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WELCOME to TurboCASH

Thank you for choosing the TurboCASH5 program. This
program is easy to use, but an exceptionally powerful
accounting program. This program allows you to set up your
accounting system quickly and then adjust it to according to
your own requirements.

This book is meant to be fun. Don't make a meal of it. It is
impossible to cram 4 years of an accounting degree into a
few hours, but we are going to try anyway. Some of the
l terminology that we use may seem obscure. This is
intentionally so. We didn't make the rules in financial
vocabulary, we simply follow it.

Financial people like Bank managers, shareholders, auditors, the Receiver all use the same language
to talk about financial concepts. Financial people are arrogant and dismissive when they see that you
don't grasp these concepts. If you are unable to talk the talk they will immediately assume that you
are incompetent in the business of making profit. So get with the program, its not difficult. Soon you
could be the centre of discussion and cocktail parties.

TurboCASHS5 can be customised to accommodate virtually any business’ requirements. The program
is so versatile, that, if your business expands and you change to another form of ownership, (e.g.,
from sole proprietor to partnership, close corporation or company) or even if need to you register or
de-register for VAT/GST/Sales tax, TurboCASH can accommodate these changes with ease.
Because TurboCASH can work in over 20 languages and in over 80 different tax regimes, there are many ways
to set it up. The key to the TurboCASH program is in the setting up of the parameters.
Failure to setup the program correctly will yield incorrect results.
Fortunately you do not have to worry about this. If this is the first time that you are using the software then it
is best to use the EXAMPLE set of books installed for your country rather than creating your own Set of Books.
The fewer changes you make to this the better.
If you have never used TurboCASH before, time should be well spent doing the Handyman tutorial
before launching into your own Set of Books. When TurboCASH is set up correctly, you, as the user,
will enjoy the benefits of increased financial control of your enterprise. Each business entity is
different from the next. It is for this reason that the TurboCASH program was developed with built-in
flexibility.
In our experience 95% of all TurboCASH problems are caused by:
® Inadequate setting up of the program
® Inadequate knowledge of the program
® Inadequate computer hardware
® Most of all - inaccurate data capture (finger problems!).

We call this the "GIGO" effect. Garbage In - Garbage Out.



HOW TO USE THIS BOOK

The book starts with a table of contents, which can be used as a quick reference to the relevant
page(s). This is a step by step guide to performing all the actions associated with TurboCASH. In
order to facilitate quick referencing, the table of contents is comprehensively numbered.

To access more detailed information, on any topic in this book, or on any other issue in the TurboCASH
program, you may press the F1 key on your keyboard to access the Help files in TurboCASH.

The following Set of Books based on this tutorial, are installed in the “...\Bin\EN-TUTORIALS\" folder.
«  HANDYMAN (No transactions)
* HANDYMAN-A (Unposted batches and documents)
¢ HANDYMAN-B (Posted batches and documents)

To follow this tutorial, you need to click on the Browse icon (Open Set of Books) and select these
Sets of Books.
For Afrikaans users, the following Afrikaans tutorials are available:
The following Set of Books based on the Afrikaans tutorial, are installed in the "...\Bin\AF-HANDLEIDINGS\"
folder.
. NUTSMAN (No transactions)
. NUTSMAN-A (Unposted)
. NUTSMAN-B (Posted)
To follow the Afrikaans tutorial, you need to click on the Browse icon (Open Set of Books) and select these Sets
of Books.
The Afrikaans book (“Rekeningkunde met Gemak") based on this tutorial, is also available.

This book is divided into the following modules:
*  MODULE A - Introduction to accounting and accounting principles.
+  MODULE B - Installing, registering and launching with TurboCASH.
. MODULE C - A reference guide to the TurboCASH program, interface, filters, features, etc.

+  MODULE D - Backing up and restoring your data in the event of mistakes or hardware
failures.

*  MODULE E - Creating a Set of Books and set up procedures.

*  MODULE F - This is a work-through tutorial, providing “hands-on” knowledge to create /
edit your chart of accounts, bank accounts, tax accounts, debtor and creditor accounts.

The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South
Africa, the South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April
2018.

This tutorial, VAT based on 14% tax for taxable transactions up to 31 March 2018 and 15% for
taxable transactions as from 1 April 2018. It illustrates how TurboCASH5 is configured to manage
and process transactions for both tax rates.

*+  MODULE G - This is a work-through tutorial, providing “hands-on” knowledge to create /
edit stock items to generate documents for purchases and sales of non trading stock items
as well as trading stock items.

*  MODULE H - This is a work-through tutorial, providing “hands-on” knowledge to enter your
opening balances.



*  MODULE I - This is a work-through tutorial, providing “hands-on” knowledge to enter and
process your daily transactions in batches. This will illustrate the transactions in the
Purchase, Sales, Payments, Receipt batches as well as the repeating batches.

0 In this MODULE, the taxable transactions up to 31 March 2018 is based on 14%.

*+  MODULE J - This is a work-through tutorial, providing "hands-on” knowledge to enter and
process your daily transactions in the purchase and sales batches using documents for non
trading stock items.

g In this MODULE, the taxable transactions up to 31 March 2018 is based on 14%.

*«  MODULE K - This is a work-through tutorial, providing "hands-on” knowledge to enter and
process your daily transactions in the purchase and sales batches using documents for
trading stock items. If you do trade in stock items, you need to follow this MODULE.

