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Accounting Module

The Invoicing & Accounting module, when purchased together the functions will be merged
into one module — Accounting Module. The Invoicing module, if used alone with Sales Module
or Purchase module, will appear as invoicing, and its main function is to allow you to open sales
invoices/ vendor bills, whether directly from Sales/Purchase Orders, or on its own.

The accounting module’s main function are to allow you to issue invoices/vendor bills, register
payments from your front end operation — and thereafter allow you to manage and view
relevant journal entries, and financial reports based on your accounting configurations (bank
accounts, chart of accounts etc.,)

1. General Settings

When entering to Accounting module you will see an accounting onboarding banner. This is a
four steps procedure that you can follow to start setting up your accounting module. (This
banner is displayed until you closed it; the same configurations can be done in Configuration 2>
Settings).

Accounting Dashboard Customers Vendors Accounting Reporting  Configuration 0 N My Company (San Francisco)
Accounting Dashboard Favorites X |
Y Filtersw = Group Byw W Favoritesv 1717 «

e e ——————©
First Bill Bank Account Accounting Periods Chart of Accounts

Digitalize your vendor bills with OCR Setup your bank account to sync Define your fiscal years & tax returns Setup your chart of accounts and
and Artificial Intelligence. bank feeds. periodicity. record initial balances

i. Setup abankaccount

You can either click on the banner Add a bank, or go to Configuration—>Add a bank account.
Insert the Account number, Bank name, and the Bank Identifier Code.

Create a Bank Account

Account Number
Bank
Bank Identifier Code

CREATE CANCEL
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ii. Set up accounting periods

Here you can set up your Fiscal years’ opening and year end dates*. Or you can also set up your
accounting periods by going to Configuration—> Settings = Fiscal Periods.
*By default the opening date is set on Jan 1%t and the closing date on Dec 31°t.

Accounting Periods *
Fiscal Years
Opening Date 01/01/2020 w
Fiscal Year End 31 December v

APPLY CANCEL

iii. Set up Chart of Accounts

The Chart of Accounts (COA) is the list of all the accounts used to record financial transactions
in the general ledger of an organization. When browsing your COA, you can filter the accounts
by number in the left column, and also group them by Account Type.

Accounting Dashboard / Chart of Accounts

CREATE [F4 T Filters» = Group By~ ¥ Favoritesw 123/ 23
Account Type
All [0 Code Account Name Type Allow Opening Debit Opening Credit
Add Custom Group
LI
2 O 110000 Fixed Assets Fixed Assets 0.00 0.00 5
£
v 3 O 111000 Fumniture and Fixtures Mon-current Assets 0.00 0.00 S
v o4
» 5 O mzzn Liquidity Transfer Current Assets n 0.00 0.00 5
r 9 O 113000 Equipment Non-current Assets 0.00 0.00 5

W+ ERP includes a standard COA already configured according to your country’s regulation. You
can use it directly or set it according to your company’s needs.

To create a new COA, go to Accounting module = Configuration—> Chart of Accounts, click on
Create, and fill out the form.

m DISCARD & Y Filters» = Group Byw W Favoritesw 1-24 /24
Al Code Account Name Type Allow Reconciliation Opening Debit Opening Credit
» 1
v 0.00 0.00

b 2 . Setup

Each account is identified by its Code and Name, which also indicates the account’s purpose.
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Configure correctly the Account Type is critical as it serves multiple purposes:
Information on the account’s purpose and behavior

Generate country-specific legal and financial reports

Set the rules to close a fiscal year

v

o

Y ERP

Generate opening entries

User Guide

To configure an account type, open the Type field’s drop-down selector and select the right
type among the following list:

Receivable

Bank and Cash
Current Assets
Non-current Assets
Prepayments

Fixed Assets

Payable

Credit Card

Current Liabilities
Non-current Liabilities

Equity
Current Year Earnings

Income
Other Income

Expenses
Depreciation
Cost of Revenue

l Off-Balance Sheet F

Some accounts, such as accounts made to record the transactions of a payment method, can be
used for the reconciliation of journal entries. To do so, check on the Allow Reconciliation box
and save.
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iv. Currencies and Multi-currencies

To select the main currency of your company go to Accounting Module—> Configuration—>
Settings—> Currencies.

Currencies
Main Currency Multi-Currencies
Main currency of your company Record transactions in foreign currencies
Currency HKD = Activate Other Currencies

Post Exchange difference entries in:

Journal Exchange Difference o
Gain 424000 Foreign Exchange Gai
Account
Loss 524000 Foreign Exchange Loz,
Account

If you company’s transactions require multi-currency, you can also choose to use the multi-
currency option in W+ ERP, this will allow you to send sales invoices, quotes and purchase
orders or receive bills and payments in currencies other than your own. Just check on the Multi-
currency box to allow multi-currencies.

a. Activate a currency

Go to Accounting Module—> Configuration— Currencies.

