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1. SIGNING IN TO THE APPLICATION 
 
This User Manual is the intellectual property of DATACONSULTING. It is intended solely for the recipient to whom it is 
addressed and may not be disclosed or shared in part or in whole with any third party without the prior written 
approval of DATACONSULTING. 

To sign in to the application, the administrator must enter his username and password, which are personal and have 
been created by the administrator himself. 

 

 

Let us start with the basic navigation menu: 

▪ Traders 

▪ Inventory 

▪ Invoicing 

▪ Settings 

The information displayed on the menu can be modified by right-clicking on Customize Menu, which opens a special 
tab that allows certain menu functions to be hidden.  

Each main option contains the corresponding action sub-menus. 

The functions you will encounter when using the application will be explained in the following sections. 

The navigation bar provides quick access to the most frequently used functions.  
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To ensure the proper operation of the Vortex Commercial Management application, users will need to have: 
 

- A Core i3 processor 
- 4GM memory 
- Windows 10 operating system  
 

Below is a step-by-step presentation of all the features offered by the application.   
 
 

2. TRADERS 
 
This section shows all Traders (customers, collaborators, suppliers), their key information, transaction data, and CRM 
data (if the Vortex CRM Module has been installed). 

How do we create a new trader?  

To create a new Trader we click on the icon . Many fields are self-explanatory. Explanations are 
provided below only where they are required.  

The main tab is divided into three parts: 

INFORMATION 

Displays all customer information (i.e. name/company name, VAT number, address, city, etc.). Providing an email 

address is recommended in order to keep customers informed about the progress of the work undertaken but also to 

send bulk emails, as and when necessary. The contact information contains a field called One Site. Selecting the check 

box will automatically create a site (customer branch) which will contain the customer's company name in the 

description.   

 

TRANSACTION INFORMATION 

If the transaction involves a customer, we need to select the corresponding checkbox. (Image 2.1.1) 

 

 Image 2.1.1 



Page 5 of 59                                                                                                          
 

 
   

Discount: Default discount rate for a trader. This means that, in the sales invoice, the discount rate that we have 
defined in Customer Transactions will be automatically filled in. The discount is a reminder, not a mandatory provision.  

Pricelist: Default pricelist for a trader. 

Payment: Default payment method for a trader. In the customer sales documents this will be displayed as the 
recommended payment method. 

Customer balance: The customer’s current balance. 

Document: The default type of document. In the customer sales documents this will appear as the recommended type 
of document. 

Accounting code: The customer's accounting code. 

The same process should be followed for suppliers, through the Supplier Transactions tab (Image 2.1.2). 

 

Image 2.1.2 

On the right side of the screen, we see the Trader’s revenue (Net value & final value-Value with VAT). (Image 2.1.3) 

 

Image 2.1.3 

CRM DATA: Requires the CRM Module.  

All Trader information is organised under the following tabs (Image 2.1.4): 
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Image 2.1.4 

Other information: The trader’s social media presence, etc. 
Sites: The customer’s branches. Double-clicking on a site’s description will show all its information in detail (Image 

2.1.5). 

 

Image 2.1.5 

Documents: The Documents tab displays all transaction documents that have been added to a trader (Image 2.1.6) 
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Image 2.1.6 

Sales: Shows all the sales documents of a trader. Pressing the + button in a document will display the products of the 
selected document. By double-clicking on the document, users can open and view a specific entry.  (Image 2.1.7) 

 

Image 2.1.7 

Selecting Invoicing -> New Sale on the screen header allows users to create a new document directly from the Trader 
Transactions tab (Image 2.1.8). 

 

Image 2.1.8 

Purchases: Displays the supplier purchase documents that have already been added. Pressing the + button in a 
document will display the added products of the selected purchase document. Double-clicking on the document 
will allow users to open and view a specific entry. 

Orders: Displays the trader’s orders, whether pending or converted into invoices. The logic behind order 
management is no different from the logic followed for sales and purchase documents.  
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Customer transactions: Shows details of every transaction by a trader (in his role as a CUSTOMER), including charges, 
credits and balances. (Image 2.1.9) 

 

Image 2.1.9 

Supplier transactions: Shows details of every transaction by a trader (in his role as a SUPPLIER) including charges, 
credits and balances.  

All transactions: Includes all transactions of a trader, either as a customer or as a supplier, over a specific period of 
time (current year entries are displayed by default). By clicking the check box "Include orders" then all orders of a 
trader, whether executed or not, will also be displayed. (Image 2.1.10) 

 

Image 2.1.10 

Similarly, if the check box "View balance transactions" is selected, then the balance transactions of the trader will 
also be displayed. 

Business hours: FSM Module 

Contacts: All customer contacts may be added here. Multiple contacts can be managed per customer, with a phone 
number and an email address provided for each contact.  

Contracts: FSM Module 

Maintenance plan: FSM Module 

Sales consultants: The salesperson responsible for a particular customer. 

Balance: FSM Module 

Attached documents: Allows files (documents) to be attached. 

Notes: Allows various notes about the customer to be added. 

CRM: CRM Module 

FSM: CRM Module 

SWOT Analysis: CRM Module  
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Custom fields: Allows users to create new custom fields. 

Site on the map: The exact coordinates (latitude and longitude) of a site/branch on the map. 

Services: FSM Module 

Custom script: FSM Module  

Trading policies: Displays all the trading policies that have been created (Module). Trading policies will be discussed 
in more detail later on.  

At the top of the screen, there is a toolbar with the following buttons (Image 2.1.11): 

 

Image 2.1.11 

Save and exit: Saves and closes the current tab. 

Save: Saves the entry or any changes that have been made. It does not close the Trader Transactions tab.  

Refresh: Refreshes the contents of a tab.  

Delete: Deletes the current entry. Attention: Users must ensure that there are no transactions for the specific 
customer. 

CRM: CRM Module 

Send email: Allows users to send a trader an email directly from the application. 

