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Initial Configuration

This is the LOGIN screen, where you can set up your connection to the database. By
double-clicking on Colibri, you can define a name to identify your company, as well as
the type of database and connection you will use. By default, the pre-configured

database is H2; however, you can also use MySQL or PostgreSQL.

Colibri Project - Login

Companies ~_Licence | Language | Agreement | Warning

DG & &

Company Mame Drriver Host Marme

Colibri H2 localhost colibri
Assoft Deposit n°1419/D/07 User | admin |
Mot licensed for Portugal Password | |
Version 16.0.0 DESKTOP Legin

To add a new company, click on "New Record" or double-click on an already created

one. The following window will appear.

Companies

General . Database | Backups

Company Name | Colibri |

Memo | |

Creation Date | 05-12-2024 |

Backup Test Save Exit (Esc)

Here, enter the name of the company for the database. You can also add observations

and the creation date of the company if desired.
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Now, you can enter the database access data on the "Database" tab, as you will see in

the window that will be shown next.

Companies

General | Database . Backups

Driver | H2 w

Hu:ust| localhost |

Marne | colibri Search
Properties | |
User | =3 |
Paszword | |
Backup Test Save Exit (Esc)

Specify the type of database engine, H2, PostgreSQL, or MySQL, and enter the "HOST".
For PostgreSQL and MySQl, if it's local, use "localhost", or enter the server's IP address,

for example, 192.168.1.1.

Enter the name of the database. Then, in "Properties," only use if necessary, for
example, to establish a secure connection, such as ssl=true. Next, enter the username

and password for accessing the database.
Finally, you should configure the backup folder and respective commands if necessary.

It is advisable to make periodic copies of the backups if you are not using a cloud

service.

Companies

General | Database | Backups

Folder | | Search
Command | | Search
Arguments | | | Load

Backup Test Save Exit (Esc)

If your database engine is the integrated H2 in Colibri, you won't need to make any

further changes or configurations.
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If you're using MySQL or PostgreSQL as the database engine, you'll need to additionally
configure the path to the server's bin folder. You can start this process by clicking Load

and then configure the appearing paths correctly.

In the "command" field, enter the correct path to the bin folder of the database engine.

For PostgreSQL, for example, it might look like this:
command = C:\Program Files\PostgreSQL\10\bin\pg_dump

If you intend to use MySQL, the process should be the same. Simply enter the correct

path to the bin folder of MySQL in the "command" field.

Click on "Test" to ensure that the connection is correct, and finally, click on "Save." In

the "Arguments" section, you should click on "Load."

To load your license, simply click on the "License" tab, and then click on "Load." Select

the license file, and it will be loaded immediately.

Colibri Project - Login

Companies | Licence . Language | Agreement | Warning

File | || toad |
Holder | FREEWARE || Register
Type | FREE

Expiration |~.r‘|5

|
|
Modules | |
Renewal | 25-11-2024 |

Assoft Deposit n®1419/D/07 User | admin |
Mot licensed for Portugal Password | |
Version 16.0.0 DESKTOP Legin

To log into the application, use the following credentials on the LOGIN screen:
Username: admin

Password: admin
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After the database initialization, this will be the screen displayed.

Menu Bar
Icon Bar

Tab Bar

Main Menu View

1

2

3

4. Module Selection
5

6. Central Base View
7

Status Bar
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Company Data

Before you start using Colibri Project, you should enter all the information about your

company. To do this, access the menu FILE -> PARAMETERS through the MENU BAR,

then select the option COMPANY -> INFORMATION. Once you have entered all relevant

information, click OK.

:f' Parameters

~ Parameters
Defaults
Values
Warnings
Emnail

w Company
Information
Images
Certificates

Information

Mame | Colibri Project |

Address | Unknown Street

ZIP Code | 0000-000 | [ Unknown

Country | PT - Portugal -

TIN [ 999999990

|

Phone #1 | ‘
Phone #2 | ‘
|

|

Mobile |
Fax |

Email | superte@colibriproject.com |

Website | |

Conservatory | ‘

Commercial Register | ‘

Social Capital |

Establishment |

QK Cancel
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NOTE: If your Postal Code does not exist, access the menu TABLES -> POSTAL CODES and

create your Postal Code and Description.

