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Introduction
This document will provide the user with basic instructions on using Viságe.

Each user will enter a user name and password to access Viságe. 

It is assumed that the user has logged into Viságe in order to follow instructions listed in this document.

Instructions in this document will provide the user with: 
· What is displayed on the screen

· How it can be changed to suit personal preferences
· A basic description of the structure of the Viságe screen

· How to navigate through the Menu’s

· How to navigate through records
· How to access Help and Search
· Data entry requirements, where fields indicated with a Red label are mandatory fields while fields indicated with a Black label are not mandatory.
Table of Contents
5Viságe User Settings


6MENUS TAB


6Menu Type Selection:


6Standard (with options to Hide or Show Menu labels)


7Button (with options to Hide or Show Menu Labels)


8Tree


8Horizontal Type – (Sub Menu Behaviour: Open for click and mouse over)


10Tiles (with option to Show or Hide Menu Labels)


11USER INTERFACE TAB


11Navigation Bar


11Use Process Flow Tabbing


11Toolbar


11Show Shortcut Box


11Allow Zoom


11Status Bar


11Show Date and Time


11MESSAGES TAB


11Show Confirmation Messages


11Show Delete Messages


11Show Row Delete Messages


11Show Application Exit Message


12Show X Confirmation Message


12Show Action Busy Messages


12MISC TAB


12Miscellaneous


12Disable X Close


12Disable Code Complete


12Auto Text Select


12Next After Search


12Enable Menu Drag Drop


12Auto Adjust DPI


12Auto Scale


14Viságe Menu Structure


14Maintenance Menu


14Transaction Menu


15Enquiries Menu


15Reports Menu


15Other Functions Menu


17Favourites Menu


17How to add a process to Favourites


17How to add a Menu to Favourites


17How to delete a Process/Menu from Favourites


19Navigation


19Title Menu


20Quick Access


21Field Navigation


22Help


22Field Help


23Process Help


24Search


24To access Search for a Field


28Record Navigation - Forward


28Move Forward a Record at a time


29Record Navigation - Back


29Move Back a Record at a time


30Data Entry


30Mandatory Fields


32Display Fields


33Entry Fields


34Select List


35Multi screen process


35Shortcut Keys for Navigation (on a multi screen process)


36Single screen process


36Creating or adding new records to Tables


37Creating or maintaining records in a Process


37Using Mouse right click option


38Data Enquiry


38Using Mouse right click option




Viságe User Settings
When your Administrator sets up each Viságe Users Account, the User will be set up with a particular type of Menu.  This Menu type can be changed if necessary.   
The User settings can be accessed by clicking on the [image: image2.png]


 icon located in the toolbar top left of screen.
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Figure 1: Visage User Settings
MENUS TAB

Menu Type Selection:  

Changing the selection here will change the type of Menu that this user will be presented with when they log in.  The Menu type applies to each user.  If each user wants to use a different Menu type, they must log in first, then access the User Setting and make changes as required. 
Standard (with options to Hide or Show Menu labels)
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Figure 2: Standard Menu Type – with No Menu Labels
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Figure 3: Standard Menu Type - with Menu Labels
Button (with options to Hide or Show Menu Labels)
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Figure 4: Button Menu Type - with No Menu Labels
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Figure 5: Button Menu Type – with Menu Labels.
Tree
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Figure 6: Tree Menu Type
Horizontal Type – (Sub Menu Behaviour: Open for click and mouse over) 
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Figure 7: Horizontal Menu Type - sub menu behaviour set to Open for click and mouse over
The options set with this Menu type will depend on how any sub menus are displayed and accessed.    

· Sub Menu Behaviour: Open for click and mouse over. When the main menu has focus and a sub menu exists, the sub menu will display after the main menu receives focus.
· Sub Menu Behaviour: Open only for click.  When the menu has focus and a sub menu exists, the sub menu will only display after the mouse has been clicked.

Where a sub menu has been selected and a process has been opened and exited, when returning to the menu, the sub menu structure will still be visible on screen.

· Sub Menu Behaviour: Open only for mouse-over.  When the main menu has focus and a sub menu exists, the sub menu will display after the main menu receives focus. 

Where a sub menu has been selected and a process has been opened and exited, when returning to the menu, the sub menu structure will still be visible on screen.

Tiles (with option to Show or Hide Menu Labels)
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Figure 8: Tiles with Menu Labels
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Figure 9: Tiles with No Menu Labels
USER INTERFACE TAB
Navigation Bar

Use Process Flow Tabbing

Navigation bar will get focus after last field if there is a next page.

