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Learning Outcomes 
In this lesson you will learn how to set up Platform for the first time. 

Requirements and Prerequisites 
SoEasy should already be installed on your PC. You should have completed the following modules   
 

·  Familiarisation Training 
·  Cash Book Set up Module 
·  Using the Cash Book 

Video 
There are videos available on this subject. 
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Are you converting? 
If you already have an accounting system and you are converting to SoEasy, it is a good idea to 
have a clear understanding of how you are going to perform the conversion. There is a specific 
manual called ‘Converting to SoEasy’. It is a workbook that takes you through the conversion 
process step-by-step. 

Overview 
Platform is a module that is included in all versions of SoEasyAccounting except for the Cash Book 
Version. 
 
The module is named Platform because it is a “ base upon which to build your business! ”  
 
Platform provides the features necessary to work with clients and suppliers and fully integrates with 
the Cash Book and Accrual system. 
 
Platform also provides the centralised management of your business and there are many additional 
modules that can be added to it to increase your system infrastructure. 
 
Our main goal in this tutorial is to set up the basic areas as follows: 
 
General Set up  The general set up of the Platform Module 
 
Grouping   An important structural stage where you identify groups that your contacts 

will be associated with. 
 
Database  Platform has a very powerful Customer Relationship Management database 

(CRM) where you store details about organisations and people who you deal 
with. 

 
Products Register  A register of products and services that you can use for quickly creating 

Quotes and Invoices. You can also set the system to keep track of inventory 
if desired. 

 
It is very important to note that this manual is an Entry Level introduction to Platform. Platform has 
100s of features and the application of these features is best achieved when you have gained 
experience at using the general product.  
 
Certified SoEasy Accounting Consultants 
Qualified SoEasy Accounting Consultants can accelerate the process for you establishing a 
productive environment and it is worthwhile engaging their services. In doing so you will shortcut the 
learning process and establish profitable time saving routines far more quickly than just progressing 
by yourself. 
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Familiarisation Training 
The first thing to achieve is a familiarisation of the Platform product. 
It is very important to have completed the prerequisites of this module as stated above. 
 
To go into Platform, select the Platform button at the Cash Book Main Menu. 
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Platform Main Menu 
The Platform Main Menu provides quick access to the various functions. 
 

 
 
Arrow 1: Commonly used areas of Platform 

 
 Database  Where you can view, add, edit clients, suppliers, and any other contact. 

 
 Debtors  Work with all documents created for debtors (people who purchase goods and 

services from you), such as Quotes, Invoices and Credit Notes. 
 
 Creditors  Work with creditors’ documents (individuals and organisations from whom you 

have purchased goods and services from). 
 
 End of Month  At the end of the month a warning flag will appear to prompt you to process the 

end of month. This will guide you through closing any invoices that are open, 
testing your debtors ledger and producing customer statements. 

 
 Reports  You can produce a wide range of reports. 
 
 Products  Work with the Products and Services register. 
 
Arrow 2: Set up Platform 
 
Arrow 3: Advanced features 
 
Arrow 4: The basic Key Performance Indicator (KPI) shows sales for the past 6 days 

and sales and quotes for the month. This can be set off in the security system. 
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The following topics overview the specific areas identified on the previous page. 

Database – Working with Contact Details 
 
In SoEasy you use one database to store information on all clients, suppliers, prospects, friends, and 
any other group you wish to keep information on. This way you can find people faster. 
 

 
 
Arrow 1: The currently selected client 
 
Arrow 2: Work with their Quotes, Invoices, Credit Notes, and Account 
 
Arrow 3: Access different screen displays 
 
Arrow 4: Add a new contact / Edit or Delete the existing contact 
 
Arrow 5: Search functions 
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Debtors 
The Debtors button takes you into a screen where you can work with all clients’ documents such as 
Quotations, Invoices, Credit Notes, and their Accounts. There is also a range of other useful 
functions such as showing any Invoices that you have created, but not yet closed. 
 

 
 
Arrow 1: Work with all quotations, invoices, and credit notes 
 
Arrow 2: Receive payments 
 
It is important to note that the above screen provides access to ALL  documents and the database 
screen (as below) provides access to the currently selected client’s  documents only. 
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Creditors 
 
You can keep track of your Creditors’ accounts, know how much you owe and make payments to 
them. When you make a payment, the Cash Book is automatically updated. 
 