Bl Tables
Measurement Units A Postal Codes
Groups
Families 3 s
Price Lists | (7]
Sizes - — :
Code Description Location
Colors
~ Entities 0000-0... Unknown
Payment Conditions 4795-3... Unknown

Payment Methods
Delivery Conditions
Transportation Methods
Address Types
Postal Codes
Countries (150 3166-1)
Groups
Families

v Company
Warehouses
Employees
Salesmen
Vehicles

~ Banks
Bank Accounts < >

Movement Types Cod |
Currencies (150 4217) ede

OK Cancel
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Parameters Management

There is a series of parameters that we advise you to review so that you can adapt your

Colibri Project to your needs.

You can go to “Parameters” and then “Defaults”.

# Parameters

~ Parameters Defaults
Defaults
Values
Warnings VAT Rate | 01 - VAT-Exempt v]
Email IRS Retention | 01 - Exempted ~
v Company _ -
Infermation
Images Payment Condition | 100 - Ready Payment w |
Certificates
Payment Method | 101 - Money e
Country | PT- Portugal v
Currency | EUR - Euro “

Bank Account | 101 - Desconhecido  ~

Warehouse | 001 - Our Warehouse ~
Date Format | dd-MM-yyyy ~

Registration Date | Auxiliary Date ~

oK Cancel

Here, you can define the default VAT rate, as well as Payment Conditions, Measure
Units, etc. All these values can be subsequently changed and specified by customer or

item.
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Also, go to PARAMETERS -> VALUES where you can define decimal values and price

updates.

# Parameters

v Parameters
Defaults
Values
Warnings
Email

v Company
Information
Images
Certificates

Values

Quantities Decimals® E =

Prices Decimals® E =

Totals Decimals® IZ =
Cost Price | Average Cost Price

Update Prices | Cost/Selling Prices

Price Suggestion | Price History ~

QK Cancel
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Warnings

If you need Colibri Project to warn you about stock shortages or low stock, go to

PARAMETERS -> ALERTS.

7 Parameters

w Parameters
Defaults
Values
Warnings
Email

v Company
Information
Images
Certificates

Warnings

Overdue Invoices
Credit Limit
Negative Stock
Minimum Stock
Compaesition

WAT Tax

Do not Warn
Do not Warn
Do not Warn
Do not Warn
Do not Warn

Do not Warn

oK Cancel
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Automatic Backups

In Colibri Project, it is possible to disable automatic backups so that when starting
Colibri, it does not back up your database. This option should only be disabled if you
have a server on the network with its own backups. To do this, uncheck the 'Automatic

Backups' option located in the 'Parameters' menu.

7 Parameters

v Parameters FParameters
Defaults
f\arlue.s Confirm on Exit
arnings
o
Ermail Use Keypad Enter

Single Click Edit []

v Company
Open Edit Combos

Information
Images Hide Inactive Records
Certificates Show Tree lcons

Show Resized lcons

Show Text Buttons [

Show Information View
Detach Report View [ ]
Open System Browser [ |
Save and Restore Desktop
Minimize to System Tray []

Automatic Updates
Automatic Backups

QK Cancel
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Create New Customer/Supplier

To open a new customer record, double-click on the CUSTOMERS FILE view in the MAIN
MENU, then in the upper right corner click on NEW RECORD, or use the shortcut key
(F2).
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In the CUSTOMERS EDIT view, you should fill in the data regarding your customer,

ensuring that all fields marked in red are mandatory.
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When all the information is filled in, click on the floppy disk icon in the upper right corner
to save the changes, or use the shortcut key (F4). This way, your new customer will be

available in the CUSTOMERS FILE. Regarding Postal Codes, if one exists, the respective
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locality is inserted immediately. If it does not exist in the database, upon insertion in the

customer record, it is automatically inserted into the database.

In the 'Financial' tab, you should set the customer’s defaults, such as payment conditions

and method, currency, price type, among others.
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The tab ‘Taxes’ allows the user to define, by default, the VAT regime that the customer

has, as well as define their VAT rate and exemption, if applicable.
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You can also enter a customer's banking information as well as the credit limit for a

specific customer.