Toolbar
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Show Shortcut Box – Provides the option to Show or Hide Shortcut Box, top right of screen.
Allow Zoom – Provides the option to Show or Hide Zoom option, top right of screen.

Status Bar
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Show Date and Time

Provides the option to show Date and Time, bottom right of screen below Exit button (if required)

MESSAGES TAB
Show Confirmation Messages
Click to show confirmation messages throughout Viságe 
Show Delete Messages
Click to show delete messages throughout Viságe 
Show Row Delete Messages
Click to show delete messages for Table Rows
Show Application Exit Message
Show exit message when the application is exited.
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This provides an option to display exit message when you are about to Exit from the application.  If selected to display, you will receive this message and you have the option of cancelling, to return to the application or ok will exit the application. 
If this option is not selected, you will not receive any prompts when exiting the application.
Show X Confirmation Message
Toggles showing the confirmation message on selecting the X (close)

Show Action Busy Messages
Toggle to show warning message when actions are busy.
MISC TAB

Miscellaneous
Disable X Close

Toggles the option to disable the X option on the Windows Toolbar

Disable Code Complete

Toggles the option to disable the code complete engine for functions

Auto Text Select

Toggles the option to Automatically select Text 

Next After Search

Toggles the option to display the next available in the list after search field.
Enable Menu Drag Drop
Toggles the option to allow drag and drop of menu items into Favourites bar.

Auto Adjust DPI
Available option of Inherited, Yes or No, to Adjust the screen to match standard 96 DPI 
Auto Scale 
Available options to Auto adjust scaling on Window resize from Inherited, None or Down.

If you find that any of these features are not available when you log on, please check with your System Administrator.

Viságe Menu Structure

The Viságe Menu Structure consists of the Master Menu at the top level.  
The Master Menu consists of a number of sub Menus.  For Example:  General Ledger, Accounts Receivable, Accounts Payable, Order Entry and Invoicing, Inventory, Bank Reconciliation, Job Costing etc.
Each of the sub menus is then divided into Maintenance, Transaction, Enquiries, Reports and Other Functions Menus.

Maintenance Menu
The set of processes contained in the Maintenance Menus throughout the system are used to maintain the static details within each system.  These static details are relatively constant, and are used throughout the system.  
Once established, these Static Details will rarely need changing, as they reflect aspects of the basic structure of each Menu in the system.  
For Example – in the Payroll Menu the Static Details would consist of Pay Awards, Pay Classifications, Pay Additions, Pay Deductions, Pay Factors, Tax Co-Efficient and Employee Maintenance etc.  While in the Accounts Payable Maintenance Menu the Static Details would consist of Supplies Categories, Supplier Maintenance and Cycle Codes etc. 
Transaction Menu
The items under the Transaction Menu allow you to enter Transactions ranging from making sales, receipting in Cash, paying Suppliers, receipting in Stock, paying Employees etc....  
After Transactions have been saved you have the option to run and Edit List to check the accuracy of the data entry.  Edit Lists can be run as often as required.  When you are satisfied with the data accuracy from the Transaction Entries, you must run the nominated Post Transaction process in order to update the relevant accounts in the system.
Throughout the Transaction Menu the user can also Print Invoices, Documents, and Purchase Orders etc.
Enquiries Menu
The items under the Enquiry Menu allow you to perform an enquiry on various items in each System.  No information can be changed in the Enquiry processes as they are simply enquiries to view data and Information in the various systems.
As an example – Enquiries available in 

· Accounts Receivable is:  Debtors Enquiry, Posted Documents Enquiry, and AR Transaction Reference Lookup.

· General Ledger is:  Account Enquiry, Category Enquiry, Category Group Enquiry

Reports Menu
The items under the Report Menu of each system allow you to generate reports from that system.   All reports can be requested at any time.
As an example Reports can be generated to:

· Display on screen
·  Print to a printer 
·  Exported 
· pdf created

Other Functions Menu
The items under the Other Functions Menu of each system allow you to perform other functions unique to that system that you have not been able to perform under either of the Maintenance, Transactions, Enquiries or Reporting Menus of each system. 
For Example, under the Accounts Receivable Other Functions Menu, you can perform:

· End of Period processing
· Print Statements, 
· Merge Customers

· Change Customer Codes

· Change Customers Terms code

· Print Customer Labels etc.

