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Warranty
The information contained in this document is subject to change without notice.

Trade Service of Australia Pty Ltd makes no warranty of any kind with regard to this material,
including, but not limited to, the implied warranties of merchantability and fitness for a
particular purpose.

Trade Service of Australia Pty Ltd shall not be liable for errors contained herein or for
incidental or consequential damages in connection with the furnishings, performance,
or use of this material.
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GETTING STARTED

Product Overview

TRA-SER for Windows is a user-friendly, computerised price book that takes advantage of
the visual feedback features of the Windows environment to provide you with a tool to find
information quickly and easily that you can fully customise on your Windows Desktop to suit
your specific needs.

TRA-SER For Windows Features

There are multiple lookup methods available in TRA-SER for Windows to allow you to
find an item or items in whatever way is easiest for you. You can find product by:-
Description; Catalogue Number; Commodity Groups; your own Stock Number; or APN
(barcode).

TRA-SER for Windows’ fast and friendly lookup tools help you look up items in the
minimum amount of time and then add them to your Bill of Material or Job list etc.

Variations in spelling have been overcome by TRA-SER for Windows as well. Lookups
can be done by words and abbreviations as similar words are linked as synonyms eg
Meterbox or Meter Box; Powerpoint or GPO to name but a few.

TRA-SER for Windows is supplied with a comprehensive database listing products for
well over one hundred brands. Even if there is a special product you use not included eg
waterpipe you can add your own items.

TRA-SER for Windows has the ability to display pictures of items that are available on
Manufacturer®@ CD®. This provides additional technical information and a higher degree
of confidence in identifying items.

TRA-SER for Windows’ Custom Pricing system lets you set up your own price columns
using your own formulas for discounts or markups and have these columns displayed
automatically when you look up items. You might, for example, set up a column reflecting
your actual pricing from a supplier, another for your markups for invoices, and a column
for use in quotations. Your formulas can apply to manufacturers and/ or commodity
groups, or even to individual items for maximum flexibility.

TRA-SER for Windows allows you to have multiple Lookup Lists open at one time. This
allows you the ability to drag and drop items from the TRA-SER for Windows database to
create your own customised Item Lists which you can use for many purposes.

TRA-SER for Windows allows you to make your own notes about a product eg.
installation notes or reminders.

TRA-SER for WindowsC€Report Feature allows you to print lines from a list or a lookup
display.
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System Requirements

In order to run the TRA-SER for Windows program the following minimum requirements are
necessary:

An IBM compatible computer that will run Microsoft Windows 98 or better;
An installed copy of Microsoft Windows;

16 MB of RAM,;

30 MB of available hard disk space;

Any pointing device supported by Windows (eg a mouse) and

A CD-ROM drive.

Installation Procedures

1. Insert the TRA-SER CD into the CD drive and locate the file setup.exe using My Computer
or Windows Explorer. Double click on the file to run the installation.

Click Next on the Welcome screen to continue.

2. Click Next on the TRA-SER information screen to display to open the Select Destination
Screen. The default directory for Installation is set to C:\PROGRAM FILES\TRASER.

Click on the Browse button if you wish to change the location for installing TRA-SER for
Windows.

The dialog box will display the amount of space available on your hard drive before and after
installation of TRA-SER for Windows. If the figure after installation is a negative amount click
on the cancel button to stop the installation process and free up some space on your hard
drive.
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The Install process is now ready to begin

3. Click on the Next button to complete the installation,
OR

Click on the Back button to alter the installation parameters,
OR

Click on cancel to stop the installation process.
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4. Once installation is completed the following screen will display. Click on the finish button to
exit the installation program.

The Windows Start menu TRA-SER for Windows should have been created. It will contain the
shortcuts for TRA-SER for Windows, TRA-SER for Windows Uninstall.
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Starting TRA-SER for Windows

1. Select the Start Button.

2. Select the Programs folder

3. Select the TRA-SER for Windows folder.

4. Select TRA-SER for Windows to open TRA-SER.

Using The Help System

The TRA-SER for Windows Help System was designed to assist you in performing the day to
day tasks that utilise the functionality of TRA-SER for Windows. This section will introduce
you to the TRA-SER for Windows Help System and demonstrates how you can access it
while you are using TRA-SER for Windows.

Context Sensitive Help

One way to get help on specific topics within TRA-SER for Windows is to press the F1 key.
This is a single key located at the top left of most keyboards. Pressing this key will display
help on the activity that you are currently performing. Alternatively, clicking on the Help button
that appears on the dialog box which you are currently using will display help on the activity
that you are currently performing.

For example, if you are creating a new filtered list and press the Help button, TRA-SER for
Windows Help about creating a filtered list will display.

Accessing the Help System

Other methods to call up the TRA-SER for Windows Help system are not context sensitive,
but they provide the same Help functionality as the context sensitive method. There are two
methods available:

1. Press the Alt - H keys to bring down the Help menu which appears on the Menu bar, or

2. Click on the Help menu item with the mouse, to bring down the Help menu which appears
on the Menu bar
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BASICS (QUICK START)

Create a List of Selected Items
TRA-SER for Windows will open with the default list, All Items, displayed.

Step 1: Create a new empty list:

1. Select File | New from the Menu Bar.

2. Select the Selected Item List option and press OK.

New List

Selected ltem List
Filtered List

3. The Settings screen is displayed. Press OK. (You may modify settings later.)

An empty Selected Item List will open.

Step 2: Copy items to your new list:

1. Click on the All Items button at the bottom of the screen. The full items list is displayed.

2. Select an item with your left mouse button. Continue to hold the mouse button down and
drag the mouse pointer over the New List button at the bottom of the screen. Release the

mouse button.
3. Now click on the New List button. You will see that the item has been copied to your list.

There are no limits to the number of items you can copy to the new list. To select more than
one item at a time, hold the Shift key down while you left click on the first and lat item in a
group. Holding the Control key down while selecting items will toggle the selected item.
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Step 3: Print your item list:

1. View your new list of items by pressing the New List button at the bottom of the screen.
2. Select the File|Print menu option.

