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Total Integrated Software

1. Multi-Dataset Login Screen

There are two display formats of the Total Login Screen. The format below can
be useful if you run more than one dataset.

Licensed for Demonstration Purposes Only
-
SUi I I iT i Dt a i Windows NT, 2000,
XP, Vista & 7
On-Farm Software Program Version : 7.3.002

Beechwood Farms Beechwood Farms Beechwood Farms =
Demonstration Data Demonstration Data Demonstration Data
Demo-Standard Demo-Starter Demo-Std-Accounts
Beechwood Farms Beechwood Farms Beechwood Farms
Demonstration Data Demonstration Data Demonstration Data
Demo-Std-Arable. Demo-Std-Cattle Demo-Std-Conlractors & Accounts
Beechwood Farms Beechwood Farms Beechwood Farms
inn Data ion Data ion Data =
Add e

Warning: This Program s Licensed for use on one Copyright 1989 onwards ST Computer Systems Lid.

To change the format of the login screen, select Total from your desktop and
click on:

Maintenance
Configuration and General Settings
Select the General Tab

Left Click to add/remove tick from Multi-dataset login screen.(A tick in
the box will set multi-dataset login as above, a blank in the box will set
to the standard login screen).

2. Deleting Datasets

Keep your Total directory tidy by removing datasets that are obsolete or have
been created in error. From the Sum-It Total Options menu, select:
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'Total' Configuration
(JSystem Tools
Delete Total Dataset

Click on the drop-down box to select a set of data you wish to delete.
Note that you CANNOT delete the dataset that you are currently in

Select Commit. If you do not feel confident about this process, call
Sum-It Support for guidance.



3. Archiving Customers/Suppliers

Manage your list of customers/suppliers through the archiving tool so that your
list displays 'Active’ (i.e current) names only. From the Sum-It Total Options

menu, select:

e 'Total' Configuration

e [JCustomers/Suppliers

Total Integrated Software

e Double click on the Details screen to open up a highlighted
customer/supplier

e In the Customer Type Box, select drop down box and left click to
remove the tick against Business, select Commit and the name will
be archived. If you need to retrieve the name in the future, select View
from the tool bar, and Full List and you can activate the name again by
inserting a tick against Business.

#% Sum-It Total - Configuration

[Areas

File View Help

&3 DataSet
@ Customers / S
#- €2 PC & Peripher
€3 System Tools
@ Contractor's Di
® Sales Order P
& @8 Accounts
& @8 Parametes
& Gened
& Office]
& @ Nominal C}
& Stocl
@ Exper]
® Reved
& Assel
& Liabily
® Bark
@ Cash
& Manaf
@ VAT Ratef
- @8 Accounts
@ Field
& @ Bovine
& @ Sheep
- @8 Deadstock

% Sum-It Total - Amend Customer Details.

Name / Company [Harry Jones Hay & Stiaw Ltd

Contact [

Customer Type | ~| coumy | |
Sseqmee | TlDein oot
TYoes Associated Holding @ | Identiication No's |
Keeps K
Consulktant A
Address One Businesses 8
Operators 0
Address Two loye
Vilage .
Town x
Chiistmas Card List [
County Miscellaneous M
Livestock Hiing H
Postoods No moves to CTS N
No From' moves o CTS >
No'To'movestoCTS <
Retal/Orders R
Comment [
Commt | Abandon Print Label Piint F1 Help
2 Ludlow Market LuD 8
B Matlock Supplies MAT 8

e Note that the Sort Seq box refers to the alphabetical order that the

name will appear in the list - this can also be amended.
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4. Function Key F4

r N
% Sum-It Total - Input Invoice [ [E s

Invoice Entry |fv(—d\>ﬂo>e[nh,l TransferEnty | Quote: | Order | GoodsIn/out |

Customer / Supplier [DEFFA & | Invoice Date [06/05/2010_- | Invoice Ref [3552421

Invoice Detai for DEFRA on 06/09/10, Ref:3552421

[£_#iD] Desciipt [Nom Mgt [Nete [vaTe  |Rate [Gross & |Due/Pay Tat & [Pay Acc |
““ADD A NEW INVOICE LINE™
INVOICE TOTALS 0.00 0.00

Payment
Paid By [B1-CunentA/c ~|

ChequeNo  [254244
Amount Paid € [FULLY PAID Fuly Paid ¥
Payment Date [06/09/2010 v|  DueDate | |

e oce_| Delete | FlHep |

The F4 key will display a list in the drop down box. If you type a letter and then
F4 you will jump to this part of the list. In the example above, at the nominal
account box, enter R and then press F4 to jump straight to revenues.

