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Installation

Chapter 1

‘Welcome

‘welcome to the QuickUSE Accounting Setup
program. This program will install Quick USE
ACcounting on Bour computer.

It iz strongly recommended that you exit all \Windows programs
befare running this Setup pragram,

Click Cancel ta quit Setup and then close any programs you
have mnning. Click Mext to continue with the Setup program.

‘wWARMIMG: Thiz program iz protected by copyright law and
international reaties.

Unauthorized reproduction ar distribution of this program, or any
portion of it, may result in severe civil and criminal penalties, and
will be prozecuted to the maximum extent possible under law.

Cancel |

Software License Agreement [ %]

Please read the fallowing License Agreement. Press the PAGE DOWN key to zee
the rest of the agreement

=

[HuickUSE Accourting License Agreement -

The software which accompanies this license (the "Software'"] iz the property of
QuickBlZ Solutions Sdn. Bhd. or its licensors and iz protected by copyright law. While
QuickBIZ Solutions Sdn. Bhd. continues to own the Software, you will have certain rights
ta usze the Software after pour acceptance of this license. Except as may be modified by a
license addendum which accompanies this icense, vour rights and obligations with
respect to the use of this Software are as follaws:

'ou may:

1. use one copy of the Software on a single site and up to 5 related companies. The
Single Site Licence for multiple company set-up in QuickUSE Accounting rmeans that you
are allowed to register your 2nd to Sth company only if they are part of the same group as
the 1zt company and the accounts are kept at the zame office. Y'ou cannot resell your

=
Do pou accept all the terms of the preceding License Agreement? If you chaose Ma,

will claze. Taoinstall QuickUSE Accounting, pou must accept this agreement.

< Back

User Information

Type your name below. 'f'ou must also ype the name of the
company wou work: for and the product serial number.

Harne: [MaNAGER

Lompany: IDEMDNSTF!ATIDN LTD

Serial: IqU-U1 0001

12

< Back I Nest > I

Cancel

Figure 1-1
QuickUSE Accounting Setup

Welcome!
Click 'Next' to continue.

Figure 1-2
QuickUSE License Agreement

Read the software license
agreement. Click 'Yes'to
continue.

Figure 1-3
QuickUSE License Agreement

1. Type in your ID and your
company's name. Fill in the
serial number of your

software.
[Z

2. Click 'Next' to continue.




Chapter 1 Installation

Chooze Destination Location [ x|

Setup will install QuickUSE Accounting in the: following falder.
Tainstall to this folder, click Mext.

Toinstall to a different folder, click Browse and select anather
falder.

You can chooze not to install QuicklJSE Accounting by clicking
Cancel to exit Setup.

Destination Falder
IVC. SProgram Filesh\BuicklUSE Accounting

< Back Cancel |

Select Program Folder [ x|

Setup wil add program icons to the Program Folder listed below.
‘rou may type a new folder name, or select one from the existing
Folders list. Click Mest o continue.

Program Folders:

IQuickUSE Accounting

Ezisting Folders:

Accessones

Adobe

Micozaft Works
Online Services
[uickUSE Accounting

< Back Mext > Cancel |

Setup Complete

Setup has finished installing QuicklISE Accounting on pour
cormputer

Setup can launch the Read Me file and QuickUSE Accounting.
Choose the options you want below.

Click Finish to complate Setup,

Figure 1-4
Choose Destination Location

Click browse if you want to
change your destination folder,
otherwise click 'Next' to
continue.

Figure 1-5
Select Program Folder

Select your program folder.
Click 'Next' to continue.

Figure 1-6
Setup Complete

Setup is complete. Remove
your CD and click 'Finish' to
exit setup.




Chapter 2  Getting Started

Figure 2-1
5 : Company Profile
ComparyMame  [DEMONSTRATION LTD ﬁ Accept p y
ReferenceNa  [571166-1 -
i RETIETITE _Goed | 1. Key in your company name, number,
[FEMONSTRATION COUNTRY address, telephone, fax number and
| contact person.
Telephone No TH222-522 Fax Mo 7az2z22am Z
e };ZT‘,?EHW - 2. Specify the start of your company’s
financial year.
Beognning Period  |[January | [The start of the Ii'lanc:ldyear]ﬁ —
C Symbol
O . 7% 3. The default currency symbol shown
here will appear on your statement or
D ata Path |C:\ngram Files\QuickUSE Accounting'DATADDD3 b| I I mgs
(==
Tip: How to get your company’s access code 4. Key in the access code.
1. From the General Ledger screen, click on ‘Maintenance’ . ; =
on the menu bar. 5. Click ‘Accept’ to save.
2. From the drop down list, click ‘Access Code’. —
3. Click ‘Print Form’. Fax the form back to us.

4. After you have received your access code, go to the main
menu and click ‘Access Code’.
5. Key in your access code and click OK to accept.

QuickUSE | _ 5] x] R
File  View | Mantenance Help Flgu re 2'2
Company Profile Seti
Ea\t?ulélentleSetti: ¢ Master Menu
Tax Type Setting
Usseig 1. Key in your entry date. The date here is
0e Passw -
Lok Enty e /SE F/ " S the default date on all your data entry
E;:::L:‘: Wg f::’;ﬂ' Receivable Payable screen.
— nting Homepags (=
DEMONSTRATION LTD 7 N % 2. This is the last entry date.
’("_“"‘r:' Inventory ((am" ol —
g Conirol g
3. Key in your user name.
Entry Date Mﬂmmmw ﬁ o mﬂf’ Exit - =
Useibame  [MANAGER ‘E} S . - 4. Key in your password.
Password -ﬁ e
Control Centre W Show Ti uickUSE Accounting E -mail .
s 'E‘" = . 5. Select your control centre, if any.
Call now | DuickBiz Sohsions Sdn, Bhd. 013-3345573 [ [NUM | =

-5



Chapter 2 Getting Started

Figure 2-3
Add/Delete User

User Name DAVID *x- Add User *]b
Stz s - ‘ﬂ’ - Delete User |
Femark Iarketing Déﬂartment
Edt |
—Acoess Right
Access | Edit | Report |

General Ledger i~ ~2 i~

Account Recervable i~ ~2 i~

Account Papable i~ i~ vl

Irwenicing Contral i~ ird ird

Inwventary Control i~ ird ird ‘

USER NAME | REMARK,
AT Account Department
MaMNAGER

1. To add a new user, key in a new user name.

2. Create a system password for the new user.

3. Puta tick in the box where the user can have access to.

4. Click 'Add User" and the new user will be added to the user list.

:
File  View | Maintenance  Help FlgU re 2'4
Company Profile Sefiing H
Cortd Cente Setting Password Setting
Tau Type Sefting
User Setting | —
brcv ﬁzﬂml 2 %
R0 Change Password
D ate Farmat
Access Code s
Old paszword: I Ok é
Mew passwaord: [ g Cancel
T
EntyDate  [oi/01/2000 | 01/01/2000 @ &er' ﬂ
User, Exit,
User Mame |M.~’-N.6.GER k?rx;.e Maintenance Accounting
Password |
LCantral Cenlre I SI W Show Tip wickUSE Aceounting E-mail
Change user password [ [MUM |

1. To change your password, click change password under maintenance and key in your new password.

2. Click OK to accept. A confirm password screen will appear. Key in your new password again and click OK
to save.



Chapter 3  Create Master Files

G/L Account Code Maintenance - General Ledger
Eie Yiew Entry |nguiy Feport Maintenance Help

olx  Figure 3-1

General Ledger Account Maintenance

oL AR AP N ST M 4 » 1 WHERO S| 2w

G/ Code Wg ﬂ Save ﬁ

Account Name  [Bank 1 a al Delete |

Mew/Cancel |

Ezit I

Type 1. Cunent &ssets vl ﬂ
Search Group 1. Cash & Bank -Lﬁ Opering }
Balance

4 HUM

For Help. press F1

Type in an account code (up to 10 numeric characters).

Type in an account name.

Select an account type (such as Fixed Assets, Current Assets, Current Liabilities, etc.).
Choose a search group, if applicable.

Click 'Save' to accept.
To put in the opening balances of all the general ledger accounts, go to GL Account Maintenance and click
on the opening balance tab. (Please refer to Chapter 4 - G/L Opening Balances).

o kr~wbdpE



Chapter 3 Create Master Files

"/ Customer [A/R] Maintenance - Account Receivable

File Wiew DataEntry |Inquiny Heport Maintenance Help

=Bl Figure 3-2

6L AR AP I ST | 0 4 > M BuEEBEE el 2 W

Customer (A/R) Maintenance

©oNo R~ WDdDE

el el ol el =
O bh wWNERERO

For Help, press F1

AR Code Wﬁ-g Deelivery Address ﬁ
Customer Name lm— _ﬁ_g
Address ﬁ 1-1 & Friend 5t —

& Friend Countiy

Telephone No 788-4555 FaxMo THE-4522

E-Mail Address |af|iend@ yahoo

Cantact Person |M slane

Save ﬁ

Dielete : |
Mew/Cancel |
Exit |

Opening
Balance

P dﬁ‘bd— G/L Posting Code 5
nalysis Code FdiDavi ( Debtor Control Cade [12100 = F- G4 Trade Debiors
Statement Tupe  |OPEM ITEM =
. & {a' Sales Code -ﬁﬂsnno.m Q4 Sales - Magazie
Erms 30 d N
137 davs Tax Type [73 _!;, @ 5% Taable

Credit Lirnit 100.,000.00

CERY

Remark %ﬁ- | M Currency Symbol % '&

(LT B Y

Type in your customer (A/R) code (up to 10 alphanumeric characters).

Type in the customer's name.

Fill in the customer's address, telephone & fax numbers, etc.
You can click here to key in your customer's delivery address.
Key in the analysis code, if any (such as salesman, area, etc.).

Select the statement type.

Key in the credit term.

Key in the credit limit amount.
Select the A/R control account.

. Select the default sales code.
. If applicable, select the tax type. (Tax type is created under Tax setting in Main Menu).
. Key in any remarks about this customer, if any.
. Key in the currency symbol for this customer.

. Click 'Save' to accept.

. To key in the opening balances, click on the 'Opening Balance' tab. (Please refer to Chapter 4 - A/R Opening

Balances).



Supplier [A/P) Maintenance - Account Payable H
File “iew DataEntry Inqury Fepot Maintenance Help Flgure 3-3 .

GLAR AP N ST 4 (b N B ESe T W Supplier (A/P) Maintenance
AP Code psumﬁ: gl o oo
Supplier Hame IA Elue Lid ﬂ' g Delete I
Addiess |2A Blue St = =

ﬂ & Blue Country %I

Telephone Mo 02-052001 Fax Mo IDE-DEZEIJ‘\
EMail Address |

Contact Person  [Ms Celia

G/L Posting Code | Creditor Control Code: |31 100 g Trade Creditors

Puchase Code [eri000T Qi Puchase - Magazine ﬁ ‘
Taw Type ﬁ‘ T3 g Terms ﬁ Igu days
Credit Lirit 100.000.00 Currency Syrmbel |$ ﬁ
Remark m

For Help, press F1 9

Type in your supplier (A/P) code (up to 10 alphanumeric characters).
Type in the supplier's name.
Fill in the supplier's address, telephone & fax numbers, etc.
Select the A/P control account.
Select the default purchase code.
If applicable, select the tax type. (Tax type is created under Tax setting in the Main Menu).
Key in the credit term.
Key in the credit limit amount.
Key in the currency symbol.
. Key in any remarks about this supplier, if any.
11. Click 'Save' to accept.

12. To key in the opening balances, click on the 'Opening Balance' tab. (Please refer to Chapter 4 - A/P Opening
Balances).

©ooN R WDNE

-
o



Chapter 3 Create Master Files

« Inventory ltem Maintenance - Inventory Control F i g u re 3_4

File Yiew Erty |nquiy Hepot Maintenance Help

Lam AP N ST K < > M P BRe 2w Inventory Item Maintenance

No gk~ owE

o

10.
11.
12.
13.
14.
15.

