\_
4

' e
A

Ny
BNSN

7

4

RN
y
/

=

Tradex Active
User Guide

@
CAUSEWAY

the construction software people

Causeway Technologies Ltd
Comino House, Furlong Road, Bourne End,
Buckinghamshire SL8 5AQ
t: +44 (0)1628 552000 f: +44 (0)1628 552001
e: support@causeway.com

www.causeway.com

© Causeway Technologies 2008



Vi S g

Tradex Active

User Guide

Index
[ o o 11T [N o OSSP 3
Tradex ACtIVE LANAING PAgE........cciiiiiiiiieiis citteeitie st e et s e et e et e e sate e e st e e sstaeeaateeebeeessaeeaseeeansaeeasseaesseesnneaennseenn 5

FUNCHIONS ...ttt h bbb btk e h e ekt eh e e e Rt e s e 4 b e oA e e e bt oAb e e bt e b e e b e e eh e e e he e e an e esneenb e e e e b e enne s 5
Creating and SENAING AN INVOICE ......ccciiiiiiiis certieesiteeeseee st e e stee s steeesbeeestaeeabeeessseeaaseeeasseeaasseeanseeeassesaaseeesnseeensseeanes 6
[T To T 01U ] o1 1] (o) =T SRR 6
Select your customer from your @ddreSs DOOK.......  cooiiiiiiieiiie et ane 8
Entering the iNnvoice header INfOrMAatION.......c... coiieiie e e e ree e st e e s ee e et eestee e sreeeenseeesraeeennes 9
LT a1 C=TaTaTo = Lo TN (Y o N T = SRR 10
L= i aTo U o J= W L= A oW o] = RS PPRRP 13
(@11 g (0] g o1 o] o - ST P PO TPPPRPP 15

E_& i
© Causeway Technologies 2008



Tradex Active
User Guide

Logging on

A registered Tradex Active logs in by going to http://www.buildingregister.com/

@ About Us | Customers | Feedback | Call me back | Register | Sign in

BUILDING REGISTER

1st October 2009

Landon 15:2(:45

= Access
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Revamp Union Square, Aberdeen

CEF Raise Awareness Of 'r search by er J a company nan
By s [reeccovemvv e ]
Regulations AR =

et |

Wit wierg GO . _-gle SORPAY  * sooxrare o 2 2.

E The fastest way to search and select ‘
verified sub-contractors and suppliers | ore

Site map | Terms & conditions | Privacy policy | Causeway | Click here for more info @ Copyright 2009 Building Register Ltd. All rights reserved.

and hover over the ‘Free Invoicing’ tab and then clicking on ‘Tradex.Active’

The login screen below will be presented:

WA SLA LS/ SRS T . | ] ] e s e |
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@ Home | About Us | Customers | Feedback | Call me back | Register | Sign in

BUILDING REGISTER

Logon to Tradex Active

= Er Lo | bdemo@gmail.com
Password U

If you are not already registered to use Tradex Active and would like to then click here .

Read the Tradex Terms and Conditions here .

Continue Cancel

Site map | Terms & conditions | Privacy policy | Causeway © Copyright 2009 Building Register Ltd. All rights reserved.

Your login name and password will have been supplied to you as a registered user. After logging in you will see
the following screen:

Tradex Active

Tradex Active should have opened in a new window.
If it has not, please click here

Switch to this
tab to see the
‘Tradex Active
home page

You now need to switch to the other tab in order to see the Tradex Active home page

WA AALA LSS 7 / SRS T . § ] ] e s e |
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Tradex Active Landing Page

Having successfully logged in the user will arrive at the Home Page for Tradex Active:

—— @ Set up in just )
TRADEX a couple of minutes 77, .\

Tradex Active
User Guide

Home Help Logout

Home

Customer Invoices
Customer Orders
Supplier Invoices

My Account

B i
Tradex Active
=P Create a new invoice \
| =» Invite a customer to send orders ‘
‘ =» View your Account Details \
Functions

A number of functions are available to the user:

1. Create and send an invoice to one of your customers
2. Invite a customer to send you orders
3. View your own account information
4. View invoices that you have sent
5. View invoices that you have received.
P AL S USSR RN .. |

Recent Sent Invoices

Ferodo Brake Linings £57.60
0 £14.66
Priory Group £158.07

Invoices sent 3
[ Invoices received =9
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Creating and sending an invoice
Finding your customer