 
 
Arrow 1: The currently selected Creditor (organisation you owe money to). 
 You can move to another Creditor by using the standard search bar functions such as the 

keyboard arrow key. 
 
Arrow 2: Select different screen views. 
 
Arrow 3: Transactions you currently owe money on. 
 
Arrow 4: Add an Invoice or Credit note to the creditor’s account. 
 
Arrow 5: Make a payment to the Creditor.  

When you make a payment your cash book is automatically updated for you, which saves 
you time and eliminates double-handling. 

 
The Creditors section has many great features that will help you manage your Creditors.
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End of Month 
 
The End of Month procedure provides you with a guided approach to processing your end of month 
customer statements. 
 

 
 
Arrow 1 Instructions 
 
Arrow 2 Select to progress through the procedure: 
 
The End of Month procedure will 
 

·  Make sure you have closed any open invoices that are OK to close 
 

·  Test the debtors ledger 
 

·  Produce the customer Statements 
 

·  Roll over the month 
 

There is also a handy warning prompt which displays to remind you to process the end of the month 
(as below). 
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Reports 
 
Platform produces a wide range of management reports including very detailed sales reports. 

 

 
 
Arrow 1 Select a report with your mouse. 
 
Arrow 2 You can filter a specific set of reports by selecting the report type you want. 
 
Many of the reports can be exported to a spreadsheet. If SoEasy has been set up to know where 
your spreadsheet application is, the exported document will automatically open. 
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Products and Services Register 
 
You place all the common items you sell to clients, such as materials and labour, into the Products 
and Services Register. You can then quickly bill the items against a client’s quotation, invoice, or 
credit note. 
 

 
 
Arrow 1 Select to access the Products and Services Register 
 
Arrow 2 Ordering system 
 
Arrow 3 Set up utilities 
 
If you require stock control, it is automatically m anaged for you. 
  

·  You can load in a stock-on-hand opening balance. 
·  When you Invoice an item, stock is reduced. 
·  When you produce a Credit Note, stock is returned. 
·  When you place an Order with a supplier, stock on order is increased. 
·  When you receive items from a supplier, stock on order is reduced and stock-on-hand is 

increased. 
·  When you perform a stocktake, stock values can be adjusted. 

 
In the Enterprise Version there is a Stock Audit  feature where you can view how each stock item 
was adjusted. 
 
The Products and Services Register is very versatile and can handle various types of products in 
many different ways. 

Back to Top 
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Setting up Platform 
Now that you have been introduced to the main screens you will be using, it is time to set up the 
system to suit your needs. 

General Set up 
From the Platform Main Menu, choose the Set up  button. 
 

 
 
At the Set up screen, there is a list of areas (on the right) that you work through to set up Platform. 
All set up options can be changed at any time. 
 
The most commonly used set up areas are: 
 
Database  New Contact Information 
 
Products  Sale Price Technique 
 

Stock Warning 
 

Purchase Orders Order printed on  
   Delivery Details 
 
Invoices  Print Defaults 

All Areas 
   Make sure to read the section on setting a logo 
 
Statements Statement Printed 
 
Job Sheets Job Card Type 
 
Make sure to check all settings and see which ones are best for your organisation. 
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Group Relationship Management 
 
The SoEasy CRM Database is a relationship management module that helps you work with your 
contacts in many different ways. 
 

 
 
The first relationship to consider is which group a contact should belong to. 
 
For example 

People who purchase things from you could be grouped as Clients .  
People who provide you with products could be Suppliers .  
People who you are trying to sell your products or services to could be called Prospects . 

 
These relationships are called Group Relationships  and it is important to establish the Group 
classifications first because when you add a contact to the database, you must assign them to a 
Group. 
 
By assigning contacts to Groups we are able to work with Groups of contacts. 
For example, send a news letter to all the contacts that are in the Clients  Group. 
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To go into the Groups  management menu, select the relationship icon on the Platform Main Menu. 
Arrow 1 Access  the Group Set up  screen 
 

 
 
When you go into the Set up Groups  screen there are three functions available: 
 

1. Add/Edit groups 
2. Group analysis 
3. Merge groups 

 
Select the Add/Edit Groups  button and at the new screen you can edit Group names. 
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It is important to keep the Group’s Classification numbers small.  
A mistake people make is to create many groups that they later find unmanageable. 
For example, groups such as below would, in most cases, be too difficult to manage. 
 