For Help, press F1 28 NUM y

Item Code |DLDUMJD ﬁ J ﬁ‘l Iy erlorylta'n ‘ % Save I

Ikem Description LCCI Boakeeping And Accounts 1

- Author  Frank Woad
- Intemational Sudents Editon I

Categosy Reference ﬁ

Urit Df Measise  [books ﬁ.

S.les Piice (STD) EO0LQME Cost Pice (STO) | 1558 -I&
MrimamLevel | M Reoder Quanity | ';ﬁ' 10000
Balance Quantity I 0343

G/LSalesCode  [51100.02 O. Sales - Rufuurl;eBud&
G/L Purchase Code [51100.02  C) Purchase - Reference Book

TaxType |13—g 5% Taxable m'

Key in the item code. Each code must be unique and can be up to 25 alphanumeric characters.

Select inventory item or service item.

Key in the item description.

Key in any additional description or information about this item. (Unlimited lines of description)

Key in the inventory category.

Key in the unit of measurement (eg. Pcs, Boxes, Kg., etc.).

If you key in the standard sales price here, the price will be defaulted when invoicing but you can still change
it.

Key in the standard cost price. This default price can be changed anytime when entering transactions.
Key in the inventory minimum level for this item.

Key in the reorder quantity. By doing so, you can print a inventory reorder list anytime.

This will show the item balance quantity.

Select the default G/L sales code.

Select the default G/L purchase code.

If applicable, select the tax type.

Click 'Save' to accept.

-10-



r{'l"'-". Acconwnd

Airetenan,

DOpening Balance Figure 4_1
G/L CODE | NAME [ amounT [ G| AP« H
100 Pelty Cash 500.00 G/L Openlng Balances
11200 Cash On Hand %}

1310 Bank 1 1.245,780.50

11320 Bank 2

11330 Dummy Bank For A/R &nd A/P Contra ﬁ

12100 Trade Debtors 127 500.00 127 500.00 g
12200 Provision for D oubtful Debts

12300 Other Debtors

13100 Stock

13100.01 Stock - Firshed Goods

13100.02 Stock - Faw Mateials
1310003 Stock -Work in Progress

14100 Deposits
14200 Prepaid Expenses
14300 Employee Advances
15100 Loan Recervable
16100 Directar's Account
25100 Dffice Equipment 80,000.00
25100 Accum. Depn - Oifice Equipment
25200 Furmiture & Fistures 111,000.00 =l
[ 1.679.780.50 Total Debit
| 1.679.780.50 Tatal creﬁﬁ Exil | | iwsﬁ

1. Key in the opening balances of all the G/L accounts, including all Debtors and Creditors control accounts.

2. Once you have keyed in the individual opening balances of all your debtors, the amount shown under A/R
should agree with your debtors control account.

3. Once you have keyed in the individual opening balances of all your creditors, the amount shown under A/P
should agree with your creditors control account.

4. If everything is keyed in correctly, the total debit and total credit should tally. *The system will not accept if
total debit does not equal total credit.

5. Click 'Save' to accept.

Tip: Before you key in the opening balances, you will have to set up all the G/L accounts in the G/L account
maintenance. (Refer Chapter 3-1).

-11-



Chapter 4 Opening Balances

Dpening Balanoe

Dzl
Refenerce Ho
Ao

Figure 4-2
A/R Opening Balances

1. Key in the date of the outstanding

ﬁ*ﬂ}

DATE

EIDFOEE:]
21993

Figure 4-3
A/R Opening
Balance
Modification

Reference Ho IINH"E?HIZI

invoice
—
Key in the outstanding invoice
number.
—
. Key in the invoice amount.
—
. Click 'Add' to key in more
outstanding invoices
—

. When all invoices have been keyed

in, click 'Save'.
—

. To modify the opening balance,

highlight the invoice to be modified.
o

. Edit the highlighted invoice and click

‘Save' to accept the modification.

P s

o [ E0m




Dpening Balonce

Date 1n12193

Reference Mo |INVIE1100 ﬁ

Figure 4-4

Amourk .

DATE [ REF MO

TA2AEET  INVENIH

Figure 4-5
AP

Opening
Balance
Modification

AN2A93 MV Dpening Balance

ﬁs‘“ A/P Opening Balances
a —|Edd |
M Eae | 1. Key in the outstanding invoice date.
Lancal |
—
: f"ﬁ%' 2. Key in the outstanding invoice
number.
—
Date FRFRED] Save ﬁ.' 3. Key in the outstanding invoice
RefeenceMa  [IMv3TIZ00 adi | amount. ]
Amourk [ 15
ﬁl 4. Click 'Add' to key in more
e | outstanding invoices.
[Date [ AEF MO | AMOLINT | —
ETiGE = I i 5. When all the invoices have been
keyed in, click 'Save'
—

242 Tokal I 14.525.00

-13-

6. To modify the opening balance,

highlight the invoice to be modified.
—

7. Edit the highlighted invoice and click
‘Save' to accept the modification.

—




Chapter 4 Opening Balances

. Inventory Adjustment - Inventory Control

Fle_Vew Eniy Inquy Beparl Mainienence Hep Figure 4-6
or am ar N osT BB TG 2 W Inventory Opening Balances
. i r Save
Adiustment No 40 00001 jo5, 1 Type | (N] for invertory —_—
‘- adustment in New
Reference No 0/Bal & 2 Type O (OUT] for imventory | ——
Date iR S s |
Description |Opering Balance 3 _ Pt |
Esit
ITEM CO... | DESCRIPTION [1vPE [ QuaNTITY | umIT CosT | AMOUNT [~
FALO01 A4 210 4257 man TN 4500 reams 5 7250000
Ragon £5 148 1 210men IN 40000 reams £.00 240,000.00
ﬁ Lettes Bx 12 in 150 s s g 105.000.00
P Falio 81/2X12in Fi; ams 42.000.00
PB4001 Computer Paper 1pl 95211 (1600) 1N 15200 reams 2800 42560000
BFODTE  RedLeaf Biue Calour IN 7600 pes 030 228000
RRO0IF  RedLesf Red Colour IN 4530 pes 030 1.359.00
PPOOT-E  Parker Blue Colour IN 2992 pes 030 259760
PRODIA  Parker Red Colour IN £000 pes 153 918000
FBOD1-BL  Parker Black Colow IN 9822 pes 153 15.027.66 |
LY - Wogue Magazing IN 1120 books 257 267B.4
A4 ACCA Auditng IN 1452 books 50,00 F2.E00.00 ;I
Neglten Inventory
_ Miustment
For Help, press F1 REC [ [NUM | Se—

Key in the Adjustment No.

Key in a Reference No. for this adjustment.

Key in the opening balance date.

Type in a description, eg. Opening Balance.

Select an item code.

Under Type, key in'I' for adjustment in and 'O’ for adjustment out.

Key in the opening quantity.

Key in the unit cost.

. Click 'New Item' to add more items.

10. When all the opening balances of all the inventory items have been keyed in, click 'Save' to accept.

© oo N A WDNRE

Tip: It is important that you set up all your inventory items in the inventory item maintenance before you
proceed to key in the opening balances. (Refer Chapter 3-4)

- 14-



Chapter5 Daily Data Entry

.. Cash Book Payment Entry - General Ledger |_ =] x]

File Wiew Entry Inquiy HBeport Maintenance Help

©oNo kWD E

el ol el
W N RO

GL AR AP IV ST | 4 d | NE AR 2 R
Transaction WMo |GLPODOOT PAYITENT Update Ta GAL
Sales &rea 51 -g Local Sales Delete
Cash /Bark &/C [11310 ' Q| Bank 1 Hew
Cheque / Ref Mo |5US178063 | Batch Saving
Date 0140142000 Fiint Youche
Diescription Mator Yehicle & Eait
~ /L Code Bill / Ref Mo Drescription Tan Tvpe, - b — Amount -
25600 -E»ﬂ?nez 2§ [Motor vehicle .ﬂ. |T3 mr{;}ns 500.00
Mator Vehicles \ i 5,775, DU 121,275.00
G/L CODE | WAME REF MO DESCRIPTION ' TYPE | TOTALAMT
72401 Motor Yehicle Inswance 7082_ T3 1.73250
72402 Motor Yehicle Road Tax 7082 T3 598.50
- 5 Update To GAL
4 &—J | |
Batch Saving i&—
Mare ltem Erase Item | 1/3 _— Total I 123 ,606.00
For Help, press F1 1./59 MUK

entered all the items in the payment voucher).

=
N

. Click 'Update to GL' to accept.

-15-

Figure 5-1
Cash Book Payment Entry

Caxh Book
Payamen:

Select the control centre (eg. department, project, etc.), if applicable.
Select the Cash/Bank account from which this payment is made.
Key in the cheque/reference number.
Type in a description to identify this payment.
Select the G/L account to post this payment entry.
Key in the bill/reference number.
The description you type in 4 above will appear here but you can change the description if you like.
Select the tax type, if applicable.
Key in the amount.

. The tax amount will be shown here (calculated based on tax type selected in 8 above).

. The gross amount will be shown here. Press enter.

. This screen will appear. Click 'Batch Saving' to accept if this is the payment amount.

. If there are more than one G/L accounts to post, click 'More Item' (repeat Step 5 to Step 12 until you have



Chapter 5 Daily Data Entry

Cash Book Receipt Entry - General Ledger

File View Enty Inouiy Repot Maienance Help == Figure 5-2
oL AR AP N ST > W RATE O 2R Cash Book Receipt Entry

Trarsacion o |GLAO0OD! RECEIPT Update To G/
Sales fvea W# QU Localsaks Delete
Cash / Bank A/C [11310 _Q,j Banuﬁ New

Cheque / Ref Na Wﬁ} Batch S aving
Date IW Piint Voucher

Desciiption [Flental - Jan'00 -
G/L Cods

Eil / Ref Moy Descaption Tan Typey — Amount -
“ 1100 ﬁ.o. [z00 {&Henta Jan0 .ﬂ. I 'Ia' F 5,000 00
[Rental Inclme ﬁ %

250,00 5.250.00

G/LCODE | MAME
81100 Fental Income

%:% Update To GAL |
d

Batch 5 avin -
_Moreltem | Eraseliem | [T gan_cel : ¢|
For Help, press F1
1. Select the control centre (eg. department, project, etc.), if applicable.
2. Select the Cash/Bank account to which this receipt is banked in.
3. Key in the cheque/reference number.
4. Type in a description to identify this receipt.
5. Select the G/L account to post this receipt entry.
6. Key in the bill/reference number.
7. The description you type in 4 above will appear here but you can change the description if you like.
8. Select the tax type, if applicable.
9. Key in the amount.
10. The tax amount will be shown here (calculated based on tax type selected in 8 above).
11. The gross amount will be shown here. Press enter.

[EY
N

. This screen will appear. Click 'Batch Saving' to accept if this is the receipt amount.

. If there are more than one G/L accounts to post, click 'More Item' (repeat Step 5 to Step 12 until you have
entered all the items in the receipt voucher).

. Click 'Update to GL' to accept.

[EY
w

=
N

- 16-



Other G/L Jounal Entry - General Ledger

|- [5] %] .
File “iew Ernty Inguiy Heport Maintenance Help Flgure 5'3

oL ar ap ST 0 VB HBERIOL 2N Other G/L Journal Entry
Transachon Mo [INLODO0T JOURNAL *& Update To G/L

T —? 1 " pee |

Date 10/01/2000 New

G/ Code 23300 ;l Accued Expenses ﬁr 5

Reference Mo [3175 *ﬁ} Batch Saving

Description Director's Remunerstion - Jan0l Jorny Frirt Voucher

T Type 49 Q| Exit |

Deil 5 _ﬁ 0.00 Credt I_-ﬁ. 10,000.00

G/LCODE_| NAME BEFND DESCRIPIION

_Molem | Ersetten | [T 20 To [ 1000000 1000000
For Hedp, press F1 1/ [ [MUM |
1. Select the control centre (eg. Department, project, etc.), if any.
2. Select the G/L account code.
3. Key in areference number for this journal and type in a description to identify this journal.
4. Select the tax type, if applicable.
5. Key in the debit amount here.
6. Ifitis a credit amount, key in here.
7. The debit and credit entries will be shown in the light blue screen. The total of the debit and total of the

credit entries must tally.
8. Click ‘Update to G/L’ to accept.

