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Appendix 2 - Using Agresso 564 Smart Client

This section of the user guide is relevant to first-time users of Agresso. There are some areas
of the Agresso package that initially need to be configured by the individual to allow the user
to use the system in accordance with procedures demonstrated later in this user guide.

e Configuring Main Menu options
e Activating Auto-keep (required for users processing invoices and journal entries)
e Purchase Order Screens Set up (required for users raising purchase orders)

Please note that this process must be repeated if a new PC is used.

Appendix 2.1 Changing Password

You will log into Agresso using your GUID details. Your GUID are the details that you use to
access University of Glasgow IT systems. e.g. CORE, MyGlasgow, etc...

GUID: Enter your GUID

Client: P1
Password: Enter your GUID Password

Passwords

If you need to update your GUID password please, visit the MyGlasgow log-in page, then
select the "Change your password" link.

*  The University will never ask you to disclose your password, especially not via email We
will never send you an email asking you to click a link and enter your password.

If you are ever unsure whether it's safe to enter your password, please contact the IT
Helpdesk (ithelpdesk@glasgow.ac.uk)
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Within Agresso there is the option to configure the Main Menu.
configured within Agresso using the following instructions.

To configure the Menu Options:

1.
2.

Log on to Agresso.

Click on ‘File’ then ‘Options’

This option must be

Agresso Business World Route 68 - Options

Setup
Theme
Menu style

Show link tems

Initial language

Confirm exit
Always manimize

Show MDI tab strip
Show report pane

Show Alert list pane
Show task list pane
Show desldop alert

Field highlight

|

Client based (dassic)

Show tool menu tems  Both

Both -
cs Czech I
DK Dansk

DE Deutsch

Reset display options on next restart

Remember client menu item
|Use numeric keypad Enter as Tab
Use numeric keypad Decimal as separator

OEEED O

FEEEE

& -

Display calour for changed Master file approval fields

3

Window size
~) Nomal

@ Manimised
~1 Minimised

Tablefield
Mo. of new rows 10

Show zero-values

Chart setup

E-mail setup

Use default

OK

il

Cancel

Ensure the following options are the same as above. Then Click Apply and OK.

For these changes to take place the user must restart Agresso.

Appendix 2.3 Configuring the Purchase Invoicing/Journals Entry Set up

Before entering Purchase invoices or Journal Entries, the set up must be configured. This will
only need to be done once. If there is a change of PC you may be required to configure your
settings again.

To configure set up:

1. Access the ‘Posting Purchase Invoices’ screen by clicking on:
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'ﬁAgresso Financials
= General Ledger

2 Transaction entry
= Posting

2. The following screen (VP10) will appear:

JEi\e Edt Data Tools Yiew Format Links  Window Help

[B(ARv AT 0@ p|GH iz AL G|« 0m -
GL - General Ledger transactions |
=4
u J Payment Change posting cycle Parking = Template = Text Description Amend e LO0%: [ew exchanae rate: Change AFJAR info Recurting journel Accruals ?JNew link, O
=
Period | Trans.date |19;'06||'2006 Transho | ISuppID jl
g
Account | |TE| TS\ Eur| Curr.a
4
- GL Analys
Number Value 0.00 GBP | 0.00000000 | 0.00
Yaluedate YAT 0.0
Test |
SupplD
IrvoiceNo
|W\ Account Cat1 Cat2 | Cat3 | Cat4 \ Cat § |TE| TS|Eur| Posted amount | Amount Payment ref
(1 [
(2 [
s [0
| 4 [
s [
[

3. Click on ‘File’ then ‘View Options’.

4. The following screen will appear.
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GL Analyziz

|:| Amount D escription
Yalue M urnber W aluedate
AP [revoice

Pay rec Fesp Dizcaunt
Flag Curr. doc BACS ID
Termns Curr.doc. des |+ Pay cur
Pay method Due date Date rec

Pay tranzfer Digcount dak
Invoiceto Digc percent

Analpziz propozal

AR Invoice
Fay rec
Flag

Temz

FPay methiod
[Fvoicet o
Curr. doc:

Apendix2 — Agresso Set Up

Agresso 564

Version 2.0

Updated — April 2016

X
Due date
Dizcount dat

Digc percent
Digcount

Curr.doc. des

() Accournt rule () Previous analysis (3 Clear memary
Startfield
. GL
" (®) Period () tradinye date (p aP/aR 1D () Account
AP
> (=) Period () tradinee date (]} &P/aR 1D () Account
AR
» (%) Perind () tradine date ) AP/AR 1D () Account
Imwoice number from
GL AP
{*) First () Previous () Mo L Previous
tachine rmermary Nu+l:-er af decimalz K.eep option
Save validatic (30 temony zize Walue éutu keep
Ensure the following three options are the same as above.
The last option on the screen (bottom right) is ‘Keep option’. Click on the Auto-keep box
to turn on auto-keep.

