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1.

How do | create a Sales Invoice?

SECTION : INCOME

SUBSECTION : CREATE INVOICE

1 Choose “Customer” from the drop down menu

2 Enter the date of the invoice

3 (OPTIONAL) Enter a unique reference in the ‘Your Ref box

4 Choose the appropriate income heading from drop down menu.

5 (OPTIONAL) Add a new income heading by clicking the (+) symbol. Brings up a new screen
to add the heading.

6 (OPTIONAL) Enter a description. (NB. This text will appear on any printed/emailed invoices.)

7 Enter the amount.

8 IIf the invoice has multiple entries, click (+) Add another item. You may add any number of
ines.

9 Click Save

10 On the next screen, choose the relevant option. ‘Go back and edit’, ‘Confirm and finish’ or

‘Add another’.

Home Record Income ist Income | My Customers | Recsive Payment
My Details Repesat Income | Repeat Invoice
Enter all the income details below. Boxes and fields marked * are mandatory.
Expenzes
Bank Customer * Date of Income *
R — “four Reference  THIS MUST BE UNIQUE | customers Reference | |
Cars/Equip
Personal [Heading * [Description [Amount = [VAT Rate*  [vAT [Bross |
VAT [ Fees e [ |[[too00o0 |[17.5% %7500 ||[117s00 |
Reports (&) Duplicate last tem  (+) Add another item
Messages Total Amount:
Total Gross Amount: ---




2.

How do | record "Cash" sales?

SECTION : INCOME

SUBSECTION : RECORD INCOME

1. Choose “Customer” from the drop down menu. To record a general sale/income, use the
default “Sales”.

2. Enter the date.

3. (OPTIONAL) Enter a unique reference in the ‘Your Ref box

4, Choose the appropriate income heading from drop down menu.

5. (OPTIONAL) Add a new income heading by clicking the (+) symbol. This brings up a new
screen to add the heading.

6. (OPTIONAL) Enter a description. (NB. This text will appear on any printed/emailed invoices.)

7. Enter the amount.

8. Choose the payment method.

9. If you choose Bank, BACS or Card, a new box “Bank Account” will show. Choose the Account
into which the payment will be made.

10. For cheque payments, after recoding the entry here you will also need to record when it is
paid into the bank account. In the BANK section, choose the DEPOSIT subsection.

11. If the invoice has multiple entries, click (+) Add another item. You may add any number of
lines.

12. Click Save

13. On the next screen, choose the relevant option. ‘Go back and edit’, ‘Confirm and finish’ or

‘Add another’.

Home _ Create Invoice | Listincome | My Customers | Receive Payment | Add Credit Note
My Details Repeat Income | Repeat In e
Enter all the income details below. Boxes and fields marked * are mandatory. 1
q
Expenses i
q
Bank Customer * Date of Income * 22/07/2008
FEsTIIET: four Reference |1002 Customers Reference |
Cars/Equip
Perzonal - — 1
[Heading * [Description [Amount* [vaTRate* [vAT  [eross | )
L
[oner | oo [z ) t
Reports (&) Duplicate last tem  (+) Add another item
1
Messa
B ETI LI
Total Gross Amount: | 117.50




3.

How do | see a list of my income?

There are two methods to do this - as an editable list on screen or by running a printable report.

LIST OF ENTRIES

SECTION : INCOME
SUBSECTION : LIST INCOME

This screen has three or four filters. Choose one, several or all to narrow the list of income entries.

1. Customer Shows all customers with income entries, including default.
2. Aged (Accruals version only) Allows you to change the period to view.
3. State Choose whether the invoice is paid or unpaid, all invoices or credit

notes raised.
4. Contains Heading Choose particular income type from list of all active headings.

For example, to show all income from a particular customer, choose the relevant entry on the drop
down. To show all unpaid invoices from that customer, choose “Unpaid” from the “State” filter as well.

The more options you choose, the more narrowly defined the list. If you choose no options, all income
entries will be shown.

Home Record Income | Create In

e - My Customers | Receive Payment | Add Credit Note

My Details Repesat Income | Repeat Invoice

All previous income entries can be shown below. Use the drop down boxes to refine what you see in the

table. When you have located the relevant entry, click on it to Edit, Credit Customer Account, View, Record
Expenses Payment, Print, Email Customer or Remove it.