Anonymisation: Allows users to anonymise, delete or hide fields that contain personal data (based on the 
requirements of the European General Data Protection Regulation-GDPR). Users will be prompted for confirmation 
as this action is final and cannot be restored (Image 2.1.12): 

 

 

Image 2.1.12 

Export customer history: FSM Module 

Invoicing: Allows users to issue documents and orders directly from the Trader Transactions tab. 

Print label: A function of the Barcodes Management Module. 
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How do we open a new customer branch (site)?  

On the top right corner of the site tab, where the actions are listed, we press  (Image 2.1.13). Then we 
take the following steps:   

 

Image 2.1.13 

We fill in all the necessary information about the site (Image 2.1.14), such as name, address, city, etc. Providing an 
email address is recommended in order to keep customers informed about the progress of the work undertaken but 
also to send bulk emails, as and when necessary. 
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                     Image 2.1.14 

Optional fields 

By entering the address and the postcode of the site and pressing Search , the exact coordinates (latitude and 
longitude) will be displayed on the map. This feature requires signing in with Google Maps API. 

Business hours: Displays the customer's weekly business hours. 
Partners: FSM Module 
All the information of a site/branch is organised under the following tabs: 
Contacts: Allows users to enter the site’s contacts (staff) and their position in the company. 
Site history: FSM Module 
Zones: FSM Module 
Agreements: FSM Module 
Site addresses: FSM Module 
Call log: FSM Module 
Active contracts: FSM Module 
Documents: Allows users to attach documents using the + icon. 
Photos: Allows users to attach photos using the + icon. 
CRM actions: CRM Module 
Instructions from our head office: FSM Module 
Custom fields: Custom fields that have been created at the site. 
 

At every customer site, the following key actions are available on the top right corner of the screen: 

 

Create a new customer site 

Delete the entire site 

Refresh content  

 Document preview: helps users see what their document will look like, along with all the site information, when 

they actually print it. 

 Print site and miscellaneous information 

 Send email to users 

 

At each site, we can view all the products we have installed along with their serial numbers (Image 2.1.15) 



Page 12 of 59                                                                                                          
 

 
   

 

Image 2.1.15 

3. INVENTORY 
3.1. PRODUCTS 

In the Products tab, the administrator can add products by clicking on . The product information is 

filled in and the entry is saved by clicking on . (Image 3.1.1). All the necessary information must be filled in: 
Code, Name, Description, Measurement Unit, VAT, Supplier, etc. (Image 3.1.1) 

 

 

Image 3.1.1 

All information regarding the order quantities of an item are displayed on the right side of the tab. The fields are 
automatically updated from the relevant documents (sales orders, purchase orders).  
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Reserved Quantity 

This field is updated automatically from the Sales Orders tab, provided that it has been defined in Settings -> 
Parameters -> Invoicing Settings -> Documents Status -> "Reserves Quantities” check box (Image 3.1.2) 

 

 Image 3.1.2 

Product Pricelists 

Here, users can define pricelists for each product, their profit rate, discount rate, price and price including VAT. Then, 
in the document, if we choose one of the default pricelists, the discount and the final price of the product will be 
automatically filled in for the particular item (Image 3.1.3). 
 

 

Image 3.1.3 

If we want to create a new price list from scratch, we use the + icon to name the new price list and select the columns 
we want to update (Image 3.1.4). 

 



Page 14 of 59                                                                                                          
 

 
   

 

Image 3.1.4 

Additional Information (Image 3.1.5)  

 

Image 3.1.5 

Image: Allows users to attach a photo of the product 

Mandatory lot selection in invoicing: Part of the Lots Module 

Does not participate in the Loyalty System: Part of the Loyalty Module 

Does not accept discounts: If we select this check box when invoicing a product, the program will not accept any 
discounts (neither percentage discounts on the product nor monetary discounts) 
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Non-calculation of stock: Does not participate in checking the availability of stocks  

Product Types 

This tab contains a list of all the categories/types of products (Image 3.1.6). The administrator adds a product category 

using the add icon . The entry is saved by clicking on . A different colour coding is used per product type.  

 

Image 3.1.6 

Double-clicking on the product will open the main editor tab. Each product consists of multiple tabs with different 
functions (Image 3.1.7).  

 

Image 3.1.7 

These tabs are: 
 
Participation in warehouses: For each warehouse facility, we define the transactions in which the item may or may 
not participate.   



Page 16 of 59                                                                                                          
 

 
   

Properties per warehouse: For each warehouse facility in which a product participates, users can optionally define the 
recommended sales amount, the safety stock, the customers order threshold, the purchase order threshold, the sales 
and purchases accounting numbers, the sales and purchases VAT accounting number.  
Services: FSM Module 
Spare parts: FSM Module 
Groups: Product groups 
Codes: Alternative product codes (special CM Module) 
Relevant items: Management of item sets. Connects a basic product with other products that make up the basic 
product. For example, a basic product may be a PC with its accessories (monitor and keyboard-mouse). The 
relevant/secondary items and their quantities are defined by users. During invoicing, both the product prices and the 
inventory quantities are updated.  
Attached files: Allows users to attach files. 
Notes: Allows users to enter general information about a product. 
Custom fields: Displays the product custom fields created in Settings -> Custom Fields. 
Documents: The purchase and sales documents of a specific product. 
Quotes: CRM Module 
Stock-taking: The stock-taking that is conducted for a specific product. Attention: At this point it is not possible to 
perform a stock-taking of items. This must be done from the Menu -> Stock-taking. 
Attributes: The particular attributes of a product (e.g., Serial Number, Part Number, etc.). The "Mandatory for 
Invoicing” column defines which of the specific attributes we want displayed in the sales documents.   
Images: Image upload. 
Serials: Warehouse management using a serial number (Module specific to the application). Serial number tracking for 
each product, customer, branch and supplier. Detailed information, such as the relevant sales and purchase 
documents, is displayed under each serial number. (Image 3.1.8) 
 

 

Image 3.1.8 

How to Create a Serial Number - 1st method 

In Purchase documents, we select a product and right-click on "Create serial number” to enter the product’s serial 
number. This method should be used if the serial number is purchased from a supplier.  
 