0 In this MODULE, the taxable transactions as from 1 April 2018 is based on 15%.

*  MODULE L - This is a working tutorial describing to schedule create repeating invoices for
your debtors (customers) using the calendar. A new feature has been added where quotes
for hours can be scheduled. Once these appointments are completed, quotes for hours may
be converted to invoices.

g In this MODULE, the taxable transactions as from 1 April 2018 is based on 15%.

*«  MODULE M - This is a working tutorial describing the Bank reconciliation based on the
data you have entered in the payments and receipts batches (journals) or the current bank
account in MODULE I.

+  MODULE N - This is a working tutorial of how to enter budgets and to generate reports to
view your budget figures. These budget figures are used as comparative figures on the
budget performance report, income statement, trial balance, user reports, etc. compare your
actual income and expenses against the budgeted figures.

*+  MODULE O - Available reports are listed and how to generate these reports. The reports
from the tutorials are also included with each tutorial so that you may check your reports
after having completed the tutorials.

*  MODULE P - Open item processing and reports — The basics and features of open item
processing and reports for open item are outlined.

*« MODULE Q - The Report designer interface and file structure of reports and layout files for
printing documents are outlined.

*  MODULE R - A list of the basic keyboard short-cuts for those users who prefers to use the
keyboard instead of the mouse to get around TurboCASH.

The book has been structured in such a way that if you follow the step by step procedures, you will
be able to run your company’s Set of Books with TurboCASH. The Chart of accounts represented in
this book is a basic generalised one. It is up to you to expand and change the Chart of accounts as
per your particular business requirements (for example, you may need an account called
"Commissions Paid").

1)
o/

Work as carefully and as accurately as possible, trying to find a mistake can be a nightmare.!



Unless you are familiar with TurboCASH, it is recommended that you work through the tutorials
before starting to create your own personalised Set of Books.

As you work through the tutorials, screen shots have been supplied to ensure that you can see
exactly what information to enter in which field. These are called “screen dumps”, and are
appropriately placed in the text for your convenience.

The following icons have been placed on specific places throughout the documentation:

Press the F1 key when focussed on screens to get more help.
Note (Additional information)

Tip / Help

Important

Warning

Next step / Proceed

Plugins

E4QeQQ@®

m Scale —Accounting equation - Debits = Credits
The following icons have also been placed in the text for your convenience:
T Create, edit or to perform a specific action.
. Click or select using the mouse.

Enter or press a key on the keyboard.

@ Leave a field blank. Go to the next field.
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USING A COMPUTER IN ACCOUNTING

A.1T- USING A COMPUTER IN ACCOUNTING

A.1.1- INTRODUCTION

“I am having sleepless nights! | get summonses and demand letters from everywhere! | started my
business with 100 000! What happened to the money? Why can't | pay my bills? Why are my sales
dropping? What will happen if | get investigated by The Receiver? Why are my expenses getting out
of hand? Why don't my debtors pay me? What is the value of my stock? Who has wasted my money
and resources? Who is mismanaging my business? | will have to close down! My business may be
liquidated!”

It is of utmost importance to evaluate financial information with a view to judging business
performance accurately. Where no accurate information is kept, things quickly get out of hand.
Businesses fail, each year as a result of incorrect decisions taken. You may be surprised that some
businesses fail because of brilliant decisions taken on incorrect or outdated financial information.
Have you ever heard the expression: "You need to have money to make money"? Any business or
organisation utilises money or resources to make money. This is also the reason why businesses

exist. However, certain organisations do not wish to make a profit. These organisations exist to
achieve certain benefits by making the most of the limited funds or resources.

A1.2- THE ACCOUNTING PROCESS

Imagine if you have to make decisions based on boxes and boxes of slips and documents!
Financial information is the summary of all this financial data into the following two basic reports:

*  AnIncome statement reflecting how well or poor the business or organisation has
performed over a specific period.

* A Balance sheet reflecting the business' financial position as at a specific date.

Additional summarised information with respect to certain items and budgets may also be
necessary to determine performance or financial position. TurboCASH contains many of these
reports and includes a report writer to supplement your own reports.

A.1.3- METHODS OF RECORDING

Accounting may be done either manually (by hand) or with the aid of a computer, either way, the
processes are basically the same:

1. Input

2. Process

3. Output

4. Safeguarding of records
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It is a good idea to make a comparison between these two methods.

A1.3.1- Manual system

In this system all the transactions are manually or physically written up by hand. The manual
system can be illustrated as follows:

1- Capture Source Documents in Journals
Source Documents 2 - Bolance and Post Transactions to the Ledgers
== Jaurnals

Handyman Hardare Store.
Recei nal

0 Creditor's Ledger
Debtor's Ledger General Ledger

Stock Ledger

3- Balance ledgers and draft reports 4 - Safeguard records
All records must be safeguarded and
T pratected frem unauthorised access

- nco B

Trail Balance ﬁ
Balance Sheet l

Creditor Remittance Advice

Debtor Statement
Mike Davies

PO Box 333
Halfway House
1685

Inveice INVOO1 1140.00
Invoice INVOO4  1710.00
Total 2 850.00

The basic processes in a manual system, is as follows:

Step  Process Description

1. Input All transaction data (i.e. cash slips, deposits, cheques, invoices, etc.) are sorted
according to transaction type and written into specific journals by hand.

2. Process The journals are balanced, posted to the general ledger and subsidiary ledgers,
which are in turn balanced. This process is very time consuming.

