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Purpose

This procedure explains how to use the sales ledger authorisation system in a variety of use
cases — the system is flexible and can be set up in several different configurations for
different purposes.

Sales Ledger authorisation stages are set up in Accounts Prefs, these stages may apply to
both quotes and orders. Companies can use these stages to monitor or check quotes and
orders before they go out the door.

The system can restrict progression of certain quotes and orders based on their stage. An
unauthorised stage will restrict the ability to print, email, or send quotes and orders until
authorisation is given by selected users. If you wish to restrict progression to or from certain
stages, you must structure the available stages in a suitable and sequential way to allow
this.

Authorisation notifications can be set to be sent by email so that certain users can be

informed of key status changes or asked to authorise quotes and orders allowing them to
be progressed as required. The act of authorising is tracked and documented by the system
for future reference.

Scope

This procedure applies to all Lineal Software Solutions staff, as well as any prospective
customers or clients who intend to utilise SOQLWorks within their business environment.

The procedure is aimed at the end user, who will be operating the SQLWorks client.
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Set up stages in Accounts prefs

To begin using Sales Ledger authorisation firstly admin users need to set up the stages that
quotes and orders need to go through before they can be progressed. In doing so
correctly, checks can be put in place to approve the quote and order process at various
stages. Please read ahead in this guide to consider the specific use case that you are trying
to achieve. The configuration controls available in the accounts preferences window are as
follows:

1. On the Orders tab and on the far right is the SL Authorisation Setup Values section. By
default there will be one authorisation stage set (Stage 0) which allows all quotes and
orders to be processed by all users with no restrictions in place. We recommend
keeping stage 0 as a default stage allowing progression for most system set ups.
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2. If the Progression Allowed box is ticked it enables the progression of a quote/order (if it
has been authorised). Without this selected the user will not be able to advance a
record, even if it is authorised.

3. If the pre-approved box also ticked the stage will authorise the quote/order instead of
the user (i.e. every user will be automatically authorise the record regardless of their
security status). By ticking the pre-approved box, the Progression allowed box is
automatically ticked as well.

4. To add a stage click the red tick icon, to remove a stage click the red minus icon. You
must always have the O stage default present — please be careful when modifying the
stage list as existing records may match the authorisation stage number.



Other settings in Accounts Prefs

There are some additional settings that can be saved here in the Accounts Prefs screen.
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5. Above the list you can enable or disable the system for quotes and orders. The loose
mode means that any stage can be selected i.e. users can choose any stage at any time
but they may or may not be authorised. Strict mode will prevent the user from moving
from or to a stage that they are not able to authorise. The tool tip explains further how
selecting Loose or Strict changes how the quote or order can be progressed.
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6. The Auth Group drop down can be used to select a security group. If authorisation is
set to a group of users, they will be the users who can authorise quotes and orders.

This may be useful if only senior managers can approve specific quotes and orders - If
left blank all users can authorise all stages.



~ SL Authorisation Setup Values (Quotes & Orders)
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‘An email will be sent to these addresses if the record is saved at this stage

7. The Emails box on each line can be a csv of email addresses that will receive a
notification any time a record is saved at this stage — you can therefore use this system
to setup certain notifications and alerts for certain products, nominal codes etc.

8. You can set up a trigger to advance the stage if a value limit is exceeded, use the auth
limit value and auth limit stage to set this. Please note that the stage will only move if
the auth limit stage is higher than the current stage of the record.

9. To save changes to the Authorisation stages click Save & Close on the top tool bar.

Examples of use cases are below explaining the stages that could be set in more detail as
well as some of the other setting options available.

Examples of case-by-case scenario’s

In this example, stages have been set to trigger several different actions, which may well
have authorisation stages set across multiple ledgers. ‘Loose’ mode has been used for
these examples, further examples of use cases follow in the next section.
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High Value Order

The system will identify and block an order that is over a predefined value ensuring that you
are alerted to give extra attention.

10. Stage 1 has been added and named High Value Order. The Authorisation Limit Value
has then been set at £2,000.00 and linked to this stage - A quote or order will move to
this stage if the authorised limit is exceeded.
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Amount is above the limit of 2000.00, auth status will be set to "High
Value Order"
OK to continue?

11. Neither Progression allowed or pre-approved have been ticked - If a quote or order is
raised for more than this value it will trigger for admin approval. The user who created
the quote or order - if they do not have the permissions to progress past this stage - will
not be able to print, email or send until authorisation granted. Note: As Loose mode
has been set any user could change the stage if they wish to progress the order.

12. This order will show in the orders table as unauthorised, by having an N in the Ath
column. The Authorised information can be found on the Values tab (for quotes and
orders) once the quote/order line is selected it will show the stage the quote/order is at.