How to Create a Serial Number - 2nd method 

In Sales documents, we select a product and right-click on "Create serial number” to enter the product’s serial number. 
This method should be used if the serial number has been created by us or is entered manually and does not involve 
a purchase. In this case, the serial number is added inside the item/product, in the Serials tab, using the + button (Image 

3.1.9). 
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Image 3.1.9 

For the mandatory display of a serial number on the invoice and on printed documents go to Menu -> Attributes and 
select the check boxes “Mandatory for invoicing” and “Print to invoices” respectively. (Image 3.1.10) 
 

 

Image 3.1.10 

Trading products with serial numbers 

Serial number from inventory - 1st option  

In a sales document, we select an item. We right-click on the item and select the option “Serial from inventory” (Image 

3.1.11) to open the tab with the available serial numbers for a given product. As mentioned above, serial numbers 
come from purchase documents or manual entries. This way, the serial number is linked to the customer while the 
product with the serial number that we just invoiced is automatically created at the site.  
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Image 3.1.11 

 

Serial number from site - 2nd option  

In a sales document, we select an item. We right-click on the item and select the option “Serial number from site”. To 
do so, we must have already added a serial number for the specific product to the site.  

Lots: 

To monitor the lots of a product, first we need to create them in the Product Transactions tab: Inventory -> Products 
-> Double-click on the item -> Lots. By pressing on + we create a new lot, as shown below (Image 3.1.12):   
 

 

Image 3.1.12 

We designate the lot number, the warehouse facility, a description (optional), the lot start and end date, the supplier, 
as well as notes about the lot. The stock is automatically updated from the purchase and sales documents. 

Lot transactions display the transactions of the desired lot (sales and purchase documents). (Image 3.1.13) 
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 Image 3.1.13 

Lots will be discussed in more detail in the Special Modules.  
 
 
 
Combinations 
Refers to the specialized Color-Size Module and will be discussed in more detail later on.  
 

Notes for printing 
Product notes that users may want to include in the documents report. 
 
 

3.2. PRODUCT GROUPS 
 

Similar products are grouped together for a more efficient product sorting and inventory organization.  
How do we create a new product group?  
Press <New Entry> to open the new group creation tab. (Image 3.2.1) 
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 Image 3.2.1 

 

Then save the entry.  
 

3.3. INVENTORY ITEMS 

Vortex supports the management of an unlimited number of warehouse facilities. These facilities encompass all the 

warehouses of a company per branch. After creating the necessary warehouse facilities (Settings -> Invoicing Settings 

-> Warehouses), users can connect inventory products with Sales-Purchases, Balance Transactions and E-commerce 

Updates. This means that for each product users can define, per warehouse facility, whether a product will be 

participating in the various documents and transactions or not. 

For each warehouse facility, the participation of a product can be defined from the application in two different ways:  

1st way in which a product can participate in a warehouse 

From the main menu, select Warehouse products-Participation of products in warehouses and choose for each 

product in which warehouse it will participate and for what purpose (Sales, Purchases, Balance Transactions and E-

commerce Update). By right-clicking, the application enables the mass participation of all products in a warehouse 

facility. (Image 3.3.1) 
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Image 3.3.1 

2nd way in which a product can participate in a warehouse 

In Product Transactions, go to Participation in warehouses and take the necessary steps. This can be done individually 

for each product code. The bulk update function is not supported in this case. (Image 3.3.2) 

 

Image 3.3.2 

4. INVOICING 
 

4.1. SALES 
 
This is where all the sales documents can be added and displayed.  
 

How do we create a new sales document?  
 

Clicking the icon  will display the form in which the sales document information can be entered. 
(Image 4.1.1) 

 

 
 

Image 4.1.1 
 

 

Document Date/Time: Automatically displays the current date and time during which the document will be issued.  
Document: Here we select the type of document we want to issue (e.g. sales invoice, credit invoice). 
Warehouse: Here we select the warehouse facility that will be updated with the transaction. 
Series: Document numbering. If automatic numbering is applied to the selected series, then the field will be 
automatically filled in when the transaction is entered. If series are not used then it will simply not be filled in. 
This means that the system will check if the numbering of your documents is correct, in terms of their dates and figures. 
This will prevent users from issuing documents to which an ascending serial numbering system is not applied. 
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Trader: Here we add the traders. Clicking on  will take us directly to Trader transactions. If our transaction 

involves a new trader, the  icon will take us to a new Trader transactions tab where we can create the trader.  
ID: Helps us search for traders using their Trader Code or Loyalty Code. 
Site: The place/destination address of the document (if there are branches in addition to the head office), the address 
to which the goods are delivered, and which is different from the address of the recipient’s head office. 
Payment: Here we choose the document’s payment method (e.g., cash, 3-day credit, etc.). 
Pricelist: By selecting the price list we want, all item prices will be altered based on the selected price list. 
Salesperson: Refers to the salesperson responsible for the sale. 
Shipment purpose: Here we enter the shipment purpose. For example, For Sale, Demo, Return. 
Place of loading: Refers to the place where the goods will be loaded. We usually choose <Our head office>. 
VAT status: The VAT rate of the document. If we have defined a VAT status in Trader Transactions, the VAT rate will 
be automatically displayed on all documents.   
License plate: The license plate of the delivery vehicle.  
Shipping method: The method used for shipping the goods. 
Cash register: Updates the company's cash flow. 
Third party/Site: The address to which the goods will be delivered.  
 