Your list will be sent to your default Windows printer. The columns will be those shown on
your display.
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MAIN SCREEN

When you start TRA-SER for Windows, the main screen is displayed.

Title Bar \ Menu Bar 3 Tool Bar

Item

Details

Grid
Open List Status Bar —T Horizontal  Vertical
Scroll Bar Scroll Bar Scroll Bar

Title Bar - displays the program name “TRA-SER for Windows” and the lookup list that is
currently active.

Menu Bar - contains commands to perform TRA-SER functions and can be accessed by
using the mouse or the keyboard shortcut keys.

Tool Bar - allows the selection of menu commands quickly by clicking once on the icons with
the left mouse button.

Icon Name Function
New Create a new List or Lookup Window
Open Open an existing List or Lookup
Save Save the Active List or Lookup
Close Close the active List or Lookup
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Cut

Copy

Paste

Display Lookup

Lookup Item

Description

Lookup Catalogue
Number

Lookup Commodity
Code

Lookup A.P.N.
Number

Lookup User Code
Browse Screen
Mode

Split Screen Mode
Manufacturer CD
Mode

Settings

Display Format

Custom Pricing

Synonyms

Function

Print the Active List

Remove selected Line(s) and store them on
the clipboard

Copy selected Line(s) to the clipboard

Copy contents of clipboard into a List
Displays the current Lookup window
Displays the Description Lookup window
Displays the Catalogue Number Lookup
window

Displays the Commodity Code Lookup window
Displays the A.P.N. Number Lookup window
Displays the User Code Lookup window
View the current list in Browse mode

View the current list in Split Screen mode
View the item details provided on the
Manufacturer's CD

Define the settings for the current list

Setup Display Formats

Setup Custom Pricing columns

Maintain Synonyms
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Horizontal and Vertical Scroll Bars - permit the viewing of sections of the list not currently
visible.

Open List Scroll Bar - displays icons representing the lists that are currently open. Clicking
on an open list icon causes that list to display.

Status Bar - displays:

the name of the active list;
the number of the item selected and the total number of the items in the list;
the date and the time.

Item Details Grid - displays a listing of the items on record for the active list. The format of
the display will be determined by the display format chosen. For each item appearing in the
Item Details Grid of the list the following information may be available:

Manufacturer Short Name - Mfr, up to five letters which identify the manufacturer of an item;
Catalog Number - Cat #, an identification number for an individual item;
Description - Description, the Trade Service description of the item;

Commodity Code - Comm, groupings of like items are allocated a number to improve
filtering the listing;

Unit of Sale - Unit , indicates whether an item is prices per each, per hundred, per length, per
pack etc.

Standard Trade Price - StdTrade , the standard trade price of a unit. If a standard package
exists this is the per item price for purcasing the standard package quantity;

Standard Package Quantity - StdPk , the standard package quantity of the item;

Split Trade Price - SplitTrade , the per item price of an item if purchased in less than the
standard package quantity;

Tax Rate - Tax , the tax rate that applies to the item;

Zone - Zone , the zone in which the item price applies. Most TRA-SER items do not have
zone pricing, indicated by ** in the zone column;

Australian Product Number - APN , a 13 digit product number. This provision has been
made to include the APNA numbering system when the Industry begins using this in detail;

User Code - UserCode, each item may have a user supplied code. eg user product numbers;

User Description - User Desc , each item may be given a description supplied by the user.
This column displays the User Description if one has been provided or else the Trade Service
supplied description is shown;
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Main Screen Viewing Options

The TRA-SER for Windows main screen has three viewing modes:

1. Browse mode
2. Split screen mode
3. Manufacturer CD mode

Browse Screen Mode
Browse mode permits a full window width viewing area of a list of items.

1. Click on the Browse Screen icon from the Tool bar.

The current list will be displayed in Browse mode:

Information not visible within the item details grid may be viewed by clicking the horizontal
or vertical scroll bars. To scroll quickly, drag the scroll box. To scroll one line at a time,
click the arrow on the vertical scroll bar. To scroll one column at a time click the arrow on
the horizontal scroll bar.

Split Screen Mode

This feature provides the ability to view detailed information about an item in a display on the
right hand side of the screen.

1. Click on the Split Screen icon from the Tool bar.

Or
Select Window | Split from the Menu bar.

The current list will be displayed in Split Screen mode:
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The left hand side displays a reduced view of the browse screen. The right hand side
contains a detailed view of a highlighted item.

Information not visible within the item details grid may be viewed by clicking the horizontal
or vertical scroll bars. To scroll quickly, drag the scroll box. To scroll slowly, click the arrow.

Manufacturer CD Mode

This feature allows for an image of a selected item to be displayed, from a manufacturer’s
CD, which you have inserted in your computer's CD-ROM drive.

1. Click on the Manufacturer CD icon from the Tool bar.

The current list will be displayed in Manufacturer CD mode

The left hand side displays a reduced view of the browse screen. The right hand side displays
an image of the selected item, the manufacturer's name and information about the item.

Information not visible within the item details grid may be viewed by clicking the horizontal or
vertical scroll bars. To scroll quickly, drag the scroll box. To scroll slowly, click the arrow.
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ITEM LOOKUPS

When TRA-SER for Windows is started, the Main Screen displays. This screen contains the
Menu Bar, Tool Bar, Item Details Grid, Open List Scroll Bar and the Status Bar.

The lookup type which displays is the “All Electrical Price Book Items”. You can use this
lookup type to display items in the Item Details Grid or select another type of lookup.

It is possible to copy items from the “All Electrical Price Book Items” lookup list to create
individual Selected Item Lists, which can be used for tenders, invoicing or providing quotes to
customers or placing orders with manufacturers (See section Error! Reference source not
found. - Error! Reference source not found. on page Error! Bookmark not defined.).

Lookup Types can be accessed from Lookup on the Menu Bar or as Icons on the Tool bar.
The Lookup Types available are:

Description

Mfr / Catalog Number
Commodity Code
Australian Product Number

User Code

Lookup By Item Description

The Lookup by Item Description menu option allows you to find items with specified words
anywhere in their Descriptions. Standard Descriptions are taken from the Manufacturer's
description and may not include common trade names for the item.