-17-



Chapter 5 Daily Data Entry

"7 Sales Data Entry - Account Receivable [_[=]>

File View DataEntrp Inquiy Beport Maintenance Help

jorax se T EREE BT DG 2 R

Note

1. Enter positive amaunt for Invaice / Debit Mate. |
2. Enter negative amaunt [ - | for Credit Mote.

3. To edit, click on the blug invoice ling, and then

General Ledger Account
51100.07 Sales- £.000.00

: Elpdate Ta /7|

000 =
Frint.
Exit

click on the white boxes to make changes.
4 Click 'M' to add mare G/L item analysis.

& Friend Ltd :
[A/RCODE  SALESAREA  REFND DATE DESCRINGON EMOUNT
[&F 001 st - [af+rozoocge For/o /2000 saLEs I_{a’ £.000.00

fitf |
2.000.00
-500.00

AT

AFODT 51
AFODT 51

AF02001
CHO2000

01/01/2000  SALES
01/01/2000  Credit Note

Add Invoice Eraze Invoice

Totd | B.500.00
R B TV

For Help, press F1

Select the A/R (customer) code.

Key in the invoice humber.

Key in the invoice date.

Key in the description.

Key in the invoice amount. Press enter.

No gk~ owhe

you can edit it on the white boxes.
8. Click 'Update to AR

- 18-

Figure 5-4
Sales Data Entry

Select the control centre (eg. department, project, etc.), if applicable.

The entries will appear in the bottom light blue window. To edit any entries, simply highlight the entry and



If you need to analyze your sales invoice amount over several sales accounts, click on the 'M' button at the end of the white
boxes. The screen below will appear.

Sales - G/L Analysis Entiy [Post to difference G/L account) [ 2] =]
Sales Area . 52 Save
Reference Mo @ AFO105 ﬁ_l
Customer Name : A Friend Ltd Add G/L ltem |

A
BACode  [5t100m  Q[FEEHagene ﬂ- Erase G/L ltem |
TaxTwpe 13 Q4 -)& 50.00
Amount I_ﬁ 1,DDD.hD- Cancel |
= Enan Click “Add GAL Item' button to add mare G/L item
Gross Amaunt [ analyzis or press "SAVE" button to escape
Bounding ¥ [Auto corect tax rounding)
G/ CODE | G/L NAME TPE A ITEM AMT | ITEM TOTAL
51100.01 Sales - Magazine 3 50.00 1,050.00
141 This Invoice Total I 1.080.00

Select the GL accounts, eg. Sales 1

Select the Tax Type, if applicable. The tax amount will be calculated based on the tax type selected.
Enter the net amount of your invoice.

The gross amount will appear here.

Tick here for auto correct tax rounding.

Press enter. The entry will appear in the light blue window below. (Repeat Step 1 to Step 5 until the total
sales invoice amount is entered.

7. Click 'Save' to accept.

ok wbdpE
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Chapter 5 Daily Data Entry

7. Cash Sales Data Entiy - Account Receivable HEE
File VWiew DataEntry |nquiy Heport  Maintenance Help
oL Ak 4P ™ ST P EE B EE el 7 W
ke
Cash/Barkdil— | | General Ledger Account -E]- Update ToA,"Fll
Y
173104 ﬂ,ﬂ 110001 Sales ... 2.000.00 000 -
Bark 1 B
REF Mg SALES AHEA DATE DESCRIPTION . “~, AMOUNT
|csnnnnz£!|sw [Sformzzond |bALES LN -Ia-:nnn ]
Cs00001 51 01/01/2000  SaLES N T UDU U[l

C500002 01./01./2000

SALES

Add Cazh Bill Eraze Cash Bil

For Help, press F1

Select the Cash/Bank account.

Key in the Cash Sale Bill No.

Select the Control Centre, if applicable.
Key in the Cash Sale date.

Key in the Cash Sale amount.

© NG k~wWwDd PR

Click 'Update to A/R'.

The GL account code will be shown here.

Tatal I 3.000.00
CAP [MUM

- 20-

Figure 5-5
Cash Sales Data Entry

The default description is 'SALES' but you can change it if you like.



If you need to analyze your cash sale over several sales codes, click 'M' at the end of the white boxes. The following screen
appears.

Sales - G/L Analysis Entry [Post to difference G/L account] EHE
Sales Area . 51 *k Save I
Reference Mo CS00001 -

Customer Mame : CaSH SALES Add G/L ltem |
A
BACode  [5110001  Qf[SHEsanaane ﬂ. Erase G/L Iteml
TesType |13 Q4 ﬁ 50.00
Amaunt [ 3% 100000 Carcel_|
Y= 1 T50.0m Click "&dd G/L Item"* button to add more G/L item
Gross Amaunt A analysiz o press "S&YE" button to escape
Bounding V' [Auto comect tax rounding)
G/ CODE | GAL MAME ) B TI'YPE A ITEM AMT | ITEM TOTAL
51100.01 Sales - Magazine 3 1.050.00
141 This Invoice Tatal I 1.080.00

Select the sales code.

Select the tax type, if applicable. The tax amount will be calculated based on the tax type selected.
Enter the net amount of the bill.

The gross amount will appear here.

Tick here for auto correct tax rounding.

Press enter. The entry will appear in the light blue window below. (Repeat Step 1 to Step 6 until the total bill
amount is entered.)

7. Click 'Save' to accept.

ok~ wbdpE
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Chapter 5 Daily Data Entry

Receipt Data Entry - Account Receivable 1
File !i Data Enwlnu.iul Beport  Maintenance Help — Flgu_re 5-6
oL AR AP IN ST | M 4 > o (B ELRERE el 7 W Receipt From
ARCode  [UNODIH 'J [Dnited 1d Update To AR Customer Entry
Sales Area |sz 1, To match receipts against invoices, the systerm will match Dalste
Cheaque / Ref No |un:34115n M,E:Hﬁ&'ﬁ,:éﬂpfﬁﬂdﬂa e New
Date Jaor0872000 ® BENOT Ky EHEBUE AT, " Gachsavig |
Descriptian |InvE|S'IIJD1 0 0002.1n 00018 ﬁ Pjint OR I
Chegue Amount lm : Exit |
Balance Allocate [ Soomion ;Iaar;Paymﬁﬁ
DATE | REFNO | DESCRIPTION | INVOICE AMT | BALANCE | PAYMENT

Sj} /1 Bank Account [ 7] x]

01/
19/

Bark A/C Cade 11310{& q Bank1 ‘

Cheque Amaunt 154,400.00 |
EQUE Aol FL Eance‘

Bank Cormmission 59.82

[l | Methmount  [SRfFiEmE

For Help, press F1 12nz | NUM | 4

1. Select the A/R (Customer) code.

2. Select the Control Centre, if any.

3. Key in the Cheque/Reference No.

4. Key in the receipt date. All the outstanding invoices up to the receipt date will appear in the light yellow box

at the bottom of the window.
5. Key in a description for this receipt. Press enter.
6. A second screen appears. Select the Cash/Bank account.
7. Key in the cheque/cash amount.
8. Key in bank commission, if any (for outstation cheques).
9. The net amount will appear here.
10. Click 'Accept' to return to the first screen.

11. The system will automatically match the oldest invoices against receipt. To rematch, simply click on the
‘Clear/Pay All' button. You can then manually rematch the invoices against the receipt by double clicking on
the invoice to be matched.

-22-



Receipt Data Entiy - Account Aeceivable

File Yiew DataEnty |nguiy Beport Maintenance Help

cL AR AP N ST M < > o [INEBED S 7 W

AR Cods (o q| [PriedCd -ﬁ Update To AR |
Sales Area |S? g 1. Ta match receipts against invoices. the system will match Delate
the oldest invoices first automatically, Otherwise, chick
Chegue / Ref Mo |UDS411511 ) _'I:ClearfF;"av.:l;' button Iné&do the matching. Mew
. To match credit notes and pre payments against invoices, p—
Date 30/08/2000 DO NOT KEY IN CHEDUE AMOUNT, Batch Saving
Descipion [ Inv3510010.n DOD2.In 00016 ‘m Pyt OR
Cheque Amounk 194,400.00 Exit
Balance Allocate Thnc Clear/Pay All| =
DATE REFND | DESCRIPTION | INVIDICE AMT | BALANCE | PAYMENT |
J0/1559 (3510011 SALES 14,500.00 14,500.00 0.00
NA2N999 13310010 SALES 100,000.00 0.00 11 eln 1B 1f
01/02/2000 |N 00002 SALES 225,435 183,435.00 42000.00
19/02/2000 |M DOO18 SALES 2.825.4 0.00 7 230,
<l | |
‘ /4 [Select the abave item, and then click on Full OR Part Payment to match theitem) | Ful Payment | Part Payment

For Help, press F1

ferz [ NoM[ 2

12. If it is a full payment, you can then manually rematch the invoices against the receipt by highlighting the

invoice to be matched and clicking 'Full Payment'

If it is a part payment, you can highlight the invoice to be matched and click 'Part Payment'. A white box will
appear for you to fill in the amount to be matched against that invoice.

14. If you need to print an Official Receipt, click 'Print OR'.

15. Click 'Update to AR' to save.

13.
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Receipt Data Enliy - Account Receivable

Fle View DataEnty Inquiy Repot Maintenance Help FIgU re 5_7
oM | @ H
ammmns (ARG BN To Match Credit Note Or Prepayment
AJF Code [pcom Q| [Freld :kl*ﬂpdats ToAJRl
Sales Area |51 il Q) 1. To malch recespts against invoices, the spstem will match elaty
a o bt [ T v e o, 6 _ Dokt |
Cheque / Ref No ICNI]1 0ao0 "Clear/Pay A" button lo re-do the matching. HNew
Dat 0B 2000 2 Tao match credit notes and pes papments aganst invaices, | ———
= DO NOT KEY IN CHEQUE AMOUNT, Batch Saving
Desciiption |ir 00003 Pt OR
Cheque Amount I 0.00 Exit

Clear/Pay |

Balance Allocate | 475,

DATE [REFn0 [ DESC
23/04/2000 M 00003 Sales
31,/05/2000 CNOT000 Credil Note

BALANCE | PAYMENT |
7654263 0.00

[ INVOICE AMT |
7E54269

|l J i
22 [Sedect the above item, and then chick on Full OR Part Papment to match the item) | Full Payment I Pat Payment I
ForHelp, press F1 140 [ [NUM |

To match Credit Note or Prepayment, go the Receipt Data Entry screen.

1. Select the A/R (Customer) Code in which you want to match the credit note or prepayment.

2. Key in the date of the credit or prepayment. All the transactions on or before this date will appear in the light
yellow screen below.

3. Double click on the credit note/prepayment.

Double click on the invoice in which you want to match this credit note/prepayment.

5. Click ‘Update to A/R’ to accept.

e

Tip: You can only match the credit note/prepayment to the invoice one at a time. If there are more than one
credit notes/prepayments to match, repeat the above steps 1 to 5.
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Figure 5-8
Purchase Data Entry

SR 1 2 G 2 e e 3 Sl

ey 1 CUUINVABOOT0Z  O1/01/2000 PURCHASE

Select the A/P (Supplier) code.

Select the control centre (eg. department, project, etc. ), if applicable.
Key in the Supplier Invoice No.

Key in the invoice date .

Key in the description.

Key in the invoice amount. Press enter.

The entries will appear in the bottom light green window. To edit any entries, simply highlight the entry and
you can edit it on the white boxes.

8. Click 'Update to AP".

No ok~
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Chapter 5 Daily Data Entry

If you need to analyze your purchase invoice amount over several purchases account, click on the 'M' button at the end of the
white boxes. The screen below will appear.