Below, in Products we fill in the quantity and type of goods delivered, the discounts, etc. (Image 4.1.2) 
 

 
 

Image 4.1.2 
 

By double-clicking on the document type, the following functions become available (Image 4.1.3): 
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Image 4.1.3 
 

Add item: Creates a new product or service in the warehouse. Adds a blank row to the document, in order to insert a 
product or service 
Add spare part: Adds a spare part from the warehouse 
Create serial number: Creates a new serial number. Automatically creates a product with the serial number at the 
customer site 
Select serial number from inventory: Searches among the serial numbers available at the warehouse 
Select serial number from site: Searches among the serial numbers of a particular trader 
Insert row: Adds a blank row to the document, in order to insert a product or service 
Row notes: Adds notes to the document 
Select lot: Selects a lot (Lots Module) 
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Refresh product list: If we are in Sales and move to the inventory tab to open a new product code, we will need to 
press Refresh product list in order for the new product that was just created to appear in the document form 
Mass product selection: This option takes us to inventory to perform a mass selection of products and move them to 
the document (Image 4.1.4) 

 

 
 

Image 4.1.4 
 

Refresh traders list: If we are in Sales and move to the Traders tab to open a new product code, we will need to press 
Refresh traders list in order for the new trader that was just created to appear in the document form.  
 

The - button which appears at the bottom of the form allows us to delete the selected row. (Image 4.1.5) 

 
 

Image 4.1.5 
 

To issue an invoice, press .  
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ADDITIONAL INVOICE INFORMATION: 
 

Financial data: Here the application shows all costing-related information. Users can specify the desired profit rate for 
the products. When invoicing a customer, the user is shown the value and the rate of profit, broken down by item but 
also as a whole for the entire invoice. The right side of the screen shows a comparative chart between the current year 
and the previous year sales of the customer (Image 4.1.6). 
 

 
Image 4.1.6 

 

Related workorders: Requires the FSM Module. 
Custom fields: Invoicing parameters (defined in Settings).  
Notes: Free-text field where users may add more information. 
Related actions: Requires the FSM Module. 
Related documents: Shows all pending documents (e.g. delivery note) that are related to a specific invoice.  
Related Receipts-Payments: Shows whether, in a receipt or a payment, users have chosen for the current invoice to 
be paid (option under Outstanding Documents).  
  
The ribbon at the top of the form displays the following options:  
 

Modify: Modifies a document. 
Cancel: Cancels a document. A cancellation document is automatically created (Credit Voucher). On the sales 
transaction list, these two documents are displayed with a different background colour.  
Print: Prints documents on the selected printer.  
Sold items: Shows the sold items of a particular customer over a specific time period, i.e. the quantity, price and 
discount rate which was previously applied to each product.  
Users can also select any product to be copied to the document that is about to be issued using the last sale price. The 
program allows multiple selections of products to be made. 
Preview: Allows users to view the document before printing. 
Send by email: Sends invoice to customer by email.  
Attach in Outlook: Attaches invoice in Outlook.  
Line feed: By ticking the line feed checkbox and pressing Enter when adding products, users are taken to the next line.  
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Pending documents: Displays the respective open documents (e.g. delivery note). After converting them, the 
outstanding delivery notes are transferred from the list of pending delivery notes to the list of documents into which 
they have been converted, their status changing from Pending to Completed. (Image 4.1.7) 
 
 

 
 

Image 4.1.7 
 

Order execution: Converts multiple orders into an invoice.  
Copy product from document: Transfers products from other documents, whether these involve the particular 
customer or not. At this point, if we transfer products from a customer order, the order will NOT close but rather will 
remain Pending. Rows can be copied from other documents (e.g. Rows transferred from a delivery note to a sales 
note). 
Export: Exports a document to PDF, EXCEL, TXT formats and allows files to be sent by email.  
Change: Automatically calculates the change to be given back to a customer. 
 

The shortcut keys under Invoicing provide a quick access to the tabs that are associated with a job performed 
over a specific period.  
 
 

F7: In the Sales tab, under the Trader field, this key will open the list of customers (Image 4.1.8) 
 



Page 27 of 59                                                                                                          
 

 
   

 
Image 4.1.8 

 
F8: In the item description this key will open the Product Transactions tab.  
F12: Opens a new sales tab. 
 
 
SEARCH DOCUMENTS 

 

In Sales, a list is shown with all the sales documents that have been issued over the time period specified by users. 
Users may search for documents with the help of filters (Image 4.1.9). 
 

 

 
 

Image 4.1.9 
 

 

 
Users may search for documents over a specific period. (Image 4.1.10) 
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Image 4.1.10 
 

 
The ? , *,% keys are used for generalized searches. If any of these keys are replaced with letters or numbers, then the 
search will only return those contents that match the chosen filter.  
 

 
On the sales transaction list, right-click and select Show Find Panel to perform a search from any point in any field 
(Image 4.1.11). 
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Image 4.1.11 
 

 

4.2. HANDWRITTEN DOCUMENTS 
 

Handwritten documents are not processed differently from documents issued, except in two ways. The first difference 

is that the date, time, number and series of the document are not automatically assigned by the program but must be 

entered by the user and must be the same as those in the actual document.  

The second difference is that, in the end, handwritten documents are not printed but only saved, and are used to 

update Customer Transactions. (Image 4.2.1) 

Image 4.2.1 

 

4.3. PURCHASES 

To add a purchase document, we press the New Document button .  
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Then we fill in the information of the purchase document, as shown below (Image 4.3.1). 
 
 

 
Image 4.3.1 

 
 

The following information needs to be entered: 
 

• The type of document 
• The supplier that issued it 
• The date and number of the document 
• The payment method 
 
 

The following information should be added to the document lines: 
 

• The items (scan or enter the initials of the description or code) 
• The quantity per item 
• The unit price 
• The discount (if any) 

 
 

All totals (Net Value, VAT Value, Final Value) need to be verified in relation to the amounts indicated in the supplier 

document, and save the document by pressing the Save button . 
 

By adding the purchase document, the inventory is also updated (i.e. the quantities received are added to the 
inventory).  
 
 

Document management 
 

To find an existing document, users can click on the Search button in the document management form. This will display 
the document transactions search form. Multiple search criteria can be defined to help users find the selected entries. 
(Image 4.3.2) 
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Image 4.3.2 
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4.4. SALES ORDERS 
 
How do we create a new sales order?  
To create a new sales order, press the <New Document> button (Image 4.4.1). 
 