The Description search uses both the Standard Description for each item and the User
Description for each item, if you have entered one. This allows you the ability to find items by
any name you need.

To Lookup by Item Description
1. Select the Lookup Item Description icon from the Tool bar.

OR

Select Lookup | Item Description from the Menu bar.

The Description dialog box will display:

TRA-SER for Windows User Guide Page 17



© 2007 Trade Service of Australia Pty Ltd

2. Type in a Description of the item to be looked up.
3. Press the Space bar or the Enter key.
The list of items matching the item description entered will display:
Note: More than one word may be typed into the lookup box. Items will be displayed

which contain every word you have typed into the lookup box. The order of the words is
not important.

eg Typing DOUBLE GPO will yield the same result as typing GPO DOUBLE.

Note: The lookup process occurs at the end of each word. You must end a word by
pressing <spacebar> or by pressing Enter.

The status bar will display the total number of items matching the description entered.

Information not visible within the item details grid may be viewed by clicking the horizontal

or vertical scroll bars. To scroll quickly, drag the scroll box. To scroll slowly, click the
arrow.
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Lookup By Catalogue Number

The Lookup by Catalogue Number allows you to find items using the Manufacturer®
Catalogue Number. Searches may be confined to a specific Manufacturer, if you desire.

To Lookup by Catalogue Number
1. Select the Lookup Catalogue Number icon from the Tool bar.
OR

Select Lookup | Catalogue Number from the Menu bar.

The Catalogue Number dialog box will display.

2. Select the Down Arrow next to the Manufacturer field.

Note: The  Manufacturer field is  optional. If you don't indicate a
Manufacturer, the Lookup searches across ALL Manufacturers.

The Catalogue Number screen will display with a drop down list of manufacturers.

3. Select the relevant Manufacturer.

Either Scroll through the list and click on the manufacturer or type in the Manufacturer®
name.

The Catalogue Number screen will display:
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4. Type in the Catalogue Number.

The TRA-SER for Windows main screen will display the item with the catalogue number
input.
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Lookup By Commodity Code

The Lookup by Commodity Code allows you to perform lookups using the commodity
groupings assigned to all TRA-SER for Windows items. Searches may be confined to a

specific Manufacturer, if you desire.

To Lookup by Commodity Code

1. Select the Lookup Commodity Code icon from the Tool bar.
OR

Select Lookup | Commodity Code from the Menu bar.

The Commodity Code dialog box will display.

2. Select the Down Arrow next to the Manufacturer field.

Note: The Manufacturer field is optional. If you dont indicate
Manufacturer, the Lookup searches across ALL Manufacturers.

The Commodity Code screen will display with a drop down list of manufacturers.

3. Select the relevant Manufacturer.

a

Either Scroll through the list and select the manufacturer or type in the Manufacturers

name.
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The Commodity screen will display.

4. Select the relevant Commodity Code grouping.

The Main screen will display all the items matching the commaodity code input.

The status bar will display the total number of items matching the commodity code input.

Note: The width of the commodity window can be stretched by clicking and dragging the
frame of the window.

Information not visible within the item details grid may be viewed by clicking the horizontal
or vertical scroll bars. To scroll quickly, drag the scroll box. To scroll slowly, click the arrow.
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Displaying Sub-Groupings in Commodity Codes
Continuing on from step 4 in Section 4.3 Lookup by Commodity Code
1. Double click with the left mouse button on a Commodity Grouping.

A listing of sub-groupings will display.

2. Select a Sub-grouping to display the items it contains.

The main screen will display all the items that match the sub-grouping selected.

The status bar will display the total number of items matching the sub-grouping of the

commodity code input.

Information not visible within the item details grid may be viewed by clicking the horizontal
or vertical scroll bars. To scroll quickly, drag the scroll box. To scroll slowly, click the arrow.
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Lookup By A.P.N. (Australian Product Number)

The Australian Product Number is a 13 digit bar code number allocated to all Australian
products that uniquely identifies the Manufacturer and item.

To Lookup by A.P.N.

1. Select the Lookup Australian Product No. icon from the Tool bar.
OR

Select Lookup | A.P.N. from the Menu bar.

The A.P.N. dialog box will display.

2. Select the Down Arrow next to the Manufacturer field.

Note: The Manufacturer field is optional. If you don’t indicate a Manufacturer, the Lookup
searches across ALL Manufacturers.

The A.P.N. screen with a drop down list will display.

3. Select the relevant Manufacturer.

Either Scroll through the list and select the manufacturer or type in the manufacturer®
name.
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The main screen will display a listing of all the items for the manufacturer that was
selected.

4. Type in the Relevant A.P.N.

The main screen will display the items that match the A.P.N. in the Item Details Grid.
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Lookup By User Code

User codes are input by the user to individually identify a specific item with a code. These
codes might include an internal stock numbering system.

To Lookup by User Code

1. Select the Lookup User Code icon from the Tool bar.
OR

Select Lookup | User Code from the Menu bar.

The User Code Dialog Box will display.

2. Type in the relevant User Code.

The main screen will display all items which match the User Code entered.
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SELECTED ITEM LISTS

Selected Item Lists can be used to hold items from several lookup lists for reference or for
exporting to authorised TRA-SER LINK systems.

Creating A New Selected Item List
1. Select the New icon from the Tool bar.

OR

Select File | New from the Menu Bar.

The New List dialog box will display with the Selected Item List entry highlighted.

New List
Selected llem List
Filtered List
X Cancel
?  Hep

2. Click on the OK button.
The Settings dialog box will display.

3. Click inside the List Title field with the left mouse button, to alter the name of the List Title.
4. Press the Backspace Key until the existing entry is deleted.
5. Type in the Name of the List Title.

The List Title name will appear in the Title Bar of the TRA-SER for Windows window.
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6. Click inside the Button Caption field with the left mouse button, to alter the name of the
Button Caption.

