EEVA ENTERPISE RESOURSE PLANNING
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“Eeva” is enterprise resource planning application designed to automate sales, manufacturing, accounting and customer management.

Eeva is composed of independent modules. Enterprise can select the modules required for its specific functionality.

Eeva author Eetasoft provides support and customization.

Eeva support multiple languages and multiple accounting rules. 

 Sections Of The Program



GENERAL LEDGER 



WAREHOUSE



SALES-PURCHASES JOURNAL


BANK, CASH, EXPENSE DOCUMENTS



PAYROLL



HUMAN RESOURSE ANAGEMENT



FIXED ASSETS



PRODUCTION, COST PRICE



POINT OF SALE



REMOTE WORK THROUH INTERNET 



RENT CALCULATION



WEB ORDERS



SHOPPING CART 

Quick overview

· Accounting by up to nine dimensions, customers, documents, currency’s.

· Data security: passwords, security copy’s, restoring.

· Sales, financial analysis and other graphics or diagrams. 

· User defined calculation formulas, output forms, query’s and graphs.

· Graphical analysis

· You can customize input forms

· You can add your own fields to databases

All modules are working together

Program parts are working together. For example from payroll calculated in payroll system is created automatic entry’s in general ledger and payment order documents. 

Many finished reports

On of the advantages of the program is that most of the reports needed in Estonia are available: no need of forming, you can immediately start working. If you delete or add accounts, you must not change reports – you can just fill the account class by the account.

International version
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Eeva ERP has built-in multi-language support. New languages and translations can be added into dictionary.

Program can communicate with users in different language at the same time: every user can use his/her own language setting. Eeva supports the following languages out of the box:

· English

· Russian

· Latvian

· Finnish

· German

· Estonian

Client-server

Eeva client-server uses most advanced open database in the world, PostgreSql. Eeva server runs on Linux, Windows, Mac, FreeBSD and other operating systems.

Advanced analysis

Supplementary to the reports has program graphics for analysis of the results. User can add them and import data to other programs.

User friendly 

Program takes in consideration, that human can make a mistake. Wrong entries can be corrected.

 General Ledger

“Eeva” general ledger subsystem is the central part of the program, where records from other subsystems are coming automatically. It is possible to add records by hand. General ledger is used to get bookkeeping reports, tax reports and financial reports. Graphical outputs are allowing the analysis of your firm very obvious. In the customers and suppliers accounts you can see the debts by enterprise or by invoices. “Eeva” allows creating general ledger in different machines and then bringing the tables of records to one machine, where is created the total balance of your firm. 

Multi-currency accounting

General ledger can have accounts in different currencies. "Eeva" can create records about rate changes. 

Multiple dimensions

There can be multiple dimensions (classifiers). Dimension belongs to an account and it can be seen as addition of account number. Each classifier has its own opening balance, own turnover’s and for it can be found the final balance. It enables good possibilities to analyze sales, contract keeping and so on. For example shop is object and salesperson the subject. If salesperson sells in different shops, you are getting results by shops and by salespersons. 

Budget

To the accounts can create budget and observe filling the budget. You can create budget by weight. You can give the fished result and program creates budget according to results of some period. 

Consolidation

Program has possibility to consolidate balances and income statements of different firms. You can give the participation percent. Internal sales of concern will be eliminated automatically.

Analyze of financial results

Analyze of Financial results brings comparatively forward the most important results of firm. It can be used for analyzing operations. 

Finished reports

· Cash journals, bank journals, advance journals

· Daybook

· General ledger

· Turnover schedules by dates, customers, invoices and objects.

· Turnover declaration

· Profit and loss

· Cash flow

· Balance

 Documents

Subsystem “Documents” includes sales-purchases journal and various bookkeeping documents. 

It contains sales and purchase ledgers, printing, automatic data exchange with bank, controlling payments, journalizing documents to the main ledger. Based on contracts creates periodical dwelling administrational invoices and controls payments.

· Purchase invoices, sales settlements. Prepayment invoices. Credit invoices.

· Sales-purchases journal. Cash flow prognosis

· Cash orders.

· Payment orders.

· Contracts

· Price calculations by base sales price and price lists.

Prognosis of cash flow

Prognosis of cash flow shows by due dates and planned payments the currency status.