 
 

Image 4.4.1 
 

In the Date field the current date is automatically populated. Users may choose to insert a different date. 
The Number field applies automatic numbering to the order form.  
Status: The status changes automatically according to the stage that the order is at (e.g. Completed, Cancelled, To 
Invoicing). 
Delivery date: Users select the date and time they want the order to be delivered the customer.  
In the Product Description column, users type the description of the product they want to include in their order. They 
fill in the quantity, the product price, and the discount.  
The grand totals of the order are shown at the bottom of the form.  
To add an order, users must press the Save button.  
 
 

Customer Orders Threshold (Image 4.4.2) 
 

In Settings -> Parameters -> Invoicing Parameters users can define whether they want the application to issue a 
warning when the order (safety) threshold is exceeded (Image 4.4.2). This prevents users from adding an order whose 
quantity exceeds the safety threshold, and the application itself fills in the safety threshold in the respective field 
(which corresponds to the maximum order quantity). (Image 4.4.3) 
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Image 4.4.2 
 
 
 

 

 
 

Image 4.4.3 
 
 
 

The order threshold for a specific product can be defined in Warehouse -> Product Tab -> Properties per Warehouse 
(Image 4.4.4)  
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Image 4.4.4 

 
How to invoice an order 
 

The Execute button in the Order tab converts the order to a sales document (or a handwritten document) (Image 

4.4.5). 
 

 
Image 4.4.5 

 

 
 
Select the Invoice type (Image 4.4.6). 
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 Image 4.4.6 
 
 

A document will automatically open up in sales, updated with the quantities, values and discounts of the order. Verify 
the customer information, the payment details and, if necessary, add the shipping address (Image 4.4.7). 
 

 
 

Image 4.4.7 
 

Outcome: 
▪ The sales document will be issued  
▪ The inventory will be updated 
▪ The customer balance and turnover will be updated 
▪ The order will be completed 
 

From the Manage Orders tab (Image 4.4.8) we can search for orders. We can see if our orders are pending, if they 
have been converted into Receipts or Invoices, or if they have been partially processed. 
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Image 4.4.8 

 
 

Batch Order Execution (Image 4.4.9): This option allows for an order to be fully executed. By pressing Batch Order 
Execution we can select the orders we want converted to sales documents. We then select the type of document that 
we want the specific orders to be converted into and press the option “Execute Selected Orders”. The relevant sales 
documents will be created automatically.  
 

 
 

 Image 4.4.9 
 

Mass print (Image 4.4.10): We select the orders (pending or partially processed) that we want to print, either in an A4 
format or as a PDF file. Orders that have already been execute/completed can not be printed.   
 

 

 
 

Image 4.4.10 
 

 
 
 
 

Order execution keys (Image 4.4.11) 
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Image 4.4.11 

 

To add an order, press the Save button. 
Modify: Edits and modifies orders. 
Execute: Converts order into a sales document. 
Delete: Permanently deletes an order. 
To print your order, press Print. 
Sold items: Shows the sold items of a particular customer over a specific time period, i.e. the quantity, price and 
discount rate which was previously applied to each product.  
Preview: Allows us to view the document before printing. 
Send by Email: Sends order by email. 
Line feed: By ticking the line feed checkbox and pressing Enter when adding products, we are automatically taken to 
the next line. 
Transfer from document: Transfers products from other documents, whether these involve the particular customer 
or not. At this point, if we transfer products from a customer order, the order will NOT close but rather will remain 
Pending.  
Export: Exports a document to PDF, EXCEL, TXT formats and allows files to be sent by email.  
Change: Automatically calculates the change to be given back to a customer. 
 
 
 
 

4.5. PURCHASE ORDERS 
 
How do we create a new purchase order?  
To create a new purchase order, press the <New Document> button (Image 4.5.1). 
 

 
 

Image 4.5.1 
 
 

In the Date field the current date is automatically populated. Users may choose to insert a different date. 
The Number field applies automatic numbering to the order form.  
Status: The status changes automatically according to the stage that the order is at (e.g. Completed, Cancelled, To 
Invoicing). 
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Delivery date: Users select the date and time they want the order to be delivered from the supplier. 
In the Product Description column users type the description of the product they want to include in their order. They 
fill in the quantity, the product price, and the discount.  
The grand totals of the order are shown at the bottom of the form.  
To add an order, users must press the Save button.  
 
 

How to invoice an order 
 

By pressing the Execute button in the order tab, the order is transformed into a purchase document.  
We then select the desired document type (Image 4.5.2) 
 

 
Image 4.5.2 

 
 

We verify the products and the value details of the purchase document (Quantities, Net Value, VAT). 
We correct (if necessary) any of the above elements and then press the Save button. 
 

Outcome: 
▪ The purchase document will be issued   
▪ The inventory will be updated 
▪ The supplier balance and turnover will be updated 
▪ The order will be completed 
 

From the Manage Orders tab (Image 4.5.3) users can search for orders. They can check if their orders are pending, if 
they have been converted to purchase documents, or if they have been partially processed. 
 

 

 
 

Image 4.5.3 
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4.6. CUSTOMER RECEIPTS 

Customer receipts (cash, credit cards, checks) are processed from the <Customer Receipts> menu.  
The following screen shows all the customer receipts that have been entered. (Image 4.6.1). 

 
 

Image 4.6.1 
 

 
How do we create a new customer receipt? (Image 4.6.2) 
 

 
Image 4.6.2 

 
 

The <New Document> button will open a customer receipt form in which users must fill in the mandatory fields: 
 

• Series: Users select the series of the document they want to enter (e.g. cash-check receipts).  

• The Type, Document and Number fields will be automatically filled in if the entry involves a computerized document. 
If the entry involves a handwritten document then users must fill in the number of the document themselves. 

• Date: Users fill in the date on which the amount owed was collected from the customer. 