Accounting Dashboard Customers Vendors Accounting Reporting Configuration
Jnting Dashboard Settings
Invoicing
Payment Terms ¥ Favo

Incoterms
Banks
o4 v Add a Bank Account
First Bill Bank Account Reconciliation Models e

Accounting

Digitalize your vendor bills with OCR Setup your bank account to sync
and Artificial Intelligence. bank feeds. Chart of Accounts
Taxes

3 1
+ All done! + Step Completed! Joumals

Currencies

A list of currencies will be shown, click on the currency you wish to activate. And click on the
Active button to activate the currency.

te Active

3
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b. Edita currency rate

Go to Accounting Module—> Configuration—> Currencies.

Accounting Dashboard Customers Vendors Accounting Reporting

anting Dashboard

v v

First Bill Bank Account

Digitalize your vendor bills with OCR Setup your bank account to sync
and Artificial Intelligence. bank feeds.

« All done! + Step Completed!

Configuration

Settings
Invoicing
Payment Terms
Incoterms
Banks
Add a Bank Account
Reconciliation Models
Accounting
Chart of Accounts
Taxes
Journals

Currencies

¥ Favo

User Guide

Select the currency and click on the Edit button. And on the Rate button on the upper right
corner and click on the Create button to create a new currency rate.

Currencies / HKD

ELVIS  DISCARD

Currency HKﬂ Currency Unit

Dollars

3/e0 £

—

Insert the date and the Rate for the currency. Please be noted that only a rate can be created
per date. The system will not create a second rate from the same date. To assign the rate for
the currency, tick on the box shown at the beginning of the rate line.

Currencies / EUR / Currency Rates

ST\ DISCARD X

Date Rate Company

09/01/2021 . 1.00000000000 HK Company
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v. Create a journal

Go to Accounting Module—> Configuration—> Journals.

Accounting Dashboard Customers Vendors Accounting Reporting

User Guide

Configuration

bunting Dashboard

v v

First Bill Bank Account

Digitalize your vendor bills with OCR Setup your bank account to sync
and Artificial Intelligence. bank feeds.

+ All done! + Step Completed!

Settings
Invoicing
Payment Terms \' f
Incoterms
Banks
Add a Bank Account
Reconciliation Models
Accounting
Chart of Accounts
Taxes

Journals

Click on the Create button to create a new Journal. Fill in the “Journal Name”, insert the
“Journal Name”, select the “Type” whether it is a Sales, Purchase, Cash, Bank or Miscellaneous
Journal, fill in a “Short Code”, and select the “Currency”. Click on [Save] to save the newly

created Journal.

Journals / New

asca

Journal Name

Type - Company HK Company

JOURNAL ENTRIES | PAYMENTS CONFIGURATION | ADVANCED SETTINGS

Accounting information

Short Code
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i.  Setup asset type

Go to Accounting module—> Configuration—> Asset types.

i Dashboard Customers Vendors Accountin: Reportin Configuration
ccounting g q g
Accounting Dashboard Settings E
Invaicing

Payment Terms
Incoterms
Banks

Customer Invoices 1 Vendor Bills
' Add a Bank Account

m 1 Unpaid Invoices 800.00 5 Upload Reconciliation Models ay 1,000.00 §
Accounting 258 4,000.00 §

Create Manuall
- v Chart of Accounts

Taxes

Journals

Currencies

Due 22-28 Aug  ThisWeek  5-11 Sep 12-18 Sep Not Due Due 22-28 A Fiscal Positions -18 Sep Mot Due

Journal Groups

Cash
Account Types

MNew Transaction Financial Reports
Payments

Payment Acquirers
Management

Product Categories

Budgetary Positions

Asset Types

Analytic ltems

Click on the Create button to create a new Asset Type. Insert “Asset Type” name, select
“Journal” as Miscellaneous operations, select “Depreciation Entries: Asset Account”,
“Depreciation Entries: Expense Account”, “Number of Entries”, “One Entry Every _ months”,
“Depreciation Dates” and tick “Prorata Temporis” to indicate that the first depreciation entry
for this asset has to be done from the purchase date instead of the January first.

Asset Type Company HK Company . B
Journal Entries Periodicity
Journal Time Method Based © Number of Entries

~
Asset Account . on Ending Date
Depreciation Entries: Asset Account . Humber of Entries 5

@ Entry Eve

Depreciation Entries: Expense Account . One Entry Every 12 menths
Analytic Account
Analytic Tag
Additional Options Depreciation Method
Auto-Confirm Assets [m] Computation Method © Linear
Group Journal Entries [m] Degressive
Depreciation Dates Manual (Defaulted on Purchase Date) v Prorata Temporis O

After inserting all the details, click on Save button, and the new created asset type will be
shown in the asset types list.
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ii. Generate asset entries
Go to Accounting Module—> Accounting—> Generate Asset entries.
s Accounting Reporting Configuratio
Miscellaneous | Favorites
Journal Entries
Journals [ Filtersw
Sales
Purchases
Vendor
Bank and Cash
Inpi Miscellaneous m
Ledgers
Create v
General Ledger
Partner Ledger
Management
12- Budgets Due
Assets
Generate Entries Bank
Generate Assets Entries
Select the “Account Date” and click on Generate Entries.
Post Depreciation Lines
This wizard will post installment/depreciation lines for the selected month.
This will generate journal entries for all related installment lines on this period of asset/revenue recognition as well.
Account Date 09/01/2021 o

[ ILE A CANCEL

iii.  Create an analytic account

An analytic account allows you to track all the income & expenditure for a specific account or
project. When you have selected the corresponding analytic account across different modules,
Sales for income, Purchase or Expenses for expenditures, you will be able to view your project
P&L generated by the system’s data.

