icon in the lower left of the screen.  

Highlighting one company and clicking on the óNew Divisionô icon will create more than one division structure within the 

highlighted Company. 

 

This screen shows multiple companies listed on the left with the multiple Divisions of the highlighted Company on the 

right. Clicking on any of the other listed companies on the left will show one or more Divisions for that company. 

Company & Division Details  

 

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

division details within Tradepoint.  

This means when an Order is placed within Tradepoint or through your website Tradepoint will know what Company to 

associate the activity with and what the relevant preferences are for that action. Preferences will include any sales 

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

web services. 

Itôs 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. 

 

Clicking on either Address icon will open the wizard. 

 

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

Division/Company. 

 

Chart of Accounts (COA) 
 

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

chart of accounts: 

Use one of our templates to create a Chart of Accounts 



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

 

 © Tradepoint360, Inc. 2010|Product Manual & Usage Guide 27 

 

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 óChoose from templateô icon in the lower left corner. 

 

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

 

Due to the fact that each COA is distinctly different from the other even within the same industry at this time there are 

only templates for the top 3 options listed in this menu. More chart of account template options will be populated in the 

near future.  

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

accounts within each template. 

Once you have chosen (clicked on) which template you will use it will populate the COA immediately. Unless you are 

making any adjustments to the COA template you just set up your Chart of Accounts using the built in templates. 
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The ledger template will load instantly and includes all the necessary accounts to accommodate most businesses. 

Editing a chart of accounts (COA) can be done using the icons to create new accounts in the lower right or by editing 

directly in the information within one of the Account fields. 

 

Some Accounting applications DO NOT require Account numbers. Tradepoint does and this serves three main 

purposes. 

Retaining the COA structure as your company grows. 

Accounts that are added will be automatically arranged by their Account number and Type into the correct order. 

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

Manually Create a Chart of Accounts 

 

If you are manually creating a chart of accounts, then you can create new accounts with these icons. 
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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 óNew Child Accountô 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 óNew Root Accountô icon. 

 

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. 

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: 

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

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

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

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

support@darwinproductions.net 

How Sales 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. 

 

This also applies to any web based sales for customers using our packaged Ecommerce solutions or web services. Your 

customers on the web will see the relevant sales taxes based on their zip/postal codes as they go through the shopping 

cart on your website. 

Note: If you checked off the option to have sales taxes be editable within your preferences you will be able to edit them on 

each Order and Invoice internally within Tradepoint. Sales that come through the web which need the sales taxes to be 

edited for any reason ill have to be done after the order has been processed through your website. 

 

Sales Taxes 
 

mailto:support@darwinproductions.net
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Tradepoint provides the ability to apply sales taxes to a national, state/provincial level or a locality or locality based on a 

postal/zip codes giving you the ability to apply sales taxes to exactly the regions relevant to your company. This extends to 

companies operating in more than one country with different tax requirements. 

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

Sales taxes within Company Settings 

Sales Taxes attached to your Products 

The Address and Zip Code of your Company has to be formatted using the Address wizard. 

Companies based out of Canada will be able to create the GST, PST and respective HST or QC taxes depending on the 

location of the companies and the customers they serve. 

For US based sales taxes multiple sales taxes are supported including states like California and Florida where locality 

taxes are required in some cases, and varying tax rates based on County or Zip Code are prevalent. We will be reviewing 

examples of functions that support these cases in this section of the Setup Guide. 

Since most companies will have at least one if not several sales taxes, Tradepoint supports an unlimited number of sales 

taxes and each of them will be displayed as a digital note card for easy viewing at a glance. 

 

Creating your sales tax rules is done with the óNew Sales taxô icon in the lower right. Clicking on this will open one or more 

cards you see above. Each of the fields has options which can be specified for each sales tax. 
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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. 

 

For States where varying tax amounts are either by zip code or county, Tradepoint will support varying tax codes within 

one state by zip/postal code. For states with varying tax code by county the tax codes will have to be entered by zip 

code. States that have varying tax rates by county will often post this information on their websites.  

From here some counties will have to be broken down by zip code, and some counties will be comprised of two tax 

rates depending on the zip code. Some websites provide a county break down by zip code if you donôt 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. 

Each Sales Tax can have its own account. 

It is ideal to have an account in your G/L for each state 

you have to account sales taxes for though not 

necessary.  