• Trader: Users select the trader. Once they do this, the Salesperson field will be automatically filled in, provided that 
a Sales Consultant has been designated in Customer Transactions. 

• Site: The trader’s site (head office or branch). 

• Balance: Displays the trader’s current balance. 

• Cash register: Users select the cash register from which transactions will be conducted. 
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In the Cash tab, users need to enter the cash register and the amount collected. To save, press  (End edit). To 
delete the entry press (Delete).  

To save the customer receipt, press the <Save> button .  

Print: Allows users to print a receipt by pressing the button . 

Outstanding documents: Allows users to manually indicate that multiple open documents have been paid off based 
on the relevant receipts (Image 4.6.3). After entering the amount collected from the customer, users must go to the 
Outstanding Documents tab and choose the documents they want to pay off.  

 

Image 4.6.3 

The “Amount Remaining” field shows the balance of every document (Image 4.6.4). 
 

 
 

Image 4.6.4 
 

After entering the collected amount, the documents that have been selected from the list of outstanding documents 
are automatically moved to the list of settled invoices. (Image 4.6.5). 
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Image 4.6.5 

 

Expenses: Users enter any deposit/transfer fees that may occur.  
Notes: Users may add a note/clarification in relation to the customer receipt.  
 

How do we add a new payment by credit card or POS?  
 

The <New Document> button will open a receipt entry form in which the mandatory fields must be completed.  

On the Credit Cards tab, press the  button to enter the amount that will be charged to the customer’s credit/debit 

card and press  to save.  
 
 
How do we add a new payment by check? (Image 4.6.6) 
 

 
Image 4.6.6 

 
 

The <New Document> button will open a receipt entry form in which the mandatory fields must be completed. 
 
 

• Series: Users select the series of the document they want to enter (e.g. cash-check receipts).  

• The  Type, Document and Number fields will be automatically filled in if the entry involves a computerized 
document. If the entry involves a handwritten document then users must fill in the number of the document 
themselves. 
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• Date: Users fill in the date on which the amount owed was collected from the customer. 

• Trader: Users select the trader. Once they do this, the Salesperson field will be automatically filled in, provided that 
one has been designated in Customer Transactions. 

• Site: The trader’s site (head office or branch). 

• Balance: Displays the trader’s current balance. 

• Cash register: Users select the cash register from which transactions will be conducted. 

Under the Checks tab, users may enter the check details by pressing .  

 

Check’s issue date  
Bank 
Value  
Number 
Expiry date 
Status  
Portfolio 
 
 

Each check will be added and matched with the Customer Transactions tab (Image 4.6.7) 

 

 
 

Image 4.6.7 
 

 

To delete a customer receipt entry, press delete. (Image 4.6.8). 
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Image 4.6.8 
 
 
 

Users may choose from all available payment methods at the same time, using all possible combinations.  
 
 
 

4.7. PAYMENTS 
 
 

Payments to suppliers (cash, credit cards, checks) are processed from the <Payments> menu.  
The following screen shows all the payment documents that have been entered. (Image 4.7.1). 
 

 
 

Image 4.7.1 
 
 

How do we add a new cash payment?  
 

Users need to follow the same procedure as the one used for customer receipts. 
The <New Document> button will open a payment entry form in which users must fill in the mandatory fields: 

• Series: Users select the series of the document they want to enter (e.g. cash-check receipts).  

• The  Type, Document and Number fields will be automatically filled in if the entry involves a computerized 
document. If the entry involves a handwritten document then users must fill in the number of the document 
themselves. 

• Date: Users fill in the date on which the payment was made to the supplier. 
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• Trader: Users select the trader.  

• Site: The trader’s site (head office or branch). 

• Balance: Displays the trader’s current balance. 

• Cash register: Users select the cash register from which transactions will be conducted. 

In the Cash tab, users need to enter the cash register and the amount paid. To save, press  (End edit). To delete 
the entry press  (Delete). 

To save the proof of payment, press the <Save> button .    

Print: Allows users to print the proof of payment by pressing the button . 

Outstanding documents: Allows users to manually indicate that multiple open documents have been paid off based 
on the relevant payments (Image 4.7.2). After entering the amount paid to the supplier, users must go to the 
Outstanding Documents tab and choose the documents they want to pay off.  

 

Image 4.7.2 

 

Expenses: Users enter any bank deposit/transfer fees that may occur.  
Notes: Users may add a note/clarification in relation to a payment.  
 

How do we add a new payment by credit card or POS?  
 

The <New Document> button will open a payment entry form in which users must fill in the mandatory fields.  

On the Credit Cards tab, press the  button to enter the amount that will be charged to the company's credit/debit 

card and press  to save.  

 
 

How do we add a new payment by check? (Image 4.7.3) 
 



Page 45 of 59                                                                                                          
 

 
   

 
Image 4.7.3 

 
 

The <New Document> button will open a customer receipt form in which users must fill in the mandatory fields: 
 
 

• Series: Users select the series of the document they want to enter (e.g. cash-check receipts).  

• The  Type, Document and Number fields will be automatically filled in if the entry involves a computerized 
document. If the entry involves a handwritten document then users must fill in the number of the document 
themselves. 

• Date: Users fill in the date on which the amount owed was collected from the customer. 

• Trader: Users select the trader. Once they do this, the Salesperson field is automatically filled in, provided that one 
has been designated in Trader Transactions. 

• Site: The trader’s site (head office or branch). 

• Balance: Displays the trader’s current balance. 

• Cash register: Users select the cash register from which transactions will be conducted. 

Under the Checks tab, users may enter the check details by pressing .  

▪ Check’s issue date  
▪ Bank 
▪ Value  
▪ Number 
▪ Validity period 
▪ Status 
▪ Portfolio 
 

Each check will be added and matched in Supplier Transactions. It will also appear on the Supplier tab. (Image 4.7.4). 
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Image 4.7.4 

 

To delete a payment entry, press delete.  
 

4.8. CHECKS 
 
The following screen shows an overview of all checks, both receivable and payable, outstanding checks and paid checks 
(Image 4.8.1). 
 