Purchase - G/L Analysis Entry [Post to difference G/L account] EHE
Sales Area . 51 i Save
Reference Mo © ABOO10 ﬁ_l
Supplier Mame A Blue Ltd Add G/L ltem |

A

G/L Code £1100.01 g |Purchase - Magazine ﬂ Erase G/L ltem |
B/L Description  [FURCHASE ! Cancel
TaxTope 5 qf ﬁ E0.00
Amaunt [ = 1,000.00

= Click “Add G/L tem" button to add more G/L
Gross Amount 1.050.00 itemn analysiz or press "SAVE" button to escape.
Rounding v [&uto corect tax rounding]

G/ CODE | GAL MAME DESEHIPTIDN- TPE l_ . A AMOUNT | ITEM TOTAL

£1100.01 Purchase - Ma..  PURCHASE T3 50.00 1.050.00

14 This Imvoice Total I 1.080.00

Select the GL accounts (eg. Purchase 1) and key in the description for this purchase.

Select the Tax Type, of applicable. The tax amount will be calculated based on the tax type selected.
Enter the net amount of your supplier invoice.

The gross amount will appear here.

Tick here for auto correct tax rounding.

Press enter. The entry will appear in the light green window below. (Repeat Step 1 to Step 6 until the total
purchase invoice amount is entered).

7. Click 'Save' to accept.

o kr~wbdpE
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Fi
igure 5-9

File VWiew DataEntry |nquiy Heport  Maintenance Help

‘. Cheque Amaunt 150,045.00 ﬁr

GL AR &P IN ST | 14 4 » M |BmE Sl 7 W Payment To Suppller Entry
A/P Code [E:00T .ﬂf Ql [Eleld Update To AP |
Sales Area 51 = @ P1 Ta match payments against invaices, the system will match Delete

- the oldest invoices first automatically. Otherwise, click =
Cheque / Ref No [A0E010100 ""Clear/Pay All" button to re-do the matching Mew
2. To match credit nates and pre payments againt invaices, —
Date 012/ /2000 DO NOT KEY IN ALLOCATE AMDLINT Batch Saving
Description ik 1 18801 HOT 021 INVANDOT ﬁ. Frint Youcher
Allocate Amnournt 0.00 ; Exit
Balance Allocate 0.00 Clear/Pap Al |* —
DATE | REFND [ DESCRIPTION | INVOICE AMT [ BALANCE [ PAYMENT

AN121999

EERESC ank Account

027012000

Bark &/C Code  [11310 {a'. I :
MettAmount A% 15000000 :
%ﬁ_ Bank Balance : 11567.33 LCancel |
15,00

Barik Commigsion l o

e |

For Help, press F1 [/ [caP NOM [

1. Select the A/P (Supplier) code.

2. Select the Control Centre, if any.

3. Key in the Cheque/Reference No.

4. Key in the payment date. All the outstanding supplier invoices up to the payment date will appear in the light
yellow box at the bottom of the window.

5. Key in a description for this payment. Press enter.

6. A second screen appears. Select the Cash/Bank account.

7. Key in the payment amount.

8. Key in bank commission, if any (for outstation payment).

9. The total cheque amount will appear here. This is the amount that will appear in your bank statement.

10. Click 'Accept' to return to the first screen.

11. The system will automatically match the oldest invoices against payment. To rematch, simply click on the

'Clear/Pay All' button. You can then manually rematch the invoices against the payment by double clicking
on the invoices to be matched.
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" Payment Data Entry - Account Paypable =] x|
File Wiew DataEnty  [nguiy FReport  Maintenance  Help

oL AR AP I ST 1 4 > o M EEASel 2N

A/P Code Jag001 Q| [PBlueld -ﬁ- Update Ta A/ |
T Y
Sales Area |S1 1. To match payments against invaices, the system will match
g the aldest invoices first automatically. Otherwise, click e
Cheque / Fef No IADBD‘I 0100 5 '_i_CIearfF’iv A\I'él_butlon to rs-du the matching. New
o match credit notes and pre payments againt invoices, —
Date [f2/51 /2000 DO WOT KEY IN ALLOCATE AMOLUNT, Buatch Saving
Description  JIrrv119801,JHOT021, INVANTOT ‘m. Print Voucher
Alocate mount | 150,000, 00 —
i
Balance Allocate I 145922597 Clear/Pay Al |
DATE | REFMD | DESCRIFTION [ INvOICE AMT | BALANCE | PAYMENT |
311241933 INV119801  Opening Stock 156.416.40 156.416.40 0.00
31241933 JHOM O Opening Stock 3.017.07 0.00 2mE 0T

25249605 54000.00

02/01/2000  INVABOM Purchases 262.496.85 \

<

343 [Select the above item, and then click on Full OR Part Payment to match the item) | - Eull Papment

JilSJ

For Help, press F1 140 MU

12. If it is a full payment, you can then manually rematch the invoices against the payment by highlighting the
invoice to be matched and clicking 'Full Payment'.

13. If it is a part payment, you can highlight the invoice to be matched and click 'Part Payment'. A white box will
appear for you to fill in the amount to be matched against that invoice.

14. If you need to print a voucher, click 'Print Voucher'.
15. Click 'Update to AP' to save.
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.. Receiving Inventory - Inventory Contiol F | g ure 5-10

Fle Wiew Enty Inguiy HReport Maimtenance Help o
oL ar ap N sT XN EV PRI @R 2 W Receiving Inventory Entry

Receiving No i 000t *:}:-ﬁ} *ﬁ!’ e

Purchase Order No IPlJ 000 Now

Sales Area [&1 G Local Sales

Reference No [ireverooi Delete

AP Code [eRo0 «ﬁv @ " RedLid Pint

Date | EET " E='

Deescription IF‘urchases v it
ITEM CO.. | DESCRIPTION |_QUANTITY | UNIT COST | DISCOUNT | T4% [ GLCODE | AMOUNT |
SM003/00 Microsft Power Pont 2000 10000 bo... 17.00 T3 61100.02 170,000.00
ATO01/00 ACCA Tax Planning 5000 books B6.72 T3 E1100.02 283 60000
CMOD1/00  CIMA Management Ace.. G000 books 50,00 13 Eyplen 200,000.00
ALO0Z/00  LCCI Bookesping And4,.. 10000 bo.., 2054 T3 GO 20540000

£t

|

| Hew ltem | Dielete tem Tatal r.m,l.utau.u.

For Help, press F1 [REC [CAP [NUM |

-
Receiving,
Inventory

=

The system will auto generate a Receiving No.
Select the purchase order, if any. (All the items information on your purchase order will be transferred to the
light blue screen at the bottom of the window.)

Select the Control Centre, if applicable.

Key in a Reference No. to identify this transaction, eg. Supplier's Invoice No.
Select the A/P (Supplier) code.

Key in the date.

Key in a description for this entry.

Under the Item Code, select the item received. Key in the quantity, unit cost, discount and tax type, if
applicable. The tax amount will be calculated based on the tax type selected.

9. The default G/L code will appear automatically.
10. The amount will be the net amount.
11. Click 'Save' to accept.

N

O N O~ W
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., Inventory Adjustment - Inventory Control | _ O} Figu re 5_11
Eile Yiew Epty |nquiy Bepot Maintenance Help .
G am A N ST Bk DI R e 7 W Inventory Adjustment Entry
— r & Save
Adpustment No |ﬂDJ 00001 ﬂ- 1. Type | (IN] for inventony =
== adjustment i, Hew
Reference No [mvseoso 2 Type O (OUT) for inventory
Date :W adjusiment out. Delete
Description |Puichases Phint
Exit
ITEM CO... | DESCRIPTION | TYPE | IJUANTITYl UNIT cosr] AMODUNT
MRAODT/A00  Reader Digest 10.00

% B v §

o nton,
For Help, press F1 REC [CaP NUM | 2

The Adjustment No. will appear automatically, but you can change it if you like.

Enter a Reference No. to identify this transaction, eg. Supplier Invoice No.

Key in the date of transaction.

Key in a description for this adjustment.

Select the item to be adjusted.

Type 'I' for adjustment in and 'O" for adjustment out.

Key in the quantity to be adjusted.

Key in the unit cost and the amount.

Click 'New Item' to add more items to your inventory adjustment. (Repeat Step 5 to Step 8)
10 Click 'Save' to accept.

© XN A WDNRE
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Chapter 6

Issue Bills (Documents)

Figure 6-1

Issue Quotation

Issue Quotation - Invoicing Control | _ (O] x]
File View lssue |nquiy Heport Mantenance Help

amwn s N RabER @ TP
Detel | Contet |
AJR Code [sF001 ﬁ» | GQuotation Format audun.,n No R > e
Hame 4 Fiiend Lta 010172000 "V
Contact Mz Jane Yol.l Reference Mo [Verbal
Address 1-14 Friend 5t DOur Reference Mo |verhal

& Friend Country Analysis Code [REWE

Teins 30 days

ITEM CODE DESCRIPTION

[ QuanTity [ UNIT PRI | Ta% [ GLCODE | AMOUNT [=
100.

1l AMDD.. ACCA Audiing
2 ATO01...  ACCA Tax Planning
3 ALDDZ.. LCClBookeeping AndA,..

- Author : Frank Wood
- Intemational Sudents E..

80 books
B00 books
500 books

o0 T3 51100.02 8,000.00

150.00
B0.00

T3 51100.02 120.000.00
T3 51100.02 40,000.00

©ooN R LNRE

Select the A/R (Customer) code.
The Quotation No. is automatically generated.
Select the item. Key in the quantity. The default unit price will appear here.

Select the tax type, if applicable. The tax amount will be calculated based on the tax type selected.

The default G/L code will appear here. You can change it if you need to post to a different sales account.
Click 'New Item' to add more items to your quotation. (Repeat Step 3 to Step 5)

The total amount will be shown here, inclusive of tax, if any.

The Sales Order No. shown here indicates that this quotation has been used by that sales order.

Click "Save', 'Preview' or 'Print' if you want to save, preview or print the quotation.

10 To create a new quotation, click 'New'.
11. Click here if you want to change your quotation format. (Refer Chapter 13 - Customize Report).

4 SMOO..  Microsft Power Point 2000 820 book §000 T3 _ 5110001 4920000
5 MROD.  Resphaigest 0000 book 1350 TIRMEI100.01 13500000
New ltem | save | New || Subtotal 353.200.00
[iostion | __poview || __powe | '™ i)
Inzert ltam Preview Delets - I—ﬁ_s 77500
Defetaltzm | Pt | Egit [| = —— T {s}i

For Help, press F1 REC [ [NUM
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Izzue Quotation - Invoicing Control [_[=]x]
File Wiew lssue Inquiy Report Maintenance Help

oL ar ap N ST < » o SRR L ERe| 2 W

Detail  Context I

Header Context |
Permnit us ta thank you for wour interest of our product and much valued enguiry.
Az per your reuest, we append the following far pour penusal:

¥

Footer Content |
Termn Of Payment : 30% D ownpayment upon confirmation of order,
- 70% By Letter OF Credit at sight ta be opened in
our favour,

“Walidity - 14 daps fram this date hereof
Delivery Time 5 working days after confimation of arder with downpayrment
Add Delete | Set As Default
For Help, press F1 REC ML

Click on the ‘Context’ tab and the above screen will appear.

1. Type in the header context here.

2. Type in the footer context here.

3. Ifyou wish to set the header and footer context as default, click ‘Set As Default’.

Izsue Sales Dider - Invoicing Control -
File Wiew lmue Inguiy Beport Maintenance Help F | g u re 6_2
aarar st 4 > 0 A BEDOEE ? ¥ Issue Sales Order
Detail | Content |
AJR Code  [aFrol _ﬁ, Ql Sales Order Format ‘m, Sales OidesNo |50 000m J
Narne |4 Frisnd LI Date [23/0172000
Contact Ms Jane You Reference No [PO7122
Addiess |11 A Friend 5t Quotaion Mo QN 00001 ﬁ q
& Friend Country Analysis Code [David "W
Terms [NetiDdays days
ITEM [ CODE [ DESCRIPTION [ QUANTITY [ UNIT PF|I | TAX [ GLCODE | AMOUNT [«
1 AAD0T...  ACCA Auditing B0 books Ta 51100.02 8,000.00
2 ATO0T...  ACCATax Planning 800 backs IED DD T3 51100.02 120,000.00
3 ALDDZ...  LCCI Bookeeping And A... 500 bocks 000 T3 5110002 40,000.00
- Author : Frank Wood
- Inkemational Sudents E... -
4 SMO0..  Miciosit Power Point 2000 520 book. E0O00 T3 51100.01 43,200.00
5 : : MRDO Reader, '1; inest ﬁﬂﬂ book 1350 T3 1100.01 135,000.00 ;I
I Negll.:m_l Save New Sublotal . 358.200.00
= - — Discount Lﬁs 17.960.00
Mg E!EVHW I E -
-—I —_— Tax 1706200
Delee tem | . Et Totd | [_‘Is} 358,302.00
ForHelp, press F1 REC [ [NUM |

1. Select the A/R (Customer) Code.
2. The Sales Order No.is automatically generated.
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3. Select the quotation, if any, to generate the sales order. All the details in the quotation will be transferred to
the sales order.