7. Press the Backspace Key until the existing entry is deleted.
8. Type in the Name of the Button Caption.

The Button Caption name will appear in the Open List Scroll Bar.
9. Click on the Down arrow in the Display Format field.

The Settings screen will appear, with a list of available display formats.

10. Click the Display Format Option that you require.
11. Click on the OK button to generate a Selected List.

The open selected list is now available for inserting items that have been selected from
other lists.

See Section Error! Reference source not found. - Error! Reference source not found.
Error! Bookmark not defined., for instructions on how to copy items between lists.
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Opening A Selected List

1. Select the Open icon from the Tool bar.
OR

Select File | Open from the Menu bar.

The Open dialog box will display.

. Click on the Down arrow in the Drives field.

. Select the Drive where the Selected List file is stored.

. Click in the Directories field.

. Select the Folder where the Selected List File is saved.

. Click on the Down arrow in the List Files of Type field.

. Click the Item Lists (*.itm) option.

. Select the File to be opened from the list appearing in the File Name field.
. Click the OK button.

© 00 N O 0o b~ W N

The relevant Selected List file will be opened.
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Saving Selected Lists

1. Ensure that the Selected List to be saved is open and active.
2. Select the Save icon from the Tool bar.
OR

Select File | Save from the Menu bar.

If the Selected List is an existing list it will be saved.

If the Selected List has not previously been saved, the Save As screen will display.

. Click on the Down arrow in the Drives field.

. Select the Drive where the file is to be saved.

. Select the Folder in the Directories field where the file is to be saved.
. Click on the Down arrow in the Save File as Type field.

. Select the Item Lists (*.ITM) option.

. Click inside the File Name field.

© 00 N O O b~ W

. Delete the Asterisk that appears in the File Name field.
10. Type the Name of the Selected List in the File Name field.
(A maximum of eight characters is allowed.)
Ensure that after the Name, the extension .itm appears.
11. Click the OK button.

The Selected List will be saved.
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Closing Selected Lists

Ensure that the list to be closed is the active list.
1. Select the Close icon from the Tool bar.
OR

Select File | Close from the Menu bar.

If the Selected List is an existing list, that has not been amended, it will be closed.

If the Selected List has not previously been saved, or is an existing list that has had
amendments made to it, the Confirm screen will display.

2. Select Yes, No or Cancel.
If No is selected the Selected List will close.
If Cancel is selected the Close function will be terminated.

If Yes is selected the Save As screen will display.

3. Click on the Down arrow in the Drives field.

4, Select the Drive where the Selected List file is to be saved.
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5. Select the Folder in the Directories field where the file is to be saved.
6. Click on the Down arrow in the Save File as Type field.

7. Select the Item Lists (*.ITM) option.

8. Click inside the File Name field.

9. Delete the Asterisk that appears in the File Name field.

10. Type the Name of the Selected List in the File Name field ( a maximum of eight
characters is allowed.)
Ensure that after the Name, the extension .itm is typed.

11. Click the OK button.

The Selected List will close.
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Copying Items Between Lists

Within TRA-SER for Windows it is possible to copy items from one list to build a new list or
amend an existing list. Only Selected Item lists may have items copied to them.

To Copy ltems Between Lists

1. Create a new list as described in section 5.1 or open an existing list as described in section
5.2.

2. Open the source list that contains the item to be copied.

3. Click on the item to be copied.

4. With the mouse cursor over the item to be copied, hold down the left mouse button.
The cursor should turn into an arrow with a page attached to it.

5. Holding the mouse button down, "drag" the cursor over the appropriate destination list icon
that is on the open list scroll bar.

If the cursor turns into a circle with a line through it, when it is placed over the list, then the
item cannot be copied to that list.

6. Release the mouse button to "drop” the item onto the destination list.

THE ITEM WILL APPEAR IN THE DESTINATION
LIST.
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FILTERED LISTS

Filtered Lists provide the option of filtering the contents of a list according to manufacturer or
commodity or both manufacturer and commodity.

Creating A New Filtered List

1. Select the New icon from the Tool bar.
OR

Select File | New from the Menu Bar.

The New List dialog box will display with the Selected Item List entry highlighted.
New List

Selected llem List
Filtered List

?  Hep

2. Select the Filtered List option.
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3. Click on the OK button.
The Settings dialog box will display.

4. Click on the Filter button, , to select the required filter.

The Filter dialog box will display.

The Manufacturer field and the Commodity field will have the default values of All
Manufacturers and All Commodities respectively.

Clicking on the Eraser button to the right of either of the Manufacturer or Commodity
fields will clear the selection and return to the default values.

5. Click on the Down arrow to the right of the Manufacturer field to display a list of
manufacturers.

Scrolling through the list can be performed by using the scroll bar or by keying in the first
letter of a manufacturer. When the required manufacturer appears, click on it with the left
mouse button to select it.
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6. Select the relevant Manufacturer.

7. Click on the Down arrow to the right of the Commodity field to display a list of commodities.

Scrolling through the list can be performed by using the scroll bar or by keying in the first
number of the commodity. When the right commodity appears, click on it with the left

mouse button to select it.

8. Select the relevant Commodity.

9. Click on the OK button.

The Settings screen will appear.

10. Click on the OK button to create a Filtered List.
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The Filtered List will contain:

the Title Bar with the Manufacturer and Commaodity details;
the Item Details Grid with a scrollable list of all the items generated by the Filter;
the Open List Scroll Bar with an icon showing the Manufacturer and Commodity details;

the Status Bar with the Manufacturer and Commodity details, as well as the number of
items in the list.
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Opening A Filtered List

1. Select the Open icon from the Tool bar.
OR

Select File | Open from the Menu bar.

The Open dialog box will display.

. Click on the Down arrow in the Drives field.

. Select the Drive where the Filtered List file is stored.

. Click in the Directories field.

. Select the Folder where the Filtered List file is saved.

. Click on the Down arrow in the List File of Type field.

. Click on the Filtered Lists (*.flt) option.

. Select the File to be opened from the list appearing in the File Name Field.
. Click the OK button.