Change the analysis proposal setting from previous analysis to “No default values”.

N.B: Do NOT amend any other setting on this screen.

Click on the ‘OK’ box.

Close the VP10 screen.
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Appendix 2.4 Agresso Menu Structure

After logging on to Agresso, the main menu is displayed:

. AGRESS0 Business Yorld

J File Edit Data Tools  Wiew Format  Links  Window  Help
[S|@|#yvy 27l |G| « » p|E D ||| =0

University of Glasgow Test S...

Menu Ikems

{27 Personal Menu
-7 AGRESSO Comman
[#-{77 AGRESSO Financials
-7 AGRESSO Logistics

Agresso menus are split into different modules. The main Agresso modules used by the
University of Glasgow are:

Agresso Financials Agresso Logistics

General Ledger (GL) Purchase Order Processing (POP)
Accounts Payable (AP) Inventory Management (IM)
Accounts Receivable (AR)

Budgeting

There is also a core module called Agresso Common. It is within this module that many of
the core areas such as tax codes and the accounting structure are set-up.

The modules available for each person will be dependent on their access and permissions.
Enquiries

Enquiries can be launched from various places in the Agresso menu i.e. from within Common,
Financials or Logistics. There are various levels of enquiry ranging from simple to an

advanced (browser), all of which allow the user to create and save enquiries. A broad set of
template enquiries are provided for those users who do not wish to create their own queries.

1. To select a menu item, move the cursor to
. . the relevant line using either the mouse or the
COVEE AR EEL TR RN | arrow keys, and either double-click the left

mouse button or press Enter.

by A 2. Menus can be ‘collapsed’ individually by
{77 Persanal Menu performing the same as above, but on a line
%177 AGRESS0 Comman where the open book item appears.
o 3. To expand or collapse the whole menu, use

=5 AGRESSO Financial the options available in the Tools menu.

EE’ Gerieral Ledger 4. More than one screen can be open at any

- {2 Transaction entry one time and it is possible to move between the

- B Enauiries screens by either using the Window pull-down

' rj‘ General Ledger transactions menu or by using the Ctrl and Tab keys

together.
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Appendix 2.5 Personal Menu

Personal Menu

Agresso provides each user with their individual personal menu and this is the first menu
option on the main menu screen. The personal menu can hold shortcuts to Agresso
enquiries/screens allowing users to hold options to frequently used screens or enquiries
within the one location.

Menu

veru
University of Glasgow Test S...

Menu Ikems

=-{== Persanal Menu

il GL 7 Inwoice Log
: - GL 748 Invaice Lag (Purchasing Cards)
-7 AGRESSO Comman
2Rl £\ CRESS0 Financials
[#-7 AGRESSO Logistics

Menu items can be placed into the personal menu by dragging icons from elsewhere in the
Agresso system and dropping them into the personal menu. Alternatively, menu items can be
sent to the personal menu using the Edit (right click on item) menu.

Shortcuts can later be removed from the personal menu by highlighting a shortcut and
selecting ‘delete’ from the Edit (right click on item) menu.

N.B: If an enquiry changes name or location and there was a shortcut to the enquiry prior to
the change held in the personal menu, then the shortcut will no longer work and a new
shortcut will need to be created.

Appendix 2.6 Agresso Field Help

During data entry, the Field Help can be used to call up a search screen that can be used to
display values for that field. It is accessed by pressing F9 or from the Help - Field Help pull
down menu. The information required to search for is entered on the grey line. (Press F7 or

¢h icon to search).

e.g. Fuzzy matching can be used (*) to help locate the name; i.e-

Purchase Crders - Automnatic Murnbeting Field Help (Pugpehiase Orders - Aut...

J Mew link Crganise links J Setup Template

Short name | Supp. ID Group General address £0 5

1 LYRECD 14409 LYRECOLTD 01 DEER. PARK COURT, DOMNMINGTOMN WD, M

Values can be brought back to the original screen by double-clicking the left mouse button

on the value or by using the ‘Choose’ v icon or F6 function key.
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Appendix 2.7 Standard Icons in Agresso’s Menu

Icons represent the functions performed by each menu item:

Window type

Menu icon

Description

Date entry

|
|

Allows new records to be entered, for example
resources, projects etc.

Maintenance

Allows existing records to be viewed, edited
and deleted at both header and detail level.