 Fixed Assets

Fixed assets:

· Fixed assets

· Reception act, delivery, internal sales, entering chargeable

· Depreciation, reports

· Card of a fixed asset

 Warehouse

· Way-bill, receipt act

· Chargeable post

· Sales and payment orders

· Turnovers between shops and warehouses. Different sale prices.

· Offers

Many sales reports, including

· Ten mostly buying customers, ten most selling products, ten most profitable goods graphically 

· Sales turnover and profit monthly 

· Sales comparison

 Production
· Inserting calculations. Multi-stage calculations: in the calculation can be semi-manufactured products and so on. 

· Inserting product orders

· Finding the material needs/costs 

· Registering products made in the period

· Inserting production direct expenses. 

· Factory overhead by piece rate or by other criterion

· Product price reports

· Calculation of complete sets. Multi-stage complete sets 

· Counting lots

 Payroll and human resource management

Payroll output documents are:

· Payroll journal

· Payrolls to each person 

· Payroll labels 

· Payroll summary tables

· Payroll cards

· Many other outputs

Automatic payroll accounting based on your description. 

In the table of fixed amounts you insert payrolls and subtractions. Using this program adds those amounts to pay out’s.

For calculation of vacation and sickness payments, you insert period and if necessary the number of days without payment. Based on this finds computer payment in month, and accounts them for calculating time payroll. 

Printing payroll card liberates you from keeping the card by hand. 

"Eeva" has automatic numeration of payroll labels. You can group employees by your need, showing to each employee a payroll label number.

Payroll includes conveniences, to do work faster: 

· Automatic calculation of payrolls and other periodical sums: payroll can change in the middle of the month. 

· Automatic recalculation possibilities: payroll can change afterwards. 

· Automatic counting of vacations, sickness and other sums by date. 

· Determination of payroll sums by formulas. Vacation payments and other sums can calculate as needed. 

· Payroll calculations by occupations: Person can have different occupations, the payrolls and vacations are calculated separately. 

· Counting working days and hours for statistic. 

· In the table of sum descriptions are over 80 different described payroll sums. You can add new ones and change the existing descriptions. 


Possibilities of program usage

Bookkeeping:

· Bookkeeping for small enterprise from beginning documents to balance.

· Multi-firm version for bookkeeping and auditing enterprises. For big enterprise: counting cost and revenue by maximal six classifiers. Cost distribution

· Concern version for getting total balance of concern.

Commerce:

· Wholesale trade. Eeva assets system is uses as wholesale warehouse, where the goods are received, internal turnover, counting to costs, analysis of sales cover, graphic analysis. Credit and prepayment invoices. 

· Retail sale. Eeva allows do calculation of retail sale. It is possible to control moving goods from warehouses to shops, catering establishments and back. Every place can have different price standard. It is possible to switch over.

Warehouse status:

· Way-bill, reception act, internal turnover

· Counting to costs

· Counting average price

· Different currencies

Production:

· Estimation of production

· Real and normative costs

· Costs per production unit.

· Complete sets

Program versions

· “Eeva” client server allows to use program from internet using GUI client or browser without any additional software installation. Eeva supports both Windows and Mac clients.

· “Eeva” LAN (local area network) version allows many users work with the same data. In the same time different users can create invoices and so on...

· “Eeva” Multi-firm version allows with one program copy do bookkeeping for different enterprises or parts of one enterprise. Common data of firms is in common data catalogue. Specific data of each firm is in catalogue of this firm.

· “Eeva” distributed versions allow use program in different computers and with modem or by floppy disk transport data from one machine to other machines. At the same time data can be inserted in same subsystems. Example: invoices can be created in many machines and then bring the data from other machines to one machine.  

Why Eeva is good accounting software?

1. Eeva can be customized to your country’s laws.  E.g. to get a balance or income reports, is sufficient to fill an account class in the chart of accounts. No need to make special reports.  There are different schemes for profit and loss. 

2. Eeva has a cash-flow report. By many country bookkeeping laws is this mandatory report. By hand is this report hard to draw. Program creates this automatically by using account classes.

3. Eeva has an integrated POS System. If you are doing retail sales, the cash sale module must be in the same program. In other cases you must buy a separate program, and have difficulties to make it congruent with bookkeeping.