There are different ways to create analytic accounts, as these analytic accounts can be based on
Projects, Sales Order, or just as a general budgeting status for departments or campaigns.

a. General Budget under Accounting: This means you are creating a general item, such as

an original budget, and you can enter all the incomes & expenditures accordingly to
keep track of the budgetary status.

10
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Go to Accounting Module—> Configuration—> Analytic Accounts

] Accounting Dashboard Customers Vendors Accounting Reporting Configuration

Accounting Dashboard Add a Bank Account

Reconciliation Models
Accounting -4l

Chart of Accounts

Customer Invoices : Taxes
Journals

1lnvoices to Validate  800.00 $ cumencies
Fiscal Positions
Journal Groups
Account Types

Financial Reports

Due 22-28 Aug This Week 5-11 Sep 12-18 Sep Not Due Pagments

Payment Acquirers

Miscellaneous Operations
Management

New Entry Product Categories

Budgetary Positions
Asset Types
Analytic Items
Analytic Accounting
Analytic Accounts

Analytic Account Groups

Click on the Create button to create a new analytic account. Insert the name of the employee in
the “Analytic Account” field.

Analytic Accounts / New

m DISCARD

& Cost/Reven

Analytic Account
refere
ton . HK Company . B
Surrency HKD
BUDGET ITEMS
BUDGET BUDGETARYPOSITION  STARTDATE  ENDDATE  PAIDDATE  PLANNEDAMOUNT  PRACTICAL AMOUNT THEORETICAL AMOUNT  ACHIEVEMENT

Click on “Add a line” to add a budget detail. Assign the “Budgetary position” as Sales Target and
click the external link next to Sales Target to select the budgetary positions related to the
created budget.

BUDGET ITEMS

BUDGET BUDGETARY POSITION START DATE END DATE PAID DATE PLANNED AMOUNT PRACTICAL AMOUNT THEORETICAL AMOUNT  ACHIEVEMENT

h e v v v 0.00 0.00 0.00 000 &

11
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Insert other details such as “Start date”, “End Date” and “Planned Amount”. Click on the [Save]
button to save the new analytic account.

b. From Sales Order: This means you would like to use the Sales Order as a base, to track
based on this SO income, how much you can earn when taking into account all the other
expenditures through purchase or expenses.

Upon confirmation of a sales order, you can select Analytic Account, and search for this specific
order or create it.

Hi  Sales Orders  Tolmoice FProducts  Reporiing  Configuration % a® My Company (Sen Franciecs)

Quotations / 500092

ETIIT coem cacn =
Q b iy
Azure Inmeior . a w02
Azure Inenor . BF " Public Pricefist (USD)
Je— .6 : PoRT—
P

Sales Invoicing
on goig . 8
Exwope . B Anat Account
Wy Compary (2 Feanciec) . e
B
a

Delivery

A 200 a4 possible
. Expected 09/02/2071

One created, this will be a project analytic account you can pin other items to. For example, if
you go to Purchase module or expenses module, you can select the Analytic Account, and they
will be pinned to it.

Purchase Orders  Products  Reporting  Configuration CH  &? My Compeny (Sen Francisco)

Requests for Quotation / PD0025

m DISCARD 1724 ¢ >
SENDPOBYEMAIL CANCEL  LOCK _
L1
Purchase Order
P00025

06/01/2021 14:03:07
dor Reference Receipt Date 06/01/2021 12:00.00
06/01/2021 14.03:27

PRODUCTS
~  PRODUCT DESCRIFTION ANALYTIC ACCOUNT QUANTITY RECEIVED BILLED uom UNIT PRICE TAXES SUBTOTAL
001] MM [S08180001) MM v 100,00 00.00 000 Uit 2600 hd 2600005 B
A |AGR] SERV_B9744: 500020 - Deco Addict
) j IDPC! 65 S00021 - Ready Mat
Untaxed Amour 2,600.00 §
Taxes: 0oos
Start typing. Total 2,600.00 $
o mE=m

12
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a° My Company (San Francisco)

My Expenses to Report / New

o [

CREATE REPORT

Description

[EXP_CT] Car Travel Expenses

Product [EXP_CT] Car Travel Expenses.

Unit Price 032

Quantity 1.00 km

Taxes

Total 0328

Paid By © Employee (to reimburse)
Company

o w ¢

<

Bill Reference
Expense Date
Account
Employee

Currency

Customer to Reinvoice

Analytic Account

Analytic Tags

Company

2 Recoirs

09/02/2021 <
510600 Costs of Transportation »
On going A
HKD S

v

| v
L
2]

[DPC] SERV_89665: S00021 - Ready Mat
[INT] After-Sales Services
Administrative
Asustek - Wood Corner
Camp to Camp - Azure Interior
CampToCamp - Azure Interior

Search More.

Start typing.