Bank

Accountant Refine the list of invoices by (select as many refinements from the lists as you'd like):
CarsfEquip Customenr: Aged: State: Contains Heading:
— All Accounts — vl |Current v‘ |—Any Invoice — vl |—Any Heading — Y
Personal
VAT AutoRef ||Date Customer Reference Net VAT Gross Outstanding
100000  (22/07/2008 |Mr Smth £100.00 |[£17.50 |£117.50 (£0.00
Reports
£ 100004 (22/07/2008 |Wr Smth 1001 £1,544.00 (£270.20 |£1,814.20 (£0.00
Messages Totals £1644.00 £28770 £1,931.70 £0.00

BY RUNNING A REPORT

SECTION : REPORTS
SUBSECTION: CUSTOMER/SUPPLIER

1. Choose “INCOME BY CUSTOMER SUMMARY” or “INCOME BY CUSTOMER DETAIL”

2. Two new boxes will show. Choose the date range for which you would like to run the report.
The default is the full accounting period.




- p—

My Details The list below shows all reports available to you. Choose a Report, enter required dates, and then click
‘Generate Report.
Income
Expenses ‘Once the report has been generated, click Open Report. A new window will open showing the report.
Bank
Accountant
CarsiEquip " Income by Customer Summary
Personal & Income by Customer Detail
(o Expense by Supplier Summary
VAT

(3] Expense by Supplier Detail

" (& Aged Creditors Analysis
lessages
€ Customer Statement

5y pplier Statement

Filter criteria for Income by Customer Detail report

Start Date: End Date:

S48

3. Select the way you would like to view your report - PDF, spreadsheet, word document, text or
HTML webpage. The report opens in a new window.




4.

How do | record a payment against a sales invoice?

NB: This applies to the accruals version only

SECTION : INCOME

SUBSECTION : RECEIVE PAYMENT

1. Choose the appropriate customer account. All unpaid invoices for that customer will show.

2. Enter the date the payment was received.

3. Against the invoice being paid enter the amount of the payment in the column “Amount
Received”.

If you were paid in full click ALL. This will enter the total of all outstanding invoices for the

customer.

4, If the customer has more than one outstanding invoice, you can allocate the payment
accordingly.

5. When you have made all the entries, click the ALL button next to the ‘Total Amount Received’

box. This will calculate the total of all payments.

6. Select your payment method, and if appropriate the bank account into which payment has
been made.
7. Click SAVE
Home C ist Income | My Customers Add Credit Mote
My Details come | Repeatinvoice
This section allows you to record any business income you have received.
Expenses
Accountant
Personal Total Amount Received |1087.50 All
P— Comments |
Messzages
AutoRef Date Reference Net Gross. Outstanding Amount Received
100002 |22607/2008  [1002 £1,000.00  [£117500  [£1,175.00 (o000 an
100003 |20072008 1003 £50000  |esT.S0  |gse7s0 Al
Pay all outstanding inveices | Clear all invmcas- Cancel

~



How do | set up a repeat invoice?

SECTION : INCOME
SUBSECTION : REPEAT INVOICE

Expenses I -
Sorry you have no repeat invoice at this time.

Bank

Accountant

Click ‘Add Repeat Invoice’. A new screen will open.

Enter details of the invoice

Home Record Income _ My Customers | Receive Payment | Add Credit Note

Messages Total Amount
Total Gross Amount.

My Details Repeat Income | Repeat Invoice
Enter all the income details below. Boxes and fields marked * are mandatory.
Expenses
Bank Customer * Sales |¥
EEIITET: Your Reference | | Customer's Reference |
Cars/Equip
Personal [Heading * [Description [Amount* [vaTrate* [var  [eross |
VAT [ other v oo J|[175%  #|ooo {poe ]
Reports (&) Duplicate last tem (+) Add another item

Next enter the criteria for the ‘repeat’ transaction

Start Date - The date of the first expected transaction.
Repeat - The frequency of the repeat invoice
End Condition

- How many invoices are needed or the date of the last one

Repeat Transaction

Start Date  (28/07/2008

Repeat " Every days
{* Weekely on the of every week
- day of every month

' qu artely
" Annu ally

End Condition (* Repeat indefintely
" End on dats 28/07/2009
© End when repeated times

Bank

Customer Mr Smth Date Generated on repeat
Accountant Your Reference Autoref Generated on repeat

) Customer Reference

Cars/Equip
Personal — ftems —

[Heading [Descriotion [NetAmount  [VATRate  |VAT Gross Amount
VAT [New Income Heading | |e1,00000 175% £175.00  |£1.175.00
Reports Totals |£1,000.00 £175.00  [£1,475.00
Meszages




6. How do | set up a repeatincome?

SECTION : INCOME
SUBSECTION : REPEAT INCOME

EETEED Sorry you have no repeat invoice at this time.
Bank
[ addrepeatinvoce |
Accountant
1. Click ‘Add Repeat Income’. A new screen will open.
2. Enter details of the income transaction that will be repeated.