4. Eeva prints balance directly without need of corrections. Eeva has also a possibility for two-side accounts. 

5. Eeva allows changing almost all output forms. It enables the changes for your own good and to create new forms. 

6. Program allows changing data inserting conditions and order of information. Then you can do things in changing a word.

7. Program has direct support from producer. Specific customization is available.

8. Eeva can be installed in usual network without any expensive server program. It enables congruence with every network. It has a possibility to export data to Word, Excel and other applications.

9. Eeva is an opened system. Program saves data in widely used formats. Eeva data can be used from spreadsheet applications.

10. Eeva has cash flow analysis and prognosis by due dates. The business goes faster and it is necessary to control due dates precisely. It is necessary to prognosis money income and outcome too.  

SHORT COURSE
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Foreword 

That, what you are holding in your hands is not detailed users guide, but short course, where is shown some typical activities. As often in life there are many ways to one result. Here is showed one way, usually easiest way to solve a problem. Here are some comments too. But when you will learn all ways to solve a problem, you have to use users guide. Which way you will use, it is your decision. But reasonable is to start from here. 
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Everywhere in the program you can use context knowing search file. For that you have to click F1.

Menu

Starting different modules proceeds through menu bar in the upper part of the screen. There you can open needed menu with a mouse click and choose command or go to sub menu, when command is in sub menu. Menu rows, what are for opening sub menus have small triangle in right side. 

In the latter text it is used a short form for describing choices in menu. Command for invoice is presented form File \ Document \ Invoice. It means, that you would firstly open with command File from menu bar the file menu. After that you open sub menu Document and in the end command Invoice
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Invoice

Invoice is probably the mostly issued document. Depending from that is it sale or purchase invoice Eeva menu File \ Document has two commands – Invoice (sales invoice) and purchase invoice. The next example shows how to use them.

[image: image6.wmf] Sales invoice 

Company Demo sells to company Kaks Koera a computer and two PC plugs with sockets Kaks koera gets 10% discount and due date is in14 days.

· [image: image7.wmf]  Choose File \ Document \ Invoice [Ctrl+E]

· [image: image8.wmf]  To add new invoice choose Activity \ Add [Ctrl+N]

[image: image9.wmf]
· Default number of invoice is first free number and date is actual date. If you wish you can change the values by hand.

· If you click mouse on the button in the right edge of field Customer Opens list of customer, from where you can choose company Kaks Koera and make on its code a mouse click. 
[image: image10.wmf]
If customer is not in customer table, you can add new one. Pressing [Enter] button computer asks customers address and adds it to list of customers. 

· If necessary mark the person who issued the invoice (Subject).

· When it is warehouse invoice, choose (where) the warehouse, from where the goods go out. 

· To field Condition insert “14”. It is possible to choose from table with button [F12].
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If invoice is paid in cash, insert payment condition “SR”. After closing the invoice, computer asks sum, how many was paid in cash (Computer offers the whole invoice sum as paid sum) and based on this creates receipt order. 

· Due date is automatic, depending from condition. But you can change it by hand. 

· Move with arrow or Enter button to the field Item in lower window.

· Insert item code or choose from table [F12].

· Insert amount.

· To pricing field [Percent] insert “10%” (code for 10% discount) or choose from table [F12].
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If one customer gets always discount, then insert it in customers table as Price%.

· [image: image13.wmf] Close the invoice [F2].

· [image: image14.wmf] Click the print button [Ctrl+P].
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Choices, what You did in the print dialogue remembers computer and uses them in all printings in the future until you change them again. The last choice is used for printing the document with fast print [F9].
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 Click again on the print button [Ctrl+P] and answer  OK.

[image: image18.wmf] Receipt to bank 
Company Kaks Koera pays invoice to your bank account.. Currency received the account in March 20, 2001.

· Choose File\Document\Receipt to bank. 

· To add  new receipt choose Activity\Invoice payment [F6].
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· In the opened dialogue fill the fields, what are belonging to the invoice, for what was paid and click, “OK”.

[image: image20.wmf]
If needed you can mark payment of invoices from different customers. For that the field customer must be empty. 
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· In the opened table go to the invoice, for what was paid and mark column “Payment” If there was paid only for a part of invoice change the sum in the field “sum. You can add field payment date. “

· Click ESC . Computer brings data automatic to receipts  form. 

