POLYMATH SERVICES
EASYLEDGER USERGUIDE

EASYLEDGER is a comprehensive, yet compact computer programme designed to keep business
records. The basic premise is that you type information into the boxes provided and click the mouse
when pointing to a command box to make the action happen as sho

The Screen (Pic 1.1) is a snapshot oRthe first screen you see after entering yolyr name and optional password. The
system itself tries to be as self-explanatory as possible based on keeping the ‘getting money in against giving money
out’ principle as simple as possible, whilst\providing detailed and accurate inforqnation for you to keep track of
events and for your accountant and bank manager to provide the right level of suppoXt

® Login to Polymath Services

System Log In
Company Mame:

Palymath Services

Pic 1.1

Work Station Administration
® easyledger.uk.2010 using C:\Easyledger\DemoCompany.mdb Logged In : Dave at Level Mas . B
Management Information Reports Tools Help Till Number:
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System Password:
Customer Stock Databasel Suppherl System Infmmation‘ Log Off Save Password

12:36:21 Tuesday W October [2010

Friday Saturday

1 2 User Name: |da A
Sunday Monday Tuesday | Wednesday| Thursday Friday Saturday
3 4 5 6 7 8 9

Password: " A
Friday Saturday
15 16 ——
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There are three basic elements to any business....
1. Customers are anyone or anything to whom you may have occasion to issue an invoice
2. Suppliers are anyone or anything who may have occasion to bill you.
3. Stock and Expenses/Material are one line break downs of your charges to your customers
and receipts from Suppliers and items are selected from drop down lists where appropriate

Item 3 is broken down further into Services and Goods. These Services and Goods are called Chargeable units
and they are the building blocks and vital to the management of your system, managed in the Stock Database or
when entering your job details.

The standard menu options are on the tool bar at the top of the screen, but the method best employed to run
the system is to select the date on the calendar that you wish to work on (the cyan date defaults to today)
which brings up the Overall Management Screen. (Pic 2.1). This screen shows lists of all your current
customers, all your suppliers and all your outstanding jobs, gives one click access to all essential tasks and is the

To assist you in the smooth running of your business - is our business




Overall Management Screen or OMS

Pic 2.1 ® QOverall Management Screen
List By 64 | Customers
MName
ADADGT. Adamant £4 75,63 i~ '?;';5 3GM001, 3G Mobile £0.00 ~
ADAD02, Ada_go £0.00 stock ALP001, Alpha Aerials £86.25
BEROO01, Berlioz £0.00 ARRO001, Arrval £0.00

BOAQO1, Boatwear £276.19
BONO001, Bondage £69.00
BRAODO1, Branston Brothers £127.65
BUNO0O01, Bunter £284.35

BURO001, Burttram £43.48

AURO001, Automobile Association £0.00
AUT001, Autospeed £0.00

AXA001, AXA £0.00

B&Q001, B&Q £0.00

BOI001, Boiler maker £0.00

Payment

Add Job

uHil

CARO001, Carloggas Hotel £65.21 View | |BRIO01, British Telecom £0.00

CAS001, Cassidy £0.00 ——— BTX001,BT £0.00

CLAO001, Clark £0.00 — CARO001, Car Vogue £0 00

SHEG+—SMton £0.00 Invoice | | CEF001, City Electrical Factors £35.25

COD001, Cod's Gift £175.08 | |DAR0O01, Darwin Accountancy £0.00

COMO001, Comerton £3,796.50 DENO0O01, Denmans £0.00

CORO001, Cornwall Holdings £29.38 D:?il\:z DIR001, Direct Choice Ins £0.00

CORO002, P Correctness £637.10 o DVL001, DVLA £0.00

COX001, Cox £0.00 ELEOQO1, Elecsa £0.00

DEMO001, Demo Co Ltd £0.00 Payment| &) F002, Electrical Services £0.00

EMMOO01, Emmerson £0.00 FUEQO01, Fuel/Service Stations £0.00

FIS001, Fishing Leisure £0.00 v \View ‘ G &001,G&R£0.00 v

Current work/jobs |Click here to wiew any quotations

BERLIOZ 2060, 1%/10/05 BEDROOM REFURBI £0.00 £277.50 -~

Boatwear 2104, 18/03/10 Monthly inspect £12.39 £12.39

BRANSTON BROTHERS 2092, 09/11/09%9 QUINTRELL DOWNS £0.00 £61.75

BRANSTON BROTHERS 2091, 17/11/0% CROSS CLOSE £0.00 £37.00

CARLOGGAS HOTEL 2061, 10/11/09 EXTENSION OF ¥E—tf—ff—e+58H6

Cod's Gift 210%, 16/09/10 Complete Overha £500.00 £85.50

Cornwall Holdings 20589, 17/02/10 Monthly inspect £25.00 £0.00

DEMO CO LTD 2106, 18/05/10 THE JOB OF ALL £0.00 £80.00 v
Finish Job ‘ Invoice To Date |  View Job | View All Jobs View Aged Management

Debtors

Run
Work In Amount
Progress £2,222.01 Owed £12,725.46 Scheduler -

Stage 1 - Basic Tasks

e To add a new customer — double click the mouse over the green customers
e To add a new supplier — double click the mouse over the mauve suppliers

These actions will display a separate form where you can type in the names and addresses and other required
information as prompted in the appropriate boxes.

To Add a New Job — make sure the customer for whom you are doing the job is highlighted in blue by placing
the cursor over the name on the list and clicking once — beware, clicking the mouse twice will display the full
details of that customer — and then moving the cursor to the green Add Job box and clicking the mouse twice.
In fact all actions associated with the supplier or customer require you to highlight the name in the list. You can
also seek the customer/supplier/job by typing the first letter of the code or name. (repeatedly)

Double Click over a job to display the job details.

Right Click in the jobs box to display a print out in date order of outstanding jobs

Right Click over the customer list to display a print out of customers

Click on the View Aged Debtors button to update and see who owes you money.

Click on the Contacts button to provide a list of your suppliers according to their user defined

classification

o Click on the green or mauve buttons to display a spreadsheet screen of customers or Suppliers

e Use the buttons down the middle to access the various accounting functions

e Use the View button to bring up a list of all invoices issued to the highlighted customer so that you can
reprint invoices, produce statements, edit outstanding invoices and view the customer details.

e At a glance you can see how much work in progress you have and how much you are owed.

This screen is where you can perform the vast majority of the tasks needed to keep
proper and orderly records for your business.

To assist you in the smooth running of your business - is our business!




To add a new customer

* Adding Customer Details | Any box with a

Put a Tick in this  lame Details down arrow will,
box if you would  |ampany - 'Smith and Jones = MName [Smith = | if you click on
rather the less ) R re— : the arrow, show
formal name and |t " | Mr jhm:'ﬁ r. FereRaRe—dohm a list from which
forename showed—5 Display Name on Invoice Salutation |Mr Smith W Account Customg YOU select the
on the invoice - appropriate
address print as  (ddress Details description
opposed to the |1 The Street Phone 01637859180 Contacts
formal company | Phone?2 | Last |
name

Newquay Mobile [07740049324 | Next

|Cnrnwa|l .

Pic 3.1
. Terms |
TR7 2HF E-Mail  |easyledger.uk@gmail.com 30
MNotes and Comments

Sources — to help Business Type — to
with marketing — help with marketing
i.e. where your e Options — i.e. what business
new customers . sectors are the most

ource o -| =
come from. There _/‘I'I:"CEI Advertising J - LISmEs Lo | lucrative for you.
is a list to choose  |usiness | General #TTdng = Sala-Only——0Okta-Mall There is a list to
from. Click on the choose from. Click
box and you can — . - 3 on the box and you
2dd a new ancel and Finishl | * Must have some |nfulrlmat||:|n before can add a new

o the record can be saved o

description if you description to the
want. list if you want.

When you have finished entering the information, simply click on Save and Finjsh and the desk top will show
again with your new customer in the list. You only need to put information in thepoxes with a red asterisk next
to them — you can always come back later to amend the details as necessary by alicking twice on the name in
the list on the desktop

By ticking the check boxes you set aside the new customer for selection for various options — for instance being
able to quickly produce a list for those customers that you want to receive a Christmas card. The database
can be used by most word processing applications for mail merge for letters and labels.

Adding a supplier is an almost identical screen with the same information required.

To view an existing customer

Once you return to the Overall Management Screen (OMS), you can double click on the name in the customer
list to bring to the screen a more detailed view. Please note that the address given on the customer details
must be the invoice address. If you are working on or dealing with another site with the same customer then
you can use the Alternative Addresses function where you can add an unlimited number of sites, locations,
branches and offices.