4. If no quotation has been selected, then select the item, key in the quantity and select the tax type, if
applicable. The tax amount will be calculated based on the tax type selected.

The default G/L code will appear here. You can change it if you need to post to a different sales account.
Click 'New Item' to add more items to your sales order.

Key in the rate of discount, if any, you wish to give to all items in the sales order.

The total amount will be shown here, inclusive of tax, if any.

Click 'Save', 'Preview' or ' 'Print' if you want to save, preview or print your sales order.

10 To create a new sales order, click 'New'.

11. Click here if you want to change your sales order format. (Refer Chapter 13 - Customize Report).

© N oo

-
File View lsszue Inguiy Report Maintenance Help Flgure 6'3

oL AR ap ST 1 b M M TR D me ? W Issue Delivery Order
AR Code [oFo07 e BEi|[  Delivery Oider Fomat Defvery OrdesNo  [D0 00001 4.0 €4
& Frend L!dﬁ = % = 0 ﬂ_J

Mame Inwaice No IN 0000

Contact s Jane Date 31 A0 /2000
Address 1-1 A Friend St our Referance No lPOTI42 4
& Friend Country Sales Order No S0 00001 ﬁ
e T Dard ﬁg

Desciiption |5 ales Tems 30 days

|TEM | CODE | DESCRIPTION [auanmiry [ uniT PRI [ Tax [ GLCODE | amounT |

1 AADDT... ALCA Audting 80 books 0000 T3 51100.02 B.000.00

2 ATOOT..  ACCA Tax Flanning B0 books 15000 T3 510002 120.000.00

3 ALD0Z..  LCC| Bookesping AndAccounts2 500 books B0.00 T3 5110002 4000000

- Auithor : Frank. Wood
- Intemational Sudents Ediion

4 SHIDD...  Microsft Power Point 2000 820 book. 800D T3 51100.00 43,200.00 ~

5 MRAOD.. Reader Digest 10000 boak. 1360 T3 51100.01 135.000.00 -

B PA4OOT A4 21‘1 ¥297 mm l 1000 ream 7.00 T3 7.000.00
I_Ng! Item I Save | Hew | Subtotal - 353,200.00

Discount > 3
[how | —pem | pwe J = XF et
Tax “C-: -
Delete tem | Pant | Bt | Tatl s ivery Ovder,
For Help, press F1 30 | MUM |

1. Select the A/R (Customer) Code.
2. The Delivery Order No. is automatically generated.

3. Select the sales order, if any, to generate the delivery order. All the details in the sales order will be
transferred to the delivery order or;

4. Select the quotation, if any, to generate the delivery order. All the details in the quotation will be transferred
to the delivery order.

5. If no sales order or quotation has been selected, then select the item, key in the quantity and select the tax
type, if applicable. The tax amount will be calculated based on the tax type selected.

6. The default G/L code will appear here. You can change it if you need to post to a different sales account.
Click 'New Item' to add more items to your delivery order.
8. Key in the rate of discount, if any, you wish to give to all items in the delivery order.

~
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Chapter 6 Issue Bills (Documents)

9. The total amount will be shown here, inclusive of tax, if any.

10. Click 'Save', 'Preview' or 'Print' if you want to save, preview or print your delivery order.

11. To create a new delivery order, click 'New'.

12. Click here if you want to change your delivery order format. (Refer Chapter 13 - Customize Report).

Issue Invoice - Invoicing Control |_ 2] %] -
File Wiew Issug Inquiry Beport Maintenance Help F I g u re 6-4
oL am ap ™ osT | 0 > 0 (AR ER BRI R E R 2 R Issue Invoice
ARCode  [pror O Invoice Eomat .}5;'] Inveice No ] *}g
Name & Friend Ltd Date 01/02/2000
Contact Iz Jane “Your Reference No  |PO7142
D40 Address |1-1 4 Friend St Delivery Order Mo [DO 00001 ‘ﬁ g
4, Friend Country Analysis Code D avid g
Terms 30 daps
Description  |Sales Sales Area S1 ﬁ» g
ITEM [ CODE [ DESCRIPTION | ouaNTITY [UNT PRI | TAx [ GLCODE | AMOUNT |
1 AAO0T... ACCA Auditing 80 books 10000 T3 51100.02 2.000.00
2 ATO01...  ACCA Tax Planning 800 books 15000 T3 5110002 120,000.00
3 AL002..  LCCI Bookeeping &nd Accounts 2 500 books 8000 T3 51100.02 40,000.00
- dwithor : Frank ‘wood
- International Sudents E dition
4 SMO0..  Micosht Power Point 2000 820 book E000 T3 51700.02 43,200.00
] RO Reader Digest 10000 baok. 1350 T3 51100.01 135.000.00
E P&4001 A4 210 4257 mm 1000 ream 700 T3 51100.04 7.000.00

New ltem Save | New | Subtotal 353,200.00
— — [ Debe | Discount ,r.ms % 17.950.00
Insert Item Preview Delete T T
Delete ltem | PFrint | Exit | Total |—$ 358,302.00

For Help. press F1 2t [ NoM [

1. Select the A/R (Customer) Code.
2. The Invoice No. is automatically generated.

3. Select the delivery order, if any, to generate the invoice. All the details in the delivery order will be
transferred to the invoice or;

4. Select the quotation, if any, to generate the invoice. All the details in the quotation will be transferred to the
invoice.

5. Select the Control Centre, if any.

6. If no delivery order or quotation has been selected, then select the item, key in the quantity and select the tax
type, if applicable. The tax amount will be calculated based on the tax type selected.

7. The default G/L code will appear here. You can change it if you need to post to a different sales account.
8. Click 'New Item' to add more item to your invoice.

9. Key in the rate of discount, if any, you wish to give to all items in the invoice.

10. The total amount will be shown here, inclusive of tax, if any.

11. Click 'Save', 'Preview' or 'Print' if you want to save, preview or print your invoice.

12. Click 'New' to create a new invoice.

13. Click here if you want to change the format of your invoice. (Refer Chapter 13 - Customize Report).
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Issue Cash Bill - Invoicing Conbrol M=l E3

File “iew lssue Inquiy Beport Maintenance Help

Jcmmm:m ST||4

BEY N

B 7w

A/R Code

Name

CASH

Cash Custorier Account

- | [@) Cazh Bill Format %

Contact

Address

Cash Bill Mo

Date

“our Reference Mo
Analysiz Code
Cash / Bank Code
Cheque / Ref Mo

£5 D000
01701/2000
FO00T/00

J ames

1310 *f q

SUSY0001

2 3e0

Figure 6-5
Issue Cash Bill

Desciiption |Cash Sales Sales Area 51 #g
ITEM [ CODE | DESCRIFTION [_QUANTITY [ UNIT PRI | T&% | GLCODE | AMOUNT |

51100.02

262

1 CHOD...

B

CIMa Management Accouting 10 books 00,00 T3 1.000.00

N

@ Save | New | Subtotal _ 1 000,00
| Di t 0%
Insert Item Preview | Delele [ iscoun *&
Tax
| ookt ten | Pt | Eait | Total | 3 1,050.00

(LT T

For Help, press F1

1. Select the A/R (Customer) Code. In this case, select Cash Customer Account.

2. The Cash Bill No. is automatically generated.

3. Select the Cash/Bank code.

4. Select the Control Centre, if any.

5. Select the item, key in the quantity and select the tax type, if applicable. The tax amount will be calculated
based on the tax type selected.

6. The default G/L code will appear here. You can change it if you need to post to a different sales account.

7. Click 'New Item' to add more item to your cash bill.

8. Key in the rate of discount, if any, you wish to give to all items in the cash bill.

9. The total amount will be shown here, inclusive of tax, if any.

10. Click 'Save', 'Preview' or 'Print' if you want to save, preview or print your cash bill.
11. Click 'New' to create a new cash bill.
12. Click here if you want to change the format of your cash bill. (Refer Chapter 13 - Customize Report).
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Chapter 6 Issue Bills (Documents)

Issue Credit Note - Invoicing Control

File View lssue Inguiy Repot Maintenance Help

Figure 6-6

GL AR AP I ST 4 4 » W N XD R (2 Issue Credit Note
A/R Code  [AFD01 4ﬁ: 8' Credi Note Format % Credit Mote Mo CH 00001 ﬂ.g
Name & Frend Ltd Date 19/02/2000
Contact M3 Jane Your Reference No |PO7142 .
Address  [11A Fiend 51 Ous Reference No |1 00001 ﬁ =
& Friend Courdry Analysic Cade Dawid
Temne 30 daps J
Desciiption |Sales Saes Arsa 51 fai|
ITEM CODE DESCRIPTION GQUANTITY | UNIT FRI N
Being goods returned of lny....
ﬁ No: INNDOODT dated 01/02...
1 AA001..  ACCA fuditing 3 books 100.00
2 ATO0N...  ACCA Tax Planning 2 books 150.00
3 ALDOZ..  LCCI Bookeeping And Acco... 50 book.s 50.00
- Authar : Frank Woed
;a! \ner;ahonal Su\:1enl==E"i'E ‘-\
I_Newl Save New Subtotal
lneul Item Preview | Delete | Taw
_— Total
Delete ltem | Fint | Esit
Far Help, press F1

Under Our Reference No., select the invoice against which you want to match this credit note.

Select the item, key in the quantity and select the tax type, if applicable. The tax amount will be calculated

The default G/L code will appear here. You can change it if you need to post to a different account.

1. Select the A/R (Customer) Code.
2. The Credit Note No. is automatically generated.
3.
4. Select the Control Centre, if any.
5.
based on the tax type selected.
6.
7. Click 'New Item' to add more item to your credit note.
8. The total amount will be shown here, inclusive of tax, if any.
9.

Click 'Save', 'Preview' or 'Print' if you want to save, preview or print your credit note.

10. Click 'New' to create a new credit note.
11. Click here if you want to change the format of your credit note. (Refer Chapter 13 - Customize Report).
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« lssue Purchase Order - Inventory Control

Eie Yew Enty lnquiy Hepot Maintenance Help

Figure 6-7

GL AR &P I ST 4 4 » M SN EVT @RS 2 W

Issue Purchase Order

263

o 3

Neu'llr,m Save Hew
Insert ltsm Freview Delete |
I Delete ltem I Piint E b
For Help, press F1

APCode [RO0T - Q| Puchase Oidsr Fomat Purchase Orderfa [FO 00001 -ﬁl’ ql
Name |4 Red Ltd S —
Contact B 5 Helan Date 01 /01 /2000
Address 1 ARedSt rour Refersnce No  |0M001/00
14 Red Country Ous Feference Mo [verbal
Analysis Cade Davd
Desenption |PLURCHASE Tems 60 days
ITEM [ CODE [ DESCRIPTION [_quantiry [ uniT PRI [ Ta% [ GLCODE [ AMOUNT
1  Microsft Power Pomt 2000 70000 bo.. 17.00 T3 6110001 170.000.00
2 ATO01..  ACCA Tas Planning 15000 bo. 5672 T3 6110002  850.800.00
3 CMOO.  CIMAMansgementAccouting 10000 bo. 5000 T2 6110002  500.000.00
4 ALO0Z..  LCCI Boakeeping And Account . 10000 bo.. 2054 T3 6110002 20540000
- Author - Frank \Wood
- Intesnational Sudents Edition

1,726.200.00

£6,310.00

s I_ﬁ 181251000

2NN [T

§E
g

Total |

Select the A/P (Supplier) Code.
The Purchase Order No. is automatically generated.
Select the item, key in the quantity and unit price.