While under the General Ledger Other Functions Menu you can perform:

· End of Period processing

· Enter Opening Balances

· Merge GL Accounts 

· Load GL Budget figures

· Re-open closed GL Periods  etc
Each system has different options available under the Other Functions Menu that are unique to that system.

Favourites Menu
The Favourites Menu allows you to group together any number of processes or Menus, that you might be using on a regular basis (without having to navigate through the Viságe Menu structure to find your selection) on the one screen.
If you use a process or Menu on a regular basis, you might like to consider adding the process or Menu to your Favourites Menu.  When you have set up processes or Menu’s, on your Favourites you only need to click on Favourites and you will be presented with those processes and Menu’s on the one screen from which you can make your selection.
How to add a process to Favourites 

· Navigate to the Menu where your process is located

· Position cursor over process

· Right click with your mouse

· You will be presented with ‘Add to Favourites’ option

· Left click this option

· The process is then added to your Favourites Menu

How to add a Menu to Favourites

· Navigate to the Master Menu where each Menu is located

· Position cursor over Menu

· Right click with your mouse

· You will be presented with ‘Add to Favourites’ option

· Left click this option

· The Menu is then added to your Favourites Menu

How to delete a Process/Menu from Favourites

· Click on the Change Settings for [image: image16.png]


Current User icon located in the Tool Bar top left of screen.
· The User Settings screen will be displayed
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Figure 10: Visage User Settings
Bottom right of this screen is a table with column headings of Favourite Items/Description. 
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· This table will display all items currently in your Favourites Menu.  

· Locate and highlight the required Menu or Process to be removed. 

· Click on delete row option of X located bottom of the table.  Option will then be removed from Favourites Menu.

· Click on Save and Exit.

Navigation

Menu Navigation is achieved by Point and Click with the mouse.  You position the cursor over the required option, and then left click with the mouse.

As described in the beginning of this document, the Menu structure can be either:

· Standard

· Button

· Tree

· Horizontal

· Tiles

Title Menu 
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The Title Menu allows for fast and efficient navigation through the Menu structure of Viságe.
If you are in the Master Menu | Accounts Receivable | Reports | Static Details Lists | Customer File Lists Menu (as an example) and you want to return to the Master Menu 

· Click on ‘Master Menu’ on the Title Menu and you are there.  

Quick Access
If you know the name of a menu or process you can enter that name in the Quick Access section at the top right of your screen. Press enter and you will be taken to that Menu or process immediately.
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Figure 11: Quick Access selection

Field Navigation

Throughout the Viságe system, you have a number of options to navigate through the fields on each screen.
As mentioned in this document, Mandatory Fields, identified with a red label require data input before a transaction can be saved.   
To navigate between fields in any Viságe process, you can either press the:

· Enter key - to navigation to the next field on screen. Continue pressing the Enter key will navigate one field at a time.

· Tab Key - to navigate to the next field on screen.  Continue pressing the Tab key is the same as pressing the Enter key. 

Using the Enter and Tab key navigation options, you enter each field on the screen.
· Point and Click in any field with the mouse will automatically move the focus to that field. This option allows you to skip non mandatory fields.
When you have a Viságe screen open, you can simply identify each Mandatory field, enter the required data into each field, by point and click with the mouse, click Save and your entry is complete.  
Using this navigation option, you do not need to navigate to non-mandatory fields, thereby saving you time in your data entry process.

You are free to use either options or a combination of these options when navigating each screen in the Viságe system.

Help
Throughout the Viságe system an extensive Help system is available.

Field Help 
If at any time you are not sure what needs to be entered into any field, you can 

· Press F1 to get Help for your current location or click on the Help button at the top of the screen or right click with your mouse and select the Help option.

You will then be presented with the Viságe Field Help for your current location.
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Figure 12: Visage Help for Supplier Code field

As you can see by the ‘Tree structure’ in the left Pane of the Window of the Help Screen, each field has Help associated with it.
If you want to investigate the Help associated with any of the other fields, you only need to left click with the Mouse on the field name in the left Pane of the Window, and the associated Help for that field will then be displayed in the right Pane of the Window.