·  2007 Clients 
·  2008 Clients 
·  2009 Clients 

 
It would be better to just have the group Clients  and perhaps use the Advertising Tracker to identify 
where the contact was sourced from. (This is something we discuss in the Small Business Marketing 
Training Module). 
 
There is always the Group Merge function to help you sort out such mistakes but it is best to get a 
clear Group structure sorted out as soon as possible. 
 
SoEasy automatically sets up 5 default groups for you: 
 

Clients  Contacts who purchase from you 
Friends  Your friends 
Prospects Contacts you would like to sell to 
Suppliers Contacts that sell you products and services 
 

You can evolve your Groups as time progresses. For example, we have a Service Contract  Group 
in which we place all clients who participate in a support contract with us. 
 
Note: You can change the Group that a contact is assigned to at any time. 

Back to Top 
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Database Set up 
 
In the Database section you add contacts that you work with on a regular basis. 
 
There are 3 contacts that must be loaded into the Database: 
 
Your own organisation : You load your own organisation into the database so that you can 

attach products and services to yourself. This is explained more in the 
Products Set up section. 

 
Cash Sales  When you make a sale to a customer that you don’t want to keep 

information on, the sale is made to the CASH SALES customer. 
 
Deleted Clients  If you ever want to delete someone from the database, any documents 

that may have been created for them (invoices, credit notes, trading 
history) is automatically placed under DELETED CLIENTS. 

 
When you first set up SoEasy these three entries may have been made for you by the system. 
 

1. Go into the Database and check that the three above contacts are loaded in. If not please 
add them (see next page for a description of the dialog box). 

 

 
 
 

2. You should also add any other clients and suppliers you have. It is possible to import them 
from a spreadsheet. (See the Converting to SoEasy  manual for a step-by-step guide) 
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When you select Add contact  (Alt + A), you will be presented with a dialog box. 
 

 
 
Arrow 1 You can add an optional abbreviation but it is only important to do so if the 

contact being added is a supplier. 
 
Arrow 2 Make sure to get peoples, email addresses. This will be very important when it 

comes to emailing invoices and performing marketing tasks. 
 
Arrow 3 SoEasy recognizes the setting you make here. 
 If they are a customer you can create invoices for them but they will not display in 

the supplier’s listing. If they are a supplier you will be warned if you try to create 
an invoice for them. 

 
Arrow 4 In the previous topic we talked about Groups.  

·  If you can remember the abbreviation for the Group you wish to attach 
the contact to, enter it here. 

·  If you would like a pick-list , place the number 1 in the box and when 
you select OK, a list of Groups  will appear. 

·  If you want to create a new Group , select the check box  and when you 
select OK you will be prompted to add a new Group. 

 
Arrow 5 In the Small Business Version of SoEasy you can set up to 3 pricing structures. 

There is more information on this in the Set up Products  section. 
 
Arrow 6 When you select OK (or press Enter ), the information will be automatically saved 

for you. 
 
Arrow 7 Go to an additional dialog box where you can set up Trading Terms, standard 

discounts, and a variety of other settings. 
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Debtors Opening Balances 
 
If a contact has an Opening Balance with you (i.e. they have purchased good/services from you 
and still have an amount to pay), you can load it in. 
 
The first time you add a contact to the database, there is a special section at the bottom which 
allows you to enter their aged balances. 
 

·  This option only appears if you are adding them 
·  It is not present when you are editing them 
·  There are other ways to load Opening Balances (see the manual Converting to 

SoEasy ). 
 

 
 
 

If you enter the debtor’s opening balances and select OK, you are then prompted to identify the 
dates  that the amounts were due. 
 

·  Note: Any amounts loaded will appear in the Debtor’s account as current  until you 
either do a statement run or execute the aging procedure. 
In the Database select the Top Menu option  – Debtors  – Statements  – Statement 
Utilities  – Age Debtors  – Current Debtors Only  

 
Once you have completed your initial set up, if you have loaded Debtors’ Opening Balances you 
should print a Debtors Aged Trial Balance report  to confirm that you have loaded in all your 
Debtors balances. See Platform – Reports – Debtors – Debtors Trial Balanc e. 