3 Output A trial balance listing all the debit and credit balances is drafted to check the

arithmetic accuracy and financial reports and statements are then drafted. Some
reports are:
v Income statement
v' Balance sheet
V' Debtor statements
V' Creditor remittance advice, etc.
4. Safeguard The books of account and supporting documents need to be safequarded from
records unauthorised access, fire, theft, etc.

18 - TurboCASH5.1 — 2018 — Accounting Made Easy



A13.2-

Computerised system

Computerised system

All records and transactions are captured or entered and processed in the accounting system via a
computer keyboard and a mouse. Any transactions captured or entered automatically update all
applicable records, when the transactions are posted. The computerised system can be illustrated

as follows:

1- Capture Saurce Documents in Journals. 2 - Progessing

Saurce Documents are coptured

e All inputs are. updated by your system

ABC Bark e sip

3- Output

L
@
em—
Printer Screen File Fax E-mail
4 - Backups
All processed data needs to be backed up and stored in a safe place,
T
L £ ] S0
-

Reparts and decuments may be generated at any fime to one if the following eutput mediums:

The basic processes in a computerised system, is as follows:

Step
1.

Process

Input

Process

Output

Backups

Description

All transaction data (source documents i.e. cash slips, deposits, cheques, invoices, etc.) are
sorted according to the type of transaction, physically entered into specific journals using

a computer keyboard and / or mouse.

All the transaction data is automatically stored in the computerised accounting program

on your system:

v The journals are balanced off, posted to the general ledger and subsidiary ledgers

(i.e. debtor's ledger, creditor's ledger, stock records, etc.) by a
pressing a key on your keyboard.

mouse-click or by

v The general ledger and subsidiary ledgers are automatically updated and balanced

off.

A Trail balance and a host of reports are readily available at the pressing of a few keys on

the computer keyboard or a few mouse-clicks. Some reports are:

v' Income statement,; Balance sheet; Debtor statements, Creditor remittance advices,

etc.

The books of account and supporting documents needs to be safequarded from

unauthorised access, fire, theft, etc.
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A14-

MANUAL VERSUS COMPUTERISED ACCOUNTING SYSTEMS

The steps to be followed in a hand system and a computerised system have many similarities. The
basic steps in the accounting process for a business, is as follows:

Steps | Hand system, Computerised system

1. Planning and opening an accounting system. Planning and opening an accounting system.

2. Entering of the first transactions or opening Entering of the first transactions or opening
balances. balances.

3. Preparation of source documents - to write Coding of source documents - to enter them
them up in the auxiliary journals or books of in the auxiliary journals or books of first entry.
first entry.

4. Bank reconciliation. Bank reconciliation.

5. Closing off of the auxiliary journals or books | Posting of the auxiliary journals or books of
of first entry and post them to the ledger first entry to the ledger accounts.
accounts.

6. Compile the Trial balance. Print the Trial balance.

7. Finalising of the Accounts and Adjustments. Finalising of the Accounts and Adjustments.

8. Compiling of Financial statements and other | Printing of Financial statements and other
reports. reports.

Since we have briefly compared the four basic processes and the steps to be followed in a hand

system versus a computerised system it is apparent that using a computerised accounting system
has much more advantages than that of a manual accounting system.

It is apparent that the processes for both systems are basically the same. Some of the processes in
the computerised system are automated. We can clearly see that some of the time consuming
processes are eliminated in the computerised system.

Furthermore, a computerised accounting system is pre-programmed and some defaults may also
be set to eliminate human errors.

On the computerised system, any transactions or data are automatically updated and reports are
readily available at any time. Once data is entered, retrieval or generation of reports is easy and

can be done with a few keystrokes or clicks of the mouse. These reports can be used for analyses
and interpretation to make decisions regarding your business financial performance and position.

Another huge advantage is that multiple hard copies can be made very simply if necessary, they
are not bulky, and can be conveniently stored in a safe place/s of your choosing.

Spreadsheets are a modern variation of a manual system. Many of you may have come from a
spreadsheet system and when, confronted with the daunting prospect of leaning accounting you
may want to rush back to the comfort of your spreadsheet.

There are a lot more rules and restrictions on data validation in an accounting package, but the end
result will give you a much more powerful view of your data.

Stick with TurboCASH, the end will be worth it.
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ACCOUNTING PRINCIPLES

A.2- ACCOUNTING PRINCIPLES

A2.1- BASIC ACCOUNTING PRINCIPLES

Many accounting systems have come and gone off the market, that pro-ported to “make
accounting easy”. The main function of any accounting system is to present the financial reports or
statements to possible investors, bank managers, creditors, consultants, etc. They need the
financial information be in an understandable format.

Systems that short cut these rules have all failed because the fail to communicate the information
to Accountants. Accountants speak a language. If TurboCASH seems obscure at first, it is because
you are not familiar with this language. You don't need to be fluent in it, but you do need to
understand the basics.

TurboCASH is a Generally Accepted Accounting Practice (GAAP) compliant system. Fortunately
there are steps in TurboCASH to point you in the right direction and to minimise the need for
accounting knowledge.

A2.2- DUAL ENTRY SYSTEM - DEBITS AND CREDITS

A.2.2.1-  Dual entry system

For 300 years accounting systems have operated on the basic rule of the dual entry system. For
each transaction you will have debit and credit entries, which will be of equal value. When a
transaction is entered or processed in the accounting system a credit is entered for each debit of
equal value, and vice versa.

A.2.2.2- What are debits and credits?