MR 23BBRER *32BBR
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This way, Colibri Project will alert you, when issuing a billing document, if a certain

customer has credit exceeding the limit.

If you want to view the customer's transactions, simply go to the ‘Movements’ tab. You

will also have the option to print their statements.
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The ‘Address’ button allows you to see the route from your company to the address of

a specific customer.

EEE o e EEE MeEEE =L
=) i [ g Com e [ R
H. cOF ¢
el ]
e | oo T
onert At Contc Pl T | Crdh v AlbenalCof
. -
) mawes
P 13 minutos
P, .
e Siga para norte na R, das Tangamanas om 3.4k
Aetuns Glste. - dire¢3o a Urbanizagia da Vale das Donas
Shpping Guide: Continue até Circunvalaglio do Parque 01km
ampeaion e o [ 10- stoes -] Desportivo
Credt Postmg Fomily [ 1001 ) Wre & direlta em diregio a R. Gen Avelar 05 km
oesepunnn Machada
i tice
i, Vee b direta e irecdo 3 Alamedo da arefa 15
ot de Sto Miguel
Do Com Vre desquerda em drecioa R Or Joja 154
- 1 Supphens Augusia da Silva Martins/N2
S Comte 3 seg
A — 3 rotungs, siga pei 27 saidapara M Dr. 32k
1 Supplian Documares Antanio Augusto da Sitva Martins/N2
o N3 oMUnGa, Siga peia 1.4 5308 para Av. AMANIo 26 km
Purchame: Faninha Pereira/N2/N3
[ r— : =
o lga e 1.4 aica para s ampada 03km
e 3 Clo Branco/MagaoPortaiegre
N L] 173km
e oing s wagem
e
S,
I .

s Pt FRORSIONAL (o 19 Wodows 81 TiFebaa- e | Mot [0

Colibri Project - 16



Creation of Articles

To open a new article, in the MAIN MENU view, double-click on ARTICLES FILE, then click
on NEW RECORD in the upper right corner, or use the shortcut key (F2).
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In the ARTICLES EDIT, you should fill in the information regarding the article, with fields
marked in red being mandatory. You can register endless information about your

product, as well as obtain stock information on its record.

You can choose the type of article: Product, Service or Tax, (in the case of tax, you can
apply retention) Cost Types, Stock Management, Families and Groups, among many

others.
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After all the information is defined for the article, click on SAVE RECORD in the upper

right corner, or use the shortcut key (F4).

This way, your new article will be available in ARTICLES FILE.

s e B
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It's also possible to select more than one unit per product, different price lists, insert
product images, add extra product information, check their stock levels, and

accumulations.
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One of the features included is the ability to have composite articles, as you can see in

the following image.
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You can also check the movements in the ARTICLES RECORD by simply clicking on the

'Movements' tab, and you can also print a list of them.
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You will also have the possibility to analyze the accumulated articles, which will provide
you with information regarding the inputs and outputs, as well as the purchase and sale

prices.
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Invoice Issuance

In the MAIN MENU view, double-click on the document you want to issue. For example,

let's use an INVOICE.
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With the text box selected in the ENTITY field, enter the client number you want to
invoice. If you don't know the client number, press the ENTITY button or use the SPACE
BAR to bring up the CUSTOMERS FILE, then select the customer, and press the SPACE

BAR again to copy it to the document.
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With the cursor now positioned in the document lines section, use the same procedure
to enter the article. You can do this either by its code, typing the ARTICLE CODE and then
pressing ENTER, or by pressing the SPACE BAR to bring up the ARTICLES FILE, selecting

the article you want to invoice, and pressing the SPACE BAR again to copy it to the

document.
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In this case, as it is a composite article, if you click on "Process Record(s)", it will show

which components form the final article.
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By default, for invoices, the template used is "Invoice - (model version number)". If you
wish to use a different template, you can change it by accessing the menu FILE > TABLES,
choose the option DOCUMENTS, double-click on INVOICE, and go to the EMISSION tab.