5. Archiving Deadstock Records

Deadstock records that you use on the enterprise programs such as seeds,
sprays, fertilisers, medicines, feed, semen records and revenues can be
archived when they are no longer required. From the Sum-It Total Options
menu, select:

e 'Total' Configuration
e [1Deadstock

e Double click on the + to display the list underneath the folder of the
deadstock categories.

e Double click on a category e.g. Fertiliser.

e Double click on a deadstock product on the details screen to view the
Amend Deadstock Item screen.
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e Click on the Applicable to box and remove any ticks in the Tag
column.
% Sum-It Total - Configuration =@ %
File View Help | %% Sumit Total - Amend Deadstock ltem R
[Areas: Definition
@ Contiactar’s D‘;I Desciton  [Niam | Baing Nom Azc
& Sales Order Py
=@ Accounts Group [Nirogens ~|  Appicaleto  [F =1 | |- Fetiisers
| |- Fet
e B v =
& Office. | |- Fertilisers.
Quantiy Detal | | Fertiisers
= @ Norinal Of ) | | Fertiisers
@ Stock{ || UsageUnits  [Kas =] Puchase Units [Tons =1 | B Ferisers
:;’;‘:‘: Converson  [1000000  No. Kgsin1 Ton. || Fertisers
B Asset:
& Lisbi
@ Bark |- Stock Levels & Piicing
& Cashd || [Location Quantity (Kgs) Cak. Average 5770972070 -]
& Manadi( Bk Tanker Oogp| Vale From
8 VAT Rated || | Feriiser Store 17.920000] Av. CostPricet |01 porKa.
- @8 Accounts ||| Muck He: 0,000/
& @ Field
% @8 Bovine
%8 Sheep
=@ Deadstock Harvest Interval Detail Analysis
i D':"T;L Post Harvest Interval ﬁ (Days) Recod FEPA [~ dd COPR Detail
& Locali || pie Harvest Interval [0 (Days) ‘Amend Fetlser Anaisis
& @8 Group! =
@ Seeds
# @8 Spiays Commt | Abandon | puntPrevien | Dete | FiHep |
-8 Feed
# @8 Medicines/Duge o |

e Commit will archive this deadstock item. To reactivate select View
from the tool bar, and Full List and you can activate the item again by
adding a tick to the Applicable to box.

6. Sum-It Website

Keep in touch with latest news, shows and developments just by clicking on
www.sume-it.co.uk on the bottom tool bar of the Total Options Screen.

_ CocarsDioy | Refiesh | Fam Stafistics as at 05 September 2010  Official (M) & Management (PM)

Arable [Hetrs [Bovines _ |No |Sheep [No | |
= Grassland 55210 <6 Mths 4 Ewes 54
) Winter Wheat 38150 6+ Mihs 2 Gimmers £
‘Total' Configuration Dilseed Rape 35950 12+ Mths 8 Rams 5
Potates 35500 F.24+ Mihs 19 Stores 148
Clossdown Witer Barley 26830 M.24+Mths 3 Ewe Lambs 23
Set-aside 7,500 Ram Lambs 15
Unclassified 14
Gl G 193140 E3 2%

Code : DemoStandard  Name : Demo-Standard ‘wwwew. sum-it co.uk /0172011 1645 | Ver: 7.3.002
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7. Favourite Reports

Keep a handy list of your most popular reports by using the 'Favourite' tool
through View Reports. From the Sum-It Total Options menu, select:

e 'Total' Configuration

e View Reports

e Left click to highlight a report under the reports listing

e Click Add to Favourites

e Click on the Favourite tab selection to view list of reports.

#% Sum-It Total - Options o B8 X

4% Sum-It Total - Select Report =

Fayouies | Accounts | Catle | Feld | Sheep | Deadstock |

[Repots: Basic Criteria
Accounts
72 Balance Sheet
Y2 Monthly Cashflow
2 Profit / Loss
Y2 Profit / Loss Actual / Budget Forecast
3¢ Selective Reports
Cattle
¢ Feriity Action Chart
Johne's Full Test Details
Milk Qualty
Field
73 Gross Margin Detail
Work Sheets
Sheep
72 Movements
Deadst

ock
Y2 Dead/Sales Stock Audit Trail w Blepc

Exit
F1 Help

Code : Demo-Standard  Name : Demo-Standard www_sum-it co.uk 3170172011 1655 Ver: 7.3.002
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8. Emailing Reports

All reports in Total Standard Modules can be emailed directly from the Print
Preview Screen as follows:

e Select report and click on Print Preview.
e Click on the Email tab on the Print Tool Bar.

e Either enter email address or select from list if the recipient is a
customer/supplier and you have entered an email address into the
Contact No's section of their record.

e Your email address will be the default in the 'From' box if you have
entered it in your own customer/supplier record .

e Complete the box with any detail you wish to include regarding the
email.

e (Click on Send and the selected report will be emailed as a PDF directly
from the program.