· Post document[F2]

[image: image23.wmf] Purchase invoice 
· Company Demo buys from company Tiivik 5 computers as supplement to  warehouse status. 
· Choose  File\Document\Purchase invoice.

· To add new purchase invoice Activity\Add [Ctrl+N].
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· Correct purchase invoice  number and date.

· Choose supplier from customer table.

· Show the warehouse where to stock the products.

· If necessary change the account number, on what you are counting receipts with suppliers. 

· Mark the due date..

· Go to field Item  in the lower window.

· Enter article of product coming to be accounted in the warehouse. (Accounted can be products without article, when they are not inventory counted.)

· Input the amount of  accounted products.

· Input the base  sales price.

· You can input  Price % by what calculate warehouse price..

· Post purchase invoice [F2].

[image: image25.wmf] Payment order 

Company Demo pays with bank transfer to Tiivik for the purchase invoice shown in the previous chapter. For that issue use payment order to bank on floppy disk.. 

· Choose File\Document\Payment order [Ctrl+M].
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NB! No need  to add a new payment order.

· Choose  Activity\Invoice payment [F6].
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· In the opened dialogue fill the fields, what are showing the account, for what you are paying and click “OK”.
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If required you can mark payment of different purchase invoices. For that delete values in dialogue fields. 
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· If  provider is differing from provider on the active payment order, choose Activity/Condition and set the currency and provider, to whom the invoices are paid.

· Go to purchase invoice, what you are wanting to pay and fill the “Due date” If you want to pay  only a part of invoice, mark the sum on the field “Payment EEK”. 

· Click ESC button. Computer adds new payment order.

· Click the print button. 

· Choose from list the needed payment order type.

· Click “Print”

· After getting confirmation from bank confirm the payment order. 

Cash

Cash is purposed to express cash flow. It could be persons reporting with accountancy or paying cash invoices. Depending from tat is it cash proceeds or cash disbursement has sub menu “Document” two commands.

[image: image30.wmf] Cash proceeds  

Company Kaks Koera purchased directly from warehouse of company Demo, and he get warehouse invoice, for what he immediately paid  in cash

· Choose File\Document\Cash proceeds.

· To add new cash proceeds choose Activity\Add [Ctrl+N]
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· Choose customer.

· Choose cash account, in what the cash was receipt.

· Make click on the field “Sum”.

· Insert paid sum.

· Insert explanatory text about payment.

· Insert account number, in what sales are accounted. 

· You can for specifying fill fields “Object” and “Person”.

· To the field “Invoice” insert number of warehouse invoice. 

· Post cash proceeds [F2].

[image: image32.wmf] Cash disbursements 
Company Demo pais the reporting person advance to get materials. 

· Select File\Document\Cash disbursements.
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· To add new cash disbursement choose Activity\Add [Ctrl+N].
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· Field “Customer” must be empty.

· Choose cash account, from where pay out. 

· Make click on field “Sum”.

· Insert sum, what is paid  out.

· Insert explanatory text about paying out. 

· Insert account number, in what the payments to reporting persons are accounted To the field “Subject” choose the person to whom the payment  was.

· Close cash disbursements [F2].

Personnel

Module “Personnel” is for saving personal data about employees and counting non-attendance (sickness, vacations, absenteeism and so on). Data in module “Personnel” is needed by calculating payrolls. 

[image: image35.wmf] Person 

Company  Demo has new full time employee  - Ants Rüütel. Contract was made in 11.05.99  and agreed start of the work was  01.06.99.

· Choose File\Personnel\Employee.

[image: image36.wmf]
· For adding new  person choose Activity\Add [Ctrl+N].

· Computer offers table number for person. You can accept it or insert an other number. 

· Insert other information about person, according to explanations of field funcions. 

· First name – persons given name 

· Name – persons surname 

· Group -  employees group to differ full time workers, spare-time workers, contracted workers and non-workers.

· Holiday – days when the person is not working. Is used to calculate monthly payroll. Field can have only fixed values, what you can choose with mouse. 

· Object –  You can use it to show in which department person works. 

· Start – first day, from what person works. Field is used for payroll calculations. 

· Exit – last day , when person worked. For permanent contract is the field empty.

· Income tax calculation – shows how to calculate income tax from payroll. Field with fixed values. 