Then, change the TEMPLATE to the desired one.
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Receipt

Now that we know how to use the INVOICE document, let's issue a RECEIPT to close this

document. To do this, in the MAIN MENU view, double-click on RECEIPT.
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Call the customer using the same process described in INVOICE. Then, to load the
refered customer’s invoice documents, simply click on the ‘APPLY FILTER’ icon in the

DOCUMENT LINES section. This way, all pending documents will appear.

Finally, click on SAVE RECORD to issue the Receipt.
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Transport Guides

The issuance of the transport guide is very similar to issuing an invoice, as you can see

in the following image.
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Use of Filters

In the MAIN MENU view, double-click on CUSTOMERS MOVEMENTS. This entire process

is similar to other Entities and Articles.

The view presented is as follows, where we can visualize all the transactions of all

customers.
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You can use the quick filters located at the bottom of the page. You can also, instead of
manually selecting the interval, choose a predefined period, such as documents from

the day or the month, as seen in the image below.
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To proceed with usage, you should click on EDIT FILTER and the following screen below

will appear.

SKTOP | Livense Capy-- ol Prjcst

Bx&0 @ERER AEBDED GERERD

0 e CM[ONTmeTy P e —

CED

adme | coibd 12) | FRO MECHIGA)  Windews 0 | 08Dec202i- s Mshcient

Here, you can filter your documents with the various fields available for selection. For
example, in the screen shown above, if we want to display only the "CFA - Invoice"
document with the date range "GREATER THAN OR EQUAL to 01-12-2024 and LESS THAN
OR EQUAL to 31-12-2024". The result of this search will show all customer invoices in

the selected period, i.e., in June 2024.

After choosing the filtering conditions, click on SEARCH (Magnifying Glass Icon), and

Colibri Project will return the transactions with the filtering applied.
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Now, simply select the desired report, as shown in the image below, and preview your

data.
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Automatic Email Configuration

In Colibri Project, you can configure automatic email sending of your documents to your
clients. To do this, you should set up your email account, which you can do in

‘Parameters -> Email’.

,I" Parameters
~ Parameters Email
Defaults
Values :
Warnings Sending | [TTINS
Email Server | smitp.oc.pt
~ Company -
Gate | 25 =
Information I:
Images User | |
Certificates [Eesmrmd | |
Security | NONE ~

Authentication Ne -~

Text

0K Cancel

After correctly setting up your email account, you should go to "Tables -> Documents"
and double-click on a document you want to send via email, such as an invoice. Then,

specify how many copies of the document you want to send.

NOTE: You should follow this process for all documents you wish to send via email.
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E' Documents

General Emission

Copies to Process

Copies by Email

Printer

Template

Rules  Values Series

Triplicate ~

[

Manual Selection(*)

Automatic Selection(®)

System Printer(™)

OneMote (Desktop)

OneMote for Windows 10
Microsoft XPS Document Writer
Microsoft Print to PDF

Kyocera ECOSYS ME230cidn KX
Fax

EPSOM TM-T20 Receipt5
AnyDesk Printer

724 - Langamento - Modelo 14
754 - Guia Transporte - Modelo 14
764 - Factura Talao - Modelo 14

T84 - Factura Exportagde PT - Modelo 14
794 - Factura Exportagdo EM - Modelo 14

Save (F4)

Exit (Esc)

Afterward, in the client record, you will need to enter the email in the "Contacts" tab.
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And if you want an email to be sent automatically when clicking "Print," you should

indicate in the client record, in the "Several" tab, that you want "Sendmail" automatic.
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The configuration is now complete. Now, simply click on "Email Report" when issuing

documents, and the email will be sent to your client.
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Creating a New Entity

By default, Colibri Project has two entities already created: Customers and Suppliers.

However, it is possible to create more entities to meet the needs of each user.

To do this, go to FILE -> TABLES and select the option "Entity". Now, click on "New

Record", and the following window will appear.