You can also view the financial details of the customer including past invoices and other functions that are
accessible on the middle bar of the OMS as well as view the transaction history and correspondence that you
may have logged. As well as the alternative addresses you can also access the scheduler which will build up
and set regular jobs (e.g. annual PAT visits) and the inventory which will keep a list of any equipment at any
site to do with the customer that you may be responsible for and not necessarily supplier by you - boailers,
electrical goods etc.

To assist you in the smooth running of your business - is our business!




To view an existing customer (cont.)

Screen Name & Addresses Tab

Pic 4.1

# Customer Details E|§|@
Name and Address  FWkagcial
Name Details Main Contact
Company ||Smith and Jones Surname |Smith
Code SMI002 % Curent Forename John
Alt I— [ Sale Only Initials J Title Mr v
SamzE v Account Customer [Mr Smith
Source || gcal Advertising | | [~ |ntemnal
Business )
Type General Building =| | I Display Name
Address Details Notes and Commi
[1 The Street Phone  |01637859180
[ Phone 2 \

INewaquay Mobile - [07740049324
[Carnwall Contacts
TR7 2HF E Mail |easyledger.uk@gmail.com E-Mail Last Invoice:
:
Options Last Payment
W OktoMail ¥ Xmas Card [~ Holding Company Last Contact | 26-Oct-2010
Actions
New Setand Copy Alternative
Invoice View Jobs Scheduler| Inventory Address Addresses

Save
changes

=)

Screen Financial Tab

® Customer Details

By clicking on the Financial
Tab you get more information
about the financial side:
e How much you are
owed
e How much they have
spent with you
e Log any payments you
have received to
reduce the debt to you
e Show a listing of all
invoices and jobs
against the customer
e Issue a credit note in
the event of the
transaction failing
e Double click on the
Sales and current
balance boxes to
produce reports

Name and Address || Financial
Name Details Main Contact
Company |Smith and Jones Surname |Smith
Account Details Financial
S ’78MI002 Current £0.00 Sales £0.00
30 days £0.00 Sales MTD £0.00
Terms ) e f 001 SatesYFo—r ARt
Credit Limit £0.00 90 days £0.00
Discount 10%
I ¢ Other EC " Non EC/VAT Exempt
\?’:E']}DNmufnfbser Account Status
" Good " Pro " Account on Stop
All View
Invoics History
Finance Make . Refund
Details Payments Lredit Note Payment
_ Correspondence P;}';':r:t Statement Inn
Actions
New Set and Copy Alternative
Invoice View Jobs Scheduler| Inventory Address Addresses
; Save
. changes

Set your terms — a number —
of days before payment
becomes due. This figure is
used to calculate the date to
pay by on the default
message on account invoices!

| Discount is calculated on the

Stock Sales Screen -= NB Enter
the discount figure as a
decimal. 10% = .1

Pic 4.2

To assist you in the smooth running of your business - is our business!




Sales from Stock Pic 5.1

® Sales From Stock

Cust
Date:  [02/11/2010 E

W Account Customer

Sold By |Dave j
Stock

[SMITH AND JONES SMI002

F2 to select item F3 to finish sale

N\

Quantity ‘ 1. Sale ltem |Qty |Value

Widget 2 1 £9.00
idget 1 £4.50

Disc X0 —

_ Powder 6 kg 1 £59.50~__
Price Select tem
VAT e

WIDGET 2 Useful teol  £10.00 Find By

WIDGET1 wid 1 £5.00

Sub Total Total WIDGET2 widgiﬁ 2 E10.00 Name
Sub Vat Find By
£85-78 Code

Find By
Supplier

Find By

Sales

Group

Cash Received
CIS Tax credit
EffIn

This screen is designed for quick sales straight from the Stock Database.
Only those items marked as a Stock Item will appear in the selection list.
The Date and Sold By can be changed as appropriate — the Date is taken
from the Calendar Date selected from on opening screen and Sold By can be
user defined on the Look Up Tables Option on the Tools option on the main
Tool bar.

You can select stock by choosing from the list after clicking the binocular

button or you can type the code in the yellow box if you know it. The Stock
Z.Payment Method description appears in the white box.
- Amend the quantity if required to match the quantity sold,

The discount field reflects the amount set against the customer file and can
Cheaue/Card ’7 I — be amended on a line by line basis as here. Hit the Select Item button to add
Number the item to the list in the cyan Sales so far box.

Click the blue Finish Sale box and you will be presented with the Account

oK Payments payment box or the Paid payment box. Note that Paid Screen will always

appear when you are selling to customers not marked as Account Customers

or marked as Sales Only.
Pic 5.4 On the Account box, you may also mark the invoice as paid, if the customer

is brandishing card or cheque!!

To assist you in the smooth running of your business - is our business!




To add a job or build a detailed line by line invoice

® Job Details for : Smith and Jones

Highlight the customer on the main screen

Pic 6.1

(click once!) and select green Add Job Job Description -what is shown at the top of the invoice
from the central column

Rebuild collapsed garden wall and repoint

adjoining wall of authouse|

Simply fill in the job description box — the
job location takes the customer name and
address. If the location is away from the

invoice address, simply click the yellow ~Job Location
Change Location button and enter the Hofn Smith Home [01637859180
details as prompted. A custgmer may have
. ) |1 The Street Work [
as many locations as you wis _
Mabile lm

when working with a building con or or Newquay
absentee landlord! The address will ap [Cormwall Email [casyledger uk@gmall.com
separately on the invoice. Nl Post Code [lR72HF

Enter an estimated price for the job or the A

price you quoted the customer and this will Smﬁie\Pememo j End Date |02;11f2010 j
be the target when you build up the job.

When you are happy that the information

is correct, click on the red Create New Change

Quoted Price I 0 ‘ & Job " Quotation ‘

Job screen
® Job Order 2112 for Smith and Jones

Date From IZE-OCI-‘]U ta | 02-Mov-10 Job title

Original Quote I £0.00 Costs to date £0.00

X i ‘wihere the John Smith . .
Work in Progress I Invoiced I el onn smi = Set Site
£0.00 £0.00 ki 1 The Street Address

Already

N
Job Charges | £0.00 Job Cs‘r“r‘]‘:::l?’ Detgw“

~Job Details
Charge| Time Add Service
Details

Ongoing Charges
£0.00

Ongoing Costs

£0.00

Rebuild collapsed garden wall and
repoint adjoining wall of outhouse

~Materials Used

Add
Materials

Check
Inventory

Ongoing Charges
| £0.00
Ongoing Costs
| £0.00

Accept
Payment

Pic 6.2

This is now the master form for all jobs and is the form around which you will build your jobs — big and small.

To assist you in the smooth running of your business - is our business!




To add a job or build a detailed line b

line invoice (cont.

There are two elements to any job — your chargeab
that are incurred in doing the job and which are pai
to the customer (the so called Chargeable Units).

le, Service, time and any expenses, Materials/Goods,
d for by the customer or items of stock that are chargeable

By clicking on the Add Service Details button, the following screen is displayed and you can enter the

chargeable elements.

Once again you can select from the list — you can Date |26;1012010 j
add to this list, but as part of our setting you up
we will make sure that a comprehensive list that is Job [ELECTRICAL WORK - Electrical Work -
part of your business is Compiled. If the item is stil _ ELECTRICAL WORK - Electrical Work
not there, then you can Add Service Units or Discount 1= " CHOUR - Electrical Work ( hourly Rate) id Service
Add Material Units as appropriate. MONTHLY FIRE IN - Monthly Fire Inspection Unj
MONTHLY INSPECT - Monthly inspection
i Ch . -
Use the box at the bottom to give as much e HEEVRQJ:ES Lﬂg'gﬁ'“i‘ ew Build labour ex v
in_forma}tion as you like _about th_e work that you £0.00 |PAT - Portable Appliance Testing
did. This contents of this box will appear on the THREE MONTHLY F - Three monthlyAffe inspection
invoice. If the box is left empty the description of
the chargeable unit will be used. Details of job (this information appears on theAfvoice)
Save and Exit

Adding Service Details for O 2112 Smith and Jones

Add Service Units

® Time/Services Offered and Expenses Database

Details

Code

Desc|General Building Waorl

GEN BUILD

pplier |Demn Company I

VAT appears at =l
the standard rate
for the UK. This
can be changed in
the event of VAT
rate s or if you as
a company are
not VAT _——|
registered by
going to the
System Defaults
function