For example for different state sales taxes an account in 

the G/L can be set up for each state tha t you have to 

report sales taxes for. Then at the end of the accounting 

period an activity report can be submitted along with 

any remaining payments for that state.  

In this image you can see by clicking on the sales tax 

account field you can access your G/L and specify an 

account by clicking it once. 
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http://zip4.usps.com/zip4/citytown 

http://www.50states.com/ 

For electronic integration of sales taxes Speedtax is an excellent option. www.speedtax.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). 

 

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. 

 

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

A default amount can be entered in to this field which 

will apply to every California zip code, unless 

additional zip codes with different tax rates are set 

using the plus icon on the far right. 

When additional zip codes are set any different 

amounts will over ride the main amount you see here 

when sales happen in those zip codes. 

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

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.  

http://zip4.usps.com/zip4/citytown
http://www.50states.com/
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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 óPercentageô 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. 

 

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.  

 

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 óAssigned Accounting and Taxation Rulesô is where the sales taxes can be 

applied to each of your Products and Services. 

 

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 óAssigned Accounting and Taxation Rulesô. Check the box in the pop-up window to specify which taxes apply to your 

products and services. 

Multiple ranges can be entered in here before saving. 

Single Zip/Postal Codes can be entered in here. 

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

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

Save your changes to update your Zip/Postal Codes. 
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Note: Assigned Accounting and taxation rules can be applied to products en mass through Company Settings and 

within the SQL database directly and can also be imported through most of the data import tools mentioned above. 

Tip ï For easy setup of tax rules for products, set products with default Accounting rules within the preferences section 

of a Company Division. This will apply any tax rules to each product within Tradepoint 

 

Company Contact Information 

 

Your company contact information is the basis of how Tradepoint established relationships and automates actions as 

they happen in Tradepoint. This is why something as simple as using the address wizard within Company Settings for 

your information is important. 

 

 

As for Sales Taxes this means that the main company contact information in your Company Settings is how Tradepoint 

knows to charge which Sales Taxes, for what Products in which locations.  

For example a Canadian Company selling products in the US through a website will only be charging Canadian Sales 

taxes to customers whose contact information is within Canada. Likewise, US based companies selling Products to 

Canada will only be charging US sales taxes based on the location of the customers based on their contact information. 
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Exceptions to this particular example will exist if the each of the companies has divisions within the other country. So, if 

a US based company had a division within Canada they would have to charge and account for all Canadian Sales 

Taxes and vice-versa. 

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. 

 

Sales Tax Reports 
 

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: 

 

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. 

 

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. 

 

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

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

General Ledger. 

How fields appear within the General Ledger will also be what appears in the print preview screen when a General 

Ledger account is printed out. An account print out can be modified 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 performed in Tradepoint. 
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Default Account Preferences: These Accounting preferences will assign the default sales and transaction activity to the 

respective accounts you assign. The only required default accounting preferences are undeposited funds, A/R and an 

A/P account. 

Note: If you need to create one of these accounts while setting up the preferences you will be able to do so by toggling 

back and forth between the COA section and the Preferences section. As soon as an account is created within the COA 

it will be accessible in Preferences. You will NOT need to save your changes to Company Settings to access a newly 

created account. 

Contact Management: This option will allow Tradepoint to generate new account numbers for you automatically. The 

number is a computer generated alphanumeric account number. This option can be unchecked if you have your own 

numbering system for when new accounts are created. 

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

Default credit limits will set a default credit limit for all customers, resellers and suppliers as those accounts are created. 

If your company does not use credit limits then leave this field blank 

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

parameters for the closing accounting periods for your sales figures. 

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

Tradepoint.  

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

accounting activity. 

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

often be a considerable time saver instead of applying each accounting rule one by one to your Products. Clicking the 

óApply Defaultsô icon will automatically apply your product accounting defaults to all Products within Tradepoint. This 

process can be repeated if/when 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. 

 

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. If 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. 
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Most companies will need to have the first option to have Inventory updated and to check availability levels when an 

order is generated. This will also allow Inventory availability to be viewable on all Orders generated internally within 

Tradepoint. 

Create a Bill for Incoming Shipments: On any incoming shipments the create a bill for incoming shipments option will 

automatically generate a Bill for any items that are received into Inventory. The receiving wizard has an option for this at 

the end of the Receiving wizard. 