Any transaction is based on a give and receive principle. If you give something you should receive
something of equal value in return.

Business transactions are always written up or entered into two accounts. The principle is to Debit
the Receiver and Credit the Giver. If you know where your left-hand side and right-hand side is,
you already know something about accounting. Debit is always on your left-hand side and a credit
is always on your right-hand side.

Debit Credit

The account receiving the value iy debifed: The accovnt giving the value iy credifed:

The following example illustrates debits and credits:

On 1 March your business sells goods to the value of 100 to a customer, Tom on credit and issues
a sales invoice for the transaction:
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On 1 March the customer receives the goods to the value of 100 from the business.

Debit Customer Tom's Account Credit

Date Description Amount | Date Description Amount
1 Maveh|Sales Account - Goods| 200

On 1 March the business gives the goods to the value of 100 to the customer.

Debit Sales Account Credit

Date Description Amount | Date Description | Amount

1 March rmwyAum—§m| 200

The customer account debit is debited and the sales account is credited.

What happens if the customer settles his account with the business on 20 March? Your business
will issue a receipt of 100 as a source document.

On 20 March Tom gives the money to the value of 100 to the business.

Debit Customer Tom's Account Credit |
Date Description Amount | Date Description Amount
20 Mareh. | Bande xm‘

On 20 March the business receives the money to the value of 100 from Tom.

| Debit Bank Credit
Date Description Amount | Date Description Amount
20 Marede | Tomie Accorng® P

You will debit the bank and credit the customer account.

Only transactions between the business and another entity (i.e. the purchasing of a computer for office use)
should be recorded. Any personal transactions made by the owner of a company (i.e. the purchase of a
computer for gaming at home) should not be entered. As a rule, the owner and the business are seen as
two separate entities in the eyes of the law.

A2.3- TRANSACTION CYCLE

Imagine if you have to make decisions based on boxes and boxes of slips and documents!
Financial information is the summary of all this financial data into the following two basic reports:

*  AnIncome statement reflecting how well or poor the business or organisation has
performed over a specific period.

» A Balance sheet reflecting the business or organisations financial position as at a specific
date.

Additional summarised information with respect to certain items and budgets may also be
necessary to determine performance or financial position. TurboCASH contains many of these
reports and includes a report writer to supplement your own reports.

The business sells services or goods for money and in the process the business also have to buy
services or goods to be able to sell their services or goods. These business activities can briefly be
illustrated in the following diagram:
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TRANSACTION CYCLE

Capital
Assets

¥

Cash
Credit

!E Owner Invests in business ‘F Owner receives profits on the business activities

]
- = } TR
@ Purchase Assets @Incur expenses = @ Purchase of goods R gg:‘i‘i'fefo"ds "
— Cash Cash =¥ cast
Credit Credit Eredit
. ; gh Receive payment from
Wrdoe ==

The above diagram clearly illustrates the transactions that occur frequently in a business. There are
also a number of parties involved. The affect of these basic transactions on the accounting

equation can

be illustrated as follows:

Transaction cycle:

1.  The owner invests in the business:

a)

b)

Owner invests cash: The business receives cash from the owner. The business then
owes this amount to the owner, which is the owners interest in the business (Capital).

m ASSETS = + CAPITAL
DEBIT : Bank account = CREDIT : Capital account

Owner invests assets: The business receives an asset e.g. a motor vehicle from the
owner and it increases the business assets. On the other hand it also increases the
owners interest in the business (Capital).

m + ASSETS = + CAPITAL
DEBIT : Vehicles Account = CREDIT : Capital account

2. Purchase of assets:

a)

Purchase of assets and pay cash: The business receives an asset e.g. a motor
vehicle, stock; etc. from another party (the supplier) and it increases the business
assets. On the other hand it also decreases the assets (cash in the bank).

m + ASSETS = - ASSETS
DEBIT : Vehicles Account = CREDIT : Bank account

Purchase assets on credit: The business receives an asset e.g. a motor vehicle, etc.
from another party (the supplier) and it increases the business assets. On the other
hand it also increases the liabilities towards the supplier, which will then be referred
to as the creditor.

m + ASSETS = + LIABILITIES
DEBIT : Vehicles Account = CREDIT : Creditor's account
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3.

Incur expenses:

a)

Incur expenses and pay cash: The business receives the value of goods and
services, which the business will consume or use up in the normal business activities,
e.g. placing of an advertisement, fuel for the motor vehicle, etc. and it increases the
business nominal accounts, the expense accounts. On the other hand it also
decreases the assets (cash in the bank).

m + EXPENSES = - ASSETS
DEBIT : Advertisements Fuel & Oil Account = CREDIT : Bank account

Incur expenses on credit: The business receives the value of goods and services,
which the business will consume or use up in the normal business activities, e.g.
placing of an advertisement, fuel for the motor vehicle, etc. and it increases the
business nominal accounts, the expense accounts. On the other hand it also
increases the liabilities towards the supplier, which will then be referred to as the
creditor.

m + EXPENSES = + LIABILITIES
DEBIT : Advertisements Fuel & Oil Account = CREDIT : Creditor's account

Purchase of stock or goods for resale:

a)

b)

Purchase of stock or goods and pay cash: The business receives an asset (stock)
from another party (the supplier) and it increases the business assets. On the other
hand it also decreases the assets (cash in the bank).