Rles

|Genera\ Building
oup

j Category ‘Chargeab\e le Expéense
ode

plues
hit Of Sale: |Hour

[~ Vatincin CostPrice
[ Vi“ﬂc in Sale Price Sales VAT

s e

17.50% Standarc ~| UnitSale

Update | Cancel
I

Purchase Vat (17 5o, Standare «| Wnit Cost £0.00

Motes

k

-

# Time/Services Offered and Expenses Database

Add Material Units

memberships etc

Code used for

breaking down the

expenses into
meaningful groups

You can set the default
mark up on the Based on a
figure on the System
Defaults function

Cost .
Details
Code BRICKS Desc [Bricks
Supplier: P P - Add N I v
‘Genera\ Building Supplier J ew
Supplier
£19.00 Sales Category Expense
G | Build hd Ch ble Ti Cost of Sal -
Group | eneral Building J ‘ argeable |J e | ost of Sales J
Values
Unit Of Sale: 100
[~ vatincin CostPrice Purchase Vat |17 5n9; Standare = | UnitCost £30.00 GP Margin
[~ Vatincin Sale Price Sales VAT 17.50% Standarc ~| UnitSale £60.00 50.00 %
Notes
date| Cancel
14| 4 |affiliations. memberships etc > M
Pic 6.3

When you are happy. click the Update button, and
make a mistake or need to change something later;

the information will be stored. Again, not to worry if you
there is a facility to change the information.

To assist you in the smooth running of your business - is our business!




line invoice (cont.

If you used the Add Material button, you would have seen this form — identical to the above but for one extra

button.

As you can see the options in
the list differ by being more
for the detailed expenses
information,.

If you have a receipt, then you
can enter the details here to
save a job later onClieken—__|
the yellow Enter Receipt
button which will display the
form (Pic 7.2). This is primarily
intended for expenses charged
to the job.. Note that you
cannot enter a receipt against

# Adding Materials Used for O 2112 Smith and Jones

Date |26I10f2010 j
Job [BRICKS - Bricks -]
Discount  |0% Add Material
Units
Unit -
Charge out Amount |

‘ £0.00 X ‘1 ‘ £0.00 ‘

Details of job (this information appears on the invoice) Ent int
nier pieceip

a stock item.
Pic 8.1
- ® Enter Receipt
Pic 8.2 -

Choose the method of

Supplier |k-ieneral Building Supplier

Receipt
Number
Receipt Amount | £30.00

:TAU.UU

£0.00

The receipt amount
is filled in from the
information we
gave earlier

RETET T

Amount Paid

[~ VAT On Top

payment — each of which
is set to deal with the
particular transaction as it
should

iy | AddNew
~———— Supplier

17.50% Stanc

Calc Vat

Payment

‘Cash Issued
Method

Cheque ‘
Number

You can add as

Add the cheque

much here as

Receipt Details ‘General Building Supplier Bricks
>

number if you

you wish to
explain the Canceland -
purchase.

used a cheque to
be able to
reconcile payments

Clicking on the Save and Exit key will take you back to the main Job Details screen.

To assist you in the smooth running of your business - is our business!




To add a job or build a detailed line by line invoice (cont.)

Job Order Screen giving the unique system generated job number and customer name across the top. Note
that an Invoice Number is NOT generated until an Invoice is posted. You may have many invoices to one job.

& Job Order 2112 for Smith and Jones

Date From |25—Dct—‘10 to |[]2—Nn'u-1[] Jobtile \pepuild collapsed garden wall and
repoint adjoining wall of outhouse
Criginal Quote I £0.00 Costs to date £60.00

_ : Where the | john Smith » i
Waork in Progress Invoiced I B ann = Set Site
I £177.00 Already £0.00 [‘LThe Street — Address
Job Charges Job swauay to
£177.00 I Cornwall . Default
~Job Details
Date | Price| Time | Uit | | Add Service
261042010 £19.00 3iHour { General Building Waork Demo Compaty General Building Details

Ongoing Charges
£57.00

Ongoing Costs
£0.00

~Materials Used

Date | Charge | L rit | Cost | | Add
B0 i ildi i i g
£R0.00 2 £3000 Bricksz General Building Supplier Bricks Materials
Check
Inventory

Ongoing Charges
| £120.00
Ongoing Costs
| £60.00

This is how a standard job is built up. It is best added to when the various elements are done so ngthing is
missing from the invoice. Please note that you can have as many open jobs against a customer dep&nding on
location and nature of the job as you wish. Also remember that the more information you give then tRe less likely
the invoice is to be queried when posted and the more likely the bill is to be paid promptly.

This is also the best way to build an invoice, giving you maximum flexibility!!

—You can edit or remove a job detail simply by double clicking on the line in question.
You can enter in payment on account against a job without having to issue an invoice by clicking on the Accept
Payment button
You can change the job to a different site by a double click over the address box.

You change the job title. This appears on the invoice so you may wish to amend,
Clicking Print sheets gives you the options to print out a job sheet, a quotation or a dummy invoice.
Clicking Back takes you to the Overall Management Screen

To assist you in the smooth running of your business - is our business!




line invoice (cont.

Pic 10.1

(1] Lo ST 4 AT WS IR AR N LR R TR BN (e

EMMO01, Emmersor 2 View U o b v Ebealinnine £40LG0

FIS001, Fishing Leisure £ ~ G &D01, G & sl v
Current work/jobs [Click here to view any quotations

Cornwall Holdings 208%, 17/02/10 Monthly inspect £25.00 £0.00 ~
DEMO CO LTD 2106, 18/05/10 THE JOB OF ALL £0.00 £80.00

Demo Co Ltd 2107, 03/06/10 Portable Applia £1.60 £1.60
HEADLAND 20%4, 10/10/0% LOWER POLSTAIN £0.00 £5%0.50
HOSKEN 204%, 05/11/0% TO RUN IN NEW S £0.00 £166.50
EENTUCEY 2105, 12/03/10 THREE MONTHLY F £40.00 £70.00

26/10/10

SMITH AND JONES REBUILD COLLAPS £0.00 £177.00

THOMAS 2093, 16/10/09 RE NEW EXTENSIO £650.00 £652.50
———FMish Job | Invoice To Datej View Job | View All Jobs View Aged Management
- Debtors
4] 4 M
wokin [ £2,156.60 Amu [ £13,068.75 Run | |
Progress ' ' Owed ! ’ Scheduler

When you finished the job or even if you wish to produce a work in progress invoice simply choose the job by
ticking in the box and click on Invoice To Date or Firllish Job — depending on what you want to do.

Invoice Screen Finish Job

® QOrder 2112 Details for Smith and Jones

If the details are
not quite right at
this stage, then
click on Back
and amend the
job.

Member
of Staff

Dave _v| Customers |Rebyild collapsed gard BWDiCE 26/10/2010 -
ate

Reference

Invoice Details When you are

happy, click on

Date  |Description | Vat|  Value
|26/10/10/ Demo Company General Building Work £008  £57.00 the I§sue
26/10/10 General Building Supplier Bricks £21.00 £120.00 Invoice or Post

Final Invoice

button

Message comes
up with either a Totals
payment by Signing Off Job VAT ‘ £30.98
Date Date Signed off 51012010 h
(calculated Authorised By | Net ‘ £177.00
using the terms | Any ather
on Fig 4.2) or | Total ‘ £207.98
how the invoice Any Invoice Message (150 Chars)
was settled. Rayvmenpmust be received, please, by
You can also 25/11/2010
enter in your Post Fina Print

Log Uate Invoice 10/ B - .
own message. T ent 26/10/2010 - Invoice Invoice Pic 10.2

To assist you in the smooth running of your business - is our business!




Scheduling

If you have customers where you have to keep a regular check on their appliances or equipment then the
Scheduler function will help you keep tabs of the appointments.

The schedules themselves are set using the Schedules button in the Management function. If the button is
missing, check in the System File and Local Details to ensure the schedule functions are enabled.

# Scheduler for repeat jobs/visits

Details
Code: PAT ﬂ Desc |Portable Appliance Testing
- — [ Material v Display against Jobs
Supplier:  {own Company ~| Add New e _
Supplier |F'f-". Testing j
Motes Category |Chargeable Time j
Expense Code |C|:|st of Sales j
Values

Unit OF 2ale: |par nit Purchase Vat: |1T.50% Standarcj Unit Cost £0.00
[ VatIncin Sale Price Sales VAT |1?_50% Standarcj LInit Charge £1.60

Period (Day/Week/Month) v GF Margin | 100.00%

Length between visits 12 Element of good or senice 1003

reclaimable for VAT

Set Sales Net of VAT
Schedule | wonth [ [ £0.00 Year [0 £0.00
Add | Delete 22V€
= = Changes
4| 4 |Portable Appliance Testing kM
Pic 11.1

You can amend or add at any time and using the Set Schedule you can select from your customers to whom
and when this particular case applies.