If there are no details in the Authorised By box or date, the quote/order will remain at
this stage until authorisation has been given.
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13. If an unauthorised user tries to move this order to invoice, if they do not have the
correct admin privileges, they will receive the below Message. This is similar if the
authorisation stage were to be set on a quote, in that the quote would not be able to
be progressed to order stage.
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Manual control (VIP Customer)

You can set stages and have your team specify the stages manually. In this case Stage 2 has
been named VIP customer. Once this stage has been created specific sales accounts could
be allocated to this stage 2. When a new order is created for specific customers, the stage
can be selected on the Payment & Auth tab.

14. As above Neither Progression allowed or pre-approved have been ticked - If a quote or
order is moved to stage 2 admin approval will be needed to progress. The user who
created the quote or order - if they do not have the permissions to progress past this
stage - will not be able to print, email or send until authorisation granted. The same
message will appear if the order is attempted to be progressed prior to authorisation
being granted.
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15. Notice there is an email in the Email(s) field for this stage. When this stage is linked to
an order an email will be sent to that email address. This may be useful if specific
people in the organisation need to be made aware of an order, or to approve it.
Multiple email addresses can be added to this field if required, separated with a
comma.
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16. In the order tab, ‘N’ will show in the Auth column signalling authorisation is required
and details of the process are displayed to the right in the values tab - including Date
and time. To authorise an order the admin user will need to open the order. You can
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use the quick filter menu to quickly find all accounts that have orders needing
authorisation

17. The act of selecting an Authorised stage on an open order fills in the details of that user
and authorises the order.

Special Stock Item / Nominal Group

Having an auth stage linked to one or more stock items is a great way of distinguishing
specific orders — the auth stage can be triggered by certain orders or nominal codes, for
example these could be stock items that are high value, difficult to get hold of, in short
supply or in high demand for example, or for a category determined by nominal code.

18. In this example the Progression Allowed tick box is selected as per point 2 above, if a
quote or order is at this stage, if authorised it can be progressed. The email address in
the email field will receive notification of any quotes or orders set to this stage.
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19. As progression is allowed, once the quote/order has been approved by the relevant
admin user it can be progressed. As per the example above the order can be approved
by opening and clicking on the relevant stage to authorise. The ‘Authorised By’ section
will confirm who has approved the order on the order line. It is important to note here
that the stages are ranked in the order they are numbered. Special stock item in this
example is set as the highest stage - Stage 3. When structuring the stages, it is
therefore worth considering what is more crucial for the organisation i.e., stock item
focused, value or something else. As quotes and orders will move up through the
stages as a higher value is found, but not back down.

20. To allocate stock items to this stage - go to the Stock Ledger - select the stock item
from the main list and go to the ‘Advanced’ tab.
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21. The Default Authorisation Status can be chosen in the dropdown from your saved

stages. Click on Edit on the top tool bar, in this instance select ‘Special Stock ltem” from
the drop-down list and Save.

22. When this stock item is quoted or ordered, it will automatically move to Stage 3 ‘Special

Stock Item’. Any stock item saved to this stage, by default will automatically move to
this stage, it is also possible to move a quote or order to this stage manually by going
to the ‘Payment & Auth’ tab as shown below.
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4 distinct use cases

The Account Preferences set determine the level of control the business has on the quoting
and ordering process. Although there may be some other useful stage combinations there

are 4 distinct use cases a business may want to consider, and we wouldn’t advise mixing
them.

Type 1 - Manual stop control

Let's the users decide that an order is ‘on pause’ while they prepare info, docs, or chase
stock etc. As an unauthorised order is ignored from SOP gty it will not count to reorder,
manufacturing order processing etc. until it is authorised.

L |
[ SL Authorisation Setup Values (Quotes & Orders)

Quote Authorisation: Disabled () Loose Strict
Order Authorisation: Disabled © Loose Strict
Stg Authorisation Stages (0 = default stage)
0 Name |Authorised Progression Allowed z
Email(s) Pre-approved (=]
1 Name |Blocked Progression Allowed \_/
Email(s) Pre-approved =
Auth Group: I v |

(Leave blank to let every user authorise all stages)

Auth Limit Value 0.00 Auth Limit Stage: 0

Settings:

* Loose changes

» Default Stage 0 = Progression Allowed, auto auth (most orders go here)
= Other stages 1-? = Progression Blocked



Type 2 - Notification Only

Set stages with different email addresses, allow progression on all, choosing certain
products or nominal codes will select the stage and send email notification to those
contacts. Note: the order has a notes field which is included in the email text, use that to
send additional info if you like.