Process Help

To view the Help for each Process, click on the [image: image22.png]
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Open Book Icon and the Help for the nominated process will be displayed on screen. 
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Figure 13: Help for the Accounts Payable Voucher Entry Process

· Look for the Tool Tip on the relevant field.  Tool Tips are displayed in a small yellow box that appears when you position the cursor in the field and move the mouse over that field.  Tool Tips are also displayed in the bottom left of the Window. 
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Figure 14: Tool Tip for Supplier Code field
Search

In most fields in any Viságe Process, you will have a Search feature available to ‘look up’ information.  
If the field does not have a Search feature available, the Search button will be grayed out and cannot be selected.  If the Field does have a Search feature, you will of course be able to click the Search button.
If the field does not have a search feature available, it will have a Help selection. (See previous section on how to access Field and Process Help.)
To access Search for a Field
· Position cursor in required field  

· With mouse, Left Click Search button at top of screen or Right click Mouse button and you will be presented with a number of options – the first being Search.  Left click on Search button.
· A Search Window will ‘pop up’, where you can enter selected criteria to search the records of the data base.  
· Enter Search Criteria.  No Search will be performed without entering Search criteria.
· Click Search button located at bottom of this ‘pop up’ window.

· All items matching Search Criteria will be returned. If no items are returned by Search Criteria consider revising your search criteria and re-enter, then click on Search button located at bottom of this ‘pop up’ window again.
· When items meeting Search Criteria have been returned - Position cursor over item that matches your Search criteria (position cursor over red clickable link) and left click with the mouse.
· That item will then be returned to your main calling process.

Each Search Screen will have different fields available on which to Search the database.  Eg.  If you were in Accounts Receivable | Maintenance | Customer File – Customer Code Field and clicked on Search you would be presented with a Search Window as below - 
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Figure 15: Search Screen for arCustomers
In this Search screen you have the following fields to Search by
· Code

· Entity

· Price Category   or 

· Customer Details eg Name

· Alpha Key

· Account Status

· Region

You also have the option to Hide Inactive Customers as well.

You can enter Search criteria in a single field or a combination of the fields in any Search Screen to return matching records. (That is - if you have a number of fields available in the Search Screen)
In this example, if you knew that the Customer’s name was Jackson and their Price Category was ABC.   You could enter Jackson into the Name Search field and would also select the Price Category of ABC.  You would then click on the Search button located at the bottom left of this screen.

If you use a combination of Search fields, please be aware that when searching the database, the records to be returned must meet the entered Search criteria.  In the above example, if you had a client with a name of Jackson but their Price Category was 
XZY instead of ABC when you performed a Search on the name of Jackson and Price Category of ABC – no records were returned; this is because client Jackson does not have a Price Category of ABC he has a price Category of XYZ.
If, however you only entered Jackson in the Name then clicked on Search – all records with a name of Jackson would be returned. In this example, the name of Jackson could be anywhere in the client name, eg.  AJ Jackson   or Jackson Smith or A Jackson Construction etc.
If we wanted to narrow down the Search for all clients with a name of Jackson who had a Home Entity of New – you would enter Jackson in the Name field and select New in the Entity field, then click on Search. 
It is not necessary that when entering Search Criteria, that you must enter the Search text exactly the way it appears in the database.  If you enter the Search criteria as Jackson for example – records might be returned when the name was Jackson, JACKSON or jackson.
Each Search screen throughout Viságe provides you with different fields to enable you to Search the database to return matching records.
Some Search screens will be automatically populated with records.  The Search screens for Customers, Suppliers and General Ledger Accounts will not be automatically populated with records.  This is because the number of records in these files will be far greater than exists in Salesman file as an example.  
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Figure 16: Search screen showing records returned using Jackson in the name field for the search criteria
Click on red link eg.  24957 or 26657 or 149337 to have that record returned to Customer File screen

Record Navigation - Forward

The Forward button at the top of the Viságe screen allows you to move forward a record at a time in the database.  
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Figure 17: Move Forward a Record at a time
Move Forward a Record at a time
· Position cursor in required field eg.  Product Maintenance File {inmProduct} process, Product Code field.  You do not need to be displaying a record already - a blank entry can be displayed. 
· Click Forward button

· The first Product record in the database will be displayed.  
· Continue clicking the Forward button will display the next record from the Products File

OR
· If you know that the Product code starts with 2 for example you can enter 2 into the Product Code Field and then click the Forward button. The first product code in your Products list that commences with 2 will be displayed, continue to click forward will display the next record that matches the entered criteria.

Record Navigation - Back

The Back button at the top of the Viságe screen allows you to move back a record at time in the database.
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Figure 18: Move back a record at a time

Move Back a Record at a time
· Position cursor in required field eg.  Product Maintenance File {inmProduct} process, Product Code field with a record already being displayed
· Click Back button

· Previous Product record in the database will be displayed.