· Parish – Persons living area code..

· Bank account – persons bank account.

· Date of birth – date of birth.

· Gender – field with fixed values.

· Seniority. A – Length of service at the start of working relationship. In full years.

· Seniority. K – Length of service at the start of working relationship. In month in addition to full years.

· Region – county or town/city where person lies. 

· Date of labor contr. – Date of making the labor contract (not the date of start in the beginning of table).

· Labor contr. No. – Number of labor contract.

· Labor contr. Is valid – Date, when fixed date labor contract ends. 

[image: image37.wmf] Absence 
Ants Rüütlel has for year 1998  14  day vacation. Vacation starts 04.08.1999 and ends in 17.08.1999.

· Choose Filel\Personel\Absence [Ctrl+U].

· To add new absencechoose  Activity\Add[Ctrl+N]

[image: image38.wmf]
· Computer adds new row and copy’s from the row, where you  choose command Activity\Add, to the new row contents of fields Name, Tab No., Absence and object. If the contents is wrong an, go to the field with wrong data and push [F12]. From opened table choose the right value. If you know the values, it is possible to input them by hand. Insert the counted beginning day of vacation Insert dates of beginning and end of vacation. 

· Number of days without payment can be empty. Computer takes it as 0 days without payment

· In the field % insert 100 – the whole sum is to pay out.

· To field “Comments” write some explanations. 

· To fields Begin. Of leave per. and end of leave per. you can mark the period, for what the vacation was. Is not  obligatory. 

· With fields “Cost object”, “Object”, “Subject” ja “Customer” you can show, where is the vacation as cost accounted.
Payroll

“Eeva” payroll module is created to calculate the payrolls of employees, to calculate income taxes and social security taxes connected with payroll and for reporting about that. Can use automatic payroll subtractions: installment, alimony and so on.

[image: image39.wmf]  Fixed amounts 

[image: image40.wmf]
To the table of fixed amounts you can insert. Monthly payrolls, monthly payments for installment, alimony and other more ore less fixed incomes and subtractions. 
To Ants Rüütel was from start of working 01.06.99 determined monthly payroll 3000. 
· Choose File\Payroll\Fixed ammount [Ctrl+O]

· To add new fixed sum choose Activity\Add [Ctrl+N]

[image: image41.wmf]
· Computer adds new row and copy’s from there, where you choose command Activity\Add, to new row contents of fields Tab.No., Name, value. Field “Beginning” is automatic first day of actual month. If the contents of fields is wrong, go to field with wrong contents and pus [F12]. Choose the right value from opened table. If you know values, you can do it by hand.

· Do term payroll write in field “Payroll” fixed sum code “PALK”.

· Insert right date, from what is the new payroll..

· Field “End” is empty, if you do not know date, when the payroll specification looses validity.

·  Insert fixed sum value (3000).

· In the field unit must be Tp for  working days

· If you want you can insert about fixed sum an explanation.

· If necesary you can mark, in to which cost place to account payroll.. 

[image: image42.wmf] Pay out 
Every time, when you start new pay out of a payroll to employee, you must coose command “Pay out”. 

Demo pays to employees out payroll for January

· Choose File\Payroll\Pay out.

[image: image43.wmf]
· To add new pay out choose Activity\Add [Ctrl+N].

· Computer chows menu, in what you should choose Empty pay out. 

[image: image44.wmf]
For pay out for next month is easier to go on the pay out of the last month and choose Activity\Add . From opened menu choose Copy. After that you have not to insert all data, but do only changes. 

· Insert month, for what is the pay out..

If you choose All, all employees are added. Choosing with beginning of table number opens additional window.  

[image: image45.wmf]
Wit this you can choose the employees, to whom pay out – only those, who have same beginning of table number as inserted.

· If necessary change date to pay out.
· Go to field “Absence” and change the value to “Yes”.

· Go to field “Fixed sum” and change the value to “Yes”.

· Close table.

[image: image46.wmf] Payroll list
· Choose File\Payroll\Payroll journal.

· To add new employed person choose Activity\Add [Ctrl+N].

[image: image47.wmf]
· Insert persons table number, or click [F12] and choose from persons table with double click. 

[image: image48.wmf]
· If person has incomes and/or subtractions, that are not fixed sums, then go to the persons row in table of payroll list and insert data to the table of payroll rows (lower window). 