Inventory Liability Account: The inventory liability account is a required account for anyone which has physically 

inventoried items. First a few things about receiving inventory. 

There are two ways of receiving inventory:  

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

The second methodology, which Tradepoint uses, follows advanced accounting system (like AccPac) methodologies. The 
asset value of the items is estimated by the product valuations (or other costing models, averages and per Purchase 
Order, on the main page of the product screen) plus any duties and fees that you estimate on the purchase order.  These 
valuations are used to store the inventory and allow you to sell that inventory immediately.  To do this, the reciprocal 
account of the inventory asset account, instead of being the bill's expense account is the Inventory 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 óFirst in First Outô 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.  
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For example, if you sell 50 items a day, and it takes you 3 days to order, you'll want a cushion of 150 items. The Min 

Quantity will be the minimum number you need to keep in stock for the duration it takes to get the items into inventory 

so that you can sell them. 

Order Fulfillment 

 

Order fulfillment options will automate key points during your ordering process. These options will automatically extend 

to your Ecommerce solution or web services.  

 

The first option is defaulted at 1 item as the minimum possible for orders. This number can be adjusted and will make it 

so that any higher numbers will be required on any orders that are partially fulfilled. This option is used often if your 

company partially fulfills orders in the case of back ordered items, for example. 

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

generate an invoice each time an Order is completed. 

To edit shipping costs within the Shipping wizard check off this next option. This will allow shipping to be edited within 

the Shipping wizard and allow for last minute discounts or increased in shipping costs on a per order basis. 

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

warehouses.  

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

Multiple Warehouses: If you have multiple warehouses and you only fulfill Orders from one of them then this option will 

let Tradepoint know that you have multiple Warehouses but your default Warehouse will be the warehouse where 

Orders are fulfilled from 

Multiple Warehouses with Group Availability: For companies that have multiple warehouses with group availability and 

fulfill orders from each of those locations then this option will allow fulfillment to happen from more than one location on 

a per Order basis.  
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Automatically Invoice when Shipment Complete: This option is what it says and will automatically generate an Invoice 

each time an order has been shipped out. 

Mark Order as in production in Shipping Print: This option will show any outgoing Orders as being ôIn Productionô when 

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

Payments made from Order Screen should be óAuthorize Onlyô 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. 

This preferences works well when you have the option to ódirectly Invoice from ordersô 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. 

Accounting Periods 

 

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

Accounting period to prevent further activity to be entered in and back dated within Tradepoint.  

 

The new button will create a line item for a new accounting period to be set. Dates for the close of the accounting period 

can be specified in each field 

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

statuses: 
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Open ï Any Employee can add journal Entries, Expenses, Bills, and Payments 

Accountant Only ï Only a profile with Administrator security can add items to the Ledger 

Closed ï The accounting period has been locked and no one can add items to the Ledger. 

 

How Payroll Works  

 

Payroll Deductions 

 

Payroll options within Tradepoint supports up an unlimited number of deductions even though most companies will only 

make use of up to 6-8 at the most at any one given time. There are two pieces of information that have to be set up for 

Payroll to be successfully processed using Tradepoint. 

Payroll Deductions within Company Settings 

Employee compensation and schedule settings within each Employee profile 

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

details. 

Note: If your company uses an external payroll company, Tradepoint also generated reports based on hours, salary or 

salary with commission which can be emailed in several different file formats. 

Setting 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.  
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In this example there are three main deductions listed. Each of those deductions can have multiple Fee Schedules.  

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

respective Account from the COA.  

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

Payroll Fee Schedules 

 

To create and/or access those fee schedules highlight one of the deductions and click the ñEdit Fee Schedulesô icon in 

the lower right of the screen. 

 

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 ófloorô or óceilingô 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 óNew Fee Scheduleô 

icon in the lower right. 

 

The fields for Employer and Employee deductions can be set up for percentages or fixed amounts for each Fee 

Schedule with each income range. 

When all of your deductions have been set up save your changes. When Employee profiles with schedules are setup 

the second part of Payroll preferences will be explained as being specific to each Employee. 
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Processing Payroll 

 

How Tradepoint Ecommerce Works  

 

Web Site Configuration 

 

For customers using our Ecommerce solutions the website configuration section of company settings are often pre-

populated during the installation process of your website. This setup guide will offer an explanation of the functions of 

each one and how to use then to make fundamental changes to your website, language localization, and configuration 

settings for automatic web based actions and email style sheets. 