m + ASSETS = - ASSETS
DEBIT : Stock, Purchase account = CREDIT : Bank account

Purchase of stock or goods on credit: The business receives an asset (stock) from
another party (the supplier) and it increases the business assets. On the other hand it
also increases the liabilities towards the supplier, which will then be referred to as
the creditor (supplier).

m + ASSETS = + LIABILITIES
DEBIT : Stock, Purchase account = CREDIT : Creditor's account

Sell services or goods:

a)

Sell services for cash: The business receives an asset (cash) from another party (the
customer / client) and it increases the business assets. On the other hand it also
increases the nominal accounts (income).

m + ASSETS = + INCOME
DEBIT : Bank account = CREDIT : Sales account
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b)

d)

TRANSACTION CYCLE

Sell services on credit: The business receives an asset (debtor) from another party
(the customer / client) and it increases the business assets. On the other hand it also
increases the nominal accounts (income).

m + ASSETS = + INCOME
DEBIT : Debtor's account = CREDIT : Sales account

Sell trading stock for cash: The business gains an asset (cash) from another party
(the customer / client) and it increases the business assets. On the other hand it also
increases the nominal accounts (income). The business loses an asset (stock at cost
price) and it decreases the business assets. On the other hand it also decreases the
nominal accounts (cost of sales).

(Selling price of goods sold)
+ ASSETS = + INCOME

DEBIT : Bank account = CREDIT : Sales account

(Cost price of goods sold)
- COST OF SALES = - ASSETS
DEBIT : Cost of sales account = CREDIT : Stock Account

Sell stock on credit: The business gains an asset (debtor) from another party (the
customer / client) and it increases the business assets. On the other hand it also
increases the nominal accounts (income). The business loses an asset (stock at cost
price) and it decreases the business assets. On the other hand it also decreases the
nominal accounts (cost of sales).

(Selling price of goods sold)
+ ASSETS = + INCOME

DEBIT : Debtor's account = CREDIT : Sales account

(Cost price of goods sold)
- COST OF SALES = - ASSETS

DEBIT : Cost of sales account = CREDIT : Stock Account

Receive cash from debtors: The business gains an asset (cash) from another party (the
customer / client) and it increases the business assets. On the other hand it also
decreases the business assets (debtors).

m + ASSETS = - ASSETS
DEBIT : Bank account = CREDIT : Debtor's account

Payment of creditors: The business decreases a liability (creditor / supplier) with the
money paid to the other party (the creditor / supplier) and it decreases the business
assets (cash).

m - LIABILITIES = - ASSETS
DEBIT : Creditor's account = CREDIT : Bank account
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A24- MAIN CLASSIFICATION OF ACCOUNTS / FINANCIAL CATEGORIES

A.2.4.1- Accounting equation - Income statement

The income statement reflects all the income accounts and expense accounts of the business.
These income and expense accounts are also known as the nominal accounts. It consists of two
basic financial categories:

| Financial category What do they tell us? Examples of accounts

These accounts reflect the income sources of @ ] Sales
the business.

[
&l Income accounts

(Nominal accounts) 9 1 nterest received

<& Expense accounts

(Nominal accounts)

@ ]Motor vehicle expenses
@ ]Rent
@ ] Telephone

These accounts reflect the expenses that the [
business incurs to generate the income. [

@ ]Salaries and wages
[ @ ]Water and lights

The difference between the total of the income and the total of the expense accounts will reflect
how much profit/loss the business made.

The profit is the return or remuneration the owner or owners of the business receives on their
investment in the business. This difference (Profit / Loss) is transferred to the Balance sheet
(Retained earnings account) as it will increase the owner / owners equity (interest) in the business.

L o ]
m 5. PROFIT = & INCOME - “& EXPENSES

A.2.4.2- Accounting equation - Balance sheet

There are three types of accounts, which are normally, reflected in the balance sheet, proprietary
accounts, asset accounts and liabilities accounts. These accounts will reflect what the business is
worth as at a specific date. Owner’s equity and loan accounts will also be reflected, as will monies
owed and the value of assets held (e.g. stock, motor vehicles, plant and machinery).
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Financial category

Accounting equation - Balance sheet

What do they tell us?

Examples of accounts

- Proprietary accounts

These accounts are used to enter all the personal
transactions between the owner(s) of the
business and themselves. This reflects how much
the owner(s) has invested in the business and
how much they have taken out of the business.

el

& Capital
el

& Drawings

o . .
=i Retained income /
earnings

PAY
) Asset accounts

These accounts will reflect all the assets owned
by the business, which is used in the activities of
the business.

[S—
& Vehicles

el
& Fquipment

(S
& Furniture and fittings
9
&b Debtors
Bank
Petty cash
(S
& Trading stock

Il
& loans

These accounts will reflect all the liabilities of the
business, to which the business owes money.

e Liabil

ity accounts

Bank overdrafts

. .
&b Creditors

a e
The balance sheet reflects a list of all the assets that the business owns and a list of how these

assets are financed. The balance sheet is nothing more than a list of the sources used to finance
the assets of the business and a list of the assets, which were financed.

= CAPITAL ="t ASSETS — LIABILITIES

Owner's equity or interest in the business is the capital invested by the owner in the business.
Capital and liabilities finance all assets the business has acquired and are also known as the
“sources of financing" or “capital employed". On the other hand, the assets that the business owns,
is known as the “employment of capital".