The list of all customers appears and you select which ones are applicable from that.

To assist you in the smooth running of your business - is our business!




Scheduling (cont.)

Setting a schedule

You click on the customers that you wish in this case to set PAT visits in June of every year

X

ADADD, Adamant £475.63
ADAN0Z, Adago £0.00
EEROM, Berlioz £0.00

01. Boatwear £400.15

BOMODT, Bondage £639.00

ERAQDD, Branston Brothers £382 66
BUMNOOT, Bunter £175.66

BURODT, Burktram £0.00

CAROM, Carloggas Hotel £181.70
CA5001, Cassidy £0.00

CLAODT, Clark £0.00

CLIOOT, Clinton £0.00

[l November 2010 =]l

1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30

T Today: 261072010

Pic12.1

Copoo, Cad's Gift £175.08
COMOO0T, Comerton £3,796.50
COROO, Corwwall Holdings £29.38
CORO0Z, P Comectress £637.10
COx=001, Cox £0.00

DEMOOT, Demo Co Ltd £0.00
EMMO0T, Emmerson £0.00
FIS001, Fishing Leiswre £0.00
GLADOT , Gladstone £0.00
HaR001, Harbour View Management Ctee £0.00
H&RO02, Harrizon £0.00

HEAOM, Headland £0.00
HEROO, Herbert £0.00

HOBOO1, Hobson £0.00

HOHOM, Hohenhaus £0.00
HOLOM. Halness £234.48
HOS001, Hosken £0.00

JIM00A, iy £0.00

JINOOT, Jinfield £0.00

KENOD, Kentucky £0.00

LEMOOT, Lentliy £0.00

LOMNOM, Lohsdals £0.00

MAFDOT, Mafeking £121.75
MALDDT, Malkolvitch £3,246.54
MNARQDT, Marmoweliff Hotel £0.00
PAR0M. Parker £0.00

PEAO0T, Peazoup £306.48
PRO0O, ProfessionalDesign £0.00 “

Cancel

Deselect All

And when you are satisfied then you can Save and Exit. Please note that you can make any amendments at a
later date against the individual customer. Note that the jobs will be set against the customer’s invoice address.
This is intended to set up the new schedule quickly against customers but you will have to reset customers who
have multiple locations to make sure the jobs matches. To ensure complete consistency we suggest you set
the regular job against each customer.

By clicking on the Scheduler button on the Customer screen, you will be presented with a box as below — only
empty. See the separate chapter on adding from the customer.

. X
48 PAT/Portable Appliance Testing £1.60 01/11/2010 - Default Address
Add a .
Create Alternative
Job sctt:)elti:lsutle Addresses e _| Pic 12.2
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Scheduling (cont.)

At the bottom of the OMS is the Schedules function. Click on the button and you will be presented with a blank
version of this screen. Click on the Tab of the Schedule you wish to view and all scheduled jobs for the next 28

days will appear. If you wish to view more then set the D
on the tab then all items will appear. You can change the

ay to a different value. If you set that to 0 and click
display order to find individual customers or jobs by

clicking the mouse in the column header so if you want the display in alphabetic order click here
Pic 13.1
# Run Scheduler
Manthly inspection | Three monthly fire inswble Appliance Testing}
Customer 44— Charge | Sched Date | Confirmed Postit
Hosken £1.60{Jun/10 Flat 13, Vivian Court, Truro
Herbert £1.60{Jun/10 Ba Orchard Gardens, South Aston, Sheffield
Gladstone £1.60[Jun/10 Bicknells Cottage, Porthallow, St Keverne -
Demo Co Ltd £1.60{Jun/10 1 The Street, Anytown
Smith and Jones £1.60{Now/10 1 The Street, Newquay
4 »
To Remove a customer from the list - double click on the name and|fthen confirm X .
To Change Value in the list - double click on the charge, enter the ngw value/charge and click next Print List
To confirm and set up job - double click on the blank date, change thhe suggested date if necessary and then confirm
Rows highlighted in blue have notes attached - scroll across to viewf or change 26 October 2010 J
: : View all :
printan Prnt | PANt |ooeqies oot Apply | Reassign
Month | Invoices| ithinthe next | <%  days Increase Jobs

If you have made a mistake and the customer is against the wrong job, the

the situation in the Reassign Jobs function.

® Reassign Cards to job

never mind, you can easily rectify

You can log a post it sticker against each
job to keep track of any progress —
phone calls to fix visit etc.

Double click on the Post It column and

row. Any schedule with a post it will be
highlighted in Cyan.

How to change customer Herbert from
PA Testing to Monthly Inspection

Job to change from Portable Appliance Testing A
137 Deno Co Ltd £1.60 03-06-2010 1 The Strest. Anvtown
138 Gladstone £1.60 01-06-2010 Bicknells Cottage, Porthallow, St Keverne
(vl EE] Herbert £1.60 01-06-2010 3a Orcha: Gardens, South iston, Sheffield
140 Hosken tl1.60 01-06-2010 Flat 13, Viwvian Court. Truro
148 Smith and Jones £l.60 01-11-2010 1 The Street, Hewquay
ECLI 1Vl onthly inspection - Cancel -
Pic 13..2
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Setting a schedule

Print Month

Date 26/10/2010
If you click on the Print Month button of Select Month(s) O~
the schedule screen (Pic 12.1) then you S;Babr;”haw
will see the screen displayed where you [ A
can select the month. All jobs when they [ May 3
are first given have the date set to the Sjﬁlne F Pic 14.1
first of the month. You can then reset 0 Au;ust
that when confirming the jobs to that [] September
date. [ October

[ Mowvember ]

Select Year
The report comes out in schedule then 2011
date order. If a job has been confirmed, 2012
the service//job number is printed 2013
otherwise then it states No Job 2014
Confirmed

s [

KK 101 by m %%§|@| 100% w|  Tatakd  100%

18/05/2010 Demo Company Page 10of 1
List of all Scheduled jobs Job Number
Portable Appliance Testing

June

Hosken Jenny Hosken 01/06/2010 No job Conf

Flat 13, Vivian Court, Truro

Herbert Eddie Herbert 01/06/2010 No job Conf

3a Orehard Gardens, South Aston, Sheffield

Gladstone William Gladstone 01/06/2010 No job Conf

Bicknells Cottage, Porthallow, St Keverne
Demo Co Ltd Fred Bloggs 01/06/2010 Na job Conf Pic 14.2

1 The Street, Anytown 01896 000011

To assist you in the smooth running of your business - is our business!




Setting a schedule (cont.)

Confirm a Job

# Confirming Visit Done

™ Confirm Job or Change Date

Open Job ‘No Open Jobs ‘PAT Portable Appliance Testing

Pic 15.1

Select
Date

‘01 November 2010 J

Add Job

Date when Job Doge

Date of Next Schedul 01 November 11 . Tuesday Cancel

® Confirming Visit Done

You return to the list then with the date

¥ Confirm Job or Change Date I~ Confirm Job has been done of the job in the confirmed column. By
clicking that date again you to the

LEEn e ‘ 2113 ‘PAT Portable Appliance Testing screen above with one difference — you
can view job 2113 and edit it in the

same way as any other job as set out in

Select Pic 9.1
Sele ‘03 November 2010 j

Save

Chances View Job

The job also appears in the list of jobs
laid out in date order on the Overall
Management Screen.

DatewhenJobDone |03 November 2010 .
| The job can be processed and invoiced

Date of Next Schedule Tuesday when ready in the usual fashion with
01 November 2011 - Cancel || | one difference — you will be prompted

for a date for the next visit.

Finish Job
Pic 15.2
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How to use the Scheduler from the customer screen

Select the customer you want to action from the list on the OMS — here is the Demo Company — and you will
be presented with Pic 4.1. Click on the Scheduler button and the following should appear. Bearing in mind
that we have already allocated a job to this customer at his default or account address, this appears on the list.