© oo N A WDNRE

Click 'New' to create a new credit note.

10. Click here if you want to change the format of your purchase order. (Refer Chapter 13 - Customize Report).
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Select the tax type, if applicable. The tax amount will be calculated based on the tax type selected.

The default G/L code will appear here. You can change it if you need to post to a different purchase account.
Click 'New Item' to add more item to your purchase order.

The total amount will be shown here, inclusive of tax, if any.

Click 'Save', 'Preview' or 'Print' if you want to save, preview or print your purchase order.



Chapter 6 Issue Bills (Documents)

« lesue Purchase Return - Inventory Control
File ¥Yiew Enfy |nguiy Beport Maintenance Help

Figure 6-8

oL AR AP I ST | 10 4 b N SRR ENTA@EAE| 7 W

Issue Purchase Return

AP Code  [FRODT —_ﬂ;o‘[ e fami;"' B Wﬁ_ al
Name FBlack Ltd '
Contact  [Mi Thomas Date [01/0572000 _
Addess  [791AF Black 5t Your | No [NvFBOTY -E} al
F Black Cointy Ouw Releence No  |PO00012 M
finalysis Code Dad

Desciiption |GO0DS AETURN Sales Team 51 |

[TEM_ [ CODE [ DESCRIPTION [ QUANTITY [ UNIT PRI [ TA% | GLCODE | AMOUNT |

Being goods wiongly be sent of

Invoice NolNVFEO 1 dated
20/2/2000.,

. LCCI Bookeeping And Account... 46.74
-Authar : Frank ‘Wood

- Intemational Sudents E dition

%

3 books 1558 13 6110002

Mew lbem | Save | Mew | Sublotal 4674
[ Insettem | Freview || Delete | T - ﬁ 23
. Taa - e
Deletzltem | Piint | Ext |
For Help, press F1 2 [ NUM 4

Select the A/P (Supplier) Code.
The Purchase Return No. is automatically generated.

Under Your Reference No., select the supplier's invoice against which you want to match this purchase
return.

Select the Control Centre, if any.

Select the item, key in the quantity and unit price.

Select the tax type, if applicable. The tax amount will be calculated based on the tax type selected.
The default G/L code will appear here. You can change it if you need to post to a different account.
Click 'New Item' to add more item to your purchase return.

The total amount will be shown here, inclusive of tax, if any.

. Click 'Save', 'Preview' or 'Print' if you want to save, preview or print your purchase return note.
. Click 'New' to create a new purchase return note.
. Click here if you want to change the format of your purchase return note. (Refer Chapter 13 - Customize

Report).
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Chapter 7 Quick View (Inquiry)

.. Duick Yiew G/L Transaction - General Ledger |_ =] x]

Eile

“iew Entry Inquiy Beport Maintenance Help Flgure 7'1

oL am ap v ST R LSEEE el 2R Quick View G/L Transaction

1.
2.
3.

QMD[E Information
————\

For Help, press F1 REC MUK

ITrade Debtors

G/LCODE | NAMELR) [ TvPE | BALANCE [ &
11100 Petty 1. Current Aggets 3.823.72
11200 Cash 0 1. Current Aseste 23,375.09
11310 Bank 1 1. Current Aseste -118,830.08 —
11320 Bark 2 1. Current Agsets 0.00
11330 Crummy B ank, /R And A/F Contra 1 Tent Azzets

2100 Trade Debtors  * 1
12200 Pravision for Doubttul Debts 1. Current Agsets 0
12300 Other Debtars 1. Current Agsets 0.00
13100 Stock 1. Current Agsets 0.00
1310001 Stack - Finished Goods 1. Current Agsets 0.00
1310002 Stock - Faw b aterials 1. Current Agsets 0.00
13100.03 Stock - work in Progress 1. Current Aseets 0.00
14100 Dreposits 1. Current Aseets 0.00
14200 Prepaid Expenzes 1. Current Aseets 0.00
14300 Employee Advances 1. Current Aseets 0.00
15100 Loan Receivable 1. Current Agsets 0.00
16100 Director's Account 1. Current Agsets 0.00
25100 Office Equipment 2 Fived Assets 81,500.00
25100.01 Accum, Depn - Office Equipment 2 Firved Assets -5.000.00 LI

iew [Mare Infarmation] Transaction Date m//2000  To |31 242000 ﬁ Exit

To view the transactions in a specified period, key in the date range here.
Highlight the account you wish to view.
Click ‘More Information’ and all the transactions of the selected account within the specified period will appear.
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Chapter 7 Quick View (Inquiry)

Quick View Customer Transaction - Account Receivable

File VWiew DataEntry |nquiy Heport  Maintenance Help Figure 7_2

ouamar o sT B HEO S W Quick View A/R Transaction

IB Source Ltd

More Information

A1 [ CONTACT [ TELEPHOME | BALANCE |

AFOOT A Friend L4} MsJane  786-4555 491,509.00
B Cap Ltd. *§ Mr. Domald  711-2555 733,229.22

BS001 B Source Lid ] 2 1.1 !

CASH Cash Customer Acoount 47.268.37
cooot C Dat Ltd tr.Jeffrey T221125 111317313
D001 [ Minor Ltd tr. Jim T2 325.816.50
D002 D Major Ltd tr. John TO0-4111 1119825
EHOO1 E Hope Ltd s drita 744-1000 -114,829.75
EKOO E Key Ltd Ms. Alice Fo0-5222 658,353 67
FJoo1 F Jet Ltd br. wiliam  411-5878 1.024.684371
LIMO01 Urited Ltd s Babara  755-4522 291.411.39

WView [Mare Information] Transaction Date Im /2000 Tol3A2/2000 * Exit |
For Help, press F1 RELC MU

1. Toview the transactions of a particular customer in a specified period, key in the date range here.

2. Highlight the customer you wish to view.
3. Click ‘More Information’ and all the transactions of the selected customer within the specified period will appear.

- 40-



. Quick View Supplier Transaction - Account Papable

_[=]x]
File Wiew DataEnty [nguiy Report  Maintenance Help F i g u re 7_3
GL AR AP IN ST |t @ 5 7 N2 P P P
I mESHOd Quick View A/P Transaction
More Information B Orange Ltd
AP CODE [ MAME [ conTacT [ TELEPHOME | BALANCE |
ABOOT & Blue Lbd Mz Celia 02052001 -596,385.32
A RedLid 01-023400 8847740
B Orange Ltd 4 1 ;
CGom C Green Ltd - -305,680.20
Do D ellow Ltd 04-222281 -135 588,63
Ewaoi E ‘wihite Ltd I 05052000 -242,443.40
FEOO F Black Ltd Mr Thomas  05-280220 -B43,232.17
RD0O01 Feader Digest Ltd tr Foy 03155221 -194 989,65
UP0ooi UPS Ltd tr Kent 88825228 -795.50

Wiew [More Information] Transaction Date 0140142000 To|31,'12,./20DD ﬁ Exit

For Help, press F1 REC MU

1. To view the transactions of a supplier in a specified period, key in the date range here.
2. Highlight the supplier you wish to view.

3. Click ‘More Information’ and all the transactions of the selected supplier within the specified will appear.
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Chapter 7 Quick View (Inquiry)

"o Quick Yiew Inventory Transaction - Inventory Control

Eile  Wiew Enty Inguie Beport Maintenance Help

GL AR AP IN ST|ﬁﬁ

Figure 7-4
Quick View Inventory Transaction

’ﬁ More Infarmation IACCA T aw Planning
0\

ITEM EDQ 5 [ DESCRIPTION [unitcost [ unit PRICE | BALANCE |«
A0 /00 4 R ACCA Suditing 50.00 100.00 7.753.00
ALDD /00 z LCCI Bookeeping And Accounts 1 15.58 E0.00 10.343.00
ALDOZ/00 ™ LCCl Bookeeping And Accounts 2 20.54 80.00 6,644.00
ATO07 /00 y ACCA Taw Planning 150.00 E.215.00
CMOo01./00 CIMA& Management Accouting 100.00 26.513.00
MRO01/00 Reader Digest 5.00 13.50 42 674.00
hAW001./00 “Yogue Magazine 257 5.00 1.065.00
Pa4001 A4 210 %297 mm 5.00 T.00 11.285.00
PASOOT A5 148 % 21 0mm E.00 800 36.302.00 |
PBOOT-BL Parker Black Colour 1l 290 5.715.00
PB4001 Computer Paper 1ply 95311 (1800]  28.00 32.00 8,500.00
PFOOT Folio 81/2 % 12in E.00 T80 -£.871.00
PLB00T Letter 8x121in .00 8450 11.780.00
PPOOT-B Parker Elue Colour 0.30 1.00 1451200
PROOT-R Parker Red Colour 153 240 5,861.00
REO01-BL Fied Leaf Black Calour 030 1.00 4.340.00
Hi—‘l]m B Red Leaf Blue Colour 030 1.00 =31 EJIEI[I'LI C @
4 »

For Help, press F1

1. Toview all the transactions of an inventory item in a specified period, key in the date range here.

Wiew [More Information] Transaction Date Im,./m,./zunn To|aM2/2000 *
REC HUM 7

2. Highlight the inventory item you wish to view.

3. Click ‘More Information’ and all the transactions of the selected inventory item within the specified period will appear.

Exit
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Chapter 8 Error Correction

-
File “iew Enty Ingury Report Maintenance Help Flgu re 8'1
oL AR AP N ST AT g 7 W G/L Error Correction
Tranzaction Mo | GLPOO0O01 ‘n' . ‘mupdate ToGA
Sales Area Local Sales ﬁ, Cancel
Date IET T
G/L Code [72402 4 | Motar Yehicle Foad Tax Hote
ReferenceNo  [7082 1. IF you ae NUT*SUHE I’mv;d!g
it Matos Vehicle ¥ comect your mistakes. you o
Descripion ﬂ E_ e ﬂ. —_— eraze the transaction(z) below.
Tax Type 3 |4 Tax 28.50 | 2 Remember to Update To G/L each
Debit 570.00 Credit 0.00 correction befors pou key n the
next comection, or before exit

25600 Motor Yehicles T8z Motor Yehicle T3 121,275.00 ﬁ
11310 Bank 1 SUS178063 Motor ehicle X 123606.00

GAL Error
Correction

For Help, press F1 REC |CaP

1. Key in the Transaction No. or select the Transaction No. in which error occurs.
The Control Centre will appear automatically if the transaction has been posted to that control centre.

The affected transactions will appear in the light yellow window. Highlight the transaction and all the details
of that transaction will appear in the white boxes above.

Click on the Finder button to change the G/L code if the wrong account has been posted earlier.
Change the description, if applicable.

Change the debit or credit amount, if necessary.

Click 'Add G/L Item' if you need to post to more G/L accounts.

Click 'Erase G/L Item' if you want to remove the account.

Be sure that your debit and credit amounts tally.

10 Remember to click 'Update To G/L' before you exit for the changes to be updated into your system.

w N

© o N oA
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Chapter 8 Error Correction

“..'A/R Error Cormrection - Account Receivable |_ O] x| H
Eile Wiew DataEntry |nguiy Heport Maintenance Help F I g u re 8 2
oL AR AP I ST Y e D EE (a7 N AR Error Correction
AR Cade AF 0 ﬁ; Ql AFiendLd ;& Update To &/F,
Sales Area 51 gl Lacal 5‘3‘? ﬁ Lancel
Transaction Mo |ARRO0001 g a )
— - 1f you are NOT SURE haow to comrect your mistakes. Ezit
Fieference No |SAF005200 you could eraze the hranzaction(s) below.
Date 01./01/2000
Description Receipt
G/L Cod; /L Description Tax T —— Amount
( [11310 Qf Friend Lid s q .ﬁ. -3,000.00 T

HowbdE

N O

For Help, press F1 REC MUK 7

GA CODE
TR T

SETi

[FITE 6 S, 7 ¢ | 2
Add G/ ltem | Erese 6/L liem | 577 Tod | 315000

Select the A/R (Customer) Code in which error occurs.
The Control Centre will appear automatically if the transaction has been posted to that control centre.
Click on the Finder button to find the Transaction No. to which to make changes.