Back to Top 
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Viewing Opening Balances 
If you would like to view a Debtor’s Opening Balances or work with their account, select the receipts 
tab. 
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Arrow 1 The currently selected client 
 
Arrow 2 View different layouts of the client’s account 
 
Arrow 3 The client’s current transactions 
 
Arrow 4 Search for another client using the standard search functions 
 
Arrow 5 Make a Journal Entry 
 
Arrow 6 Receive a payment. When you receive a payment you are asked to allocate the payment 

against the client’s Invoices. This removes the transaction from the display and is a very 
important process of managing the Debtors Ledger. 

 
Payments are automatically posted to the Cash Book for you. 

 
For a full discussion on Debtors Management please refer to The Debtors Management Manual . 

Loading in Suppliers (Creditors) 
You should also load into the database your suppliers. 
 
When loading in suppliers please make sure you set up the following settings: 
 

 
 
The arrows point to specific areas that should be set up for a supplier.  
Note: You cannot set a supplier’s opening balance (account you owe them), in the balance section. 
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Creditors Opening Balances 
If you have an account with the supplier, you can load the values in by selecting the Creditors  tab. 
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Arrow 1 The currently selected supplier 
 
Arrow 2 View different layouts of the supplier’s account 
 
Arrow 3 The suppliers current transactions 
 
Arrow 4 Approve the payment; the default when you add an Invoice is that it is approved 
 
Arrow 5 Search for another supplier using the standard search functions 
 
Arrow 6 Add an Invoice or a Credit Note 
 
Arrow 6 Make a payment. When you make a payment you are asked to allocate the payment 

against the supplier’s Invoices. This removes the transaction from the display and is a 
very important process of managing the Creditors Ledger. 

 
Payments are automatically posted to the Cash Book for you. 

 
For a full discussion on Creditors Management please refer to The Creditors Management Manual . 
 

Back to Top 
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Loading Products and Services 
 
In this tutorial we will be describing the process of manually loading in a basic product. 
You can also import your products register from a spreadsheet. 
For a detailed discussion on the Products Register please refer to the Managing Products and 
Services  manual. 
 
When you have loaded in your suppliers you can then load in the products and services they supply 
to you for re-sale. 
 
1. Locate the supplier in the database and select the Products  tab. 
 

 
 
You can also go into the Products Register from the Platform Main Menu. 
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When you come into the Products and Services Register, for the currently selected supplier, the 
products and services they supply you are displayed. 
 
2. Select the Add Item  button (Alt + A) and the following dialog will appear. 

 
Arrow 1 Supplier’s product code. 
 
Arrow 2 Optional Code – This is a code that you can specify or leave blank. 
 
Arrow 3 Category – categories are explained in the next topic. In this example we have entered N 

meaning that when we select OK we will be asked to create a new category. 
 For a pick-list of product categories, enter the number 1 and when you select OK, a pick-

list  of current categories  will display for you to choose from. 
 
Arrow 4 Cost method – SoEasy can keep track of profit per item if you provide the cost and the 

RRP of the item. In this example we have set the following: 
 Cost Method  = cost meaning the item costs us something 
 Cost  = it costs us $20 to purchase the item from the supplier 
  
Arrow 5 Retail  = we sell the item to our customers for $40 
   = Wholesale customers purchase the item for $35 
   = Distributors purchase the item for $30 

You do not need to set the Wholesale or Distributor pricing. If left blank 
the system will automatically copy the Retail price into these fields. 
 

Arrow 6 Notes that can appear on the invoice if you want them to. 
 
Arrow 7 Private notes that do not appear on invoices. 
 
Arrow 8 Stock Control options. 
 
Arrow 9 Select OK to save. You actually need to select this button. It is not selected by default. 
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Headings and Categories 
 
Headings and Categories allow you to classify products and services you sell. In doing so it provides 
you with the ability to: 
 

·  Report on a specific Heading or Category’s sales performance 
·  Locate a specific Heading or Category product range when billing 
·  Produce Price Lists 
·  Produce Brochures 
·  If using a SoEasy POS Module, set up your touch screen to display specific Headings 

and Categories of products. 
 