Tables O

w Configuration ~ | Entities
Fields
Layouts
Templates
Searches
Entities
Documents
Users FO Suppliers Supplier

w Articles

Cm;e MName Type

CL Customers Customer

Me  Code ||

Mame |

Pri Type |Customer

w Entitie Save (F4) Exit (Esc)
Pa
Payment Methods |
Delivery Cenditions
Transportation Methods
Address Types

Postal Codes Cod |
Countries (150 3166-1) ede Ll o

OK Cancel

Enter the Code, the name of the entity, and the Type, for example, Work Management.
Now, click on save, and you will see that the new entity has been added to the Main

Menu.
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As you can see, the new "Entity" has been added to the "Main Menu". You can now add

documents to the created entity, as you can see in the next topic.
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Document Creation

In Colibri, you can also add documents in addition to those already existing. To do this,

simply go to "Tables -> Documents" and click on "New Record".
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If you want, you can also duplicate the settings of a Document. There, click on "Duplicate

Record", for example, Invoice.

Bl Tables

w Configuration
Fields
Layouts
Templates
Searches
Entities
Documents
Users

~ Articles
VAT Taxes
IRS Retenticns
Measurement Units
Groups
Famnilies
Price Lists
Sizes
Colors

~ Entities
Payment Cenditions
Payment Methods
Delivery Conditions
Transportation Methods
Address Types
Postal Codes
Countries (150 3166-1)

~

Documents
[~

Code Descriptioq Duplicate Record (F3) i Document Type ~
AEN  Warehouse Entry No Type

ASA  Warehouse Output No Type

ATR Warehouse Transfer No Type

CEN  Order Billing

CFA Invoice Billing

CFE Exportation Invoice Billing

CFR Invoice/Receipt Billing & Settlement
CGD  Returns Guide Billing

CGR  Shipping Guide Billing

CGT  Transportation Guide Transport

CLC Credit Posting Mo Type

CLD Debit Posting Mo Type

CNC  Credit Mote Rectification

CND  Debit Note Rectification

~nr L L P T L W
£ >
Code w | ?O a

oK Cancel

Then, just configure the Document as desired.
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User Creation

Colibri Project allows the creation of multiple users, enabling you to control permissions
for other users and keep track of who creates specific documents. To create a new user,

go to "Tables -> Users” and click on “New Record”.

B Tebles

w Configuration ~ | Users
Fields
Layouts
Templates

N A~ |
Searches -
Entities Usef New Record (F2) Type

Documents admin Administrader Manager

Users

s Articles
VAT Taxes
IRS Retenticns
Measurement Units
Groups
Families
Price Lists
Sizes
Colors

~ Entities
Payment Conditions
Payment Methods
Delivery Conditions
Transportation Methods
Address Types
Postal Codes
Countries (IS0 3166-1) Lo | LDl o

0K Cancel
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The window below will be displayed, where you can configure all user data, where the

selected fields are the ones that are allowed to that specific user.

Tables O *

~ Configuration ~ N

General Permissions | pgs

Tables

1-Company Pl Mew Record
2-Fields Edit Record
3-Layouts Delete Record

v Al |4-Templates Duplicate Record

5-5earches

B-Entities
7-Documents
8-Documents-5Series
9-Users

10-User-Logs

11-YAT Taxes

12-VAT Exemptions
13-1R5 Retentions
14-Measurement Units
15-Groups

1e-Families

17-Price Lists

18-Sizes

19-Colors ks

Save (F4) Exit (Esc)

OK I Cancel
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Layout Editing

If you want to change any layout, for example, add extra fields to an invoice, just go to

"Tables -> Layouts".

B Tables
w Configuration ~ | Layouts
Fields
Layouts & 3 L 3 3y
Templates | (7] = A ‘J'
Searches E T
Entities Code  Description Table 2
Documents 113 Pricing with cost and sales prices Articles
Users 2M Simplified Listing Articles Moverments
~ Mrticles 301 Simplified Listing Articles Documents
VAT Taxes 40 Warehouse Entry / Exit Articles Documents-
IRS Retentions 402 Transfer between Warehouses Articles Documents-
Measurement Units 501 Balance List Entities
Groups 502 Phone listing Entities
Families 503 Listing of addresses Entities
Price Lists &01 Simiplified listing Entities Movements
Sizes 1 Simplified listing Entities Documents
FDID“ m Communication Listing Entities Documents
v Entities . am Invoice Entities Documents-
Payment Conditions 202 Receipt Entities Documents-
Paylment Metl'?o.ds 803 Release Entities Documents-
Delivery CD.ﬂdItIDHS 51 Invoice with VAT Entities Documents-
Transportation Methods W
Address Types < >
Postal Codes
Countries (150 2166-1) | | °%° e | Ll
OK Cancel

Double-click on "801 - Invoice", for example, and the window below will appear.
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Now, just place the fields you want on the right side of the invoice and arrange them in

the desired order. Save, and the layout is changed.