Enguirv/MMaintenance

_

Allows mainly enquiry on existing records and
also allowing editing of detail lewvel data.

Information/Enguiry

(=]
-

Opens a standard enguiry window allowing
data to be viewed as read-only with no editing
options.

i

Opens a user-defined Browser template
window allowing read-only data to be
retrieved.

Opens a System Browser template window
allowing read-only data to be retrieved

Opens a customised Svstem Browser template
window allowing read-only data to be
retrieved.

Opens a chart showing a visual presentation of
data.

Appendix 2.8 - Web Toolbar

The Web toolbar appears next to the main toolbar as default and allows the user to view web
pages in an Internet browser from within AGRESSO.

2R E

The buttons on the Web toolbar are described below.

-

&
(X
)

Back

Forward

Stop current jump
Refresh current page
Allows you to enter web addresses to access

web pages and lists recently accessed web
pages
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Appendix 2.9 Agresso Toolbar

The standard toolbar appears by default at the top of the AGRESSO main window under the
menu bar and is shown below. To hide the standard toolbar simply right-click anywhere on

the menu bar or toolbar and deselect Standard.

S H M LT O C) K 4> MG E ] =D& |Gy

The buttons on the toolbar give the user direct access to frequently used commands in

Agresso.
é Print o Keep
—d Save = Change 1o
iy TFind E Shaow table
g Choose |mllm Chart
_ﬁ) Fooixy = Aonalv=zer
=E" Filter e Reports
= i
= Tnsert rowm £ Ir\::;rz_lr:zuance of ordered
Clear ‘gb MMaimntemnance of report
pPrintounts
@ Ielp Change compalny’
- First il Document archiwve

- Previows
- ezt

> Last

Appendix 2.10 Agresso Function Keys

Within Agresso function keys can be used instead of clicking on icons, in many areas. The
main function keys are as follows:

F1 Help Shift + F11 Change Row

F4 Calendar Ctrl + F4 Close Window
F5 Clear Screen Alt + F2 Insert Row

F6 Choose Alt + F4 Close Application
F7 Find Alt + F6 Zoom

F8 Main Menu

F9 Field Help

F10 Menu Bar

F11 Keep Row

F12 Save
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Appendix 2.11 Agresso Menu Line

The commands in the menu line will depend on which screen the user is accessing.

File:

e

Open...

Save as...

Ctrl+0

Save as HTML...

Cptions. .,

Yiew options

Change password

Page Setup.,
Print...

Print Preview

Send

Exit

g

Cut Chr-%
Copy Chrl+C
Paste CErlY
Delete

Clear FS
Inserkt row  Ak4+F2
Deleke row

Lindo row

Select sl

Deselect all

Invert seleckion

The available commands are described below.

Open - Opens enquiry results or enquiry setups saved as result
dumps (.agr) or Crystal reports (.rpt).

Save as - Saves Browser and balance table reports and
templates.

Save as HTML - Starts the AGRESSO HTML Publish Wizard to
allow you to save Browser reports in HTML format.

Options - Opens the Options window where you can set the
menu set up.

View options - Opens the View options window where you can
customise certain windows.

Change password - Lets you change your login

Page setup - Lets you define the paper size, source, orientation,
and margins.

Print - Lets you print a table (for example an online enquiry
result) or the window itself.

Print preview - Lets you preview the printed result.

Send - Lets you to send an image of an AGRESSO window via
e-mail.
Exit - Closes the Smart client.

Cut (CTRL+X) - Cuts out the marked area and places it on the
Windows clipboard. The contents can then be used by another
application, such as a spreadsheet or a word processor.

Copy (CTRL+C) - Copies the marked area and places it on the
Windows clipboard. The contents can then be -used by another
application, such as a spreadsheet or a word processor

Paste (CTRL+V) - Copies the contents of the clipboard into the
active window (and field) in AGRESSO. Most windows in
AGRESSO do not support copy and paste, but some let you
paste partial data

Delete (Del) - Deletes the contents of a field.

Clear (F5) - Returns a blank window, but does not delete data
that is saved previously.

Insert row (Alt+F2) - Inserts new rows in a table field for data
to be entered.

Delete row - Deletes a previously saved row from the table
field. Select Save (F12) on the Data menu to make the deletion
permanent.

Undo row - Removes a row from the active window without
deleting it.

Select - Used in certain windows to select multiple table rows.
Deselect all - Used in certain windows to deselect multiple
table rows.