Requests for Quotation / P00025

e
CREATE BILL

SEND PO BY EMAIL CANCEL LOCK

Purchase Order

P00025

Vendor ABCDE
Wendor Reference

Purchase Agreement

Currency HKD
PRODUCTS OTHER INFORMATION
hd PRODUCT DESCRIPTION QUANTITY

++  [S08180001) MM [S08180001) AR 100.00

Add a product Add 2 section  Add a note

Confirmation Date

Receipt Date

Effective Date

RECEIVED

100.00

BILLED

06/01/2021 14:03:07
06/01/2021 12:00:00 -
06/01/2021 14:03:27

vom UNIT PRICE TAXES SUBTOTAL i
Units 2600 O DelveryDate
O  Analytic Account
O  Analytic Tags
B Received
B Biled
B UM
B Taxes
Untaxed Amount: 2,600.00 5
Taxes: 0.00%
Total 2,600.00 %

*If sometimes you don’t see analytic account option in sales order or purchase order, you
can refer to the three dots on the right hand side and tick it, so it will appear.

13
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c. From Project: This means you would like to track the P&L based on a project, and pin
and account for income & expenditures across sales order, purchase, expenses, or even

time sheet. This can be also used for R&D, marketing campaigns etc.,

Upon creation of a project, go to the project settings by pressing three dots, “edit”, then
under settings, and you can select or create your analytic account. Then you can select the
same analytic account across other modules as per above.

#  Project Projects Tasks Reporting  Configuration

C*™ &' MyCompany (San Francisco)

Projects / S00065 - Project tasks

S00065 - Project tasks

Name of the tasks: Tasks

SETTINGS

aamin B Analy

[ o @ Viibiiey

L] Billable

] Sub-tasks a Recurring Tasks

Sub-task Project S00065 - Project tasks e

iv.  Create an analytic tag

An analytic tag allows you to track all the expenditure for specific departments or centers, so
you can consolidate or track them as cost centers.

Go to Accounting Module—> Configuration—> Analytic Tags.

i Accounting Dashboard Customers  Vendors  Accounting  Reporting  Configuration
Analytic Accounts / New Add a Bank Account
Reconciliation Models
DISCARD
Accounting
Reference G Chart of Accounts
Customer e Taxes -
v . Journals
G
Currencies

—— Fiscal
BUDGET ITEMS
Jaurn
Accou
BUDGET BUDGETARY POSITION START DATE END DATE PAID DATE Financial Reports - AN
Payments

Payment Acquirers
m Management
Product Categories

Budgetary Positions

Analytic Account Groups
Analytic Tags

Analytic Defaults Rules

14
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Click on Create button to create a new analytic tag. Insert the name for the “Analytic Tag” and
click on Save.

Analytic Tags / New

m DISCARD

Analytic Tag |
Analytic Distribution O

Company

2. Customers Related Functions

Under the Customers tab, it provides a shortcut for you to access your invoices, products &
customers previously set or conducted in the Sales Module. Additionally, it will also allow you
to manually create invoices, credit notes or register payments individually.

i. Invoices

a. Manually create invoices

In special cases, where you do not wish to generate invoices directly from sales order, you may
still do it manually in the accounting module without it linking to any specific order.

Go to Accounting Module—> Customers—> Invoices

== Accuunting Dashboard Customers Vendors  Accounting Reporting  Configuration

Accounting Dashboard n S—_—
re oles

Payments T Fillers~ = Group Byw W Far
Products

Customer Invoices

[ uoload |

Customers ; Vendor Bills

Click on the Create button to create a new Invoice. Insert the details for the invoice such as
Customer name, delivery address, invoice date. To add a product information, click on Add a
line and insert the product name, quantity and price. Click on Save and later click on Confirm
when the invoice has been confirmed by the client.

15



User Guide

Invasces | New
B o
[conen SR =

INV/2021/07/0001|

S e = ;

Fap=eet Retetence Joumnal o ovckows v R "B
VGG Ll SR, ITTE OTHIR MO

¥ PRODUCT LABEL AESET CATEGONY ACTOUNT ARALYTIC ACCOUNT AHALYTIC TAGS  QUANTITY (L] PRCE TANES  SUBTOTAL i

Addaline  Add a pecton Add 3 male

b. Register a payment for a confirmed invoice
Go to Accounting Module—> Customers—>Invoices. Click on the invoice you want to register a

payment. (Remember you can only register payment for posted invoices)

Invoices

BTN UPLOAD  1selected REGISTER PAYMENT S PRINT £ ACTION Y Filters» = Group Byv W Favoritesv L83 <> =

Company Data Invoice Layout Create Invoice

Set your company’s data for Customize the look of your invoices. Create your first invoice.

documents header/footer.
Let's start!

B Number Customer Invoice Date Due Date Next Activity C Tax Total Status Payment Statu:

B INV/2021/09/0001 Azure Interior, Brandon Freeman 09/01/2021 Today HK Company 800.00$ 800.00$ W m

Click on Register Payment. And select the “Bank Journal”, and fill in other relevant information
such as “Amount”, “Payment Date”, “Memo” and click on the Create Payment button.