The relevant Filtered List File will be opened.

© 00 N o 0o b~ WD
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Saving A Filtered List

Ensure that the Filtered List to be saved is active.
1. Select the Save icon from the Tool bar.
OR

Select File | Save from the main Menu bar.

If the Filtered List is an existing list it will be saved.

If the Filtered List has not previously been saved, the Save As screen will display.

. Click on the Down arrow in the Drives field.

. Select the Drive where the Filtered List file is to be saved.

. Select the Folder in the Directories field where the file is to be saved.
. Click on the Down arrow in the Save File as Type field.

. Select the Filtered Lists (*.flt) option.

. Click inside the File Name field.

. Delete the Asterisk that appears in the File Name field.

© 00 N O O »h WDN

. Type the Name of the Filtered List in the File Name field ( a maximum of eight characters is
allowed).

Ensure that after the Name, the extension .flt appears.
10. Click the OK button.

The Filtered List will be saved.
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Closing A Filtered List

Ensure that the list to be closed is active.
1. Select the Close icon from the Tool bar.
OR

Select File | Close from the Menu bar.

If the Filtered List is an existing list, that has not been amended, it will be closed.

If the Filtered List has not previously been saved, or is an existing list that has had
amendments made to it, the Confirm screen will display.

2. Select Yes, No or Cancel.
If No is selected the Filtered List will close.
If Cancel is selected the Filtered List will remain open.

If Yes is selected the Save As screen will display.
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. Click on the Down arrow in the Drives field.

. Select the Drive where the Filtered List file is to be saved.

. Select the Folder in the Directories field where the file is to be saved.
. Click on the Down arrow in the Save File as Type field.

. Select the Filtered Lists (*.flt) option.

. Click inside the File Name field.

© 00 N O O b~ W

. Delete the Asterisk that appears in the File Name field.
10. Type the Name of the Selected List in the File Name field.
(A maximum of eight characters is allowed).
Ensure that after the Name, the extension .flt is typed.
11. Click the OK button.

The Filtered List will close.
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DISPLAY FORMATS

The Display Format function allows the placement of columns of information in the item
details grid. The default Display Format supplied with TRA-SER displays all the available
fields or columns. You may set up additional formats to display only the fields you require for
particular uses.

The All Fields format cannot be edited or deleted.
Attempts to do so will result in one of the following error messages displaying.

Clicking the OK button will return you to the Display Formats screen.
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Creating A New Display Format
1. Select the Display Formats icon on the Tool bar.
OR

Select Maintain | Display Format from the Menu bar.

2. Select the New button, , on the Display Formats screen.

The New Display Format screen, shown below, will appear.

3. Type in the Name of the new format, in the Format Name field.

If a name is not chosen and the OK button is selected the following error message will
display.

Click the OK button to return to the New Display Format screen and enter a name in the
Format Name Field.

4. Highlight a Column in the Available Columns list, to select a column to be included in the
new display format.
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5. Click on the Single Right Arrow icon.

Select the Double Right Arrow icon, , to choose all the columns for inclusion in the
New Display Format.

6. Click the OK button.

A New Display Format will be created.

Editing A Display Format

1. Select the Display Formats icon on the Tool bar.
OR

Select Maintain | Display Format from the Menu bar.

2. Highlight the Format to be edited.

3. Click on the Edit icon.

The Edit Format screen will display with the selected format name appearing in the Format
Name field.

Amendments to the Format Name can be made by typing in the new details in the Format
Name field.

4. Highlight the Column to be included in the existing display format
from the Available Columns list.

5. Click on the Single Right Arrow icon.

Select the Double Right Arrow icon, , to choose all the columns for inclusion in the
existing Display Format.
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6. Click the OK button.

The Display Format will be amended.
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Removing A Selected Column

1. Select the Display Formats icon on the Tool bar.

OR

Select Maintain | Display Format from the Menu bar.

2. Highlight the Format containing the Column to be deselected.

3. Click the Edit icon.

The Edit Format screen will display with the selected format name appearing in the Format
Name field.

4. Highlight the Column that appears in the Selected Columns list, which is to be deleted
from the existing display format.

5. Click on the Single Left Arrow to remove the column from the selected

columns list.

Clicking on the Double Left Arrow will remove all the columns from the Selected Columns

list.
6. Click the OK button.
The display format will be adjusted.
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Deleting A Display Format

1. Select the Display Formats icon on the Tool bar.
OR

Select Maintain | Display Format from the Menu bar.

2. Highlight the Format to be deleted.

3. Click on the Delete button.

A confirm box, shown below, will display.

4. Click on the Yes button if the format is to be deleted.

Clicking the No button will stop the delete function and return you to the Display Formats

screen.
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SYNONYMS

The Synonyms feature allows for similar sounding words to be linked to one another, enabling
lookups and lists to cover all possible word options.

For Example: Inch, " and in.
Three and 3.
GPO, Powerpoint .
The Maintain Synonyms screen contains a check box titled "All Words".

If this box is checked all the words will display. If the box is unchecked then only the words
belonging to a Synonym Group will display. Synonym words will have an equals sign, =, in
the left hand column.

All Words box is checked.

All Words box is unchecked in the diagram below:
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To Create A New Synonym Word

1. Select Maintain | Synonyms from the Menu bar.

The Maintain Synonyms screen will display.

2. Click the New Word icon.
The New Word dialog box will display.

3. Type in the New Word.
4. Click the OK button.

The word will be added to the Synonym list. If the word entered consisted of more than
one word, each individual word will also be added to the word list. Eg Meter Box would be
added as Meter Box, Meter and Box.

5. Click OK to exit the Maintain Synonyms screen.
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To Delete A Synonym Word

1. Select Maintain | Synonyms from the Menu bar.

The Maintain Synonyms screen will display.

2. Type in the Word to be deleted OR scroll through the list and Select the Word to be
deleted.

3. Click the Delete icon.
The Word will be deleted from the Synonym list.

4. Click OK to exit the Maintain Synonyms screen.
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To Add A Word To A Synonym Group

1. Select Maintain | Synonyms from the Menu bar.

The Maintain Synonyms screen will display.