Web Style Sheets 

 

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

 

The CSS can be uploaded and edited from an editing program or the Photoshop file can be uploaded directly into the 

folder structure within your web hosting arena for your website. 

Language Localization ς Step One 

 

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

Note: The original website established within Company Settings will be the default website with localization preferences 

based on the type of shopping cart you are using (one language and currency or multiple languages and currencies). 

For companies using the multi-lingual ecommerce solution the language localization option will work out of the box and 

post to each respective website established after the initial default website has been setup. 

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

the example above with the drop down menu displaying available language settings. 

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

below. 

 

Language Localization ς 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 óplus signsô. óTarget 

Languageô 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. 

 

Content can be entered in manually on the right hand side, or copied from another source. An image can be uploaded 

into the content from the icons highlighted or added to the Static Text pages under the Tools tab.  

Note: Most browsers will automatically pick up the language of the IP address of the user on the computer showing in 

their native language. However, using a translator and directly localizing pages for specific markets will yield more 
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accurate results in the subtleties of language dialect and give you more control over the information you present within a 

given market,  

Configuration Settings 

 

Website configuration settings provides default settings that can be adjusted as necessary automatic emailing 

communication options and warehouse fulfillment options for companies using direct fulfillment of Orders. 

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

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

fulfillment.  

 

 

Division ID ï This references the Company/Division identifying number that will be used for an Ecommerce web site/s that 

will be drawing on the company information to populate the web site and its products and static pages. 

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

E-mailing ï Options for automatic emailing templates 

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

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

Email to be sent at the completion of a Successful Order ï This will pull from any existing Email templates so an Order 
Confirmation Email automatically goes out at the time an Order is successfully completed 
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Email to be sent at the completion of a successful Invoice ï This option will pull from Existing Email Templates to specify 
an automatic Invoice Confirmation Email to go out at the point of successful Invoice. Tradepoint will Invoice automatically 
each time an Order has been successfully shipped in entirety based on the Company Settings for how a company 
operates. This alleviates the need for batch invoicing at the end of a day. 

 

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 in either text or HTML format. 

 

Warehousing and Order Fulfillment Options support single or multiple Warehouses for both fulfillment and Shipping rate 

requests. 

 

These two options are separated for the ability to specify where an order is fulfilled from and where the rate request is 

derived from. Both of these options will be based on the address of the specified Warehouse. If there is only one location 

for both shipping and fulfillment then only the one location will show in both the check box and drop down options for each 

preference. 

 

 

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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Ecommerce Setup  
 

Tradepoint Ecommerce Setup Options supports one or more web sites in one or more languages with integrated SEO 

tools for generating the meta tags automatically as the pages are created. This section is accessed through the Tools 

Tab under the Websites section  

Web Site Setup ς Single & Multiple Web Sites 

 

The main page is the General Settings which shows the default settings defined for a web site.  Key web site 

information is defined here. 

 

This is the General Setting for a web site. The active web sites will be listed on the left. In this case there is only one 

web site set up. The icons along the top provide access to different aspects of web site setup. 

Defaults for General Settings Include: 

Warehouse ï Warehouse associated for fulfillment of orders for a web site. 

Support Category ï A default category set for any web site support requests sent in via a form on a web site. This 

feature is for use with Call Logs. Any web based support feature will automatically create a Call Log with this Support 

Category attached to the Call Log. This field pulls from the Categories set up in Call Logs and can be accessed through 

the Setup & Configure Tool or through the + button next to the Category field within a Call Log. 
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Support Status ï A default status set for any web site support request through a web site form. This will automatically be 

set in relation to the Support Category for any web based support request submitted. This feature is for use with Call 

Logs. Any web based support feature will automatically create a Call Log with this Support Status automatically 

attached to the Call Log. This field pulls from the Statuses set up in relation to Categories within Call Logs and can be 

accessed through the Setup & Configure Tool or through the + button next to the Category field within a Call Log. 