. L3 pic 16.1

48 PAT/Portable Appliance Testing £1.60 01/11/2010 - Default Address
Add a .
Create Alternative
schedule Cancel
Job - Addresses
to list
_——TR

# Schedule Card for : Smith and Jones

If there is a blank list box or you wish to add

Schedule [Monthly inspectio - another schedule to this customer — you can
Monthly inspection have as many as you v_vish — then click on the
R Portable Appliance Testing Add a Schedule to List button.
| Three monthly fire inspection
John Smith
You choose the necessary schedule from the
1 The Street drop down list which should then come up with
INBW — the price against the job which you can amend
|cDmla|T to a price for the customer if you so wish.
TRT 2HF |easyledger.uk@gmail.com . . . pe
Set the date for the next visit by clicking the
Quoted Price [£25 o0 Change arrows — the date will automatically set for the
Location 1% of the month so you can amend the job
TargetDate | ||\ ember2010 | date when you have confirmed with the
Cancel customer..
1 2 3 4 5 B 7 - .
8 9 10T 1218 1 You can change the location to match where
22 23 24 B % 27 28 - the job is to take place.
23 30
Pic 16.2

To assist you in the smooth running of your business - is our business!




How to use the Scheduler from the customer screen (cont.)

Alternative Addresses

Or Change Locations. This can be done direct from the customer screen, from jobs and from the scheduler
screen. This means that you can have many sites where jobs take place as you wish. We recommend that you
set up a different job for each site so that the invoices are clear and separate. This will make your invoices clear
and much more likely to be paid without dispute!

(Y pic 170
. e Remove View All Address Details
o
Addresss | Addresses | Work: [
[ Mobile : [
Fill in the details as prompted — maybe a good  EMail |
idea to keep the third line as the town and the Contact \
post code in the smaller box. ree ‘
Again as much detail as possible for your
;if::rence and who ever is doing the job for Pic 17.2 — -

Pic 17.3

James,StheStreet,Newua

Remove View All
Site Site Cancel
Addresss | Addresses

Pic 17.4

® Viewing Site Details for Smith and Jones

Address Details

|3 the Street Phone - [01537859130

| Work :

[Newquay .

| Maobile |07740049324
TR7 2HF E-Mail: |easyledger uk@gmai
Contact [James

By clicking on the Edit Site Address you can change
any of the details.

Notes Key at the main office

Save
Changes

To assist you in the smooth running of your business - is our business!

W Current Site Address Please note that for completeness once you have
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delete it. If you wish not to see the address in your
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Address box.




Inventory

The Customer Inventory is designed as a database for you to keep track of all equipment or apparatus that you
have responsibility for on any one given site. It may or may not be equipment that you keep in stock — you may
have inherited it. Enter the details in the stock or Time/Materials database depending on how you see fit of
each item that you have to look after. This may be a laborious task but worth while when it comes to
scheduling and setting jobs up. You may enter to the inventory direct from the customer when the system will
assume the inventory items are at the invoice location, from a site address or from a job.

Pic 18.1

View Delete Edit Add to
Inventory Inventory Inventory Invento
History Line Line Y

Using the buttons to perform the action that you wish — to start with we must add to the inventory.

# Adding to Inventory for Smith and Jones

Stock

Fill in the details of the item — if the item
is not on the list , then you can build the
list by the Add Items when you will be

able to add to the database (Pic 6.2)

You can double click on the site box and
either the site address or ‘Invoice
Address’ will appear.

Location here refers to the physical
siting — ie office or hallway — If you leave
it blank the system will display ‘unsure’

You can use the notes field for any
pertinent information — ‘wall mounted’
for example

|BOILER Boiler «— - Ad
: mems
Serial ‘
Number
Date next ‘2711012010 j
senice
Site/Location ||nyoice Address <
Location of ‘Kitchen
Appliance <
Notes Supplied and fitted by G Pipe the plumber
Pic 18.2

To assist you in the smooth running of your business - is our business!




Invento cont.

# Inventory

38 BOILER/Boiler Kitchen 27/10/2010 - Invoice Address

Cancel

View Delete
Inventory Inventory entory 1:\?9(:1:2
History Lin Line = || . Pic 191

You can edit the Inventory item details by selecting the item from the list , clicking on the box against the line
you want to edit and then clicking on the Edit Inventory Line Button and a screen similar to Pic 17.2 will be
displayed.

If you use the Inventory against a job (Pic 5.2) you will see the following screen has an extra button. Update
job will put the selected inventory items into the job as a Material job/invoice line.

38 BOILER/Boiler Kitchen 27/10/2010 - Invoice Address

View Delete Edit Add to
Inventory Inventory Inventory Invento Update Job
History Line Line Yy

To assist you in the smooth running of your business - is our business!




Ad hoc Invoice from the customer file

You are able to enter a text invoice which is completely independent from the stock system or
schedule/chargeable unit system.

You access this screen by selecting the New Invoice Button on the Customer file (Pic 4.2). or if you do not
have any items in the Stock Database (Pic 25.1) then direct from the OMS under the Invoice option.

# Invoice Details for Smith and Jones Eﬂﬁ@
General

Member of Staff |pgye j |Nnt Siven Invoice Date | pg/11/2010 ~| I Internal

Pic 20.1

Enter Invoice Details

“ou can enter as much text as you wish in this box. ‘ £135.00
Create your own line spacing VAT |[J 00% Exempt J
- o v
Sales |Genera| Building j
Mot touching the stock database or the chargeable units Group
Calc =
Vat Add Line

Invoice Details

Date  |Description | Vat|  Value

[ Payment Received

Totals
How Paid  [Account -] VAT | £0.00
Delivery Net
Amount £0.00 Address | £000
Cheque/ Card | —_—
Total | £0.00

Any Invoice Message (150 Chars) Clear Details

Fayment must be received, please, by 09/12/2010

Print Invoic
[ Log Date Invoice Sent  [07/12/2009 - -

The invoice will use the discount set against the customer and you have to select the sales group from the list
given. If you have made an error, before Issue Invoice, double click on the Invoice Details box and you will
be able to amend any details you have already given — including price, VAT rate and sales group.

If the customer is offering payment then click on the payment received box and choose the payment method
from the options given in the How Paid box. Otherwise click on the How Paid box and ‘Account’ will be
displayed. If you have received a payment, double click on the Amount box and the invoice amount will appear
as a payment figure. In the event of part payment just enter the actual amount offered. You can add a delivery
address if required by clicking the Delivery Address button.

When all is Ok, click on the Issue Invoice button and then you will be able to either print direct or view the
invoice prior to printing.

To assist you in the smooth running of your business - is our business!




Stage 2 — Entering receipts/purchase invoices

The program expects you to enter all your business expenses to be able to work out a profit and loss as well as
presenting a set of accounts for tax purposes. Entering purchases is straightforward and non too time-
consuming.... We will use as an example recording fuel purchases.

All purchases must have a
supplier or provider behind
them. Multiple small

purchases whgmitwould not
be sensible to pdd each
individual ‘one|off * supplier
as in each indiyidual filling
station where you have
bought petrol are overcome
by creating a qupplier called
Fuel/Serviceg Stations. If
you have an a cou:’:il\
however. or the supplier is
a regular supplier then you
may have to ADD them as
an individual record.
Moreover you may wish to
build a contacts
database/address book.
Double clicking the
highlighted line will display
the supplier’s details.

Supplier’'s Form

By clicking on the tabs
you get more information

ompany Details

" | 27-Oct-10  [11:24:27 =

Pic 21.1

B&Q001, B&Q £0.00
BRI001, British Telecom £0.00
N Baymont BTX001, BT £0.00
! CARO001, Car Vogue £0.00
CEF001, City Electrical Factors £35.25

Invoice

Add Job | INARD01, Darwin Accountancy £0.00
DEMO001, Demo Company £0.00
View DENO001, Denmans £0.00

DIR001, Direct Choice Ins £0.00
DVL001, DVLA £0.00

ELEOQO1, Elecsa £0.00

ELE002, Electrical Services £0.00

Purchase

~

Take
Delivery

HENO0O01, Henwood D £0.00
HMCO001, HMCourts £0.00

KINOO1, King Appliance £0.00
LODO001, Lodge and Thomas £0.00
MBNO0O1, Mbna £0.00

ayment

3 View

g

# Supplier/Contact Names and Addresses

16/09/10 Complete Overha £500.00 £85.50
17/02/10 Monthly inspect £25.00 £0.00

Pic 21.3

X R X Mame [Fuel/Senice Stations Contact:
about the financial side: var Comact2 [
Account v [~ Internal Our A/C
Add Detail
How much you owe them o Phone | Sant
(lf YOU are an account I : Phonez: Last Address Details || Financial
= C Detail
CUStomer) | Mobile | Lasilon] N;mmepagelfge:cse Stations Contact:
email VAT 1 Contact2 [
HOW much you have Web %‘ ount ¥ [~ Internal ouAC [
Spent with them or on ?ecr:nnsum petts 0 c::rae:nial £0 () Purchase Cgarall | £97 47
their products |Expense and Cost groups for contact listing Credit Limit [£0.00 Present £0.00 Purchase MTD [ £0.00
75 Motoring costs Discount 0% 30days+ |  £oo00 PuchaseYTD [ £9742