[image: image49.wmf]
Filling payroll lists you have possibility to look in the tables of fixed sum’s, absence and persons. For that are fast keys [Ctrl+O] – Fixed sum, [Ctrl+U] - Absence.

· If irregular payments are added choose Activity\Calculate [F10].

· Choose “All”, it calculates payrolls to every paid person..

· Print of payroll sheet [Ctrl+P].

· Choose payroll label.

· In the lower part of window choose: joint payroll journal, separate payroll journal or payroll label. 


[image: image50.wmf]
· Click “Print” [Ctrl+P].

[image: image51.wmf] Records table
Records table is the central table Eeva. Basing on data in records table book-keeping reports, day journal, general ledger, balance and so on.  Records in the records table are created by modules of program Eeva, but records can added by hand to. 

[image: image1.wmf]
· To open records table choose File\General ledger\Record. On the closed document can see only records about this document wit command Activity \Records [Ctrl+L].

· By entry number on the invoice we can found added rows, based on this invoice. 

[image: image52.wmf]
Inserting opening balance

When you start work with the program, you must insert opening balance. 

· To add new row choose Activity\Add  [Ctrl+N].

· Make correction of date, by opening balance it must always be first day of month

· Fill the  credit or debit account, for what you are inserting opening balance. Other account must be ‘00’.

· For the accounts in customer type, you must fill customer field. 

Opening balance every customer is on the different row.

Report

To observe, how above-named invoice affects reports, you must make report twice. First time with closed invoice and second time wit opened invoice. To open the account open invoice form and move with moving buttons to invoice. After that push [F2], it opens invoice.

[image: image53.wmf] Profit and loss  

· Choose Report\Profit and loss.

· Choose period, for what you want the report.

· If necessary show, for which subject or object the report is (letter “Object”).

[image: image54.wmf]
· Choose 2,  if base schema is 2

· In the left window mark, in which form you want the profit and loss. 

· Push button “Preview” [Enter].

[image: image55.wmf] Balance sheet

· Choose Reports\Financial report.
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· Enter period, for what is the report.

[image: image57.wmf]
· From left window choose "Balance".

· Click “Preview” [Enter].

[image: image58.wmf] Turnower declaration
· Choose Report\Financial report.

[image: image59.wmf]
· Determine the period, for what is the report.

[image: image60.wmf]
· Specify the type of turnover declaration.

· Push button “Preview” [Enter].

[image: image61.wmf] Cash,  bank or advance journal
· Choose Reports\Account register\Summary cash, bank, advance.

· Choose the period, for what is the period.

· If necessary insert object and subject..

[image: image62.wmf]
· Insert account, by what male the journal (Example cash account 111)

· Push button “Preview” [Enter].

[image: image63.wmf] Outstanding invoices 
· Choose Report Unpaid Invoice 


· Determine the period, for what is the report.

[image: image64.png]B Invoice payment D]
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· Choose invoices to filter out..

· Push button “Preview” [Enter].

Toolbar

With the right button of the mouse you can activate and deactivate toolbar buttons. The whole toolbar can switch on/off in menu Help/Toolbar. 
File/Document/Invoice

File/Document/Payment order

List/Consumer

List/Account plan 

List/Object

List/Article

File/Save. Use, when you had changed document columns.

Activity/Close

Choose (Ctrl+Enter or double click of mouse).

Activity/Add. Adds new document or row. 

Activity/Delete. Deletes document or row. 

Activity/Condition. For inserting the search criterion. 

File/Print

Print preview 

Undo, when changing incorrect

First document (Ctrl+Home).

Previous document (Ctrl+Page Up).

Next document (Ctrl+Page Down).

Last document (Ctrl+End)

[image: image65.wmf] Backup 

Regular backups are very important, as there are no total secure computers. The worst enemy is human laziness, but think, that more frequent backups mean’s smaller data loss by accident.

Making backup…

· Choose File\Backup.

· Choose the file name. Select drive and directory, where to make back up. 

· Click the button “Select”.
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500000 Kaks Koera 00
50000 Taht A5
400,00 Tarbeklass

37435,20 Tarbeklass

5838 433,60 Alloo 00

601,90 Anu Momm
16992,00 Baor 22
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