Home Record Income _ My Customers | Receive Payment | Add Credit Note

My Details Repeat Income | Repeat Invoice

Enter all the income details below. Boxes and fields marked * are mandatory.
Expenses
Bank Customer * Sales |¥
EEIITET: Your Reference | | Customer's Reference | |
Cars/Equip
Personal [Heading * [Description [Amount* [vaTrate* [var  [eross |
VAT [ other v oo J|[175%  #|ooo {poe ]
Reports (&) Duplicate last tem (+) Add another item

Messages Total Amount - --
Total Gross Amount.

3. Next enter the criteria for the ‘repeat’ transaction
Start Date - The date of the first expected transaction.
Repeat - The frequency of the repeat invoice

End Condition - How many invoices are needed or the date of the last one

Bank

Customer Mr Smth Date Generated on repeat
Accountant Your Reference Autoref Generated on repeat

) Customer Reference

Cars/Equip
Personal — ftems —

[Heading [Descriotion [NetAmount  [VATRate  |VAT Gross Amount
VAT [New Income Heading | |e1,00000 175% £175.00  |£1.175.00
Reports Totals |£1,000.00 £175.00  [£1,475.00
Meszages

Repeat Transaction

Start Date  (28/07/2008

Repeat " Every days
{* Weekely on the of every week
- day of every month

' qu artely
" Annu ally

End Condition (* Repeat indefintely
" End on dats 28/07/2009
© End when repeated times




7.

How do | raise a credit note?

SECTION : INCOME
SUBSECTION : ADD CREDIT NOTE

Complete the appropriate boxes with details of the customer and credit note that you wish to create

Home Record Income eate List Income Receive Payment _
My Details Repeat Income | Repeat Invoice
Add a credit note
Expenses
Bank Customer * Date of Income *
EEIITET: Your Reference | | Customer's Referenoe| |
Cars/Equip
Personal [Heading * [Description [Amount* JvaTRate* [var  Jeross |
VAT [ New income Heading % i+ [ oo J|[175% |0 J{poo ]
Reports (&) Duplicate last tem (+) Add another item
Messages Total Amount
Total Gross Amount ---

When all entries have been made, click ‘save’.

Home Record Income | Create Invoice My Customers | Receive Payment | Add Credit Note
My Detais Repeat Income | Repeat Invoice
The table shows the income details entered. If you are satisfied they are correct, click either Confirm button.
If the details are incorrect, click Go Back
Expenses
Bank
Customer Mr Smth Date 28/07/2008
Accountant Wour Reference Autoref 100004
Customer Reference
Cars/Equip
Personal —ltems —
[Heading [Descriotion  [netAmount  [VATRate [VAT Gross Amount
VAT [ew Income Heading | |&1,000.00) 17.5% E€175.00)  |(£1,175.00)
Reports Totals | (£1,000.00) (£175.00) (£4,175.00)
Messages

A new screen will show, with details of the credit note to be raised.

Choose ‘Go back and edit’, ‘Confirm and finish’ or’ Confirm and add another’

10



8. How do | print an invoice?

SECTION : INCOME
SUBSECTION : LIST INCOME

Details of any previously created invoice can be printed.

1. Follow the instructions “How do | list income?” using appropriate filters to find the invoice to
print.
2. When you have found it, left click on it. (Hovering the mouse over it will cause it to change
colour.)
3. A menu will show. Choose ‘Print’.
. —————————
Home Record Income eate My Customers | Receive Payment
My Details Repeat Income
All previous income entries can be shown below. Use the drop down boxes to refine what you see in the
table. When you have located the relevant entry, click on it to Edit, Credit Customer Account, View, Record
Expenzes Y , Print, Email C or it.
Bank
P Refine the list of invoices by (select as many refinements from the lists as you'd like):
Cars/Equip Customer: Aged: State: Contains Heading:
—AllAccounts — | [ Current v|  [outstanding nvoices v | |~ Any Heading — v
Personal
VAT AutoRef (|Date Customer
I 100003 |20/07/2008 |Mr Smth
Messages Totals Hicw k26250 £1,762.50 £1,762.50
Pay
Print
Email
Remove

4. A printable version of the invoice will be shown on screen. You will then be guided to select your printer.

11



9. Howdo | send an invoice by email?

SECTION :
SUBSECTION :

Any previously created invoice can be emailed, provided you have the email address of the customer.

