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Product Training
System Data Setup and Defaults

Where “Lean” principles are considered common sense and are 
implemented with a passion!

Setting Standing Data
WinMan utilises many pieces of data to make the system easier to use for the end user and eliminate 
errors, a software version of “Poka-yoke”, or mistake proofing. Standing Data is often found in drop down 
boxes, such as units of measure, GL Accounts, etc.

The following data needs to be set up in order for WinMan to function properly. 

 Chart of Accounts
 Accounting Departments
 Accounting Divisions
 GL Classifications
 GL Categories
 GL Accounting Types

 Security Profiles
 Users (Can be done later)
 Accounting Calendar
Work Schedule
 Areas and Locations
 GL Classifications
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Setting Standing Data
Units of Measure

Write Off Codes

 Inventory Reason Codes

Banks

 Industry Codes

Labour Rates

Currencies

Commodity Codes

Countries

Tax Codes

Credit Terms

Freight Methods

Discounts

Settlement Terms

Departments

States

Messages

Purchase Order Prefixes

Sales Order Prefixes

Credit Reason Codes

Prices

Setting Standing Data

Most of the Standing Data is discussed in the functional area they 
relate to.  A few are required when setting system defaults. We will 

cover those next.
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Setting System Defaults 
The system setup and options are accessed through the Administration Menu. 

Setting System Defaults

The Version is a read only field.  The system administrator will know the domain.  The country determines certain formats for
displaying and printing.
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Setting System Defaults

Set various default settings for creation of static data.  The unit weight indicates whether metric or 
English units are used.

Sites
WinMan can handle multiple sites. A typical structure might be as follows. 

Head Office

Distribution 
West

Distribution 
Central

Distribution 
EastManufacturing
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Sites
Each site has its own set of information describing it and its defaults.

Sites 
Each site has its own set of information describing it and its defaults.
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Sites
The locations tab allows the default locations for the site. These defaults can be overridden at entry time. 

Sites 

The Sales Defaults define the default values that will appear on sales orders associated with this site.
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Sites
The Purchase Defaults define the default values that will appear on purchase orders associated with this 
site.

Sites
You can have a different delivery location for each site.
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Sites

The account setup will be discussed in full in 
the accounting section. 

System Options

System Options can change the 
appearance of the system, change 
behaviour, or define formats within 
WinMan.  Double clicking on an option 
will activate the option for editing.  A 
filled in lightbulb means the options has 
been activated.

Options are categorised by area.