 SL Authorisation Setup Values (Quotes & Orders)
Quote Authorisation: Disabled Loose © Strict
Order Authorisation: Disabled ~  Loose @ Strict
Stg | Authorisation Stages (0 = default stage) |
0— Name Default Progression Allowed z
Email(s) Pre-approved =
1= Name Blocked Progression Allowed z
Email(s) nbomi.joachim@lineal.cu Pre-approved E
2= Name vIP Progression Allowed z
Email(s) | Jevon.whitby@lineal.co. Pre-approved —
3= Name |Manual Progression Allowed
|| Email(s) | Pre-approved
Auth Group: I v |
(Leave blank to let every user authorise all stages)
Auth Limit Value Auth Limit Stage:

Settings:

= Strict changes - means unauthorised users cannot alter the stage

= List of stages all preauthorised, and progression allowed - some with email addresses
(can be csv)

= Set nominal or stock to match the stages (see point 9 above to set stock item stage)

Nominal ledger
To allocate stages to nominal codes - go to the Nominal Ledger on the main Nav bar -
select the nominal code from the main list, and go to the Notes tab.

SQLWorks 2022 - Main Window - Nominal Ledger - DB:Lineal_demo - VPN:No - User:Naomi

searcn: | 8889 I €an |q, NewAC </ New Journal save

SQLWO I’kS Code Name Nominal Code Nom 150 B sy Al B ow Al B v 2122 8
106  |PAL Income item desct
% Sundry Cash Ledger 123 |PAL Income itom desct [150 [PaL income item description Wnfo | Actusl | BudgetfForecast  Variation
128 |PAL Income item desci ] AB3VAT ¥ inc Dasnooars #compress [ T - Do [eme
. | me ame
ety Cash Accourts . (et et ¥ B 150 [pavincom.. [000 000 descri.. ADM |AOM descrption [CHU St AWn Sutus )
| : acing koo | J !
133 |PAL Income item desct 150  |PAL Incom... 000 (000 descri... |MISC |MISC description . High Value Order
B rorx 139 |PBL Income item desct J|  Contract Sales el 150 |PAL Incom.. 000 |00 descri. MK | MK description e 9 E_ |
" " 140  |PAL Income item desct Profit & Loss Report Heading 150 |PALIncom.. (000 |000 descri.. |SEL1 |SEL1 description VIP Customer
ominal 141 |PAL Income item desct [~ 150 |PALincom... 000 |00 descri.. WKS |WKS description : i
150 |PAL Income item desct \neome an 150  |PAL Incom... (004 |004 descri.. |ADM |ADM description e
€, Nominal Ledger 151 [PAL Income item desci f§  Balance Sheet Report Heading 150  |PLIncom... (1501 (1501 descri... MISC |MISC description
152 |P&L Income item desct B o 150  PAL Incom.. (1501 1501 descri.. MN | MN description
& Analysis 153 |PAL Income item desct | |
154 |PBL Income item desct J§ | Analysis Group | Restrict Use Typ| RecoN
o —— 155 [PAL Income item desct Sys AIC AllLdgrs || © Non
partments 156 |PAL Income item desct PAL I bt (PL) Zero
157 [PAL Income item deset R ; s#nomni_audit nla_notes sEnomnl_audit.nia
® Dashboard 158 |PAL Income item desct Bal Sheet Ocrd sy Open
159 L Income item desct lf - . - 2
| Search Data
s Standing Journals 160  |PAL Income item desct "
L 161 |PAL Income item desct [l | oM 1Ar200 B T v
162 [PAL Income item desct upto [ 31 Mar 2021 3
49 Oay Sook 163 |PAL Income item desci f§ | Bere
164 |PBL Income item desct ll - Totals Gr
8 VAT Ledger 165  |PAL Income item desct mxs«m . count : [0 Totals | 000 000 et | 000 cst | 0.
166 |PL Income item desct Jf |
> W Audit 167  |PAL Income em desct Date  Audt Ladger Ref RecnNom  Anl  Dep Debit Crodt Desc Tax Type Gty Bank
168  |PAL Income item desci [ : s I T : u
& Ledger Data 169  |PAL Income item desct

170 |PAL income item desct
171 |PAL Income item desct
@ Products 172 |PAL Income item desct

190 1981 Inrama tam decrd

To make changes click Edit and on the far right select the Default SL Auth status from the
dropdown.



Type 3 - Special stock approval

Set stages for choosing certain products or nominal codes, once at these stages standard
users cannot move to a different stage and cannot progress the order, must see manager to

give the auth for the stage. As demonstrated in the example section above - Special Stock
item (point 8).