1
97

Log any payments you

Petrol

Vehicle Maintenance

Notes and Comments

Origin 60 days +
& UK
. Other EC

" Mon EC 90 days +

have made

A variety of reports on
the transactions you
have made

Stock
\Batg:'elilml Valuation

(A Payments

Credit Note

£0.00
£0.00 I" Show on Sales |~ Staged

Statement Purchase

View ‘

Invoices History History
|Expense and Cost groups for contact listing
|75 Motoring costs
cf::;es Invoice 11 Petrol
41|97 Vehicle Maintenance
Sales | Notes and Ci
History s
Save Invoice List_AII
changes Invoices
Batch Enter VasI:.loa‘:i':: n Sales Hsi:l:fy
Stoek Sales Report Ly Summary

To assist you in the smooth running of your business - is our business!




Add Purchases

On the OMS (Pic 2.1) with the supplier highlighted (the system will prompt for a supplier in any event if none

is highlighted), click on the mauve Invoice Button.

Purchase Invoice Screen

Choose one of the Pic 22.1
expense items. If you

wish to do freehand that

Purchase Details for Fuel/Service Stations

Enter the receipt
number if significant

Enter the invoice date as on the
purchase invoice or receipt slip

is ok too. Simply set the
: : Member |p | Sups |supp  Imoiee 7102010 If youare
value I_n Quantity to O pf Staff | ave J Invoice PP Date not
You will have to choose e bave bought registered
: nier aetalls of what you have boug
from th-e categ_o!'y list, ltems Purchased Carland Cross Filling Station alue (Netof} fo VAT,
but it gives flexibility. g
Motor £56.76 enter the
otoring sundry j gross value
Add H
stook | Quantit in the box
L?:e Hariy | 1 Expense |Muturing costs j |1T.50% Standard  ¥]
Category
Transaction Date |2”1 0/2010 j T T Cale Vat Add
Although if you choose Codes Details
from the details list, the urchase Details
text will be prompted, When you have
you may overwrite it Date  |Description | Vat|  Value| finished the
27/10/10| Carland Cross Filling Station £8 45 £48 .31 line, click Add
I Details and the
If you have made Purchase
an error, click on Details box will
the line to go back v Payment tade Totals build up on a
and change it i i
g VAT £8.45 | [ne by iine
Haw Paid |Visa Card j Net T IT
If the Supplier is not
set as an account, Biss e Total | £56.76

then we are expected Amnount Paid —
to actually pay the bill

on demand. Clear
Details

Accept
Purchase

Choose the method of payment. If the supplier is an
account, then the word account will appear in the list for
you to select

Click over Amount Paid box and the outstanding value will be filled in for you. If you are paying with a debit
card and you have taken cashback then enter the TOTAL paid and if the payment method (which we will set
up in the Payment Methods menu option) is configured to accept it, you will be prompted to confirm Cashback.
The system will do the rest for you!

When you are happy that the details tally with your receipt or purchase invoice, click on Accept Purchase, at
which point the system acknowledges that you are liable for this payment demand! Click on Back without
clicking Accept Purchase will abort and lose all the work that you done. When you have accepted the details,
you can print off your own purchase invoice if necessary.

If you have a scanner, then you may scan in the paper purchase invoice and store it against the supplier. We
will be happy to show you how to do this!

If you wish to produce an sales invoice without starting a job, then the process is identical to the purchase
process, only choose a customer from the list on the left on [Pic 2.1].

To assist you in the smooth running of your business - is our business!




Make or receive payments

You select a customer or supplier on the lists as in figure [Pic 2.1] as shown above and then click on the
Payment Button.

®# Payments taken for Carloggas Hotel/CAROO1

Enter the
amount
that is
being paid |

Pic 23.1

e 26/10/2 j
Payment Make sure the date
Me¥hgd Chequs j is the correct date
. for the transaction.
St?a?ber ' Dave - ﬁ:fnqt':':r'card | Choose the correct
payment method.
Amaount Enter a cheque
Received | & 181.70 number -
. particularly
Number Date Total Invoice[ Amount Rec'd]Date Paid |rrll1portant if this is
b [200985 =] 28-Sep-10 £181.70 £0.00 the payment out
screen for cheques
issued by you.
Amaount to Current Balance
match £181.70

Double click on the Amount Rec’d box.

The programme will work out the date paid and on multiple line payments the system will calculate the amount
to be paid, allocate against the oldest transactions and keep the amount owing accurate.
Id you wish to allocate individual amounts to each invoice then simply enter into the amount rec’d box the figure.
When the Amount to Match box is 0 (or in the event of a single invoice to pay 0 or less) then the Log Payment
button becomes active and you can save your work. Please note that the Date Paid is automatically taken from
the Date box at the top of the screen.

When you are happy that everything has been allocated properly, click on the Log Payment button

To assist you in the smooth running of your business - is our business!




Stage 3 — Management

If you click the Management Button on the desktop ([Pic 2.1]), the screen below will be displayed.

# Management Options

Stock Database Scheduler

Pic 24.1

éﬁystem Defaultsé

Clicking on
each of these
buttons will

Expense

A OUDE Categories

Reports Sales Reports

bring up a
further form
according to
the description

System Defaults

Address Details

Establishment Name: |[Demo Company

32.75

A13068.75 £66772.66
Curfent Sales VAT £6780.78

Current Pyrchase £3695.52

[12 Lanhenvor Avenue Phone 01637859180

| Mobile  [07740049324

INewquay Skype [

|Cornwall e-mail |dave@polymathsenices.com

[TR72HF Web Site |
VAT/Period Defaults
VAT 123456789 [17.50% Standard ~| VAT 010512009 |
Part of the VAT Cash Accounting [y Start of Cumrent Acc | 01/04/2009  ~|
Control Values

Overall Owing ¥TD Sales (Met) Cwerall Due ¥TD Purchases

£35200.31

Sales

Cash Vat Sales Vat

Purch
Cash Vat

Print Vat
Report

Opening
Balances

Run Vat
to date

Cash In hand

£0.00
£3085.26

Statement File Name |C:\Easyledger\statement.rpt

Debtors File Name  [C-\Easyledger\DebtorsDemoCompany.rpt

Job Sheet File Name |C-\EasyledgerlJobSheetCountyElect rpt

Defaplt Values View
Accognt Invoice 200935 Job Number  |[2114 Values
5 Allow
Mark|Jp [1o0 % Cradit [r Passwords
Contrpl [~ Break Value .
Cash B Grzeat £0.00 Charity Number ﬁ
- - - Brefamtt-Tme
I Calculate VAT on Invoice Tatal. Nat line by line | gpge 23
Messages

Own Company |Dem0 Company j

) ) i Save |
Invoice File Name  |C:\EasyledgerinvoiceStandard.rpt . Changes :

Pic 24.2

=

This form is where the
main details of your
business are stored —
the screen provides
valuable information
with control figures on
how much you are
owed, how much you
owe and key VAT figures
(if you are registered for
VAT). The information
can be hidden and
accessed by password
for prying eyes. The
information held here is

entered at set up and

from then on should
only be for viewing.

The debtors’ reports
can be run by clicking on
the two fields.
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Stock Database

# Stock Database Management

_ _ _ List ) ) Edit
List By | List By List By BvStock ListBy |ListAll| gglected

Code | Name Supplier s Group | Stock
Create New

FIREX Fire extinguisher 0 £30.00 Item
POWDERGKG Powder 6 kg 2 £59.50

WIDGET 2 Useful tool -3 £10.00
WIDGET1 Widget1 0 £5.00
WIDGET2 Widget2 0 £10.00

Adjust Stock
Levels

Adjust Sales
—>_
Prices

Mark as
Obsolete

Show Stock
Value

Pic 25.1

Expenses/
Materials

Kits/Job
Templates

Stock Lines

* Add Into Stock (X

5

Each Widget 2

* General Price Increase
Stock | \ite Off | Adjust | Transfer | No Save -
{Delivery; Take Stock Description = ice
Each Vidget T B B 0
Y%age
Change

£0.00
Each Useful tool 500 (€000
Quantity Moved [ oo ac E £0.00

Cost Price EX
Default Mark Up 100
Sales [750% Stendard =]l I

Original Sale 5.00

Confirm
Amended Sale
Price

Pic 25.1a

Display Stock by
Sales Group

i Pic 25.1b

This screen lists all items that have been added in as Stock Items. Basically this refers to physical actual unit
that sit on a shelf. You can also enter non-stock items for the purposes of lists and choice . These are dealt

with under the Expenses Materials button.