Request Info Category ï This feature can be set to also create a Call Log with a default Category each time a request for 

information is sent through a web site. This field pulls from the Categories set up in Call Logs and can be accessed 

through the Setup & Configure Tool or through the + button next to the Category field within a Call Log. 

Request Info Status ï This feature can be set to also create a Call Log with a default Status set up each time a request 

for information is sent through a web site. This field pulls from the Statuses related to each Category set up in Call Logs 

and can be accessed through the Setup & Configure Tool or through the + button next to the Category field within a Call 

Log. 

Price List ï This field pulls from Price Lists set up under Price Lists on the Tools Tab. When a Price List is set up this will 

set the pricing of each Product listed on a Price list to the selling price on the specified Price List. If there is a date range 

set on the specified Price List then the pricing will revert back to default pricing after the date range defined on the Price 

List. 

Contact Us Category ï This Category pulls from Categories within Call Logs that are defined by the user and can be 

accessed through the Setup & configure tool (or the + plus sign found next to the category field within Call Logs). 

Contact Us Status ï This drop down menu option pulls from Statuses within Call Logs that are defined by the user and 

can be accessed through the Setup & configure tool (or the + plus sign found next to the category field within Call Logs). 

Web Security Type -  This drop down option is pulling from any web site security profiles you have enabled within 

Tradepoint. Web Site security profiles are defined within the Setup and Configure Tool. Web Site security profiles can 

be found within the Setup and Configure Tool by following this path to get there. 

Management Menu Ą Setup & Configure Tool Ą Contacts Ą Contact Personnel Ą Expand Click on Web Access 

Security Ą Click New Security Setting to configure a New Web Security Type.  

Send Mail Server Settings ï Mail Server Settings are set here to define the mail server information which will be 

referenced for any outgoing mass email resources. 

Identifier ï This is the unique web site identifier which will reference a web site within Tradepoint. This is also the 

Identifier which will be used to reference each web site setup within Tradepoint to different Company Divisions. 

Configuring Web Site Preferences 
 

Within the Company Settings is a screen for setting the default Company and Ecommerce Settings. This can be found 

by the following steps. 

Tools Ą Company Ą Configuration Icon 
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Image Auto-Sizing and Defaults allows the setup of basic Image Sizes for different Images including: 

¶ Image Gallery Images  

¶ Main Product Images (thumb nails) 

¶ Press Releases Images 

¶ Product Category Images 

The Base Image path is where the address for the image path is set. This usually references a Server path where the 

images reside. 

Other web site elements include: 

Default Text Elements ï Sets the default pricing and price labeling for currency. 

Product Page Defaults ï The check boxed items will be what shows up in the product page defaults for all product 

listings. Products can be defined on a one off basis through the Product settings. 

Product Page Layout ï Product Page Layout Options will show the Product page listings with the following options. 

 

Grouped in Multiple Pages will display the product listings with tabs displayed on the product pages in a web site. This 

is ideal for products with a great deal of information per listing.  
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Single Page with All Info means that all the product information will be listed without tabs and in a single page view. This 

means for products with more detail may have to use the scroll bar on the right if there is more detail from those product 

images. 

Units of Measure ï Will define the Units of Measure for products that they will be sold in within a Company and any web 

site linked to a given company. Tradepoint currently supports single units of measure. products may be received in one 

unit of measure and then converted into a different unit of measure if they are being sold in a different unit of measure 

than they are being bought in. 

Company Identifier ï This is the Company ID that has to be linked to a web site for the web site to pull the correct 

product, web site preferences and accounting data. 

Static Page Setup 
 

Setting up static web pages within Tradepoint can be done by following these outlined steps starting from the Pages 

section within Web Sites. 

¶ Setup the Pages with the web site information in the top header field and then start to fill in the respective pages 
for a web site using the New Page Icon in the lower right (highlighted below). 

 

¶ Once the New Page icon is clicked to setup page content for a specific page then there are two screens to be 
filled in to post a page to a web site. 

The first screen is the SEO information for your page. This includes the URL for the web site page. This is 
specified by the user. 

The Tradepoint page url field will refer to the CSS template for that page. A web site can have numerous 
templates based on the CSS design in the PSD (Photoshop) file. 
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Choose the language settings of All. It will be the default in the drop down menu. In the case of multi-lingual 
web sites where more than one web site will be set up for more than one language, then multiple languages can 
be configured using the Language Setup tool. 