B Layouts

Code | 801 P
Description | Invoice

Table Entities Docurmnents-Lines ~
Fields

v Arl  |Line ” Article
Document Date Description
Factaor Measure Unit
Warehouse Cuantity
Size Sale Price
Color %Discl
Serial Number VAT
Cost Price(") _
Exchange Price {d
Price w/VAT o
Met Price(*) u
v En | Grossvalue
Gross w/VAT I—T\.ﬂﬂl
%Disc2
Disc1+2(*)
Discount Value
VAT Value “
Met Value |
Products Value w
Save (F4) Exit (Esc) :I
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Creating an Exchange

If you want to make an exchange for a specific client, from EUR to GBP, for example, you

define the currency type to which the client is subject when creating the client.
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After this, it is necessary to define the exchange rate for the currency in question. To do
this, go to "Tables -> Currencies (ISO 4217)", double click the currency, define the

required fields, in this case, Pound/Pounds and Cent/Cents.

Currencies

General Exchange

Code |[GBP

Description | Pound Sterling
Main Unit | Pound |

Fractional Unit | Sterling |

Save (F4) Exit (Esc)
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In exchanges, it is necessary to specify the exchange rate associated to a specific date.

Currencies

General Exchange

Date Amount (1 Euro)
05-12-2024 0.990000

Save (F4) Exit (E=c)
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With this, we will then define the layout of the desired document(s) to show the
exchange rate value. In this case, we will use "Invoice". To do this, go to "Tables ->
Layouts -> Invoice" and double-click. In the first column (left), look for "Exchange Price"
and click on the green arrow pointing to the right column. If desired, you can move the

field up.

1 ﬁ Layouts

Code | 801

Description | Inveaice

Table Entities Documents-Lines ~

Fields

~ Ar | Line A Article
Document Date Description
Factor Meazure Unit
Warehouse Cluantity
Size Sale Price
Color %Discl
Serial Mumber VAT
Cost Price(") ¢
Price w/VAT ~ | | Exemption
Met Price(™) .
Gross value v

v BNl | Gross w/VAT
%Disc2 o
ZeDisc1+2(%)
Discount Value
VAT Value
Met Value V
Products Value B |
Services Value w

Save (F4) Exit (Esc) '

This way, whenever we create an invoice, the "Exchange Price" field will appear.
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After this, whenever an invoice is created for a client that has GBP as its default currency,

it will automatically convert to its currency in the "Total Due".
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In the report, we can see the "TOTAL (EUR)" along with the export data, and the value

in GBP appears as well.
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Production Management

Colibri offers us the possibility to create Compound Items, which allows us that when
selling a specific item, it outputs the stock of the respective items that compose it. Let's
illustrate below the sale of a Computer as a Compound ltem, which will consequently
output the stock of Motherboard, RAM, Processor, Graphics Card, Power Supply, and PC

Case.

For this, we will previously create the items as explained above, thus having the

ARTICLES FILE as follows:

B8 DEREEE 2ABERERE GERBREEE e
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Now that we have all the necessary items created for the composition of a computer,

we enter the computer article and go to the "Composition" tab.

Within the "Composition" tab, we list all the items that make up the computer, as

illustrated in the image below.
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We will now create the Production document. To do this, go to Tables -> Documents and

duplicate the "Warehouse Entry" document. We set the parameters as follows:

On the General tab:

ﬁ. Documents

Emission Rules  Values Series

Code | PRD

Description | Production |

Title | Produtction |

State |Active
Table |Articles Documents
Entity Type

Document Type Mo Type

401 - Warehouse Entry / Exit
402 - Transfer between Warehouses

Layout

Save (F4) Exit (Esc)
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In Rules:

Bi Documents

General Emission PRules  Values  Series

Articles Movement | Stock In w

Production Movement |5

Type of Stock | Real Stock ~
Pending Quantity Mo
Entities Movernent | Do not Move
Balance Type |Real Balance