The lines are displayed in Code order although the buttons at the top will change the search order to enable

easier location.

Displayed is the code, the stock description, the number of items currently held in stock (needs close stock

control) and the sale price.

If you double click on the line the Edit Selected screen will be displayed.

To assist you in the smooth running of your business - is our business!




Stock Database (cont)

Add and Edit Stock Items

® Add Stock Item
Stock Details

Enter your own code up to 50
characters in length although this

may be set to your own choice.
Add a description and then
choose from the list the main

supplier. You can set up

Unit Of Sale: Default Number | 4

Code: | Description |
Supplier: | ~|| Add New
Supplier
Sales Invaice Expense
Group | j Category |0 T | Category j
[~ Material [~ Display against Jobs Motes
Location: o ‘
Sales Velues | Actions |

alternative suppliers in the Edit
screen. Choose a sales code from
the list, a stock type (usually
either services or goods) and an
expense code — e.g. general stock
or Cost of Sales.

Purchase VAT: |17 50% Standard =] Unit Cost | £0.00 [ Vat Included in Sale Price Fill in the unit of sale — this
Sales VAT: |1;r_5[]% Standard j Unit Sale: £0.00 Min Sale: appears on the invoice, the
_ . _ number usually sold and the
GP Margin % Quantity In 0.00 Element of good or senice .
Stock: reclaimable for VAT purchase and sales price and
VAT.
Pic 26.1
* | Edit Stock ltem details X
Stock Details
Code: WIDGET1 Description |Widget 1
Update Supplier:  |Denmans Add Stock with
i View Alternative
alternative
4] 4 |Stack supplier Items
— . g?;i?) |Materia|s For Job j g:?;;emyh\ﬂaterials used j E:r:g”;; General Stock j
Please indicate whether or not this
i H : ~ v Material Notes
item is a service or goods by
ticking the Material box. This will Wimmaewos oE o
determine in which box on the job T Vales | Actions |
screen the item will appear. . o
. Unit Of Sale Each Default Number |4 Senice Period (years) [ |
If you want the item to appear _ Vet ncluod Sa':ﬂ
against a job then make sure the Purchase VAT: |17 50% Standard -] Unit Cost | £0.00 Price
Display Against Job box is ticked. Sales VAT [1750% Standard ~ ~| Unit Sale [£5.00 Min Sale [ £0.00
GP Margin 100.00% Quantity In 0 ks Allocated
Stock

Pic 26.2

Save
Delote Changes

Take out
of stock
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Stock Database (cont.)

Material/Expenses

# Time/Services Offered and Expenses Database

Details
Code:  |[ELECHOUR ﬂ Description |Electrical Waork { hourly Rate)
Supplier: |Own Company j Add New [ Material [v Display against Jobs

Supplier [ Purchase ltem
Sales )
Group |Electrical Contracting j lCn;?elcgE:Jr}r Chargeable Time - E’;‘;:;g; |Cost of Sales j

Pic 27.1

Values

Uinit Of Sale: | Howr
[~ Vatincin CostPrice Purchase Vat: |17 5oy, Standare «| Unit Cost £0.00 GP Margin

[~ Vatincin Sale Price Sales VAT 17.60% Standarc =| YnitSale |£13_50 |100_00 %
[~ Private Car Motes
Element of
good or
TEIEE e :;ZTW Year £143.00
reclaimable - .
for VAT
Save Convert to
Add | Delete Changes ‘ Stock -
I4| 4 |Electrical Work ( hourly Rate) b (M

The Materials/Expenses Database deals with all chargeable units that are not part of the stock database as well
as regular purchase items that can appear against the purchase invoice as one item in the drop down list.
There are three options — if you wish the item to appear against a job — a chargeable unit — then make sure the
display against Jobs box is ticked. If it is non stock then leave the material box clear. The example given
illustrates how to deal with standard hourly rates against the nature of the work. Please note that all prices
given may be amended at the point of invoice or when the job is updated.

If you wish the item to simply be a purchase item for quick entry of purchases then simply make sure the
Purchase item box is ticked and the other two are left clear.

An example is given here with Motoring Expenses which is listed in the Purchase Invoice

® Time/Services Offered and Expenses Database

Details
Code: TRAVEL (CAR) M Description |Motorin_q sundry
Supplier. |Vari0us Vat Reg Suppliers j Add New | [ Material I Display against Jobs
Supplier v Purchase ltem
Sales )
Group |Electrical Contracting - lCn;?;cg?er Materials used - E’;‘;:Ss; |M0t0ring costs j
Values
Unit Of Sale:
[~ WatIncin CostPrice Purchase Vat |17 509, Standare ~| Uit Cost £0.00 GP Margin PIC 272
[~ WatIncin Sale Price Sales VAT 17.50% Standarc ~| UnitSale |£g_gg | 0.00 %
[~ Private Car Notes
Element of
gs?rf'icoer ,— Purchases Net of VAT
reclaimable danit £0.00 Year £73719
for VAT
Mave Convert fo
Add | Delete Changes ‘ Stock -
4| 4 |Matering sundry [
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Sales Groups & Expense Cateqgories

These will be mostly established at the original setting up of the system although you can freely add to them
or edit them as the system matures.

# Sales Group Account

x
Description : (General Building M
Project |General Account Sales - ) )
The two main areas of interest here are the
Nominal Ledger |5 Journal Transaction Reports to give you a detailed
Group oo Entries breakdown of the account and the Journal
Month Entries which allows you to move values
Year go.o0 | Order By Customer between accounts in the event of a mistake
Last year o - having been made at invoicing.
Next Year £0.00
& Expense Category Account
Description : |M0tnring costs
Short Name  |oTor  Fixed Code
Project | Matoring
Mominal E Bank/Credit Card
Ledger Group |7 Expenses J°'-"f‘a|
ﬂdd ge|ete §ave EntrIES
l Manth 0.00
Pic 28.1
4] 4 |5ales Breakdown
Year E2.991.23
Last year EU_[][]
Add
- Delete| Save ‘ ‘
Pic 28.2
4] 4 kM

Monthly Routines

X
Update Monthly Year End
Figures Routines
Age Debts |:|
Pic 28.3

This area is important to make sure the Debts on the Supplier and
Customer Sides are properly segmented and updated. When the
Payments are made, the debts are automatically applied to the oldest
debts. However — the debts are not aged until you run this routine
when the 30, 60 and 90 day figures are updated. This is done, moreover,
according to an option in the System Information file where you can
choose whether to age the debts from day of invoice or whether to age
the debts from the end of the month or whenever you run your
statements.

Run the Update Monthly Sales and this will amend the Sales Groups,
Expenses (as above) and Customer/Supplier Sales figures.

The Update Annual Sales should only ever be run when the end of
year has been sorted and done with our assistance.

To assist you in the smooth running of your business - is our business!