Register Payment x
Journal Bank v Amount $800.00 usp .
Recipient Bank Payment Date 09/01/2021 -
Account ~ Memo INV/2021/09/0001

CREATE PAYMENT CANCEL

16
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The Invoice will be marked as “Paid”. To see the Payment Info click on the ) icon next to “Paid

”n

on-.

Customer Invoice

INV/2021/09/0001

Azure Arardon F
INV/ 202170870001
INVOICE LINES

~  PRODUCT LABEL ASSET CATEG..  ACCOUMT AMATICAC.  AMAIYTICTA.  QUANTITY  UoM

Down
Bawn payment  payment 410000 Trade Income
of 250%

1,00 Units

¢. Unreconcile payment for an invoice

P Total
| O baidonosor2020 §B00.00
Sy

PRICE  TAXES  SUBTOTAL |

800.00 $ 800.00

800,00

§0.00

Go to Accounting Module—> Customers—>Invoices. Click on the invoice you want to register a
payment. Click on the ) icon next to “Paid on” and click on the Unreconcile button.

Payment Info

Amount: § B00.00

| BNK1/2021/09/0001 .
Meme: 2021 /09/0001) Total:
Date:  09/01/2021
Payment
Journal:

5 BOD.00
O Faid on 09/01/2027 5 800.00

Bank (Manual) Ameunt Due: $0.00

Click on the Reset to draft button.

Invoices / BNK1/2021/09/0007 / INV/2021/09/0001

SEND & PRINT REGISTER PAYMENT [aiiayia)

You have outstanding payments for this customer. You can allocate them to mark this invoice as paid

ADD CREDIT NOTE RESET TO DRAFT

Customer Invoice

INV/2021/09/0001

B PRIN

To edit the information of the invoice click on the Edit button. After editing the details, click on

Save to save the updated invoice.

Click on Confirm and click on the Add button to add the “Outstanding Credits” assigned to

invoice. And the Invoice will be marked as Paid.

Amount Dua $ B00.00
Dutstanding credits
Add INW2027,,09,/0007 4§ 800.00

17
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ii. Credit Notes

If you wish to create credit notes to your customers to be further deducted, you may create
them by going to Accounting = Customers = Credit notes

Fill in all relevant information, then you can confirm the credit note. You can see if you already
have outstanding customers to this customer, there will be a reminder at the top so you can
allocate to mark this invoice as paid.

Accounting Dashboard  Customers Vendors  Accounting  Reporting  Configuration G m® My Company (San Francisco)

Credit Notes / RINV/2021/09/0001

m CREATE & PRINT £} ACTION 11 < >
R L R RV PREVIEW  RESET TO DRAFT -

‘You have i fior this cu wer. You can allocate them to mark this invoice as paid
Customner Credit Note
Customer Azure Interior Invoice Date 09/02/2021
4557 De Silva 5t Due Date End of Following Month
Fremont CA 94538 Joumna Customer Invoices in HKD
United States Electronic invoicing
Delivery Address Azure Interior

Payment Reference

INVOICE LINES JOURNAL ITEMS OTHER INFO

~  PRODUCT LABEL ASSET CATEG... ACCOUNT ANALYTIC AC... ANALYTIC TA_ QUANTITY uomM PRICE TAXES
[cons_0001]
[CONS_0001] Whiteboard Pen  Whiteboard 410000 Trade Income 100 Units 120
Pen

Total: 1208
Amount Due: 1.20%

Outstanding debits
Add INV/2021/07/0001 1499.98 §

iii. Manual / Individual Payments

When there are payments which you will receive without any specific invoices, you may
manually register them by going to Accounting = Customers = Payments.

Click on Create, fill in the relevant information, save, and confirm it.

18
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Accounting Dashboard Customers Vendors  Accounting  Reporting  Configuration @8  m® MyCompany (San Francisca)

Payments / New

m DISCARD
[ conrirm JECEY =
Payment Type Send Money Journal 123456789
O Receive Money Recipient Bank
Account ~
Partner Type Customer v
w
[m]
Amount 0.00 $ HKD .
pate 09/02/2021

3. Vendors related functions

Under the Vendors tab, it provides a shortcut for you to access your vendor bills, employee
expenses, products & vendors previously set or conducted in the Purchase & Expenses Module.
Additionally, it will also allow you to manually create bills, refunds or payments individually.

i.  Vendor Bills

a. Create bills

In special cases, where you do not wish to generate vendor bills directly from purchase order,
you may still do it manually in the accounting module without it linking to any specific order.
Go to Accounting Module—>Vendors—> Bills. Click on the Create button to create a new Bill.

Aﬂcﬂunting Dashboard Customers Vendors Accounting Reporting

Bills Bills
Refunds

Employee Expenszes
Humber Vendor Bill Date Products

Wendors

Insert the details for the vendor bill such as “Vendor” name, to add a product information click
on “Add a line” and insert the product name, quantity and price. Click on Save and later to
Confirm when the bill has been confirmed by the vendor.
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Bills / New

m DISCARD

CONFIRM

Vendor Bill

BILL/2021/09/0001|

Vendor

Delivery Address
Bill Reference
Paymant Reference

Recipient Bank

Auto-Complete

INVOICE LINES JOURNAL ITEMS ER INFO

~  PRODUCT LABEL LANDED COS..  ASSET CATEG.  ACCOUNT

Add a line Add a section Add a note

b. Register a payment for a confirmed bill

Bill Date

Accounting Date

Due Date

Journal

ANALYTIC AC...

o901 /2021
| ar
Vendor Bills -« B '™ HKD
AMALYTIC TA.. QUANTITY (L) PRICE

<0« |2

TAXES SUBTOTAL

User Guide

000%

Go to Accounting Module—>Vendors—>Bills. Click on the bill you want to register a payment.