· Continue clicking the Back button will display the previous record from the Products File

Data Entry
Viságe has a variety of fields available for Data Entry or selection.  
The type of data required for each field can be established by using the Tool Tips and/or the Viságe Field Help for the nominated field. 
Mandatory Fields

Fields identified with Red Label through out the system indicate that these fields are mandatory when records or Transactions are being created and require data to be entered into these fields before an entry can be saved.
By default, in some situations, a mandatory field might be grayed out.   If this is the case, you may need to make a further selection in the process to make these mandatory fields enabled.  Using the example of making a payment using the Voucher process, initially the Details appearing in the Creditor section of this process are greyed out, 
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But after a Voucher Type is selected, the Supplier field, and Pay Supplier field is no longer greyed out. 

[image: image36.png]Voucher Type

‘Normal Invoice v
Creditor-
Suppiker Cureney
Pay Suppler Bank Account
Control Account Discount Account.

DIDISC D3 Discount Account





[image: image37.png]OLOEABLOIE

PR
Voucher Type
V]
Creditor
‘Supplier Currency
Pay Supplier Bank Account
i 220202020202 v
Control Account. Discount Account.
[ oosc PiDscomntAccownt |
Date- Amount
Irx Date Doc Date Due Date Cheque Date Discount Date T Amount. Non-Discount.
18/10/2016 18/10/2016 18/10/2016 | 18/10/2016 0.00
Discount. Discounted Total
Transaction 000
Reference Cheque Number  Packet Cost Spread
T T [o selection V| [Selection Requred V| | cuchange rate wiehhols
escrption 0T s
[NEW Selection [V 0.00|
Q000 + 2 X
Account Entity
Job Activity

EETE (G pistory [ 5 wiew P X petete J 1) wew J ¢ et ]





Figure 19: Mandatory Fields grayed out when Voucher Type – Normal Invoice is selected
However, using this example, if the Voucher Type selection is changed to Prepaid Invoice, and a Supplier Code is entered, the Reference, Cheque Number, Description and Bank Account fields are no longer grayed out, so that data can be entered into these fields before an entry can be saved. 
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Figure 20: Mandatory Fields no longer grayed out when Voucher Type Selection is Prepaid Invoice

Display Fields
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Figure 21: Display Fields showing Supplier Name associated with the Supplier Code
Fields identified with a blue background through out the system indicate that these fields are display only fields.  You cannot enter data in these fields.  

Data usually displayed in these fields is referenced from a previous field, or from a default that might be set up.

For Example:  In a process where a Supplier Code is asked for, a Display field will display the Supplier Name associated with the Supplier Code.  If you needed to make a change to the Supplier Name you would need to navigate to the process where the Supplier Code was originally created and make any changes.  Save the changes. Any changes made would then filter through the database so that when the Supplier Code is used, the changed details for the Supplier Name would be recognized.
Entry Fields

Fields identified with a Black label and an input field or check boxes are fields that may require input of some sort.
A Check Box requires a Selection of checked or not checked.  If a Check Box is checked this indicates a Yes selection.  If a Check Box is not checked this indicates a No selection. 
You are required to enter data into Entry fields, however if the field is not Mandatory the field can be left blank.  This data can be numeric or text or a combination of both.  Use the Help features in order to establish the valid input required for each Entry Field.  

For Example:  When Creating a Customer File record in the Customer File process – the Customer Code field can be numeric or a combination of Numeric (Numbers) and Alpha (text).  The Customer Name field will obviously be the actual Customer Name, while the Address will be the actual Street Address and Postal Address for this Customer.
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Figure 22: Examples of data entry fields

Select List
A Select List will show you a list of available selections for the field. 
To select an option from a Select List 

· Click on the down arrow

· Scroll through the list of available selections for this field

· Left click with the mouse on your desired selection

With a select list you can only make your choice from the selections shown in the list. 

Multi screen process
Throughout the system a number of processes require you to enter data in more than one screen (eg. Customer File, Suppliers, Main Job etc).  You will know this because on the left of the screen for these processes there will be a number of additional buttons.  Eg. In the Suppliers process you have buttons for Personal, Supplier Details, Accounts, Supplier Notations and Enquiry.
When you create a new Supplier record, you will need to complete the fields on the following screens before the record can be successfully saved.  If you do click on Save from the Personal Screen in the following process, you will receive errors indicating the required fields from remaining screen has not been completed.
[image: image41.png]VIsAGE

O Favourites |

[ armCustomers |
25, personal

i Accoms

5 —

User Filds

2 e

NoteLog

1
Pricng

Requred
s

Enguires

QLPOEABLVIE

2

Customer Code

Customer Name

Normal Currency [11o Selection

Alpha key.