1. Follow the instructions “How do | list income?”, using appropriate filters to find the invoice.

2. When you have found it, left click on it. (Hovering the mouse over it will cause it to change
colour.)

3. A menu will show. Choose ‘Email’. (If you do not have the customer’s email address, this

option will not show.)

Home Record Income eate - My Customers | Receive Payment | Add Credit Note
My Details Repeat Income Dic!
All previous income entries can be shown below. Use the drop down boxes to refine what you see in the
table. When you have located the relevant entry, click on it to Edit, Credit Customer Account, View, Record
Expenses 1y , Print, Email C or it
Bank
FEErTeT Refine the list of invoices by (select as many refinements from the lists as you'd like):
Cars/Equip Customer: Aged: State: Contains Heading:
| — All Accounts — % | ‘ Current hd | | 4] Invoices ¥ | ‘ — Any Heading — - |
Personal
VAT AutoRef ||Date Customer Reference Net VAT Gross Outstanding|
I 100003 |20/07/2008 |Mr Smth 1003 Edit 8750 [£58750 |£587.50
Messages Totals View E26250 £1,762.50 £1,76250
Pay
Print
Email
Remove
4. Following your agreement the invoice will be emailed directly to your customer.
5. A memo will then be added to the invoice to show it has been emailed.
Home Record Income eate List Income | My Customers | Receive Payment | Add Credit Note
My Detais Repeat Income lepes
The table shows the income details entered. If you are satisfied they are correct, click either Confirm button.
If the details are incorrect, click Go Back
Expenses
Bank
Customer Mr Smth Date 22i07/2008
Accountant Your Reference 1002 Autoref 100002
Customer Reference
Cars/Equip
Personal — Items —
[Heading [Descriotion  [NetAmount  [VATRate  |VAT Gross Amount
VAT [ew Income Heading | |£1,000.00 17.5% £I75.00  |£1,175.00
Reports Totals[£1,000.00 £175.00  |£1,175.00
Messages
Thiz was emailed to MrSmith@email .co.uk at 28/07/2005 10:56:41.

12



10. How do | add a new customer?

SECTION : INCOME
SUBSECTION : MY CUSTOMERS

A default customer is already in the system, “Sales”. You may add as many customers as required.

Home Record Income | Create Invoice _ Receive Payment | Add Credit Note

My Details Repeat Income | Repeat Invoice
If you have regular customers, or if you record the details of all your customers, you may add a new
customer, or Edit / Delete an existing customer. You can also go directly to record an income entry for the
Expenses customer.
Bank

If shown, click Mark as Complete once you are satisfied the details are correct. (NB: This will not prevent
future amendments.)

Accountant
Cars/Equip
— Code Customer Name Contacls g::“‘;m Active
VAT I:L
Cust1 Mr Smth WMobike: E587.50 Yes
Reports Email: Mr co.uk
Messages Sales Sales £0.00 Yes
Add Mew Customer
1. Choose ‘Add New Customer’
2. Enter the customer details. Fields marked * are compulsory.
3. If the system does not have an appropriate heading for your customer, click (+) to add a new
one. Any new headings will then be in system for your general use.
Home Record Income eate i Receive Payment
My Detale Repeat Income
Enter relevant details below, including a unique code for the customer and a default income heading from the
list.
Expenses i
pank Customer Code* ]
Accountant Customer Name * | |
Cars/Equip Customer is active v

Personal Customer Emails) [ sepemteany)
cusomer Fox —

Reports

Messages

Customer Address Label
(Remember to add
the Account name)