The selected transaction will appear in the light yellow window. Highlight the transaction and all the details
of that transaction will appear in the white boxes above.

Make the necessary changes to the G/L code, description, tax type or amount.

Click 'Add G/L Item' if you need to post to more G/L accounts.

Click 'Erase G/L Item' if you want to remove the account.

Remember to click 'Update To A/R' before you exit for the changes to be updated into your system.

- 44-



[ [=] E3

% A/P Ewror Corection - Account Payable
File ‘iew DataEnty  |nguiy Feport Maintenance Help

JGJ'LAIRAIP N ST|§§§@@|? %4

4P Code AE00 ﬁ g 4 Blue Ltd {;} Update To AP
Sales Area ) |l Local Sales ﬁ’ Cancel |
Transaction Mo [&FDO000 - e —
e ——— y— IF wou are NOT SURE haw ta camect your mistakes, il

Reference Mo |AB07000 you could erase the bansaction[s] below.
Date 01/01./2000
Description Purchase

G/L Cod, G/L Desciiption Tax Typ Amnunt
’7 [eronor  C[a8001 / Puchase iz g l_ﬁ 1000, 00

G/ CODE
51100.01

/L NAME
Purchase - Magazine

DESCRIPTION
ABOM / Purchasze

ITEM TOTAL

o . ,
Add Gl ltem | Erase Gl ltem | [7571 Tad | ENEI]
0o [ [NUM A4

For Help, press F1

Select the A/P (Supplier) Code in which error occurs.

Mo

of that transaction will appear in the white boxes above.

Click 'Erase G/L Item' if you want to remove the account.

N O
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Figure 8-3
A/P Error Correction

ﬁ"‘ﬁ

lr.P Errar
Corpection

The Control Centre will appear automatically if the transaction has been posted to that control centre.
Click on the Finder button to find the Transaction No. to which to make changes.
The selected transaction will appear in the light yellow window. Highlight the transaction and all the details

Make the necessary changes to the G/L code, description, tax type or amount.
Click 'Add G/L Item' if you need to post to more G/L accounts.

Remember to click 'Update To A/P' before you exit for the changes to be updated into your system.



Chapter 8 Error Correction

Tips:

For editing documents, such as invoices, which have been saved, do the following:-
1. Go to Invoicing Control module.

Click on ‘Issue Invoice’.

Click on the Finder button at the end of Invoice No.

A w N

A drop down list appears.
5. Select the invoice you want to edit.

6. Make the necessary amendments and click save.

The same steps apply when editing other documents such as Quotation, Sales Order, Delivery Order, Credit Note,
Cash Bill, Purchase Order and Purchase Return.
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Chapter 9 Bank Reconciliation

", Bank Reconciliation - General Ledger

File  Wiew Entry  |hquiy Beport Maintenance Help Flgure 9-1
EEYEEET RS Bank Reconciliation
g [Bari<T
% =
Bank Statement Date 31012000 ﬁ Exit |
G/LCODE [ MAME | BALANCE |
11100 Petty Cash a8237e
11 D Cash On Hand £3.375.09
11320 Bank 2 ia! 000
11330 Dummy Bank Far /R And AP Cortra 000
Bank
R v ilfaciaane
For Help, press F1 REC [ INOM y

1. Key in the date of your bank statement.
2. Highlight the bank you wish to reconcile.
3. Click 'Select' and a screen showing all the transactions you have keyed in appears.
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Chapter 9 Bank Reconciliation

Bank Reconciliation Entry

[71x] Figure 9-2

DATE | TRANS.NO | REFHO [ DESCRIPTION RECEIPT|  PAYMENT | % = Bank Reconciliation Entry
T1A07/2000 APPODOOT . AOBOOOTOD  &BO0T 7 Payment A0 00 R
01/01/2000 GLROOOOT  ROND2000T  Rental -JanD0 5.250.00

D/01/2000  ARROOODT  SAFODS200 A Friend Lid 300000

DA01/2000  GLPODOD?  SUS17800F  Cabinet 5,250.00
01/01/2000 GLPODODZ  SUST78007  Fax Machine 157500
0/01/2000 GLFODOD4  SUST78008  Funds Transfer.. 10RO 00 X
DLA0T/2000 GLPODODT  SUST78063  Moter Vehicle ® 12360600 X
01/01/2000 INROOODS  SUS7OD011  Cash Customer. 1.050.00 %
0240142000 ARROOODZ  AUSOOSO0! & Friend Lid £O0.00 ﬁ-x
02/01/2000 JNLODDPE  F100I0 Share Capital 353,000.00 %
0240142000 GLFODODS — SUS178008  Courier Charges 27NEY W
030142000 GLPODODS  SUS178011  Key Cut 1334 ¥
05/01/2000 GLPODOO7  SUS178012 ol 1943 ¥
080142000 GLPODODE  SUS178013  Staff Lunch Al 513 W —
10/01/2000  GLPOOODS  SUST78015  Air Ticket 157500
10/01/2000 GLPODOTD  SUST78016  Parking Fees 788 %
/0172000 GLPODOT1  SUS178018  Staff Lunch AlL S0
l'i.-'n‘l 200N [ = nlnlnuel Lo [ Lo By =Ty L] Fregnlmnimes i 1 RN AN il_l
Shetiemz Ba|ance%1,33?,212.?3 Qpering0/5 | Save  |[[Vew iR Cancel |

If you are doing your bank reconciliation for the first time using this system, click '‘Opening O/S'to key in
any outstanding cheques/receipts. (Refer Chapter 9-4)

Click on the receipts and payments that appear on your bank statement and the item lines will change from
black to red with an X' sign at the end of each of the item line.

After you have finished, you will notice that that the 'Statement Balance' shown here will agree with your
bank statement balance. If this is the case, you have reconciled your bank statement with your system
balance.

Click 'Save' to save your work.
You can click 'View/Print' to view or print your bank reconciliation statement.

ation

o
x|« e

v e gl oo =] 188 Tows 100z

9of9

Figure 9-3

DEMONSTRATION LTD

Bank Reconciliation as at 31 January 2000

Print Date  31/01/2000
Page 1

Debit balance as per cash book balance

Add cheque not yet presented
01/01/2000 Cabinat

10/01/2000 i Ticket

11012000 Staff Lunch Allowanee

SUS172006
SUS172015
SUS178018
SUS175020
SUS172022
SUS178023

14/01/2000 ParkingFees
27/01/2000 Entertainment -Client
28/01/2000 Moty Vehicle ¥

Less cheque not yet credited
01012000 Rental - Tan'00
01/01/2000 4 Friend Ltd

ROM020001
SAF005200

Credit balance as per bank statement

1,315138.20

5,250.00
1,575.00
60.90
788
173.25
23,257.50
30,324.53
134546273
5,250.00
3,000.00
£,250.00
1,337,212.73

Bank Reconciliation Report
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Figure 9-4

s FT 6 S Opening O/S Bank Statement
Reference Mo Wﬁ_ f 'ﬁ’ _Iédd

Description |Dpening Balance ﬁ Eraze |

Receipt I_ £ 10.000.00 -

Fayment I_ o 0.00 Et |

0/5 RECEIPT | 0/5 PATME. .
10,000.00

DATE
/121988 0/bal

DESCRIPTION

Opening Balance

—

Key in the date of receipt/payment.

Key in the Reference No.

Key in the description.

Key in any outstanding receipt/payment and the entry will appear on the light blue screen at the bottom of the
window.

Click 'Add' to key in more outstanding receipt/payment.

6. When you have finish, click 'Save'. Click 'OK' to accept.

Mo

o

The opening entries you have keyed in here will appear on the Bank Reconciliation Entry screen for you to mark
if they appear on your bank statement.
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Chapter 10 Closing Inventory Entry

Clozing Inventory Entry HE
|S1 ﬁ_gl 13100.01 (@} | 13100.02 (@} | 13100.03 g
R Materials

001 7]

January
February
March
April

May

June

July
August
September
October
Movemnber

December

Finished Goods

‘wiork, in Progress I

£.000.00

0.o0

7.000.00

0.00

5.040.00

0.o0

3,E50.00

0.00

4.800.00

3,E50.00

0.00
0.00

[ 2,000.00

E73
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v Mark here if you do not want to run manth end inventory,
Opening inventory will be camiage forward as your

month end inventary.

Help |

LCancel |

Figure 10-1
Closing Inventory Entry

The Closing Inventory Entry Table is designed so that you can do away with the usual monthly closing inventory
journals. The system will automatically update the inventory figure you key into this table to the Trial Balance,
Profit & Loss Account and Balance Sheet. The closing inventory of the previous month will automatically
become the opening inventory of the current month.

To get to this table, simply click the 'Closing Inventory Entry' icon on the General Ledger Module.

© oo N A WDNE

Select the control centre, if any (eg. branch).
Select the accounting year.
Select the default finished goods account.
Select the default raw materials account.
Select the default work-in-progress account.
Key in the finished goods inventory value.
Key in the raw materials inventory value.
Key in the work-in-progress inventory value.
Put a tick in the white box if you do not want to run month end inventory. In this case, the opening inventory

will automatically be carried forward as the closing inventory.
10. Click 'Accept' to save.
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Chapter 11 Tax And Locking Date Setting

Tax Type Setting
Taw Type Im_ﬁ. @) ﬁ Save
Description |SZ Tawable J ﬁ Delete ||
Tax Rate I_ﬂ_S S Mew/Cancel |

G/L Tax Code

|321 an g Purchazenput Tax ﬁ
32200 Q4 Sales/Dutput Tax ﬁ.

Input Tax [Purchases)

Output Tax [Sales]

Figure 11-1
Tax Type Setting

Tax
Keiring

On the main screen, click 'Tax Setting'. A Tax Type Setting' screen appears.

Key in a tax type.

Key in the description.

Key in the tax rate.

Select the Purchase/Input Tax default account.
Select the Sales/Output Tax default account.

Click 'Save' to accept.

S N

Search

Tax Type
TO Cancel |

1% Taxable

T2 3% Tanable
T3 B3 Tauable
T4 12% Taxable
T5 16% Taxrable
TE 17% Tawxable
T7 17.5% Taxable

T8 22% Tarable
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uic! [_[2] H
Ei\e !iea\ntenance Help F I g u re 1 1-2 .
T Lock Entry Date Setting
LControl Centre Setting

Tax Type Setting

User Setting
Change Password

Duate Fan
Access Code

Lock Entry Date

3142000

Eritry Date II]'I /0142000 01/01/2000

by @i il

User Exit,

Ti
UserName  |MAMNAGER Seiting P Accounting
Password I
LContral Centre l g ¥ Show Tip uickUSE Accounting E -mail

Call now | QuickBiz Solutions Sdn. Bhd. 03-3845573, HUM

1. On the main screen, click on the 'Maintenance' menu. Click on ‘'Lock Entry Date'.
2. Key in the Lock Entry Date.
3. Click 'OK'to save. The system will lock all transactions created before the specified date. You can neither

change nor update any data with dates before the 'Lock Entry Date'. However, should you need to change

any data before this date, the authorized personnel can still change the 'Lock Entry Date' to an earlier date to
allow changes to be made.
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Chapter 12 Backup And Restore Data

Backup Data Figure 12-1

Sy Backup Data
[\ aUBackup {!, ﬂ oK, ﬂ

@
| i\ Backup Data

Reminder

Virus, computer and power failure can
damage your data. For securi?_. FlE&SE
ata disk.

N

backup regularly on different

Exit
Accounting

1. When you click "Exit Accounting', a screen pops out to remind you to back up your data. You may back up
your data on an external source like your floppy disk or on your hard disk.
2. Once you have selected your destination, click 'OK'. A message showing The backup has been successful'
will appear if the backup has been done correctly.
QuickUSE HE E

‘[ile Miew Mantenance Help

Open Company

Virus, computer and power failure can
damage your data. For security, please
backup regularly on different data disk.