A.2.4.3- Accounting equation - Income statement and Balance sheet

All transactions have an influence on either the assets, liabilities, capital, income or expense items.
Sales increase assets (the bank or debtors) and income. On the other hand expenses, such as
advertisements, decrease the assets (cash in the bank) or increase the liabilities (creditors). Income
will increase the profit and expenses will decrease the profit. Since most of the transactions have
an effect on both the Income statement and the Balance sheet, we have to look at the full
accounting equation or expand the accounting equation. The accounting equation will then be as
follows:

i

7] E s
<& EXPENSES = 8 INCOME + S&@ CAPITAL +
DEBITS = CREDITS

/l}J ASSETS +

e

LIABILITIES
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A.2.5- GROUPS/CLASSIFICATION OF FINANCIAL CATEGORIES

In order to facilitate the generation proper reports, our template sets of books have been divided
into financial categories, which may be further divided into account groups.

A.2.5.1-  Account groups - Financial categories - Income statement

Each of the Income statement Financial categories (i.e. INCOME and EXPENSES), are further
classified or grouped as follows:

FINANCIAL REPORTING GROUPS

CATEGORY FOR ACCOUNTS DESGRIGTICN DR/ CR

w NET PROFIT RETAINED INCOME Income received is greater than CREDIT
incurred expenses.

w / NET LOSS (ncurred expenses are greater than DEBIT
income received.

L’}‘: INCOME INCOME Revenue generated from the sale of CREDIT

goods and services.
OTHER INCOME
Revenue from ventures and activities CREDIT
outside the "normal”
% EXPENSES EXPENSES Incurred in the normal business DEBIT
activities to generate income.

v
“ RETAINED EARNINGS / INCOME, at the beginning of the financial year, the income/expense
accounts are zeroed and the resulting balance transferred to the retained income account.

Income / Expense accounts created (in TurboCASH) should be assigned to an appropriate
reporting group and linked to a financial category in TurboCASH (INCOME or EXPENSES).

The Financial results influence the net worth of a business. A profit will increase the capital value of
a business; the opposite is true for a loss.
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Account groups - Financial categories - Balance sheet

A.2.5.2- Account groups - Financial categories - Balance sheet

Each of the Balance sheet Financial categories CAPITAL, ASSETS and LIABILITIES, are further
classified or grouped as follows:

FINANCIAL REPORTING GROUPS FOR DESCRIPTION DR /CR
CATEGORY ACCOUNTS
/'ECAPITAL CAPITAL The value of the owners’ equity. CREDIT
MEMBERS' CONTRIBUTION Sole Proprietor or Partnership
SHARE CAPITAL Close Corporation
Companies
A FIXED ASSETS Physical items with a value, DEBIT

0 ASSETS
e.g. Land and buildings, Plant and

machinery, Motor vehicles, Furniture
& fittings, Computers, etc.

CURRENT ASSETS Cash in the Bank, Petty cash, and
Value of the Debtors ledger, stock
holding and prepaid expenses.
1= LONG-TERM LIABILITIES All amounts owed to third parties or CREDIT
LIABILITIES ) ) o
financial obligations repayable
normally more than one year.

CURRENT LIABILITIES All amounts owed by the business to
Creditors, Taxes payable, accounts
payable and provisions for expenses.

Each Balance sheet account type created in TurboCASH should be assigned to an appropriate
REPORTING ACCOUNT GROUP and linked to a FINANCIAL CATEGORY in TurboCASH (CAPITAL,
ASSETS or LIABILITIES).

A.2.6- CHARTS OF ACCOUNTS in TurboCASH

TurboCASH has ready created Sets of Books, (templates) for use when you create your own Set of
Books. These Sets of Books were installed on your system along with TurboCASH. All the necessary
settings are already pre-set for your convenience.

In TurboCASH, the chart of accounts that is created or selected may be customised to suit your
specific needs. All accounts in your chart of accounts must be linked to either a Balance sheet or
Income statement category. It may be a good idea to print the Chart of accounts and to check that
all the accounts necessary for your business appear. You may add/delete accounts to cater for
your specific requirements.

In the "EN-SOUTHAFRICA" Set of Books, the chart of accounts (listed below) is split into the two
parts i.e. Income statement Accounts and Balance sheet Accounts, for your convenience.
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A.2.6.1- Income / Expense accounts - Chart of accounts

The first part reflects the Income / Expense type of accounts, which is reported on the Income
statement:

v = ]
“'II ¥ NETT PROFIT / NET LOSS E = INCOME - “& EXPENSES

Income statement Financial categories - (Income and Expenses):