This is used for
printing out invoices

I | oo

4. Once you have entered all the appropriate details click ‘Add’

13



11. How do | edit an income entry?

SECTION : INCOME
SUBSECTION : LIST INCOME

1. Follow the instructions “How do | list income?”, using appropriate filters to find the invoice.
2. When you have found it, left click on it. (Hovering the mouse over to change the colour.)
3. A menu will show. Choose ‘Edit’.
T —
Home
My Details
All previous income entries can be shown below. Use the drop down boxes to refine what you see in the
table. When you have located the relevant entry, click on it to Edit, Credit Customer Account, View, Record
Expenses Payment, Print, Email Customer or Remove it.
Bank
PE— Refine the list of invoices by (select as many refinements from the lists as you'd like):
ErmEs Customer: Aged: State: Contains Heading:
|—AIIAchunts_ vl ‘Current vl |f‘ ing Invoices vl ‘—Any Heading — v|
Personal
VAT AutoRef |[|Date Customer Reference Net VAT Gross Outstanding|
LTS 100003 |20/07/2008 |Mr Smih 1003 Edit
Messages Totals View 50 £1,762.50
Pay
Print
Email
Remove
4, Update the transaction as necessary, then click ‘Update’

Home Record Income | Cre jce | Lis My Customers

My Detaile Repeat Income | Repeat Invoice

Expenses
Customer * Mr Smth % Date of Income * (22/07/2008

Add Credit Note

BT Your Reference |1 002 | Customer's Reference | |
Accountant
Cars/Equip

[Heading * [ Description [Amount = [vaT Rate = [vaT [oross [ x|
Personal | New Income Heading w |(+) ‘ | |1DD.UU |
VAT (&) Duplicate last tem (+) Add another item
Reports

Total Amount:

Messages [Upcate | Reset | Back.

Total Gross Amount: |117.50

5. Go back and edit, confirm and finish or confirm and add another as reﬂuired.

The table shows the income details entered. If you are satisfied they are correct, click either Confirm button.
If the details are incorrect, click Go Back

Expenses
Bank

Customer 1r Smth Date 22/07/2008
Accountant “our Reference 1002 Autoref 100002

Customer Reference
Cars/Equip
Personal SSEeEES

[Heading [Description [Het Amount VAT Rate VAT (Gross Amount

T [New Income Heading | |£100.00 17.5% £1750  |£117.50
Reports Totals|[£100.00 £1750  |£117.50
Messages

Thiz was emailed to MrSmith@email.co.uk at 28/07/2008 10:56:41

14



12. How do | delete an income entry?

SECTION :
SUBSECTION :

INCOME
LIST INCOME

Please note that the system will only allow deletion of an entry if it has not been reconciled using the
bank reconciliation facility.

1.

2.

5.

Follow the instructions “How do | list income?”, using appropriate filters to find the invoice.

When you have found it, left click on it. (Hovering the mouse over it will cause it to change
colour.)

A menu will show. Choose ‘Remove’.

Home Record Income My Customers | Receive Payment | Add Credit Note
My Details Repeat Income
All previous income entries can be shown below. Use the drop down boxes to refine what you see in the
table. When you have located the relevant entry, click on it to Edit, Credit Customer Account, View, Record
Expenzes y , Print, Email C or it.
Bank
Accountant Refine the list of invoices by (select as many refinements from the lists as you'd like):
CarsfEquip Customenr: Aged: State: Contains Heading:
[—Anaccounts — [w|  [current v|  [Outstanding Invoices w| [~ Any Heading — v
Personal
VAT AutoRef ||Date Customer Reference Net VAT Gross Outstanding
Reports Edit
100003 (20/07/2008 |Mr Smth 1003 £B7.50 |£587.50 (£5E7.50
Messages Totals View £26250 £1,762.50 £1,762.50
Pay
Print
Email
Remove

You will be asked to confirm deletion

Home Record Income | Create Invoice - My Customers | Receive Payment | Add Credit Note
My Details Repeat Income | Repeat Invoice
All previous income entrilf I T T T W 350 I 8 &l refine what you see in the
table. When you have locg ——amer Account, View, Record
Expenses Payment, Print, Email Cus{ 9
\:f) Are you sure you wank to delete this Income?
Bank
Refine the list of "d like):
Accountant oK Cancel
Cars/Equip Customer: ntains g
Mr Smith v Current e | | o ing Invoices | ‘ — Any Heading — v
Personal
VAT AutoRef ||Date Customer Reference Net VAT Gross Qutstanding|
100002 |22/07/2008 |Mr Smth 1002 £100.00 (£17.50 |E117.50 |£117.50
Reports
B 100003  |20/07/2008 |Wr Smth 1003 £500.00 (£87.50 |E587.50 |£587.50
Messages Totals £600.00 £105.00 E705.00 £705.00

Click OK or Cancel as required.
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