#% Sum-It Total - Print Preview: Balance Sheet

& . | Q @ [FEER -] | @ Q[N - » Evot | Emai

#% Sum-It Total - Email PDF File =
Beechwood Farms Demo-Standard
To | =]

From:  [Palme:@A0L com

Subject |B=eth~md Famms - Balance Sheet [produced by Sum-it T

Headng || | Lastvear
FixedAssets
Freeold 250,000.00
Motor Vehides 26,886.00
Production Herd 5,147.00
Plant3 Equipmed | 206,350.00
o 2,000.00
The attached report has been sent fiom Sumit Total 490.383.00
CurrentAssets .
Stock . sumvit.co.uk. 63,154.04
Debtors 9,549.57
VAT Not Claimed 1,476.07
Goods rRe-Saf 262,180.00
Cash atBank 58,937.42
Livestock Send | e | FiHep | -6,89350
— 388.403.60
Total Assets S5 15266 £78.786.60
CurrentLiabilites
Credtors 44,803.03 150,000.00
Leasesetc 14,500.00 14,500.00 -
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9. HELP

Selecting the F1 key or HELP tab will pull up relevant help files.
Click on the 'Contents' tab of HELP to categorise the sections into chapters.

HELP is updated with every new release of Total and new pages are often
added to the 'How Do 1?' chapters according to common support queries. For
example if you need to enter a pure VAT invoice then follow the help page here
on Enter VAT Only Invoices or if you need to load Total onto a new PC, look
up Install Total on a new computer.

[ Total Online Help el@] =]

&= & o

Back Print  Options

Contents | index | Search | Enter VAT Only Invoices
B C View Individual Field = There can be occasions when you need to enter an invoice that contains only a VAT element,
%@ Contractors such as correcting VAT under/over claims or where you are only required to pay the VAT
& 0 Pocket Total amount (repairs being paid by an insurance claim etc.):
@ View Repots Correcting VAT over claims
@ Corfiguration 1 Ciick Input Invoices. Make sure you are on the Invoice Entry tab.
= How Dol n the Customer / Supplier box, select the required customer or supplie.

[2) Welcome

The Invoice Date wil defaut to the current date. Select the date required.

Inthe Invoice Ref box, enter the reference for the correction. If the Invoice Reference is
eft blank the system wil automatically assign the invoice an internal number.

2] Install Total on a new cor|
2] Enter hire purchase agree

2] Recording loan repaymer
|2 Record grain pool paymet Press the Tab or Return key on your keyboard. Add A New Invoice Line appears in the.

[2) Enter VAT only invoices Invoice Detail panel

awwn

@«

2] Part pay and wrte off det. Invoice details

2] Record depreciation on T 1 In the Nominal Box select the required nominal code. If the over claim was on a
2] Print labels = purchase select an Expense code, if on a sale select Revenue. Select the.

2] Enter home saved seed Management Ac and Description as required.

2] Enter animal eartags 2 inthe Amount box enter the value of the VAT over claimed

2] Comect a calves dam ear 3 Inthe VAT Rate box seiect N1.

2] Enter animal ear tags
n T he i h the VAT
[2] Use the predictive reatm the VAT € box overtype the figure with the VAT over claim as a negative amount.

[2] Prevent cattle movement: This entry will increase the net purchase or sale figure and reduce the VAT paid on
l] Link Total to my CIS reco purchases or collected from sales. The gross vaiue of the invoice will be zero
@ Opening Account Balanc ~
’

IS

o«

Enter C1 in the Payment account box; the payment date can be the same as the invoice
date.

Click Commit to complete the entry. -

£
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10. Notes/Reminders

Let Total remind you of future events or use it to log past events/actions that
take place on the farm and need reporting on in the future. From the Sum-It
Total Options menu, select:

Notes / Reminders

Double-click on ADD ANEW NOTE / REMINDER. The Add New Note /
Reminder input window appears.

In the Date box, enter the date for the note or reminder.

In the Type box, select the type, for example a Reminder, Action, or
Calibration.

If you want to create a new type, press F2 while you are in the Type
box.

In the Description box, type the note or reminder. You are restricted to
100 characters. Note: You can ignore the Complete box at this stage if
you wish the system to remind you.

Click the Commit button to save the note or reminder. The note or
reminder that you just added will be shown on the View Notes /
Reminders screen.

The Notes/Reminders on the front Total Options menu is set to show all
future events up to six weeks ahead.
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Notes
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Notes
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THE SUIM-4T RANGE

TOTALACCOUNTS From £425

Simple cashbook to full double entry
Systems. Optional Contractors
And Payroll Modules.

TOTALFIELD From £345

Full crop records for RPA,Assurance,
Gross Margins and NVZ reports. Plus
Palmtop Field Software.

TOTALDAIRY From £345

Comprehensive and practical herd
records with full costings.Plus
Palmtop Bovine Software.

TOTALBEEF From £345

Keep BCMS, RPA and Assurance
Schemes happy. Plus Palmtop
Bovine Software.

TOTALSHEEP From £275

Flock and Individual record-keeping for
Movements, Assurance and Costings.

For Sum-ItSales & Support call01844 213003