After clicking on ‘Create a new invoice’ on the home page the user will be presented with the select customer
screen below:

S— @ Setup in just —
TRADEX a couple ofiminutes 7, Home Help Logout

Create a New Invoice - Select the Trading Partner - Create page 1 of 2
Select a customer to invoice. Help is available here > ‘2

Page1of67 : |1 |23 4 56 7 8 9 10 Next> Last>> : Gotopage | |

You can search for items in this list by typing text to compare against in the fields below

| | | | 1 | g

o JAddress ______________|Phone ||

Ferodo Brake Linings 23 acacia ave

Priory Group Rookery Hove Yes
E‘ Sillars (B Silicon House Yes
E‘ 1st Contact Recruitment No
4 Learning Ne
4 Limited No
409 Project Ltd No
dimprint No
A B Gerrish Ltd A B Gerrish Ltd No
A D BLY CONSTRUCTION LTD ADBLY CONSTRUCTION LTD No

=P | can't find my customer!

*Required fields Cancel

There are two of ways of navigating through the customer list:
1. Moving through the pages using the page selection functions
2. Searching for a customer by typing information in the search argument boxes

When you have located the customer to which you wish to send an invoice click on the appropriate radio button in
the Invoice column to the left. See below:

Your customers have a ‘Yes’ in the right hand My Customer column. Other companies listed with a No in this
column are existing Tradex users that do not have an established Tradex Trading Relationship with your
company. If you wish to send an invoice to one of these companies you will need to contact them first to ask them
permission to create a Trading Relationship within Tradex. If you select a company that is not one of your
customers you will be given the opportunity to add it.:

WA SLAL S/ S OEr T . | I ]
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To add the customer click on the ‘Add the customer to your address book’ button

This customer may now be added to your address book.

A A S S PSR T
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Select your customer from your address book

Now click on ‘Send invoice to the selected customer’

© Causeway Technologies 2008
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Entering the invoice header information

The user will now be presented with a screen to enter invoice header information:

The invoice header screen will be pre-populated with the information that Tradex holds on your selected
customer. You may enter additional information such as PO number, Delivery Note number and Contract number.
Please be aware that some businesses will not accept an invoice unless correct PO numbers etc are supplied.
Tradex only requires that you enter an invoice number.

The invoice number may consist of any alphanumeric number/letter combination. It must not contain any
special characters such as * or /

Having entered the header information you now need to click on the drop down as indicated in the screen image
above to select the Add item line function

© Causeway Technologies 2008
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Entering an item line

After clicking on the Add item line the following screen will be displayed:

Please note the mandataory fields, which are: Quantity, Unit of Measure (UOM), Vat rate and Vat code. You will
of course normally enter an Item ID and possibly a description.

It is necessary to confirm that the calculated VAT is correct by checking the box as shown. When you are satisfied
that the data entered is correct click on Save and you will be returned to the Invoice screen as shown below:

© Causeway Technologies 2008
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You may now enter another item line or confirm that the invoice is correct and send it to your customer by clicking
on Submit.

Your invoice will be delivered to your customer in 1 of 2 ways:

1. If your customer is a fully connected Tradex Customer your invoice will be directly imported into his
accounting system

2. If your customer has been set up by you or is another Tradex Active user he will receive an email with a
link that will enable him to view and download your invoice as a pdf file.

Having submitted your invoice you will be presented with this screen:

© Causeway Technologies 2008
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Clicking on OK takes you to the screen that displays all your sent invoices:

At this screen you have the choice of either sending another invoice or going Back to the home page

© Causeway Technologies 2008
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Setting up a new customer

When you are presented with this screen you have the option of adding a customer to your customer list:

To action this click on ‘I can’t find my customer’. You will then be taken to this screen:

© Causeway Technologies 2008



Tradex Active
User Guide

By filling in the details on the screen above and clicking on ‘Add to my address book’ you will have set up a new
customer for you to send invoices to. Customers set up in this way will receive their invoices via an email
containing a link to a pdf document.

© Causeway Technologies 2008
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Other functions

From the home page the user can also view invoices send and invoices received.

A summary of recent invoices is displayed in the top right window. To assist with security you should always
logout when you have finished using Tradex Active. Logout is at the top right of the Home page.
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