SEO details for the page will need to be filled in. Recommendations for the Page Title, Description and 
Keywords are provided. 

 

Save any changes once they have been added. 

¶ The page content will be setup on the Content page. Pages can include text, images hyperlinks and embedded 
video as part of the page. 

Clicking the Content icon at the top of the page will direct the user to the contact screen where one or more tags 
will need to be setup and the content entered for the page. 
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The New Tag icon in the lower left will prompt a new tag to be created. The primary default setting for the new tag is 

óContentô though additional tags can be created as necessary. 

Specify the language in the drop down menu even if there is only a single language, then choose óAllô from the drop 

down menu. 

A menu bar is at the top of the page with editing tools for text, images, adding hyperlinks, and a spell check tool. 

Each page has a óDesignô and óSourceô view to enter in content in plain language and have the HTML built automatically 

through the design view or enter on the HTML directly on the Source view and have the content built through the Design 

view. 

Below is an example of the same content shown in the example above that is seen from the Source view. In this 

example the Header tags have all been highlighted. 

If you have content that has been designed with its own HTML or includes images, icons or other graphical elements as 

part of the content the HTML can be entered in directly into the Source view. 
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Save any changes to the new pages and they will be posted as soon as they are saved into Tradepoint. 

Re-5ƛǊŜŎǘƛƴƎ ¦w[Ωǎ 

 

To redirect existing URLs to one web site enter them in on the Website URLs page within web sites. Tradepoint 

redirects these URLs to the primary web site information found in the header of the web sites section automatically. 

 

Language Setup 

 

 

For web sites utilizing the multi-lingual features, languages for a web site will need to be set up within the languages 

section so pages can then be localized into different languages. This tool is for static web pages only. Product pages 

have a built in localization tool for adding localized content for products into other languages. 
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The web site languages set up here will correspond to the web site it is related to. The header information seen in the 

screen above will tell which web site it is related to. 

 

 

Security Profiles & Settings  ɀ How Security Settings Work  
 

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 contacts within different sections of Tradepoint (Leads, Customers, 

Suppliers, etc.) for different profiles and 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 Employeeôs profile for further shaping of a specific role or the ability to shape a unique profile. These are 

not part of a security profile but are part of an Employeeôs file and include: 

¶ Which Reminders and Alerts are shown with the Flyout Panel 

¶ What email alerts are received 

¶ Which System Prompts are received (adding, creating, deleting items) 

¶ Outlook Synchonization Options 

¶ Exchange Synch Options 

These options are found under the Preferences of Employees and are unique to each Employee. 

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 óall 

other options will be ignoredô.  

Creating a new security profile in Tradepoint is done by clicking on the óNewô 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. 
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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 óToolsô 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. 

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. 

Ex. A.  

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: 

 

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

Ex. B.  

Then view the Tools tool bar with Administrator access: 

 

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

 

 

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

 

Note: Remember, any other access than Administrator will have to have each respective section Checked Off to 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. 
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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: 

 

 

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. 

 

 

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 óSystem Administratorô 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. 
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Contacts ς Filter Options & Setup for Security Profiles 

 

Filter options exist for contacts within security settings for each section of Tradepoint: 

Sources 

Enquiries 

Leads 

Customers 

Resellers 

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. 

 

View All ï Allows a user access to all customers across all Divisions and Companies. 

Only Where Sales/BDC Rep ï 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 ï 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 is setup at the time an Employee profile is created. 

Their Territory or Owned by Division ï 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 
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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 ï 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 ï This option will filter out contact by the current Division a user is signed into or by 

territory. 

Functions ς 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. 

 

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. 

 

 

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.  

 

Employee Access ς 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 security 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 ς 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 ï View only access for reporting data 

Export ï Allows report to be exported to multiple files types 

Print ï 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 óNewô icon in the lower 

left of the Security Profiles screen. 

First, highlight the Security Policy to base the new policy on. 

 

Then from the óNewô options choose the óNew Policy from Currentô option and your new policy will be created with ALL 

of the options of the highlighted policy already checked off. 

 

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 T ools & Features  
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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 

 

Change Password 
 

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

existing password. 

 

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

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. 