Pending Value No

Banks Movement | Do not Move
Leading Type MNone

Type of Market | National

Save (F4) Exit (Esc)

With this, we have the Production document created. Now, let's enter 50 Computers

into Production.
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Now, returning to the ARTICLES FILE, we can observe the quantities in stock after

entering 50 Computers into Production.
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You have removed 50 units of each item, except for the RAM. As we defined that each

Computer would have 2 RAM, it then removed 100 units.
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Document Loading

The Colibri Project offers us the possibility to load documents into Invoices, such as

Transport Guides, Orders, and Quotations.

For example, when making an Order, the user can issue the invoice for that order

without needing to enter all the items again. Let's demonstrate the necessary steps to

execute this parameter.

We open the Order document and create a new one:
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With the order created, we can verify that the ordered quantity is reflected in the change

of stock in the "Ordered Stock":
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With this, let's create the invoice for the Order. To do this, we go to the document and
create a new Invoice, in which we filter the documents so that the Order appears
(Following the same steps as Document Closure)
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Document Closure

Document Closure is created to, as the name suggests, close documents that are

pending and that the user no longer wishes to use. For example, a Transport Guide that

is no longer needed.

Below, we have the Transport Guide created with the Consumer 1.
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Let's now proceed to close the document represented above.
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To do this, we open the "Document Closure" and enter the same customer to whom we

have the pending document, in this case, it will be Consumer 1.

With this, we now have the icon to apply the filter, which we have to click to load the

pending document for the customer in question.
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The pending Transport Guide for the Final Consumer has been loaded, and the next step

is to save the record.

Colibri Project - 52



Conversion of VAT rates

Colibri has the capacity to converse VAT rates through the ‘Processings’ Icon Menu.
When creating an article, if the user does not change the parameters, the article will
be created with the default VAT rate. In this topic, we will show how to create a new
VAT Rate and, subsequently, process the records in order to change items that have

the default VAT Rate to assume the new one.

We therefore start by creating articles, creating 2 articles at 23% and 1 article at

13%.
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After this, we will then create a new VAT Rate, for which we need to go to “TABLES-

>VAT Taxes” and create a new one by clicking on the white page:

Tables O s

w Configuration ~ | VAT Taxes

Fields

Layouts 3 3

Templates | @ =

Searches ~ T

Entities Code Description Rate

Documents o VAT-Exempt 0.00

Users 06 VAT-Reduced rate 6.00
~ Arg Sooosoiato b

Code |p4
Description | VAT-24%

Rate 24.00

Save (F4) Exit (Esc)

FayTITETTL _OTTCTIoTTS
Payment Methods
Delivery Conditions
Transportation Methods
Address Types

Postal Codes

Countries (IS0 3166-1) e - | e

oK Cancel
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With the new VAT rate created, we now only have to indicate to Colibri to process

the VAT conversion from a previous rate to the new one, we will, therefore, convert

the items that are at 23% to 24%, to do this, we will a Processing -> VAT Conversion:

w Articles
VAT Conversicn
Cost Recalculation
Stocks Inventory

w» Customers
Autornatic Billing
Automatic Settlement
w Suppliers
Autornatic Billing
Automatic Settlement
s Control
Autornatic Billing
Automatic Settlement

VAT Conversion

Rate 1 | 23 - VAT-Mormal rate

Rate2 | 24 - VAT-24%

Cancel

Returning then to the Article File, we can confirm that the articles that had the VAT

Rate set at 23% were updated to the 24% Rate:
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Serial Payments

Colibri allows us to make serial payments for pending documents from multiple clients.

If you have numerous pending invoices from different clients and want to avoid
performing the same process for each client, you can execute Automatic Invoicing

through the ‘Processings’ Icon on the Icon Bar.

ﬁ Processings

w Articles Automatic Billing

VAT Conversion

Cost Recalculation =

Stocks Inventory Code | el v|
v Customers Creation Date | 19-02-2024 |

Autormatic Billing
Automatic Settlement
w Suppliers Execute
Autornatic Billing
Automatic Settlernent
w Control
Automatic Billing
Automatic Settlerment

oK Cancel
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