 
 

Image 4.8.1  
 
 

Attention: It is not possible to add checks directly; they must ALWAYS be accompanied by a customer receipt/proof 
of payment. 
 

By opening a check with a double click, users select the Type of Check Transaction they want (Payment, Bounced Check, 
To Supplier). (Image 4.8.2). 
For example, we have a check to be cashed which is valid until 31.12.2018. When cashing a check, the same must be 
done in the program; so we go to Checks, find the check and open it with a double click and, in this case, select 
PAYMENT. This will change the status of the check to Paid.  
 

Check transactions are defined in Settings -> Parameters -> Invoicing Settings -> Checks.  
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Image 4.8.2 
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4.9. BALANCE TRANSACTIONS 
 
Vortex helps users keep track of their inventory or trader balances (customers-suppliers) in two different ways, 
collectively or individually.  
 

1st inventory stocktaking method: 
 

Bulk inventory stocktaking (Products update from Excel) 
 

When keeping an inventory in Excel, we enter the actual quantities of each product. We then select Bulk inventory 
stocktaking (Image 4.9.1). 
 

 
 

Image 4.9.1 
 

We select the warehouse facility that needs to be inventoried and the date on which the inventory will be updated.  
 

Attention: The application does not compare the quantities (physical inventory) that appear in the application with 
those of the inventory, but rather enters the quantities that appear in Excel and deletes the previous balances (Image 

4.9.2). 
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Image 4.9.2 
 
 
 

Inventory must be updated after completing an inventory count but as a job it can be performed on any date, even if 
(sales & purchase) documents are issued subsequently. 
 

Click on "Read from Excel", fill in the Code and Inventory fields with the corresponding Excel columns and click Next to 
update the inventory data. 
 

 
You have successfully completed the Inventory process.  
 
 

2nd inventory stocktaking method: 
 

New inventory stocktaking  
 

This method immediately updates the current balance of an item. The following window will open and users can 
complete the required information (Image 4.9.3). 
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Image 4.9.3 

 

Users find the product they are looking for and in which warehouse it belongs, and they fill in the Inventory column 
with the correct stock. The field “Updated by (user name)” is filled in automatically once the inventory is saved. 
 
 

The inventory history is shown (Image 4.9.4) 

 

 
 

Image 4.9.4 
 

The same exact procedure is to be followed for the Balance Transactions of traders. It allows users to correct the 
actual debit or credit balance of a customer. 
 
 
 
 
 
 

 
4.10. EXPENSES 

 
The <New entry> button allows users to add general information about an asset (Image 4.10.1). 
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Image 4.10.1 

 
 

Document: Enter the type of purchase/sales document of the asset and its number.  
Trader: Select the trader to which the expense/income refers.  
Justification: Brief asset entry justification. 
Description: Description of the asset. 
  
Details (Chart of Accounts) 
Select the chart of accounts code to which a specific asset corresponds or under which it is grouped. 
Description: Brief description of the asset. 
Debit/Credit: The debit or credit amount. 
Justification: Brief asset entry justification. 
Cost Center: Select the cost center to which the fixed asset will be "charged". 
 
 

4.11. RECONCILIATION 
 

The program allows users to reconcile transactions as there are traders who are both customers and suppliers at the 
same time. 
The image below shows an example of a reconciliation in which the customer also acts as a supplier (Image 4.11.1). 
Once trader balances are matched, their transactions are reconciled, which involves charging them as suppliers and 
crediting them as customers.  
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Image 4.11.1 

 

In the document field, select the type of document for reconciliation. Document types are created in Settings -> 
Parameters-> Invoice Settings -> Document Types -> Reconciliation. 
 
 

 
4.12. REPORTS 

 
The application generates a variety of reports and Pivot tables.  
 

4.12.1. TRANSACTION REPORTS 
 

Cash register report 
Sales report per cash register based on the date range that has been set. If we select the check box Include Previous 
Balance the results will be updated with the corresponding inflows/outflows.  
 
 

Transactions status  
This report shows all the sales and purchase transactions by date and type of document according to the period 
specified.  
 
 

Transactions pivot report  
The program includes a Pivot tool for statistical purposes, which provides a lot of information on the goods and the 
financial results. All fields may be included in the statistics.  
 

Outstanding documents  
Refers to all documents that are not yet matched to any receipts or payments or that are partially paid and have an 
open balance. 
 

Sales over the last 12 months  
Visual representations of sales over the last 12 months, with a quick overview of how sales progress per month. Users 
can select the type of chart on which to display the sales data (Column, Line, Pie, Bar, etc.). 
(Image 4.12.1) 
 

 
 

Image 4.12.1 
 

 

By clicking on any month, the sales invoices for that month will be shown in detail (Image 4.12.2) 
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Image 4.12.2 

 

 
Sales over the last 30 days   
The daily sales of a company over the last 30 days.  
 
 
 

4.12.2. CUSTOMER REPORTS 
 

Customer balance  
Displays the debit balance of Traders who have been defined as customers. The report includes only those customers 
with debit balances. If we select the check box ”With zero balance” customers with no balances will also be added to 
the report. Likewise, if we select the check box “With Negative Balance”, customers with a credit balance will also 
appear on the list. Selecting the last check box “Show Inactive” will display the customers who have been marked as 
Inactive but their tab shows a debit balance.  
At the end of the list, the debit columns are added up.  
 
 
 
 
 
 

Customer transactions  
Displays all transactions (debits and credits) such as invoices, credit invoices, customer receipts, checks, over a 
specified period and based on the type of transaction selected (Customer Transactions, Supplier Transactions- if the 
customer is also a supplier-, All Transactions).  
 
 
 

Customer participation in turnover 
Shows the turnover of each customer in detail, as well as their turnover for the previous year and their share in the 
total turnover of the business.  
 
 

Customer balance 
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Shows the customers’ previous balances along with the dates, their last debit and credit transactions, and their 
balances. 
 