Click on the Register Payment.

BILL/2021/09/0001

m UPLOAD  1selected REGISTER PAYMENT

Bill Date

& PRINT 4 ACTION

B Number Vendor Due Date Reference

Bloem GmbH 09/22/2021 In 21 days

B BILL/2021/09/0001

Y Filtersv = Group Byw

Next Activity

* Favorites= /1 £
Company Tax Excluded
HK Company -500.00 §

Q
> =
Total Status
-500.00 5 (Posted

Select the “Bank Journal”, and fill in other information such as “Amount”, “Payment Date”,

“Memo” and click on the Create Payment button.

Register Payment

Journal Bank o) Amount
Recipient Bank

Account s Memo
CREATE PAYMENT oLV ¢8R

Payment Date

500.00 § HKD
09/01/2021

BILL/2021/09/0001
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The bill will be marked as Paid. Click on the () icon next to “Paid on” to see the Payment Info.

BILL/2021/09/0001 .

Vendor Bloem GmbH Bill Date 09/22/201
Behrenstralle 55 Accounting Date 09/01/2021
10117 Bexlin Due Date 09/22/2021
Germany Journal Vendor Bills in HED
Delivery Address Bloem GmbH
Bill Reference
Payment Reference

Recipient Bank
INVOICELINES | JOURNAL ITEMS | OTHER INFO

~  PRODUCT LABEL LANDED CO.. ASSETCAT.  ACCOUNT ANALYTIC ANALYTIC . QUANTITY 1

[DESKO004)
Customizable
Desk

[DESKD004] Customizable Desk {CONFIG) (Aluminium, Black) [;;Nm] 510000 Costs s0.00 |
{(Aluminium,

Black)

Paymaent Info

Amount: 500.00 §
BNK1/2021/09/0002

M 3 "

"M% (BIL/2021/09/0001) Total 500.00§
Date:  09/01/2021 @ Paid on 09/01/2021 500,00 §
Payment , (Manual) Amount Due: 0.00%
Journal:

= -

¢. Unreconcile payment for a bill

Go to Accounting Module-> Vendors—>Bills. Click on the bill you want to register a payment.
Click on the ) icon next to “Paid on” and click on the Unreconcile button.

BILL/2021/09/0001 I

Vendor Bloem GrmbH Bill Date 06,/22/2021
Behrenstraie 55 Accounting Date 09/01/2021
10117 Berlin Due Date 06/22/2021
Germany Journal VendorBills in HKD
Delivery Address Bloem GmbH

Bill Reference
Payment Reference
Reciplent Bank

INVOICE LINES | JOURNAL ITEMS | OTHER INFO

~  PRODUCT LABEL LANDED CO_.  ASSETCAT.  ACCOUNT ANALYTIC ... ANALYTIC QUANTITY

[DESKO0O04]
Customizable
[DESKO004] Customizable Desk (CONFIG) (Aluminium, Black) ?:;:FIG] 510000 Costs 50.00
(Alumninium,
Black)

Payment Info

Amount: 500,00 §
BNK1/2021/09/0002

MemO  mit1202108,0001) Tota 500.00%
Dawe:  09/01/2021 O Paidon 09/01/2021 500,00
Payment .

K (Mansal! Amount Due
Journak ek (Marseal) 0008

-
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Click on Reset to Draft button.
Bills / BNK1/2021/09/0002 / BILL/2021/09/0001

REGISTER PAYMENT ADD CREDIT NOTE RESET TO DRAFT

‘You have outstanding debits for this vendor. You can allocate them to mark this bill as paid

Vendor Bill
BILL/2021/09/0001
Vendor Bloem GmbH

Behrenstralle 55
1M117 Rerlin

To edit the information of the bill click on the [Edit] button. After editing the details, click on
Save to save the updated invoice. Click on Confirm and add the “Outstanding debits” to assign

to invoice.

Total: 500.00 $

Amount Due: 500.00 $

Outstanding debits
Add BILL/2021/09/0002 600.00 $
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ii. Refunds

If you wish to create refunds, you may create them by going to Accounting = Vendors =
Refunds

Fill in all relevant information, then you can confirm the Refund. You can see if you already have

outstanding debts to this customer, there will be a reminder at the top so you can allocate to
mark this bill as paid.

#  Accounting I e — % @' My Company (San Francisco)

B2 oo et @scron

Vendor Credit Note

RBILL/2021/09/0001

INVOICE UNES.

v pmooucT [ ASSETCATEG.  ACCOUNT ANATICAC.  ANAUYTICTAGS  QUANTITY  UoM PRICE  TAXES  SUBTOTAL §

100.00$
Outstaneing credits

iii.  Manual / Individual Payments

When there are payments which you will receive without any specific invoices, you may
manually register them by going to Accounting = Customers = Payments.