2. Type in the Synonym Group Word that the Word is to be attached to, OR scroll through
the list and select the Synonym Group Word that the Word is to be attached to.

3. Click the Synonym button.

The Synonym Group screen will display.

4. Click the Add button, to attach the word to a Synonym Group.
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The Add Word screen will display.

5. Type in a Word to be attached to the Synonym Group.
6. Click the OK button.
The word will be added to the Synonym Group.

To Remove A Word From A Synonym Group

1. Select Maintain | Synonyms from the Menu bar.

The Maintain Synonyms screen will display.

2. Type in the Word to be removed from the Synonym Group, OR scroll through the list and
select the Word that is to be removed from a Synonym Group.

3. Click the Synonym button.

The Synonym Group screen will display.

4. Click the Remove button, , to remove the word from a Synonym Group.

The Word will be removed from the Synonym Group.
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Note: This process will need to be repeated for each word that the deleted word is
connected to as a synonym.

5. Click the OK button to return to th4e main screen.

Attempts to delete Trade Service default words will display the error message below. Click
OK to exit to the Maintain Synonyms screen.
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CUSTOM PRICING

Custom Pricing allows for the creation of Columns that contain formulas for calculating
markups and discounts from individual suppliers and for calculating markups and discounts to
individual customers.

The options available for Custom Pricing are:
- Create a New Custom Pricing Column,
- Edit an Existing Custom Pricing Column, and

- Delete an Existing Custom Pricing Column.

Create A New Custom Pricing Column

1. Click on the Custom Pricing icon from the Tool bar.
OR

Select Maintain | Custom Pricing from the Menu bar.

The Custom Pricing screen will display.

2. Click on the New icon.

The New Custom Price Column screen will display.
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3. Click Inside the Column Name field.

4. Type in the Name of the Column.

5. Click Inside the Column Heading field.

6. Type in the Name of the Column Heading.
7. Click on the New button.

This will allow you to make the first entry for this custom price column. The New Formula
screen will display.

8. Click on the Down arrow next to the Formula field.

A drop down box will display the price options available for input in this field. It is possible
to scroll through the list to view price options not currently visible.
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9. Click on one of the price options once, with the left mouse button to select it.

Discounts or markups can be applied by selecting the plus (+), minus (-) or multiply (*)
sign. Percentage variations may also be applied by typing the figure followed by a
percentage sign (eg. 20%).

10. Click Inside the Formula Field to insert the discount or markup variation.
Ensure that the cursor is placed after the plus, minus or multiply symbol.
11. Type in the Variation amount .
This figure may be a dollar amount or a percentage value. (eg. 10.50 or 2.75%)
12. Click on the Down arrow next to the Manufacturer field.

A drop down box will display the available manufacturers. Scroll through the box and
select the manufacturer or type in the manufacturer® name.
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13. Select the appropriate Manufacturer.

14. Select the Down arrow next to the Commodity field. A drop down box will display a listing
of the commodity groupings.
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15. Select the relevant Commodity.

16. Click the OK button.

The formula will be created and added to the edit screen.
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Edit An Existing Custom Pricing Column

The options available for editing an existing custom pricing column are:

Create a New Entry in the Existing Column;
Edit an Entry in the Existing Column;
Delete an Entry in the Existing Column, or

Alter the Default Formula.

Create A New Entry In An Existing Column
1. Click on the Custom Pricing icon from the Tool bar.
OR

Select Maintain | Custom Pricing from the Menu bar.

The Custom Pricing screen will display

2. Select the Column, from the Available Columns list, that will have a new entry created in it.
3. Click on the Edit button.

The Edit Column Name screen will display.
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4. Click on the New button.

The New Formula screen will display.

5. Click on the Down arrow next to the Formula field.

A drop down box will display the price options available for input in this field. It is possible
to scroll through the list to view price options not currently visible.
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6. Click on one of the Price options once, with the left mouse button, to select it.

Discounts or markups can be applied by selecting the plus (+), minus (-) or multiply (*)
sign. Percentage variations may also be applied by typing the figure followed by a
percentage sign (eg 20%).

7. Click Inside the Formula Field to insert the discount or markup variation.
Ensure that the cursor is placed after the plus, minus or multiply symbol.
8. Type in the Variation amount.
This figure may be a dollar amount or a percentage value. (eg 10.50, 2.75%.)
9. Click on the Down arrow next to the Manufacturer field.

A drop down box will display the available manufacturers. Scroll through the box and
select the manufacturer or type in the manufacturer® name.
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10. Select the appropriate Manufacturer.

11. Select the Down arrow next to the Commaodity field.
A drop down box will display a listing of the Commaodity groupings .

12. Select the relevant Commodity.
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13. Click the OK button.

The formula will be created and added to the edit screen.

Edit An Existing Column Formula
1. Click on the Custom Pricing icon from the Tool bar .

OR

Select Maintain | Custom Pricing from the Menu bar.

The Custom Pricing screen will display

2. Select the Existing Column to be edited.
3. Click on the Edit button.

The Edit Custom Price Column screen is displayed.
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4. Select the entry to be changed in the Description Lines list.

5. Press the Edit button.

The Edit Formula screen will display.

6. Modify the formula as required. In this example the Formula is changed from StdTrade +
20% to StdTrade + 25%.

7. Press the OK button to save the change.

The Edit Custom Price Column screen is displayed showing the change to the description
line.
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Press OK to return to the main screen.
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Delete An Entry In An Existing Column
1. Click on the Custom Pricing icon from the Tool bar.
OR

Select Maintain | Custom Pricing from the Menu bar.

The Custom Pricing screen will display

2. Select the Available Column containing the entry to be deleted .
3. Click on the Edit button.

The Edit Custom Price screen will display.

4. Select the Description Line containing the entry to be deleted.
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5. Click on the Delete button.

The Confirm screen will display.

6. Select Yes or No.
If you select No the delete function will be cancelled.

If you select Yes the formula entry will be deleted.

To Alter The Default Formula
1. Click on the Custom Pricing icon from the Tool bar.