Statement to

Delivery Address-

Account opened  19/10/2016 AB.N

Address

Suburb

State

Postcode

Country [ AUSTRALIA

Accounting Contact

Contact.

Title
Bhone Ho
Fax Mo

Mobie No.

OFax OEmail

©prnt Duplcte Statement [

Y s conged [
o

web change Date [N

Postal Address-

Address

Suburb

stte

Postcode

Country  |AUSTRALIA

Account Details-

Terms Code Selection Required

Settlement %

Discount Terms | No Selection

Discount %

Credic Limit
WET Exempt No

PPSR EXpiry

Trade Disc %

Aways quote [

Web Page

Rebate Partner

Referring Customer





Figure 23: Multiple screens of information required when creating a new record
Shortcut Keys for Navigation (on a multi screen process)
Ctrl + Tab will move to next screen (eg. Ctrl Key plus Tab key)
Ctrl + Shift + Tab will move to previous screen (eg. Ctrl plus Shift plus Tab key)
Single screen process 
A number of processes in the system display records in a table as below.
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Figure 24: Entry screen where records displayed in a Table
Creating or adding new records to Tables

When creating or adding a new record to a Table
· Click New

· Position cursor at first input field
· Enter required data for each field of the process.  Fields identified with a red label are mandatory fields.  Fields that do not have a red label are not mandatory and may be left blank if necessary.
· Click on Save Button when data entry is completed, and the entry will be added to the Table.
Creating or maintaining records in a Process

Using Mouse right click option
Throughout the Viságe system in a field in any screen where a Maintenance Process is referenced but no record exists in that Maintenance process, all you need to do is follow the steps as listed below.
Eg.   If you are creating an Invoice for a Sale to a Customer – and you are in the Sale Process and you get to the field to enter the Customer Code that will be charged with this Transaction, then you discover that an entry for this Customer does not exist on the Customers file.   

· Position cursor in Invoice to / Customer field.
· Right click with the mouse and you will be presented with a number of options including Enquire and Maintenance.
· Left click to select Maintenance Option.
· You will be taken direct to the process to Maintain/Create a record for this Customer.
· Create the record, completing all required fields of this process.
· Save the record.
· Exit the Maintenance process.
· You will then be taken back in the Invoice to / Customer field of the Invoice where you can then use the code for the customer record you have just created.

This feature exists throughout the Viságe system – where instead of exiting the current process you might be in, and navigating to the process required to maintain the entry for that field you only need to use the right click Mouse feature to Zoom to the Maintenance process, Create and save the record in the Maintenance process, Exit and return to the original process, use the new code just created and you are on your way to completing the Transaction.

Data Enquiry 

Each Menu in Viságe has an Enquiry Menu.  In each of these menu’s you will find many Enquiry options. Eg.
 A/R - Debtors Account Enquiry 

   
A/P – Supplier Account Enquiry


Inventory – Inventory Enquiry




Inventory Expected etc.


General Ledger – General Ledger Enquiry etc.. etc..
To perform an Enquiry, you would ‘generally’ have to locate the required Enquiry screen in the associated Menu.

But if you were already in a field in a process, and that field had an enquiry option available, you would not need to exit the process to navigate to the nominated enquiry process, all you will have to do is use the Mouse right click option (see next section)
Using Mouse right click option

Throughout the Viságe system in any field in any screen where an Enquiry can be performed on that field, instead of navigating to the Enquiry Menu, selecting the Enquiry process, you can utilise the Mouse right click option.
Eg.   If you are creating an Invoice for a Sale to a Customer – and you are in the Sale Process and you get to the field to enter the Customer Code that will be charged with this Transaction and then you decide that want to check this Customer’s account Balance 
· Position cursor in Invoice to / Customer field.

· Enter Customer Code. (You can leave this field blank at this point, if you wish)
· Right click with the mouse and you will be presented with a number of options including Enquire and Maintenance.
· Select Enquire Option

· You will then be taken direct to the Enquiry process for this Customer’s account with the details displayed for the nominated Customer’s account if you have already entered the code for the Customer.  If you left the field blank in the second step of this process – when you get to the Enquiry process the customer code field will be blank.  You can then enter the code for the nominated Customer.
· When you have completed your Enquiry in this process click the Exit button
· You will then be returned to the Invoice to / Customer field in the Sale process.
The Enquire feature (via the right click Mouse option) is available throughout the system from selected fields. 
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