[ SL Authorisation Setup Values (Quotes & Orders)
Quote Authorisation: Disabled Loose © strict
Order Authorisation: Disabled Loose O strict

Stg = Authorisation Stages (0 = default stage) |

l

o Name Auth Progression Allowed !
Email(s) Pre-approved (=]
1_ Name High Value Order Progression Allowed z
Email(s) Pre-approved (=]
2 Name |VIP Customer Progression Allowed ‘z
Email(s) |jevon.whitby@lineal.co.u Pre-approved (=
? Name Special stock item Progression Allowed ‘\_f
Email(s) |naomi.joachim@lineal.co Pre-approved =

Auth Group: [ v |
(Leave blank to let every user authorise all stages)
Auth Limit Value 2000.00 Auth Limit Stage: 1

Settings:

= Set to Strict mode - means unauthorised users cannot alter the stage

» Default Stage 0 = Progression Allowed, auto auth (most orders go here)

= Other stages 1-? = Progression allowed but not pre-approved, might want email
notification to go to auth user (as shown on stages 2 and 3)

= Set nominal or stock to match the stages - as per Type 2 above.

Type 4 - Order Value approval
When the order is saved above a set value you will not be able to progress the order, must
see manager to give the auth for the stage, make this the last stage so that it overrides

previous stages. As per example High Value Order (Point 6), but Strict mode set to restrict
the progression until

r SL Authorisation Setup Values (Quotes & Orders)

Quote Authorisation: Disabled Loose O strict
Order Authorisation: Disabled Loose O Strict
Stg Authorisation Stages (0 = default stage) |
0— Name Default Progression Allowed z
Email(s)] Pre-approved —
1 Name ]Blocked Progression Allowed _
Email(s) ]rkomi,joachim@lineaLco Pre-approved (]

Auth Group: | v |
‘L_eave blank to let every user authorise all stages|
Auth Limit Value 1000.00 Auth Limit Stage: 1

Settings:

= Set to Strict mode - means unauthorised users cannot alter the stage

» Default Stage 0 = Progression Allowed, auto auth (most orders go here)

= High value stage 1 = Progression allowed but not pre-approved, might want email
notification to go to auth user

= Set order value limit and the stage number for high value



How to find Unauthorised orders

For Managers or SYS admin users, all quotes/orders awaiting authorisation can be found
using the filtering facility in Sales Accounts.

SQLWorks 2022 - Main Window - Sales Accounts - DB:Lineal_demo - VPN:No - User:Naomi

W i 1semch | accounts With - it T Sewch I3 SearchTowmwoke
l MKS | comany Name Outstanding knvoices Defaults ~ Bank&VAT | Notes  Analysis  Price 8 Discoust | UserDefined | Print& Orders  Templates
asomea 30+ Days L o
Avenetro v Open Invoices (€] l
BodyStretch 60+ Days Er
I Phone Logs CUPID D Collars for L 90, Days 4 50007
Comfiem i
B Tasks :.)o(;l;gmmuu o1 Unallocated Credits Or Payments .mw
o
e Outstanding Orders E |
B Client uists Havend industries Orders On Hold l
Inaar —
Unauthorised Quotes/Orders 20001
& Lexes [OTOTIR Uretoieed autesiode Jl
Pheosh Pharm Outstanding Quotes oMt
Bl search Data Planet Filp s
— ProXCR Halted Items
SHOPDOLLARS.COM 0~
§ Bans Siky Cots Uninvoiced Disbursments i Currert ® © © 120 Prev
Sybixtex | seeeseeeseeeeesseeesees
¥ Uilities for. The Comgost Off
v Office accounts That Are:- Activty | Touchpeints | Disbursements  Quotes [JCRLiBl Tansactions  WorksOrders | Uneconcied | DeblMistory  Stock  CRM
# Accounts o Progress Order <4 Print Order (2 stats IRl Acoresses  POCetals  CRM | Halted Hems
Overdue For Payment L —
! Sales Accounts co Dated Ath Hid Fx Com. Totsl  Bslance Authorised By: SLAMY
e M Laat & Mokt ke 16Mar2022'N (N £ Nol 500000 500000 on sLAn2
3 Purchase Accounts Reducing Turnover Last Year To This Year ke 10Feb2022 Y N f No 335000 45000
o ke 9Feb2022 Y N £  No 266000 266000 § Authorised Status SLan3
& Shop Sales Slow Pay Accounts ke BFeb2022 Y N £ Yes 275000 - SLana
P Top Profit Accounts e 7Fe02022 Y N £ Yes 301600 © High Vaie Order
o 4Feb2022 Y N £ Yes 50000 VIP Customer Ko
W Contracts Poor Profit Accounts ico 1Fed2022 Y N £ Yes. 610.00 SLANG

One of the options in the Sales Ledger quick filter list is Unauthorised Quotes/Orders. This
will filter the list of sales accounts to show customers that have any quotes or orders
awaiting authorisation.
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