Invert selection - Used in certain windows to invert the current
selection of multiple table rows.
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4y Document
Change company

Tools

Data |

# Find F7
i save F12
9 Zoom Al+F6
% Fiter

4 First Chrl+FS
P ext CtrF7
4 Previous Chrl+Fé
M Last Cerl+F8
1,5 Keep Fi1
a3 Change row Skift+F11
& Choose Fé
Wl Chart

2 Analyzer

.7 Reports

F10

Attribute master file  Cerl+F1

Attribute change history

Setup

Template

Shift+F1
Shift+F2

View

Refresh menu

v | Menu

v | Reports
Search
Ordered reports
Tasks
Alert list

Maintenance of ordered reports

@ Maintenance of report printouts
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Find (F7) - Fills a table with data (with or without search
criteria).

Save (F12) - Permanently saves any changes you have made.
Zoom (Alt+F6) - This command provides additional detail on a
line in certain table fields, for example details on an individual
transaction.

Filter - Filters out rows in a table that do not contain the value
of the field you are positioned on.

First (Ctrl+F5) - Lists the first occurrence of results or lists.
Next (Ctrl+F7) — Lists the next occurrence of results or lists.
Previous (Ctrl+F6) - Lists the previous occurrence of results or
lists.

Last (Ctrl+F8) - Lists the final occurrence of results or lists.
Keep (F11) - Saves the data you enter in a window temporarily
while you finish the remaining entries. Keep (F11) is a required
function in order to proceed in certain windows. If you want to
save the registered information permanently, you have to
choose Save (F12).

Change row (Shift+F11) - Allows you to reactivate a line of
data in a posting window.

Choose (F6) - Allows you to choose the data from the table line
you are on (for example in an F9 search).

Chart - Opens a window where you can define charts and
graphs based on the data currently in the table field.

Analyzer - This command is only available if AGRESSO
Analyzer is installed. It gives you access to a graphical
presentation tool.

Excelerator - Sends report results directly to Excel and enquiry
results directly to Excel or Word.

Document - Opens the Document archive window, where you
can create, view, link, edit and organise documents.

Change company (F10) - Allows you to switch from your active
window (except the main window) to the same window in
another company in the database.

Attribute master file - Opens the Attribute master file for the
selected attribute in any master file or Browser enquiry window.
Attribute change history — Allows you to view the change
history on attributes, seeing who made the change, when,

the old value and the new value.

The commands that are displayed on the Tools menu vary
depending on the active window. The various commands are
therefore explained in the help text for the window they
belong to.

Toolbar - You can choose whether or not you want the toolbar
to be displayed in the window.

Status bar - You can choose whether or not you want the
status bar to be displayed in the window.

Visual Basic Editor — Used by Developers only.
Maintenance of ordered reports - Opens the Maintenance of
ordered reports window. You can also open this by clicking the
button on the Toolbar.

Maintenance of report printouts - Opens the Report printout
window. You can also open this by clicking the button on the
Toolbar.

Refresh menu - Refreshes the main menu tree to update it
with any changes.

Menu - Shows or hides the Menu pane.

Reports - Shows or hides the Reports pane.

Search - Shows or hides the Search pane.

Tools - Shows or hides the Tools pane.

Links - Shows or hides the Links pane.

Ordered reports - Shows or hides the Ordered pane.

Tasks - Shows or hides the Tasks pane.

Alert list - Shows or hides the Alert list pane.
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Font - Allows you to change the default font type and size
used in Agresso. This function is useful when you print
directly from a window.

Heading font - Allows you to change the font for the column
heading on the Results tab in Browser enquiries.

Frame - Allows you to frame sub-totals if in Browser
enquiries.

Break text - Allows you to add extra formatting to the report
in Browser enquiries.

Gridlines - Allows you to switch grid lines on and off on the
Results tab in Browser enquiries.

For Developers only

Cascade - Places all open windows on top of each other,
with the active window on top and title bars displayed.

Tile - Places all open windows from top to bottom on the
main window.

Arrange icons - Arranges all icons of minimised windows at
the bottom of the main window.

Show table - Allows you to enquire on master files (for
example suppliers) when the master file window is active.
Close All Windows - Closes all open AGRESSO windows.
(Numbered list) - Displays a list of all open windows.

Contents - Displays an introductory text. Click Help Topics
on the menu bar in this window to get a list of the help
contents in AGRESSO.

Help (F1) - Gives you on-line help for the active window.
Field Help (F9) - Shows a list of valid values for the active
field. See Section 1.4

About AGRESSO - Displays information about AGRESSO
Business World.

Entry/Amendment of purchase order

This window is used ta register, update and review purchase
orders, Orders can be entered rmanually using this window, or can
be generated automatically from a purchase reguest using the
POOS Transfer requisitions to enguiry/purchase order server
process,

hd|
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