OR

Select Maintain | Custom Pricing from the Menu bar.

The Custom Pricing screen will display

2. Select the Available Column that you wish to alter the default formula for.

3. Click on the Edit button.

The Edit Custom Pricing screen will display.
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4, Select the Default Formula button.

The Edit Default Formula screen will display.

5. Click on the Down arrow next to the Formula field.

A drop down box will display the price options available for input in this field. It is possible
to scroll through the list to view price options not currently visible.

6. Click on one of the Price options once, with the left mouse button, to select it.
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Discounts or markups can be applied by selecting the plus (+), minus (-) or multiply (*)
sign. Percentage variations may also be applied by typing the figure followed by a
percentage sign (eg 20%).

7. Click inside the Formula Field to change the default formula.
Ensure that the cursor is placed after the plus, minus or multiply symbol.
8. Type in the New Default Formula.

This figure may be a dollar amount or a percentage value. (eg 10.50, 2.75%.)

9. Click OK.
The default formula will be changed.

In this example the Formula of StdTrade + 5% will be applied to all items that do not fall under
any of the other description lines in this custom price column.
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To Apply A Custom Price Formula to a Single Iltem
1. Locate the item on the main screen by any of the lookup methods.

2. With the item highlighted click on the Custom Pricing icon from the Tool bar.
OR

Select Maintain | Custom Pricing from the Menu bar.

The item will automatically be copied to the clipboard and the Custom Pricing screen will
display.

3. Select the Available Column that you wish to place this individual item for custom pricing.
4. Click on the Edit button.

The Edit Custom Pricing screen will display.
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5. Press the Paste button to paste the item to this custom price column.

The Formula screen is displayed.

6. Enter the formula to apply to this individual item.

7. Press the OK button to save the entry.

The Edit Custom Price screen displays the added item in the Description Lines.
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Delete An Existing Custom Pricing Column

1. Click on the Custom Pricing icon from the Tool bar.
OR

Select Maintain | Custom Pricing from the Menu bar.

The Custom Pricing screen will display

2. Select the Column to be deleted.

3. Click on the Delete button.
4. The Confirm screen will display.

5. Click on No to cancel the delete function,
OR

Click on Yes to delete the indicated column.
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If yes is selected, then the column will be deleted from the Custom Pricing Available
Columns listing.
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ADDING ITEMS, DESCRIPTIONS AND
FOOTNOTES

The TRA-SER for Windows database contains tens of thousands of items, however there
may be some extra materials that you would like to add for reference and for inclusion in
Item Lists to be used in ordering, invoicing or tendering.

This feature allows for items used in your individual business, that are not listed in the
TRA-SER for Windows database, to be added to the TRA-SER for Windows system.

You will be able to add as many User-Added Items as you wish with your own
descriptions, catalog numbers and pricing. User-Added Items may not have pictures, but
they can be used exactly as other items ( ie. they appear in Lookups and may be used in
Item Lists).

Similarly, you may want to add your own descriptions and footnotes to items already in the
database to make your Lookups easier. TRA-SER for Windows Lookup Description
feature allows you to search for items using both the regular and the user descriptions.

To Add a New Item and a Description
1. Select Edit | Add Item from the Menu bar.

The Add Item screen will display.

2. Fill in the details for the newly added item.

3. Press OK to save the item details or press Cancel to cancel adding a new item.

TRA-SER for Windows User Guide Page 74



© 2007 Trade Service of Australia Pty Ltd

To Add Extra Detail to an Existing TRA-SER Item

Within TRA-SER for Windows the only fields able to be amended for Trade Service items are:
- the second line of the Item Description (referred to as User Description)

- the User Code field

- the footnote field

All other fields are deactivated to prevent loss of important information.

1. Ensure that the list containing the item you wish to amend is open and active.
2. Double click on the item that you wish to amend with the left mouse button.

The Item Details screen will display.

3. Click on the Edit button.

The screen will display in Edit mode allowing you to Edit the item details.

4. Edit the fields required.

5. Press Save to save the changes, or Cancel to return to the previous screen.
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REPORTS

There are three reports that have been provided to print data from within TRA-SER. (To Print
a list of items simply press the Print Toolbar button.) The three available reports are:-

1. Commodity List - A list of all the commodities within TRA-SER.
2. Manufacturer List - A list of all manufacturers within TRA-SER.
3. Synonym Group List - A list of all the words that are in synonym groups.

To print one of these lists:-

1. From the main TRA-SER screen select the File/Reports menu option.

2. Select the desired report in the list displayed.
3. You may check the printer setup by pressing the Printer Setup button.

4. Press the Print button. You will be asked to confirm your request. Once the report has
been sent to the printer a confirmation of "Report Printed" is displayed.
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UPDATES

To keep the pricing and items current, Trade Services issue regular updates (twice monthly)
either by email or by floppy disk.

These updates must be installed as soon as your receive them, otherwise the data in
TRASER becomes outdated. TRASER will only allow the updates to be installed in sequence
so if an update is missed please contact the Help Desk on 1800 622 267 to have it reissued.
By Email

An email will be sent to your nominated address with a link to download the update file in one
of the two formats:

1. ISSxxxxxx.exe

2. ISSXXxXXX.Zip

The first format is created as WinZip executable and is unzipped via the WinZip Self
Extracting process. The WinZip Self-Extractor screen has the TRASER update folder as
default.

ISSXXXXXX.exe

Download the file from the website and save it on the desktop. Double click on the file to bring
up the WinZip Self-Extractor screen and click on the Unzip button if the default directory is
correct. If you need to change folders, click on the Browse button to choose the Update
folder in your TRASER directory as recorded in Section 1.

[SSXXXXXX.Zip

If you are familiar with using WinZip, then download this file and save it to your desktop.
Double click on the file to launch the WinZip application.

The WinZip application screen is displayed with the update file listed.

Note: Do not double click on the file, use the Extract button.
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Click on the Extract button and choose the destination directory for the file. The default is
C:\Program Files\Traser\Update If the installation directory was different to the default when
installing TRASER, click on the Browse button to locate the Update folder under the

TRASER directory.