Account Description Account groupl Type

(216010 sates £ INCOME Inc / Exp
(@1Gos0  Other Sales £ INCOME Inc / Exp
[ @ JGO60 Bad Debts Recovered € OTHER INCOME Inc / Exp
(@)Gos5  Cash Discount Received W& OTHER INCOME Inc / Exp
[ @ JGO70 Interest Received £ OTHER INCOME Inc/ Exp
[ @ 16075 Profit/Loss- Sale of Fixed assets £ OTHER INCOME Inc / Exp
[ L JGO8O Sundry Income % OTHER INCOME Inc / Exp
(@1G100  Cost of sales £ COST OF SALES  Inc / Exp
[ L JG780 Delivery Charges ‘”ﬁ EXPENSES Inc / Exp
[ L ]GZOO Accountancy Fees ”’-‘-l- EXPENSES Inc / Exp
[ L JGZO5 Advertising ‘M-'E- EXPENSES Inc / Exp
(86210 Audit Fees & EXPENSES Inc / Exp
[ @ 16275 Bad Debts Written-off ”."-'-'i EXPENSES Inc / Exp
[ L JGZZO Bank Charges ‘M-‘-l- EXPENSES Inc / Exp
[ L 16225 Cleaning ‘”.’-'EI- EXPENSES Inc / Exp
[ @ JGZ_?O Commissions Paid ‘”ﬁ EXPENSES Inc / Exp
(@1Go3s  Consultancy Fees & EXPENSES Inc / Exp
[ L JGZ4O Depreciation ‘M-'E- EXPENSES Inc / Exp
(@loous  Entertainment “& EXPENSES Inc / Exp
[ L 16250 Finance Charges ”."-'-'i EXPENSES Inc / Exp
[ L JGZS5 Gifts and Donations ‘”."-'EI- EXPENSES Inc / Exp
[ L 16260 Insurances ‘”.’-'EI- EXPENSES Inc / Exp
(@)Go62  Interest Paid % EXPENSES Inc / Exp
(@)6o65  Legal Fees & EXPENSES Inc / Exp
(216270 Lights and water & EXPENSES Inc/ Exp
(@)6o75  Medical Expenses “& EXPENSES Inc / Exp
[ L JG.28O Motor Vehicle Expenses ”’-‘-l- EXPENSES Inc / Exp
(@] 6280001 Fuel & EXPENSES Inc / Exp
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Income / Expense accounts - Chart of accounts

Account Description Account groupl Type

(@ 16280005 Motor Repairs “& EXPENSES Inc / Exp
[ @ 16280070 Motor Costs - Other ":‘- EXPENSES Inc / Exp
[ L 16285 Printing Postage and Stationery ‘”‘-'5- EXPENSES Inc / Exp
(816200 Rent Paid <& EXPENSES Inc / Exp
(e 16295 Repairs and Maintenance ‘”‘-'5- EXPENSES Inc / Exp
[ @ JG300 Salaries - Directors ‘”‘-‘- EXPENSES Inc / Exp
(@G305  salaries - Staff & EXPENSES Inc/ Exp
[ L 16370 Salaries/Wages- Employers Contrib. ‘”‘-‘E- EXPENSES Inc / Exp
[ L ]G375 Subscriptions ":‘- EXPENSES Inc / Exp
[ L JG_?ZO Telephone and Fax ‘”‘-'E- EXPENSES Inc / Exp
[ L JGB_?O Travelling Expenses ‘”‘-‘- EXPENSES Inc / Exp

A.2.6.2- Balance sheet accounts - Chart of accounts

The second part reflects the Balance sheet (Assets, Capital and Liabilities) type of accounts, which
is reported on the Balance sheet:

Fs
m & CAPITAL = /'JJ ASSETS — e LIABILITIES

Balance sheet Accounts - Financial categories (Capital, Liabilities and Assets):

Account Description Account groupl Type
(- 23
& G505 SHARE CAPITAL & CAPITAL
i P wz .
& G510 RETAINED INCOME ® CAPITAL £ Retained Income

e

-
& G550 Long Term Loans LONG TERM LIABILITIES

- e
A G560 Installment Sale - Creditors LONG TERM LIABILITIES
s

& G600 FURNITURE AND FITTINGS /'JJ FIXED ASSETS

S

& G600010  Furniture and Fittings at Cost /ei FIXED ASSETS

s

& G600020  Furniture/Fittings Accum. Deprec. /'&J FIXED ASSETS

S

& G610 OFFICE EQUIPMENT /'JJ FIXED ASSETS

s P

& G610070  Office Equipment at Cost 1 FIXED ASSETS

s

& G670020  Office Equipment Accum. Depreciation /'&J FIXED ASSETS

S

& G620 MOTOR VEHICLES @J FIXED ASSETS

s P

& G620070  Motor Vehicles at Cost T FIXED ASSETS

S

& G620020 Motor Vehicles Accum. Depreciation /'JJ FIXED ASSETS

J— |
& G700 DEBTORS CONTROL ACCOUNT @J CURRENT ASSETS &b Debtors Control
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Account Description Account groupl Type

A P

A G730 DEPOSITS PAID T CURRENT ASSETS

A

A G740 POS-Till Account A CURRENT ASSETS

A

A G745 POS-Cheque Payments Account /'JJ CURRENT ASSETS

A

A G750 STOCK CONTROL ACCOUNT /'&J CURRENT ASSETS

A e

& B8I0 CURRENT BANK ACCOUNT /'&J CURRENT ASSETS I Bank account
(] ey

A& B820 PETTY CASH /'JJ CURRENT ASSETS 1 Bank account
A |

& G900 CREDITORS CONTROL ACCOUNT & CURRENT LIABILITY @b Creditors Control
A

A G920 SALARIES CONTROL e CURRENT LIABILITY

e e

& G920001  Salaries CURRENT LIABILITY

e e

& G920005  UIF Payable CURRENT LIABILITY

e e

& G920010  PAYE Payable CURRENT LIABILITY

e e

& G920015  Skills Development Levy CURRENT LIABILITY

A

A G950 VAT CONTROL ACCOUNT & CURRENT LIABILITY

’y e =1

& 7950005 Output (Sales) VAT 14% CURRENT LIABILITY Tax account
’y e =1

& 7950010 Input VAT (Exp) - 14% CURRENT ASSETS Tax account
£ e ="

& T950015 Zero Rated VAT - 0% CURRENT LIABILITY Tax account
(]

& G950100 VAT PAYMENT ACCOUNT e CURRENT LIABILITY

A

A G999 SUSPENSE ACCOUNT & CURRENT LIABILITY

o The chart of accounts may be customised to suit your specific needs. You may change descriptions, add new
accounts and sub-accounts. TurboCASH allows you to create up to 999 main accounts. For each of these
main accounts you may also create up to 999 sub-accounts.