Customer sold items  
Displays the sold items per main supplier as well as the average sale price and average sale price with tax for the 
specific customer over the chosen period.  
 
 

4.12.3. SUPPLIER REPORTS 
 

Supplier balance  
Shows the debit balance of Traders who are suppliers. The report includes only those suppliers with debit balances. By 
selecting the check box “With zero balance” suppliers with no balances will also be shown. Likewise, if the check box 
“With Negative Balance” is selected, suppliers with a credit balance will also appear on the list. Selecting the last check 
box “Show Inactive” will display the suppliers who have been marked as Inactive but their tab displays a debit balance.  
At the end of the list, the debit columns are added up.  
 
 

Supplier transactions  
Displays all transactions (debits and credits) of a particular supplier, such as invoices, credit invoices, receipts and 
checks, over a specified period and based on the type of transactions selected (Supplier Transactions, Customer 
Transactions- if the customer is also a customer-, All Transactions).  
 

Suppliers balance 
Shows the suppliers’ previous balances along with the dates, the amounts of their last debit and credit transactions, 
and their balances. 
 
 
 
 
 
 
 
 

4.12.4. INVENTORY REPORTS 
 

Inventory balance 
Real-time inventory reports per warehouse. 
 

Inventory transactions  
All inventory transactions over a user-specified period and per product group. The following columns are displayed 
for each product: 
 

Exports: The export/sales quantities of a product. 
Imports: The import/purchase quantities of a product. 
Export value: The total value of exports (sales).  
Import value: The total value of imports (purchases). 
Cost: The purchase cost price (as derived from the Purchase Price List-Price). 
Profit: The amount of profit (export value-cost price). 
Balance: Inventory balance. 
 

Products participation in turnover 
This report shows in detail and for each product the Turnover, Sales and Purchases amounts and percentages. 
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Users can choose a warehouse facility and export the results for a specific period.  
 

Products in orders 
This report shows the projected and reserved quantities per product as they result from customer orders. To export 
the results, a warehouse facility needs to be selected.  
 
 

Inventory balance 
This option allows you to print the inventory balance over the desired period. The balance shows the quantity, value, 
profit and stock (current and previous period stock) associated with each item.  
 

Order proposal 

This report helps a company plan its hardware requirements.  Based on certain pre-defined criteria, the report makes 
a forecasts for the orders that need to be placed.  
 

 

Selection criteria: 

Warehouse facility, Search by date (From-To), Calculate current stock, Product safety threshold, Number of days that 
the order proposal should cover, Prediction rate.  
The following window shows an order proposal based on user-defined selection criteria (Image 4.12.3). 

 

 

Image 4.12.3 
 

 

Lots (A specialized Lots Module report) 

To track a product’s lots, first we need to create them in the Product tab under: Inventory -> Products -> Double-click 
on the desired product -> Lots. By pressing on + we create a new lot, as shown below (Image 4.12.4):   
 

 

Image 4.12.4 
 

  

4.12.5. SALESPERSONS REPORTS 
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Salespersons commissions based on sales 
 

Calculates each salesperson's commission in real time, based on the net sales value per document and per month 
(Image 4.12.5). 
 

 
 

Image 4.12.5 
 

Salespersons commissions based on payments received  
 

Calculates each salesperson's commission in real time, based on the monthly customer receipts (Image 4.12.6). 
 

 
 

Image 4.12.6 
 
 

4.13. SPECIAL MODULES 
 

Lots Module 

This module is aimed at businesses that are interested in monitoring their products (stock, purchases, sales) in lots.  

 

Create lots from a purchase document 

First, we need to specify that the product is part of a Lot by selecting the “Mandatory lot selection in invoicing” check 
box. Then we go to Purchases -> New Document. Once we add the product, we select Create Lot by right-clicking, 
which automatically takes us to the Lots tab under Product Transactions where we add the lot and all the necessary 
information (Production Date, End Date, Supplier, etc.).  
 

Manage lots in sales documents 

This option requires that the product to be invoiced is part of a Lots, by selecting the “Mandatory lot selection in 
invoicing” check box. Once we add the product and right click on Lot Selection, a window will open in which the 
product’s lots will be displayed (Image 4.13.1).  
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Image 4.13.1 
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Lot consumption based on the FEFO or FIFO date 

Settings -> Parameters -> Invoicing Settings -> Lot number Settings (Image 4.13.2)  
FEFO: First Expired-First Out. The lot expiration date is monitored and taken into consideration. This means that the 
goods closest to the expiration date will be shipped out first. This method ensures that products with a non-acceptable 
expiration date will not remain in the warehouse.  
FIFO: First In-First Out.  
Under the FIFO method, the first goods purchased are also the first goods sold. This means that the oldest inventory 
will be the first to be shipped out, as is obvious from its name (First In-First Out). 
So, if we have defined a lot selection method based on the FEFO or FIFO date, the default lot will be displayed on the 
sales document and the Lots field. If we have not defined a lot selection method (FEFO or FIFO), the lot that will be 
displayed is the one selected by the user.  

  

 

Image 4.13.2 

 

How can I delete a lot?  

In Product Transactions, under the Lots tab, press - to delete a lot. 
Attention! Only those lots with no balance and no transactions in a sales document can be deleted.  
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Color-Size Module 

This module automatically generates all possible size and color combinations for a particular product.  

How can I create multiple product combinations using specific Colors/Sizes?  

Go to the <Attributes> menu and open the desired attributes by pressing +. Make sure to ALWAYS check the option 
"Participates in product combinations". (Image 4.13.3) 
 

 

Image 4.13.3 

 

Then, in each attribute we open the values (Color-Size-Texture, etc.) by double-clicking, as shown below. 
 

Then, we go to the main product, under Combinations, and select the values of the attributes with which the new 
products will be automatically created in the warehouse based on the selected combinations.  
 

 

Purchases/Sales of products with specific Color-Size attributes. 
When purchasing or selling a product, the program displays its attributes (for example, available colors) so they can 
be immediately selected by the user. 
 