The Reports Options

# Print Reports Pic 29.1
Sales Reports
" Invoice History
" Day Book Sales
" Sales Breakdown
" Transaction Daily Summary
 Transaction Current MTD All the report options offer you
_ Dates to choose from. Select a
* Transaction Current YTD button and the click on the Print
(" Transaction All By Customer button. You will be presented
with ions wher
" Sales Debtors By Date t dat.e options where
appropriate.
" Sales Debtors By Customer
Purchase Reports
" Purchase Ledger Sheet
" Purchase Invoice History
" Purchases Breakdown 11 October 2009 Purchase Invoice Listing for Mullaly Building Surveying ~ Page 1of 3
~ PUFChEEEE Aﬂﬂ'YSiS VAT Value NetValue GrossValue
i i Week Starting : 05/04/2009
" Paid Invoices gaDo1 53 0B/D42000  Total Fusion Media £0.00 £25.00 £25.00
" Purchase Debtors By Date F000 £25.00 - £25.00
) Week Starting : 24/05/2009
" Purchase Debtors By Supplier — 0052000 Combellack Dairy £000  £2250  £2250
68130 69130 28/05/2008  Service/Filling Stafions £0.00 £30.01 £30.01
(" Day Book Purchases £0.00  £5251  £52.51
Week Starting : 31/05/2009
60002 60000 03/06/2000  Service/Filling Stafions £0.00 3727 3727
68101 @9101 03/06/2008  Various £0.00 £9.00 £9.00

£0.00 £46.27 £46.27

Week Starting : 07/06/2009
. . BODO0 60000 11/068/2000 Darlington & Son 337204080 £0.00 £41975 £41975
This is an example of the €000  £41975  £419.75

Purchase Invoice History

Week Starting : 05/07/2009

62005 60005 AVO7/2008  DIY Stores 131637488 £0.00 £3.90 £3.90
60097 69097 09/07/2008  Service/Filling Stafions £0.00 £26 91 £26 91
68102 69103 OV07/2008  Supermarkets £0.00 £4.47 £4.47
89128 69120 08/07/2008  Service/Filling Stafions £0.00 £50.48 £50.48

£0.00 £85.76 £85.76

Week Starting : 12/07/2009

80003 143488 18/07/2000  Macsalvors 131242881 £0.00 £66.33 £66.33

80131 60131 18/07/2008  Service/Filling Stafions £0.00 £36.00 £36.00
£0.00 £102.33 £102.33

Week Starting : 19/07/2009

69102 69102 24/07/2008  Restaurants £0.00 £2210 £2210
629104 69104 24/07/2008  Service/Filling Stations £0.00 £31.35 £31.35
69105 80105 25/07/2000  Service/Filling Stafions £0.00 £30.02 £30.02
88107 69107 23/07/2008  First Great Western £0.00 £60.00 £60.00
628110 82110 22/07/2008  Service/Filling Stafions £0.00 £4.48 £4.48

£0.00 £147.95 £147.95

Pic 29.2
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The Sales Reports Screen

® Sales Reports Pic 30.1
Daily Sales VAT Sales Expense
. and Margins Breakdown Breakdown
Payment Top .
Top Suppliers
Breakdown Customers p >upp
All the buttons are
self-explanatory
Staff Business Source
Breakdown Classification Classification
Payments
Report
11/10/2009
Top 13 Expense Groups for Period to 01/04/2009 to 11/10/2009 ' 29¢ 10f 1
Code Description Budget Including VAT Value
75 Travel Expenses £0.00 £773.05
10 Professional Fees Acc £0.00 £41975
76 Accommodation Expenses £0.00 £25525
a7 Vehicle Maintenance £0.00 £20033
8 Computer Software £0.00 £200.00
77 Tools of the Trade £0.00 £112.79
25 Provisions £0.00 £60.88
99 Printing £0.00 £52.50
.. 19 Office Equipment £0.00 £36.97
This is an example of the a3 Website £0.00 £25.00
82 Materials for job £0.00 £10.99
Expenses Breakdown 15 Stationery £0.00 £6.99
2 Postage £0.00 £4 68
£2177.18
Total Purchases w
These 13 groups represent 100.00% of Total Expenditure for the period
[@ Accommodalon 1125 |
Expenses
I Computer Softare 1.2%
0O Materals for job 12.1%
O Office Egupmant  2.8%
Vehiois Malntenance g m ‘g:‘:
D;ﬂm&mﬂF&s 1.5%
[ Provisions: i
W StEionery 2.9%
Travel Experses B Mawbperse 1115
@ Vehicie 14.3%
Martenance
Tools of the Trade O Website: 137%
E . TS
Pic 30.2
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The Bank ACCOUNT

The bank is where the financial transactions are tidied up. Although strictly speaking you do not have to use the
bank functions, it does make life easier when it comes to tracing money and how and when you either came by

it or disposed of it when asked by people who seem to need to know......

the system is set up with an opening balance. Once that is correct then posting and reconciling transactions

should be done regularly in order to check against bank statements. Again all the buttons are self explanator

and come up with a screen to handle the various transactions.

# Bank Details

Again the main drift will be done when

Pic 31.1

Bank BARC Mame: |EIarTSEI O/Bal
Sort Code  |20-95-91  Account Number |12348TEE Account Type |Standard Business
Account Mame |dge t/a Demo Company - Pay Bank Capital
Address (1 High Street Chegues | Charges/ | | 4 duced
Newquay into Bank Income
TR7 2HF
Cornwall
Loans Drawings Transfer
Contagts  |0845 234567
Phongs
Withdraw Credit
Bz el Cash Cards
Overdfaft Limit \ £15,000.00
. Recogcile
Wages/Tax | Pay VatBill|, —
Balarjce | -£10,103.88 | Bank
Cash In Hand 0.00 Reverse
Transaction
Currgnt Wat |§3,15[]_[]2
Currgnt Vat Bill 0.00
Pic31.2 |

= [zrozo0 -

£200.00 / Adamant 21/11/2009

£170.20 / Fishing Leisure 21/11/2008 201308 £0.00
£3107.30 / Boatwear 21/11/2009 201308

201308

£177.98/ Lentily 19/11/2008 201238
£69.00 / Shady Aspects 18/11/2008 201204

£155.25/ Hanison 15/11/2009 201203

£90.56/ Teylor 15/11/2008 201202

£276.00 /Herbet 13/11/2008 201158

T laen Aeconnt

£4,420.60

# Reconcile Bank Transactionss

When payments are made
by cheque, they are stored
in a “ready to go to the
bank” list. When you
physically bank the cheques,
tick them off the list

‘ Save Changes‘

Date 27/10/2010 ~|  Unreconciled £573.42 | -£9,495.21 sceciDee [37 ouwber v0+]  HowPad fern
Balance Envemes 7 [t
\Woge

| §1449 09| Heom—specific Materials City Elect pave EX Er

£281.75| | InvoicePd-HOSOOL — L4~07-200% e

£1440.68] | InvoicePd-SOMOOL  16-07-2009 [ €000 o
| £12 00| WIC for Owner  17-07-2009 664 wErores 5000 [Cratmosd
| £500.00| Drawings Owner 17072009 RE =
| £202.70| Wages for Bert 17072009 6E o T | €000 {Cheantmed
| £25.17| 32CGMobile Phone 3G Hobile  21-07-2009
| £25. 78| Landline 01637 851111 British Telecom  21/07-20 Vemberctsu [ ] Er] -
| £500.00| Drawings Owner 27072009 GE
| £202.50| Wages for Bert 27-.07-2009 GE
| £35 12| Mobile 077710144167 Orange 270772009

£1000.00] | InvoicePd-WALOOL  29-07-200%
| £49.48| Ink Cartridge for Epson Printer Various 30-07-
| £90.00] HMHotoring sundrvy Parkins 20.-07.-2009 .
| £22 02| 3GMobile Phone 3G Hobile — 31-07.2009 Pic 31.4
| £175.00| Computer System design and setting up Po 0g6~11-
| £14.99| Broadband Tiscali 04-01-2010

Unpresented cheques £3,303.85
Cancel
Uncleared deposits £2 730.43 Pic 31.3
To assist you in the smooth running of your business - is our business!




The Bank ACCOUNT (Cont.)

The TRIAL BALANCE should always match at the bottom. If it does not it means that a transaction has been
misplaced and you will need to contact us as soon as you notice the discrepancy.

11 October 2009 JRIAL BALANCE Page 1of 1

for financial year starting 01/0.4/2003
Mullaly Building Surveying

Current Assets

Debtors £1.801.00
Unhanked Cheques £550.00
Unreconciled Card Payments to Providers

HSBC £160.33
Cash In Hand £53.85
Current Liabilities

£407.28

Creditors | £898.08
Vat |

Capital

Capital Acc | £1.000.00

Sales

Direct Sales | E£2171.00
Debts settled after year start | £275.00
Direct Cost

Purchases |
Expenses
Expenses £217718 |
£4.751.36 £4.751.36

Pic 32.1
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We do recommend that you use our phone and web site for contact.

Back up and Security.

Back ups must be made on a regular basis and given that huge storage devices, such a
memory sticks, are so cheap there is no excuse not to do it. As part of our terms and
conditions which are available on request, we do expect reasonable efforts to safeguard your
own computers with proper anti virus software. We will recommend and set you up at a
agreed consultancy cost.

All efforts are made to keep this document up to date. Discrepancies in pictures may arise as

the system develops, for which we apologise but we regard that as part and parcel of a
vibrant and evolving product.

November 2010
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