Headings and Categories allow you to build a linking structure, at any time, which helps you manage 
your products and services better. 
 
Example 
 
HEADING  ALL LABOUR    

CATEGORY  �  NORMAL RATE 

 Products/services   � ������� ���	
��

� � “� � � �  PAUL ���	
�  
  “   �  RINGO �
�	
��
�

CATEGORY  �  AFTER HOURS RATE 

 Products/services   � ������� ���	
��

� � “� � � �  PAUL $90/hr 
  “   �  RINGO $100/hr 
�

HEADING  ALL PARTS    

CATEGORY  �  BATHROOMS 

 Products/services   � ������ � �����

� � “� � � �  SHOWER ����  
  “   �  TOILET �����
�

CATEGORY  �  KITCHEN 

 Products/services   � ������ � �����

� � “� � � �  WASTE D $450 
  “   �  TAPS $200 
 

 
Remember that you can create this type of structure at any time and the sales reporting on items will 
automatically adjust to whatever settings you make. 
 
Under the above example, we could produce a sales report that could tell us, for any period, the 
month by month or day by day performance of all staff in both normal hours and after hours. 
It is pretty powerful stuff and a correctly configured Categories and Headings products register 
structure can really help you understand your business better. 
 
SoEasy automatically defaults all items you add to the products and services register to a Category 
of GEN (General), which is in turn automatically linked to a Heading of GEN (General). 
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When you are ready to set up your Headings and Categories go into Platform  – Products Register  
and select the Categories and Headings  button. 
 

 
 

 
 
 
Arrow 1 Set up Headings  (the default heading General  suits many users). 
 
Arrow 2 Set up Categories  (you can also add these when adding a product). 
 
Arrow 3 Link Categories to Headings, and Products and Services to Categories 
 
Remember; you can establish this structure at any time. 
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Frequently Asked Questions 

How do I convert from another program? 
It is important to have read and understood this tutorial first, then refer to the Converting to SoEasy  
manual. 

Can I import my database from a Spread Sheet? 
Yes, please refer to the Converting to SoEasy  manual. 

How do I set up a Logo? 
You can have a coloured logo appear at the top of your quotes, invoices, credit notes, and 
statements. 

 
 

 

 
 

1. You need to create a logo and place it in a graphic that is exactly as follows: 
 

·  11.02 cm wide by 2.07 cm  high 
·  300 dpi 
·  Format = 24 bit BMP 

 
2. It is essential that the file be set to this configuration as no other format will work. 

 
3. We have a service available that will set up your logo for you. There is a charge but if it is a 

simple process of taking your existing logo and placing it into the right size, format, and 
address details, it is not expensive.  
You can book the service by going to Platform  – Set up  – Invoices  and selecting order a 
logo . This will take you to our web page where you can find out about logo options and 
book in for one to be made. 
 

4. Once you have the logo: 
 

a. Save the logo to the SOEASY\USER directory. 
 

b. It must be saved to this directory as no other directory will work. 
 

c. The file name should be no greater than 8 characters 
 

i. Example – logohead.bmp 
ii. It must be a bmp 

 
d. If you are using a network version of SoEasy 
 

i. Make sure all other users are logged off 
ii. Make sure you save the file on the server 
iii. Continue the instructions only on the server 

 
e. Open Platform – Set up and select the Invoices  tab on the right (see next page). 
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Arrow 1: Invoices tab 
 
Arrow 2: Select here to decide on what is printed at the top of an Invoice 
 
Arrow 3: Set up the default printing options 
 

5. When you select the What is printed at the Top?  button (Arrow 2), the following dialog will 
appear. 
 

 
 

6. Select Print our logo  and Do not print our address  
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7. When you select Accept , you will be asked to select the logo 
 

 
 
Arrow 1 Use your mouse to slide  the slider down or up until you find the logo  
                  you saved to the SOEASY\USER directory. 
 
Arrow 2 Select the logo with your mouse, which can usually be identified by the 
                  extension of bmp at the end of the file name. 
 