 

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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Tradepointôs 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 personôs 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 

 

Appointment Book Configuration 
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¶ Default View ï This is the view visible when you check the schedule in Tradepoint 

¶ Collaborative View # of Days ï The default number of days visible in the Collaborative View 

¶ Show only Self on Day sheet ï View only your own schedule even if you can see others and vice-versa 

¶ Show Streams even if not available all day ï 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 ï the default appointment category for each appointment started (ex. For sales people the 
default category could be ósales Appt.ô) 

¶ Billing Rate Product ï 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 editable once created. 

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

Task Defaults ï 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 wonôt 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. 

Contact Defaults ï An option to make the default option in new contact to an individual rather than business contact. The 

default contact type in Tradepoint is a Business contact. 

Notifications ï 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 Tradepointôs performance. 

Prompts ï 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. In 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 ï This preference will automatically show the Work Center when a user logs into Tradepoint. If 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 ï 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 ï Contact options for people using SmartPhones, Blackberries and iPhones specify how contacts are pushed 

from a device into Tradepoint and vice-versa 

Tasks ï 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 ï These date fields will show the last dates when Tasks, Appointments and Contacts were synched with a 

device. 

 

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 óProjectedô 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 

ñAssigned Toô 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.  
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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 Employeeôs 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. 
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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. 
2. 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 óSubmitô icon in the upper right when finished. 

 

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 

personôs role within your organization. 

Each of the following sections will go through in detail the purpose and how each tool impacts your companyôs 

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. 
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Synchronize 
 

The Synchronize option can always be accessed through the management menu or by holding down the control key and 

hitting óSô 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. 

 

Tradepoint currently supports Data Imports in over 12 different file types including Quickbooks, Goldmine, Act, Peachtree, 
Excel and others. 

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  

¶ clearly label header fields  

¶ 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.  
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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 

¶ Text Files 

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. 

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

 

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

2. Once it's done converting, go to your Services and stop the MSSQLServer$ACT7 instance.  
3. Copy out the database file  
4. Attach it to your database server.  
5. Attach client's Tradepoint database to your server.  
6. Run Tradepoint  
7. Select the ACT import and give it the place to find the ACT database and then choose the contact type ( the two 

check boxes don't do anything)  
8. Watch as it imports.  
9. Clean up any duplicates if you can. I would create a script to allows you to move Support and Personnel from one 

contact to another to clean up the duplicates. 

  

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 ï Comma Separated Value 

¶ RTF ï 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 óManage Databaseô 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. 

http://itdomino.act.com/act.nsf/docid/2001626143542
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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 
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. 

Image A.  

Image B.  

The Setup and Configure Tool is managed by the Security Settings so, providing a safety net so your settings donôt 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: 

¶ Consequences to deleting a Category when there are Contacts assigned to it. 

¶ The option to reassign existing Contacts to another Category before the category is deleted. 

¶ 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 
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¶ 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. 

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 
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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. 

 

Accounts Payable 

The Accounts Payable setup and configure tools are illustrated below. 

 

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

Transfer Types ï 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 Receivable 

Accounts Receivable Configuration is illustrated in the example below. 

Once the Setup and Configuration for your Accounting processes 

has been Setup you will have your transactions happen 

automatically as you run your business. 
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Invoice Adjustment Types ï The Invoice adjustment types option will show up within Invoices for the drop down menu for 
Adjustments. 

Payment Types ï 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. 

 

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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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. 

 

Clicking the new Credit Card Type icon  in 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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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. 

 

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

 

 
Shipping  

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. 

 

This example shows several existing shipping methods and individual preferences related to your shipping method on the 
right of the screen view. 
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Max Amount for Chargeable Shipping ï 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 ï 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.  

 

Service Type ï 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.  

 

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

¶ 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. 

¶ 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. 

¶ 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. 

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

¶ 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 ï 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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The Carrierôs 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. 

 

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 & Configure tool can be accessed anywhere within the Appointment screen you see the 

blue plus next to the Category field 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. 

 

¶ 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). 

¶ Creating a New Category can be done by clicking the óNewô icon in the lower left hand corner. 

¶ 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. 

¶ 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. 

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

¶ 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.  

¶ 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 
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. 
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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. 

 

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. 

 

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. 
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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. 

 

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.  
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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. 

 

 

Communications Image A. 
 

 

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 óShow on Websiteô option at the top of the 
Applicable Locations. When the óShow on Websiteô is clicked you will have this as an option within the Customer are to be 
able to sign up to receive that communication.  