Click on Create, fill in the relevant information, save, and confirm it.

H Accquming Dashboard Customers Vendors Accounting Reporting  Configuration @5 w®  MyCompany (San Franciseo)

Payments / CSH1/2021/01/0001

m CREATE & PRINT O ACTION 1/4 < >
RESETTODRAFT  MARK AS SENT T
CSH1/2021/01/0001
ayment Type Sand Money uma Cash
vendor cipient Bank
1 ell A
My Compi (San Francisc
50.00§ HKD
018202

Mitchell Admin: Toxi

iy e | o=
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4. Accounting Reports

As the accounting module is mainly used to register and manage all the payment and journal
entries information conducted by front end operations, you may review different accounting
reports at anytime.

i. Journal Entries

By going to “Accounting tab”, you may review all the relevant categorized journal entries as you
see in the pull down menu.

Accounting  Reporting Col

Miscellaneous

Journal Entries

Journals
Sales
Purchases
Bank and Cash
Miscellaneous
Ledgers
General Ledger
Partner Ledger
Management
Budgets

Assets

Generate Entries

Generate Assets Entries
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By going to Reporting, you will be able to review all the standard accounting reports as you can
see in the pull down menu. The difference between “Dynamic Reports” & “Accounting

Reports”:

Reporting  Configuratiol

Management
Invoice Analysis E
Budgets Analysis F
Product Margins
Assets

Dynamic Reports(Wiz)
General Ledger
Partner Ledger
Trial Balance
Partner Ageing
Profit and Loss

Balance Sheet

Cash Flow Report

Accounting Reports \
General Ledger

Partner Ledger

O —

Trial Balance
Partner Ageing
Profit and Loss
Balance Sheet

Cash Flow

Dynamic Reports allows you to select different parameters, and directly download it onto PDF

or Excel files.

General Ledger

Date Range This financial Year
Target Moves All entries

O Posted Only
Display accounts Al

© With balance not equal to zero

Start date 01/01/2021
Include Details
Accounts

Account Tags
Journals

Partners

Analytic Accounts

Analytic Tags

I e

Company
Sort By

Include Initial Balance

End date

My Company (San Francisco)
O Date
Journal and Partner

1273172021

(L RENERENE
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Accounting Reports will pull up the report directly within the system, which can be altered and
pulled down directly within the system for your review instead of having to download it. You
can select your parameters on the top right hand row, and still download it if you wish.

Accounting Dashboard  Cus Vendors  Accounting  Reporting  Configuration C® %  MyCompany (San Fra

General Ledger

Print (Pdf) | Export (XLSX) m £ Custom = Y Date Range: ~ & Journals: = & Accounts: = & Account Tags: = & Analytic: = & Analytic Tags: = T Options: =

Account Debit Credit Balance
* 120001 - Bank Suspense Account 300.00 § 500.00 § -200.00 %
Date JRNL Partnar Mave Entry Label Dabit Cradit Balance Balance in FC
Initial Baiance - -
02/08/2021 * BNK1 BNK1/2021/02/0001 Eed - 500.00 §

02/08/2021%  BNK1 BNK1/2021/02/0002 Y 30000 §
Ending Balance 300.00 5 500.00 § -200.00 8
~ 120002 - Bank 500.00 § 300.00 5 200.00 §
~ 120003 - Outstanding Receipts 2140114 § - 21,401.14 8
= 120004 - Outstanding Payments - 925.00 -925.00 %
= 121001 - Cash 3865 - 31865 i
> 121002 - Outstanding Receipts 898,930.21 § - 898,930.21 §
~ 121003 - Outstanding Payments - 50.00 5 -50.00 §
= 124000 - Account Recaivable 921,831.33 § 920,332.55 5 1498.78 § ]
* 221100 - Account Payable 1,075.00 § 2,275.00 5 -1,200.00 §
= 410000 - Trade Income 1205 921,863.19 % -921,861.99 §
= 510000 - Costs 1,425.00 § 100.00 § 1,325.00 § f
~* 510600 - Costs of Transportation 850,00 § - B50.00 § |

iil. Analytic Account (Project P&L)

If you wish to review your Analytic Account Project P&L, you can go to Configuration - Analytic
Account. Here you can quickly see the financial standing of each Analytic Account P&L status.

