®
bC S *\r N N C T 01202 714200 | F 01202 733552 | www.ibcos.co.uk
I o\ | AW I W - Support 01202 730522 | goldsupport@ibcos.co.uk

gold fact sheet

Background Forms

The IBCOS GOLD Document Forms Module stores background forms for use
when printing or emailing invoices and other documents. The background
form is usually a PDF file of the exact layout of company stationery including

any logos and other information normally contained on printed stationery.

With these forms set the entire document can be printed exactly as it would
be when using pre-printed stationery, normally reducing the cost of each

print.

Each individual type of document produced by Gold can have a separate form

to specify the background.

Document Management/Email

Document Forms can also link to the Document Management System so that
documents sent can be stored within the document store, for example,
against the customer invoice in the Sales Ledger. These stored documents
can then be recalled and reprinted or re-sent exactly as the original if

required.

This also means that documents may be faxed or emailed to customers or
suppliers in the same format as the company stationery. Refer to factsheet

FSO8 for further information.
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Gold Set Up

Background Forms

(System Management/Housekeeping, Text Images / Printers)
Used to specify the background image for the document. Images should be a
PDF file for A4 size paper, for example the company standard headed paper. The

company logos required should be contained within the PDF file.

The “Import “ button is used to import PDF files.

m Background Form Maintenance - Amend Mode [ =]

Cietails

Background Forrm BKINYZ

Description: |Baokground Irvoice 2
Ernail Copies: |

Blind Copies: |

Addresses for Email copies may be entered to email a copy of the document to

the chosen recipient.
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Company Control File

(System Management, Company Control File)

To specify the standard body email text a file can be created and added to the
company control file.

Company Control File Maintenance [x]

Company:

Company Generall Parts | Waorkshop | {WHOLEGD}' Plant Hirel Accuuntsl CRM | Plan knt |

Company Name IIths

Company Address IIbcas Computers Ltd
|Poo|e Tel: 01202 #14200
ICoventryTe\: 0203717179

Doc. Store |devB4docs@ibcos.co.uk

Email Bady File: {
Statement Start:

|
Cancel |

This file needs to have been imported via the process above.
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Document Forms

(System Management/Housekeeping, Text Images / Printers)

Document forms can be set up for each type of document, advice notes, delivery

notes, invoices, picking lists etc.

Different forms may also be set up for each depot so that they can carry different
address details.

It is also possible to set up forms for different types of invoice to produce

different invoices for point of sale than for workshop jobs etc.

Document Forms Maintenance - Amend Mode (]
Identity [ Depot Code [
Salect Forms Type

denity

CF Custom Forms

c3s Cost Sheet

DF Draft Print

DN Delivery Note

D Internal Documents
IM Invoices

INPOS Invoices

JC Wworkshop Job Cards
MS CRM Mailshots

PF Pro-forma Invoices
PL Picking Lists

PO Purchase Order: =

oK | mext | Eind | Expand |
Dehull Amend | Delete | List Copy Next Prev

Using the "Default” button it is possible to select one default background form

for all document types.
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New records cannot be created, however the “Copy” option can be used to copy
an existing document type to a new type. Individual document types can then be

amended to change or add background forms.

Document Forms Maintenance
Details
[entity ST Depot Code:
Desacription: |Cu5tomer Staterments
Docurnent Type: CusT J
Background Faorrm: 1BCO2 J
Design Form
Copies 1
Contact Code: J
Attach File: [
Update Text Copy? HNo -]
Override Settings? No =
Copy to Document Stare? Tes 7
Cancel

Key Entry Fields (# indicates default setting)

Identity Document Identity Code: For example:
AV Advice Notes
DF Draft Invoices
DN Delivery Notes
IN Invoices
JC Job Cards
MS CRM Mailshots
PF Proforma Invoice
PL Picking List
PO Purchase Orders
PR Purchase Remittance Advices
QU Sales Quotes
ST Customer Statements/Debt Letters
WA Supplier Warranty Claims
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Option Leave blank to cover all areas or select Point of
POS Sale, Planned Maintenance, Plant Hire, Workshop
PLM or Wholegoods.
PLT (This option is seen only when copying a
WSJ document type)
WGD
DBT Use DBT when copying from ST for statements to
create a different background for Debt Letters
Depot Code Enter a specific Depot code if required.
Invoice Type Enter a specific Invoice Type for the design, if
required.
Description Enter a description for the form.
Document Type | Hyperlink Select an appropriate Document Type to link to
Available the document store if in use.
Background Hyperlink Select the required background form for the
Form Available document.
Copies Enter the default number of copies to produce.
Contact Code Hyperlink If desired, enter a Contact Type Code to be used
Available when sending documents. For example, add

contact type AC for Accounts Contact.
The documents will be emailed to the accounts
contact at the company if this is set on the

customer account.

Attach File Enter a filename to be automatically attached to

emails of this type (file must exist in the $FRM

directory)
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