Entry Date |

Uzer Mame |

Password |

ContiolCentre | al | Show Tip

Backup data |CAP [NUM |

’

Alternatively, you can click on ‘File’ on the menu bar and click ‘Backup Data’.
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.!"nenaru:e Help S Figure 12'3
Restore Data

Open Company

Rertore Dota

‘ Warning |

Restore Data E
ST 1 3 al e ]

It
A
—
15N
I
g

Restaring data from disk will owverwrite your curent data permanently.

Entry Date IEI‘I /01/2000 0 /0 /2000

B 34

User, Exit,
Uzet Mame IM'E‘NAGEH Maintenance Accounting
Password I
Control Centre I g W ShowIip wickUSE Accounting E -mail
Restore data |CAP [MUM |

1. On the main screen, click on the file menu. Click 'Restore Data'. Select the source from which to get your
data by clicking on the button at the end of the white box.

2. Click 'OK' and the system will prompt a message 'Confirm restore data?'. Click "Yes' and the system will
begin to restore the data.

Look i | ) TIEEA: | 5 [N N [z =
= 385 Floppy 2]

= NN

= (0]

S (£

File: pamne: IqUBackup Open

Filez of lwpe: I j Cancel |

i
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Chapter 13 Customize Report And Default Setting

:
Figure 13-1
Letter Head | Header/Footer Descnption v Header High I 245 in g .
R [fekephore  [Fae | | Fombigh |75 i Invoice Format
Line Fomat  [» Import Ovan Lapout | Mo Of Copees I 1
Jirvvsice ﬁ' Invoice Mo R
| Date RN
Vo Reference No flesseele e
Delivery Order Mo SO ONONOO0
[Aralysis Cods T
Tems feesieanind
IAccount Cade SOOOOOOOOEL
IlTEN&EDDE #IDESEHIPTIDN ﬁ ﬁUN\T PH\EE%‘DUANTITY %AMDUNT
[ s [ o " [T | | T2 [z
|Paymenl by cheque should be crossed and made payable to Subtotal Rk, 2 R
I"DEMDNS TRATIOM LTD™ ﬁ; Dizcount pesbleadiad od
Tan ﬁ"’ P LT
Tatal PR SO A
< izt
el K
¥ Print Continue L@

You can change the format of your documents by clicking on the document format tab on the document entry
screen. Let's assume that you want to change your invoice format. On the 'Issue Invoice' screen, click on
'Invoice Format'. The screen above appears.

1. Putatick in the white box next to Letter Head, Footer and Line Format if you want your system to print an
invoice with letter head, footer and with line format. If you are printing your invoice on a pre-printed letter
head, you can remove the tick in the white box next to it.

2. You can also remove the header/footer description by removing the tick in the white box next to it. Likewise,
you can remove the telephone and fax from your invoice by removing the tick in the white box next to it.

3. Specify the header and footer height. Specify the number of copies you want the system to generate each
time you print an invoice.

Type in a name for this document, eg. Invoice

You can change the description of the fields that appears on the invoice.
Specify the number of characters you want for Item No.

If you type '0' under Code, inventory code will not appear on your invoice.

You can specify the number of characters you want for description. Changing the number to a bigger number
will allow for a longer description.

9. Specify the number of characters for unit price.
10. Specify the number of characters for quantity. If you do not want unit price and quantity to appear on your
invoice, simply type ‘0" under unit price and quantity.
11. Similarly, specify the number of characters for the amount field.
12. You can type in a footnote to your invoice.
13. You can also change the text here.
14. Tick 'Print Continue' if you want to print your invoice continuously.
- 55-
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Chapter 13 Customize Report And Default Setting

15. Click 'OK' to accept the invoice format.

The same steps apply if you want to make changes to Quotation, Sales Order, Delivery Order, Cash Bill, Credit
Note, Purchase Order and Purchase Return Format.

| Cuatation Eormat I

| Sales Order Format |

| Delivery Order Farmat |

| Cash Bill Format |

| Credit Mote Farrnat I

| Purchase Order Format I

| Furchaze Return Farmat |
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" - General Ledger [_[5]x] H
File Yiew Entry Inquiy Beport | Maintenance Help Flgure 13-2

L Accourd Code General Ledger Default Setting
i . i Tvpe OF Account
1 === LCompany Prafile
e, Cmmeyy!_edger
M Access Code WY P |
A Default Setting
Payable
Iy - Transaction Mo Setfing _ 1193
] Cash Baok - Recsipt GLROOOOT ﬁ =
et ) —
Camm:;F Cash Baook - Payment GLPO0OO1 _ﬂ» LCancel |
] Other G/L Journal [JNLODOOT
[, r
.  Default Account Setting
Iny —e
Cm Receipt Account 11310 g ﬁ
@ Payment Account 11200 ﬁg
7 = Input Tax Account 32100 i QI
Return To 4 _'
Main Menu Output Tax Account [zzz00 <
Tax Control Account [rzaon Qlﬁ
Profit & Loss Account 5 etting
Transaction no o receipt. pagy ’V Frafit & Loss Account |441 on ﬁ g ‘

On the General Ledger Module, click on the 'Maintenance' menu. A drop-down list appears.

Click on 'Default Setting'. The 'Default Setting' screen appears.
Specify the next Cash Book-Receipt No.
Specify the next Cash Book-Payment No.
Specify the next G/L Journal No.

Select the default Receipt Account.

Select the default Payment Account.

Select the default Input Tax Account, if any.
Select the default Output Tax Account, if any.
Select the default Tax Control Account, if any.
10. Select the default Profit & Loss Account.

11. Click 'OK' to accept the default settings.

© o No A WDNRE

-57-



Chapter 13 Customize Report And Default Setting

"' - Account Receivable

File Yiew DataErtry |nquiny Eeport | Maintenance Help

Transaction no and tax |

Default Setting

Customer [4/R] Data

Company Profile Setting

[_[5]x]

i Transaction Mo Setting
Sales

Receipt

Cash Sales

Cash Sales Aeceipt

ARROOI

001

[ARDO00T ﬁ_

[ARCRO0001

Mﬁ_ﬁ}
i -

i~ Default Account Setting
Debtor Control Account
Sales Account

Bank Account

Bank Charge Account
Tax Type

Sales Reference No
’7 Check Same Humber When Update v %

LCancel |

Figure 13-3
Account Receivable Default Setting

On the Accounts Receivable Module, click on the 'Maintenance' menu. A drop-down list appears.
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Click on 'Default Setting'. The 'Default Setting' screen appears.
Specify the next Sales transaction number.
Specify the next Customer Receipt transaction number.
Specify the next Cash Sales transaction number.
Specify the next Cash Sales Receipt transaction number.
Select the default Debtors Control account.
Select the default Sales account.
Select the default Bank account.
Select the default Bank Charge account.

. Select the default Tax Type, if any.

. The system will automatically check same Sales Reference No. during updating if you tick here. A message

will appear to alert you that you have duplicated some reference numbers.
12. Click 'OK' to accept the default settings.
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% - Account Payable
File View DataEntry  |nquiy  Beport | Maintenance Help

Figure 13-4
Account Payable Default Setting

Supplier [&/P) Data

= Default Setting
l%u i
T ~ Tranzaction Mo 5ettin
Account g
Rerm‘wzils —
Purchase [ePoooom ﬁ»
%'—-—‘ Payment [«PrPoo00T ﬂl
—
m" i~ Default Account Setting
) Creditor Control Azcount IE'HDD ﬁg
_ﬁf Purchase Account IE‘HDD 01 _g:
In Bank Account 11310 3§ g
Co G P
Eank Charge Accourt I?U5UU 3'
@ Tax Type |T2 ﬁﬂ
Af&"ﬁ‘m Purchase Reference Mo
’7 Check Same Number When Update | ﬁ ‘
Transaction no and purck — — o T : .

On the Accounts Payable Module, click on the 'Maintenance' menu. A drop-down list appears.

Click on 'Default Setting'. The 'Default Setting' screen appears.
Specify the next Purchase transaction number.

Specify the next Supplier Payment transaction number.

Select the default Creditor Control account.

Select the default Purchase account.

Select the default Bank account.

Select the default Bank Charge account.

Select the tax Type, if any.

The system will automatically check same Purchase Reference No. during updating if you tick here. A
message will appear to alert you that you duplicated some reference numbers.

10. Click 'OK' to accept the default settings.

© o Noo R~ WDdDE
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"4 - Inventory Control

File Wiew Entry Inquip Report | Maintenance Help

1H[=] 3

Supplier [8/P) Data
Stock [tem Setting

Aecess Code N7

It_comrnss b CONtrol
T ¢

m A/ Description
Duotation ﬂ' N 00001 A Coneel |
S0 00022
sales Dider v Post To G/L
Delivery Orde? D0 00031 Aecar
st TH 00022 *&» Sales Default Selting
Cach Eill ﬁ' CS 00ME Cash Sales Debtor Contral
CrediNote | |CN 00007 % CredtHats R
) pu | 1| Discount
52200 al
" Decimal Point Setting 11 | Sales
Price Decimal Point 2 [2.3.4) ’ﬁ ﬁ 51100.01 gl
Buantity Decimal Point ﬁ' 0 0.7.2.2.4] | | Ereess _I
* go001 G
Tranzactiol  — Other Setting “Ll |BTT2KDU gl
Invoice M atch with D0 v | ]
Show Mulii D/0 Nurnber ;&W Tar Type
Pick Up Last Customer Price v & ﬁ 3 @

Figure 13-5
Invoicing Control Default Setting

On the Invoicing Control Module, click on the Maintenance menu. A drop-down list appears.

© o No kWD E

el ol el
W N RO

14.
15.
16.
17.
18.

Click on 'Default Setting'. A 'Default Setting' screen appears.
Specify the next Quotation No. you want the system to generate.

Specify the next Sales Order No.
Specify the next Delivery Order No.
Specify the next Invoice No.
Specify the next Cash Bill No.
Specify the next Credit Note No.

Under A/R Description, type in the description you want to see in your subsidiary ledgers.

Set the number of decimal point for price.

. Set the number of decimal point for quantity.
. Tick here if you want the system to match Invoice with D/O.

. Tick here if you want to show multi D/O No. on your invoice.
. Tick here if you want the system to automatically pick up the last customer price when issuing quotation,

sales order, delivery note, invoice, etc.

Select the default G/L Debtors Control account.
Select the default G/L Discount account.

Select the default G/L Sales account.

Select the default G/L Purchases account.
Select the default G/L Bank account.
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19. Select the default G/L Tax Type, if any.
20. Click 'OK' to accept the default settings.

"4 - Inventory Control M= E .
File  Wiew Lry Lqulry Report ’M Help Flgure 13-6 .
AL Inventory Control Default Setting
I’ LCompany Profile Setting r Control

Default Setting

1

Access Code

Default Setting

Accou l‘ — Mumber Setting
Refefm%le n
Purchase Order Murnber FO 00001 ﬂv e Ok
el Purchase Retun Number PR 00001 ] 'ﬁ Cancel

Adjustment Number A0y 00001

Account
Fapabie  Default Account Setting

A Sales Account 51100.01 @ ‘&

| Creditor Control Account  |37100 4
Tnvoi :,'F Purchase Account 61100.07 %ﬂ‘
Contr Tax Type T3 g

—&/P Description |-
T . Receiving Inventory FLURCHASE ﬂ
Return To Purchass Psturn HO00S RETURN -
Main Menu

r Decimal Point
Frice Decimal Paint |2 [23.4)
Quantity Decimal Point IU 0.1 ,2,3,4]$'

- Purchase Order
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Auto Update Cost Price Fm
'«

Trangaction no, document n

On the Inventory Control Module, click on the 'Maintenance' menu. A drop-down list appears.

Click on 'Default Setting'. The 'Default Setting' screen appears.
Specify the next Purchase Order No. you want the system to generate.
Specify the next Purchase Return No,
Specify the next Adjustment No.
Select the default Sales account.
Select the default Creditor Control account.
Select the default Purchase account.
Select the default Tax Type, if any.
Key in the A/P description for Receiving Inventory.
. Key in the A/P description for Purchase Return.
. Set the number of decimal point for price.
. Set the number of decimal point for quantity.
. Tick here if you want the system to pick up last supplier price.
. Tick here if you want the system to automatically update the cost price.
. Click 'OK' to accept the default settings.
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