Analytic Accounts =3
m i T Filters> = Group By W Favorites ™ win < > E =

O  Mame Feference Customer Company Debit Credit Halance
O  serv_so7as 500020 AGR Deco Addict My Company (San Francisco) 4200.00 0.00 -4.200.00
O serv_s9ses: s00021 [ Reeady Mat My Campany (San Francisco) 427500 0.00 4275.00
O  AherSales Services T My Company (San Francisce) 000 000 000
O  administrative My Company (San Francisco) 0.00 0.00 0.00
O  Asustek Wood Comer My Company (San Francisco) 0.00 0.00 0.00
O  comptoCamp Azure Intesior My Company (San Francisc) 0.00 0.00 0.0
O camgpTocamp Azure Intesior My Company (San Francisco) 0.00 0.00 0.00
O  commercial & Marketing My Campany {San Francisco) 0.00 0.00 0.00
O DecoAddier Deco Addict My Company (San Frarcisce] 0.00 000 0.00
O oetapc Ready Mat My Company (San Francisco) 0.00 0.00 0.00
O  Desenic- Hispatuentes Azure Intesior My Campany {San Francisce) 0.00 0.00 0.00
O incemal My Company (San Frarcisco) 0.00 0.00 0.00
O  tumberine Lumber Inc My Company (San Francisco) 0.00 0.00 0.00
O  Luminous Technologies Gemini Fumiture My Company (San Franciscc) 0.00 0.00 0.00
O  wsstennium Industries Gemini Furniture My Cormpany (San Frarcisco) 0.00 0.00 0.00
O  Nebula Azura Interior My Company (San Francisce) 0.00 0.00 0.00
O  ohice Design YourCompany, Joel Wilis My Company (San Francisco) 4T75.00 0.00 4775.00
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However if you press into each account, it will only show information that you might have
entered through those you have created Analytic Accounts directly in the Accounting Module.
So only entries you have entered in the accounting module for budget etc. will appear here.

lﬂccouﬂtil‘lg Dashboard  Customers  Vendors  Accounting  Reporting  Configuration % a% MyCompany (San Francisco) r:

Analytic Accounts / [AGR] SERV_89744: 500020 - Deco Addict

CREATE © ACTION 1rn £ >

§ CostReven.  py :‘rmects

SERV_89744: S00020
Reference AGR
Customer Deco Addict My Company (San Francisco)
HKD
BUDGET ITEMS
BUDGET BUDGETARY POSITION START DATE END DATE PAID DATE PLANMNED AMOUNT PRACTICAL AMOUNT  THEORETICAL AMOUNT  ACHIEVEMENT

0.00 0.00

If you wish to view the detailed entries (income & expenditures) for Analytic Accounts that you
have created through Sales Order or Projects, you can go to Accounting = Configuration 2>
Analytic Items.

Accounting Dashboard Customers Vendors Accounting  Reporting  Configuration % m% MyCompany (San Francisco)
Analytic Items Q
s T Filters> = Group By> % Favoritesw 1-80/528 € > = B | =

Analytic Account
[0 npate Description An Company Amount
Date »
O ovzzzn legaldoucment of  Finenclal Account My Company (San Francisco) 300.00 §
Product
O o11s2021 Service on Timesheet 30 partner My Company (San Francisco) 9,999.97 §
Add Custom Group
O ownszon 50 usiom Soup My Company (San Francisco) -300.00 §
O ownszon Mitchell Admin: Taxi SO0056 - Deco Addict My Company (San Francisco) 50.00 §
O oszon POO01S: [E-COMOT] Large Cabinet S00056 - Deco Addict My Company {San Francisca) -300.00 §
0O ownszon PODOTS: [CONS_0001] Whiteboard Pen S00056 - Deco Addict My Company (San Francisco) <2500 %
O onsezon Service on Timesheat 500056 - Deco Addict My Company (San Francisco) 9.999.97 5
O o1152021 First vetting of documents S00055 - Azure Interior My Company (San Francisco) -100.00 §
O ownszon Mitchell Admin; Taxi S00055 - Azure Interior My Company (San Francisco) -100.00 &
O ownsrzon PO00T3: [DESKOD04] Customizable Desk (CONFIG) (Alumninium, Black) S00055 - Azune Interior My Company (San Francisco) -500.00 §

Upon entering it will be a full list of all relevant entries and items related to Analytic
Accounting, you can thereafter Filter and Group them based your preference.
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For example, you can Group by = Analytic Account, then you will see each project grouped

together, and all of their relevant transactions or entries can be pulled down.

Accounting Dashboard tomers Vendors  Accounting  Reporting  Configuration a® My Compa

Analytic Items E count ® Q
F 3 T Filters» = Group Byw ¥ Favoritesw 1-8/8 € > = B w B

O pate Description Analytic Account Company Amount
+ [AGR] SERV_89744: 500020 - Deco Addict (136) -4,200.00
» [DPC] SERV_89665: S00021 - Ready Mat (10) -4275.00
+ Internal (2) 0.00
» Office Design - Joel Willls (185) -4,775.00
* Research & Development (185) -3,700.00
* S00055 - Azure Interior (4) -750.00
~ 500056 - Deco Addict (5) 9,324.97
O ownszon ! S00056 - Deco Addict My Company (San Francisco) -300.00 §

O ownsezon Mitchell Admin: Taxi S00056 - Deco Addict My Company (San Francisco) 50.00 &

O oi1r1s/2021 POO01S: [E-COMOT] Large Cabinet S00056 - Deco Addict My Company (San Francisco) -300.00 §

O oszen POOO1S; [CONS_0001) Whiteboard Pen $00056 - Deco Addict My Company (San Francisca) 2500 %

O ownszon Service on Timeshest 500056 - Deco Addict My Company (San Francisco) 9,999.97 §

* 500057 - Azure Interior (1) 9,999.97
1,624.94
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