Roles ï 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 ï Web access security allows security profiles and define what type of functions they can perform 
within their customer login section through your website. 

Attributes  - This corresponds to custom fields within a 

personnel contact. The icon is also labeled óAttributesô within 

the top toolbar of contact personnel.  

Communications  ï Define different types of 

communications for your contacts such as newsletters and 

sales promotions. 

See Communications image A below for more detail. 
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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. If no boxes are checked off then the contact will have view only access through the 
website. 

 

Custom Data ï 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 ï The Image below shows which types of data that can be modified within Customers. 

  

Products Owned ï 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 ï This relates to each of the Categories you set up. Each of your categories can have a Status such as óActiveô and 
óInactiveô. 

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

¶ Support Statuses ï 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.  

¶ 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. 

¶ Custom Data ï 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 ï 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. 

Categories- This field refers to the general Categories 

for each Customer contact easily visible from the 

main contact information screen. 

 

Custom Data ï Create and edit custom data fields 

specific to Customers through the óYour Dataô icon in 

the Customers tool bar.  
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Enquiries ï Managing your Enquiries will include several fields to track general information, advertising and marketing 
efforts. 

 

Categories ï 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 ï 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. 

Enquiry Methods ï 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 ï 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.  
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Industries ï 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. 

 

Opportunities ï 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). 

Under the Company icon you will see a section of fields that 

will have a drop down menu with the list of Industries you 

have setup within it.  
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Click on an existing Category or for a new configuration click the óNew Categoryô 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. 

 

Leads ï 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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¶ Categories ï This will define the Categories of your Lead contacts. Categories is enabled with Event management 
Tools to automate your Sales Process. 

¶ Custom Data- Define specific fields relevant to your Leads that will pre-populate within the óYour Dataô section of 
Leads. Fields added here will only apply to Leads. 

¶ Status ï 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. 

¶ 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. 

¶ 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. 

¶ 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. 

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

  

Source Lists ï 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. 

Creating Office Types will pre-populate within the Company data 

section show below. 
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Suppliers ï 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.  

 

Each of these field types is enabled with Event 

Management for an automated lead tracking process, 

with the exception of the óProbability of Success field 

which is an information field only that will allow you to 

create a drop down field within that field for multiple 

choices. 
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Documents ï 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.  

 

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

 

Attributes is a custom data section specific to Employees.  
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The view of these fields once they are created is shown below. The ñNew Fieldô icon in the lower right is the tool to adjust 
an existing field or create a new one. 

 

Banks ï 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. 

 

Attributes are broken down into two different sections within 

Employees, Technical Skills and Education. This way most 

company preferences can be either or a combination of both 

educational requirements and technical skills. 
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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. 

 

Once branch details have been entered they will appear within the Contract section of Employees in Tradepoint. 

 

Insurance Types - Each Employee profile can have different Insurance Types within separate contracts by using this 
option in the Setup & Configure Tool. 
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After Insurance Types are setup they will appear within contract options as part of the drop down menu under the 
insurance icon. 
 

 

 

Territories ï 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. 

 

When an Employee is assigned a territory the option is found on the Preferences screen. 
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On the contact screen territory is found on the main contact information screen: 

 

Contract Types ï 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. 
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When Contract Types are established they will appear within Employees under Contracts within the New Contract screen 
in a drop down menu. 

 

Nationality ï The nationality field allows drop down menus to be created for both nationality and a 2
nd

 Nationality.  

 

When Nationalities are setup they will be accessible through the Nationality and the 2
nd

 Nationality fields found on the 
Contact Info screen for an Employee profile. 
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Qualifications ï Qualifications can be established per Employee. Qualifications includes educational degrees, levels of 
educational degrees, where a person studied and eve what school was attended. 

 

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. 

All of the customizable information under Qualifications is displayed on the 

left. In this example Qualification Types indicate the Type of degree. 

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

Places of Study indicates the location of study. 
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Minor Programs draw on Qualification Programs that have been setup in the Setup & Configure Tool. 

 

Places of Study will draw on the institutions that have been setup under Places of Study in the Setup & Configure Tool. 

 

Relationships ï Relationships enables customizations for personal and family contacts. 






































































































































































































































































































































































































































































































































