By Disk

Using My Computer or Windows Explorer locate the initial load file on the A: drive. The file
name is on the format ISSxxxxxx.exe. Double click on the file to start the unzip process to
copy the update file, ISSxxxxxx.tup, into your Update folder. The WinZip Self-Extractor

screen is displayed.
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If the installation directory was different to the default when installing TRASER, click on the
Browse button to locate the Update folder under the TRASER directory.

Once you have selected the Update folder, click the Unzip button. The file will be extracted to
the Update folder. A message will be displayed that the file unzipped successfully. Click OK
to close the message screen and then click the Close button to close the WinZip Self-
Extractor screen.

Loading Issue Updates

Now the issue update file is in the Update folder, click on Start \ Programs \ Tra-ser for
Windows \ Tra-ser Update to begin the update process

The TRASER Update screen is displayed.

Click the Update Now button. The Select TRA-SER Update File screen opens to select the
initial load file. If the default location does not contain the file, locate the 1ISSxxxxxx.tup file in
the Update folder in the TRASER directory.
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Identify the update file you wish to load, based on the date of the issue, e.g. the update for 16
July 2007 would be 1SS040716.tup. Click on the ISSxxxxxx.tup file to highlight the file and
click OK to begin the updating TRASER.

Progress of the update is displayed in the Update screen.

When the operation is completed, click OK.

Congratulations, you have now updated TRASER with the most recent updates.

If you have any problems contact Trade Service of Australia Pty Ltd.
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KEYBOARD SHORTCUTS

TRA-SER for Windows Action Shortcut Key
Australian Product Number Lookup.................... Shift-Ctrl-A or Alt-L-A
Catalog Number LOOKUP.........cccvvvviiieiieeeeeeiees Shift-Ctrl-N or Alt-L-N
Clear Selection ........ccccveevieeeiiie i Delete

CloSe File ..o Alt-F-C

Commodity Code LOOKUP ......cvevveviiiiieiiiiieees Shift-Ctrl-C or Alt-L-C
(O] o)V SRR Ctrl-C or Alt-E-C
CuStom PriCING ...covvveieiiiiieeeeiece e Alt-M-C

CUL e Ctrl-X or Alt-E-T
Description LOOKUP ....cvvvveeviiiiee e, Shift-Ctrl-D or Alt-L-D
Display FOrmat..........cccvvveiiiieneiiiiie e, Alt-M-D

Exit Current Window ............cccevveiiiieeiiiieee e, Alt-F-X or Alt-F4
Help Contents .........eeevveeeriiie e Alt-H-C

Help INdeX....vveiiiiiii e, Alt-H-

Help Search ..., Alt-H-S

NEW ...ttt Ctrl-N or Alt-F-N
OPEN ot Ctrl-O or Alt-F-O
PaSTE ..o Ctrl-V or Alt-E-P

PEINE. .o Ctrl-P or Alt-F-P

Print PreVieW........cccoooiiiiieiiiieee e, Alt-F-E

Print SEtUP «..oveeeiiiiii e Alt-F-U

=T 0 [0 1 £ Ctrl-R or Alt-F-R
SAVE .ot Ctrl-S or Alt-F-S
SAVE AS oo Alt-F-A

SeleCt All ..o Ctrl-A or Alt-E-L

SPIIt WINAOWS ... Alt-W-S

SYNONYMS oot e e e e e e e Alt-M-S

System OPLiONS ......vveveviiiiiieiieee e Alt-M-O

User Code LOOKUP....c.ceeeriiiiiiiiiiiiiee e Shift-Ctrl-U or Alt-L-U
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UNINSTALL PROCEDURES

If for some reason it becomes necessary to uninstall TRA-SER for Windows or certain files
that may have become corrupted this procedure will allow for a fully automatic or custom
uninstall to be effected.

1. Select the Uninstall TRA-SER menu option from the Start menu.

The Select Type of Uninstall screen will display

2. Select the Automatic, Custom or Cancel button.

The Automatic option will uninstall TRA-SER for Windows with no intervention required by
the user.

The Custom option allows individual files to be selected for uninstalling.

The Cancel option will terminate the uninstall process at any stage during the uninstall
procedure.

TRA-SER for Windows User Guide Page 82



© 2007 Trade Service of Australia Pty Ltd

Custom Uninstall

1. Selecting the Custom button will display the Select Private Files to Remove screen

The Select All button can be chosen to select all the files.
The Select None button will deselect the files you have previously selected.
Individual files may be selected by clicking on them once with the left mouse button.

The Cancel button will terminate the uninstall process at any stage during the uninstall
procedure.

2. Click on the Continue button, once all the appropriate files have been selected.
The Select System Files to Remove screen will display.

The Select All button can be chosen to select all the files.
The Select None button will deselect the files you have previously selected.
Individual files may be selected by clicking on them once with the left mouse button.

The Cancel button will terminate the uninstall process at any stage during the uninstall
procedure.
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3. Click on the Continue button, once all the appropriate files have been selected.
The Select Directories to Remove screen will display.

The Select All button can be chosen to select all the Directories.
The Select None button will deselect the Directories you have previously selected.
Individual Directories may be selected by clicking on them once with the left mouse button.

The Cancel button will terminate the uninstall process at any stage during the uninstall
procedure.

4. Click on the Continue button, once all the appropriate Directories have been selected.

The Select Icons to Remove screen will display.

The Select All button can be chosen to select all the Icons.
The Select None button will deselect the Icons you have previously selected.
Individual Icons may be selected by clicking on them once with the left mouse button.

The Cancel button will terminate the uninstall process at any stage during the uninstall
procedure.

5. Click on the Continue button, once all the appropriate Icons have been selected.

The relevant files, directories and icons will be uninstalled.
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TRA-SER FOR WINDOWS SUPPORT

TRA-SER for Windows support is available from the following sources:

Trade Service of Australia Pty Ltd.
Phone: 1800-622-267

Email: support@tradeservice.com.au
Fax: (07) 3368-3747
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