8. Select OK and the process is complete 
 

9. Come out of SoEasy and then go back in to make the settings take effect 
 

10. You should be able to print an Invoice and it will have the logo printed at the top 
 

11. If you are using a SoEasy  Network version: 
 

a. Open a workstation. 
b. SoEasy will see that you are now using a logo and will automatically copy the logo 

from the server’s SOEASY\USER directory to the workstation’s SOEASY\USER 
directory. 

c. If it has a problem at doing this then there is an issue with file sharing. 
i. To solve such a problem make sure that the workstation’s SOEASY 

directory is not  read only . 
 

Can I have Multiple Identities? 
The SoEasy Enterprise Version can handle up to 5 different identities. So for example, if you 
have a wholesale and retail side to your business and you wanted some clients to receive one 
logo on their invoices/statements and others to receive a different logo, this can be achieved. 
Upgrade to the Enterprise Version for these features. 
 

How can I set the default number of Invoices Printe d? 
Select Platform  – Set up  – Invoices  and select the option Print Defaults . 
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Can I change the Invoice Layout? 
Yes, in the Invoices setup area there are many options for setting up your Invoice. 
 

 
 
Arrow 1 Work through the buttons and select the options you require 
 
Arrow 2 There are additional set up options here 
 
Arrow 3 Work through the buttons 
 
Arrow 4 There are more options available by moving the slider down the page 
 

Do you provide a customisation service for Quotatio ns and 
Invoices? 

Although SoEasy has actually many 1000s of combinations, many people choose to get a 
customised layout so that they can brand  themselves. We have a service that provides such 
customisations. 
 
To apply, go into the Additional Settings  section and select on the link Apply for a 
customised Quotation and Invoice system . 
 

Can I place my Bank Account details on the Invoice?  
Yes, select Platform  – Set up  – Invoices  
Use the right sidebar  to scroll to the bottom of the Invoice display and on the left is the Footer 
Message  option. Add your bank account details here. 



Platform Set Up Module ________________________________________________________  Page 30 

 
© Copyright 2009 – The Matrix Trust�

Where can I place our Terms of Trade? 
Standard SoEasy versions can handle a small amount of text being placed on the footer of the 
Quotes and Invoices. 
 
Select Platform  – Set up  – Invoices  
Use the right sidebar  to scroll to the bottom of the Invoice display and on the left is the Footer 
Message  option. Add your Terms of Trade here. 
 
This accommodates for small amounts of text such as: 
“Terms of Trade – Overdue accounts will be charged a 5% per month penalty Interest.  
Any recovery costs will also be charged. Goods remain the property of the seller until full 
payment has been received” 

 
Many organisations’ Terms of Trade are quite large and contain many details. 
We have a special Document Management Module (a separate module that links into SoEasy) 
where you can create: 
 

·  Terms of trade 
·  Agreements 
·  Contracts 
 

or any other type of document in Microsoft Word, which can be included when sending a 
quotation, invoice, statement or available for general use in the database. 
This is an excellent module and to find out more about it please review the manual called The 
Document Management Module . 

How can I set a customer’s Trading Terms? 
1. To set the default for all new customers added to the database go to: 

Platform  – Set up  – Database  – New Contact Information  
 

2. To set a specific Term of Trade for an individual: 
select the Defaults  button as you add the new contact to the database or edit 
someone. 

 
 

3. If you want to go through all of your existing contacts and set the Terms of Trade: 
 

a. In the Database screen select the Trading screen. 
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b. At this screen you can use the standard search functions of the database and 
review and edit the contact’s trading terms. 
 

 
 
Arrow 1 Select the trading  screen 
 
Arrow 2 Select the Trading Terms  with your mouse 

Can I switch the KPI Indicator off for some users? 
Yes, if you are using the security system of SoEasy (which you should be if you are a network 
user); go to Cash Book  – Set up  – Security and click on the user  where there is an option to 
switch off the KPI Indicator. 

Should I be using the Security System? 
Yes, if you are a network user of SoEasy. It keeps track of what everyone is doing and also 
provides additional features in the Diary 

Back to Top 

Conclusion  
Setting up Platform is something that you can evolve. It is important to note that you can change 
most settings at any time. 
 
Certified Distributors can help you set up your system to achieve the fastest installation and provide a 
professional set up service to help you get the most out of the system 
 

Back to Top 
 