In a Set of Books consisting of a 4-Digit Main Accounts, you may create up to 9999 main accounts.
In a Set of books consisting of 5-digit main accounts, you may create up to 99999 main accounts.
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THE LEDGER

A2.7- THELEDGER

The Ledger consists of the General ledger (Chart of accounts), the Debtor's ledger; the Creditor's
ledger and the Stock ledger. The ledger can be illustrated as follows:

1. General ledger - consists of the Income and Expense accounts
and Capital, Assets and Liabilities (Balance sheet) accounts.

LEDGER It also includes a control account for the debtors, creditors and
General Ledger stock items.

T 2. Debtor's ledger - consists of the individual debtor accounts.
Bebtore Ladger Each individual debtor's account contains the contact

information, messages and accounting information.

T The total outstanding balance of all the debtor accounts in the
Ledger debtor's ledger is automatically updated and reported in the
= Debtor's control in the General ledger.

Stock Eedyer 3. Creditor's ledger - consists of the individual creditor accounts.

o Each individual creditor's account contains the contact
information, messages and accounting information.

The total outstanding balance of all the creditor accounts in the creditor's ledger is
automatically updated and reported in the Creditor’s control account in the General
ledger.

4. Stock ledger - consists of the individual stock item records. Each individual stock item
records contain specific information, such as quantities, cost prices, selling prices, units,
re-order levels, etc. The total outstanding cost price value of all the stock item records in
the stock ledger is automatically updated and reported in the Stock control account in
the General ledger. It also includes a control account for the debtors, creditors and stock
items.

The outstanding balances of the individual accounts and records in the Debtor's ledger, the
Creditor's ledger and the Stock ledger is automatically updated and reported in the respective
Control accounts in the General ledger.

Debtor's Ledger Creditors Ledger

General Ledger

1
(=

Stock Ledger
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A2.8- CONTROL ACCOUNTS

In the General ledger, you would only have one debtor’s account and one creditors account. If you
sell on credit to your customers, how will you keep track of each of the individual debtors’
accounts? If you buy on credit from your suppliers, how will you keep track of each of the
individual creditors’ accounts? If you trade with stock items, how will all the hundreds of stock
items fit into the General ledger? How will they fit into your Chart of accounts? Only the total of all
individual debtor's accounts and the total of all individual creditor's accounts and the total of your
individual stock item records are listed in the Trial balance and in the financial statements.

Imagine what the size of your General ledger would be if you have 800 debtor accounts, 400
creditor accounts and 200 stock items. If you open ledger accounts for each of your individual
debtors and creditors and stock items in the respective subsidiary ledgers, your General ledger
would have approximately 1400 less accounts. Now you will have three more ledgers in which you
can manage and store specific information regarding each of the accounts for your debtors,
creditors and stock items.

Only the total of each of these three ledgers will be reflected in your General ledger, Trial balance
and Balance sheet. You will also have a separate list of all your debtors, creditors and stock items.

Another benefit of control accounts is, that in large business enterprises, you may delegate the
subsidiary ledgers to the debtor's clerk who can manage and balance the debit and credit entries
in the individual ledger accounts and compile a list of the balances at the end of a period. These
balances must then balance with the debtor's control account. The debtor's clerk can also use the
ledger accounts for credit control and to collect the debt. The same principles may apply for the
purchases department.

Control accounts

General ledger
Dr Debtor's control Cr | Dr Creditor's control Cr
Balance Er-e | Balance 1 8k
Dr Stock control Cr

Balance 2 c:zx;I

Debtor's ledger Creditor's ledger
Dr Debtor A Cr|| Dr Creditor A Cr
Balance 5 s Balance 200
Dr Debtor B Cr| | Dr Creditor B Cr
Balance 1 500 Balance 1 000
Stock ledger

Dr Stock item A cr

Balance 2

Dr Stock item B Cr

Balance z a9
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CONTROL ACCOUNTS

General ledger — A list of your Cart of accounts, income and expenses, capital, assets and
liabilities. In the Chart of accounts, you would keep the control accounts regarding your debtor
accounts, creditor accounts and the stock items (if you trade in stock items). The details are kept in
the individual subsidiary ledgers (debtor's ledger, creditor's ledger and stock ledgers).

The subsidiary ledgers and the General ledger, is as follows:

1.

Debtor's control account — This account reflects the total amount owed by all the
individual debtor accounts. The balance of the debtor’s control account must equal the
total of the debtors’ list, which represents the amounts owed by the individual debtors
obtained from the individual balances in the various subsidiary ledger accounts for each
debtor. This subsidiary ledger is known as the debtors' ledger.

In the debtors' ledger, the transaction details and additional information regarding each
debtor such as their personal and contact information, credit limit, terms, etc. may be
stored. This debtors' ledger is also a register of each and every transaction that you and a
specific debtor entered into.

Creditor's control account — This account reflects the total amount owed to all the
individual creditor accounts. The balance of the creditor’s control account must equal the
total of the creditors list, which represents the amounts owed by the individual creditors
obtained from the individual balances in the various subsidiary ledger accounts for each
creditor. This subsidiary ledger is known as the creditors' ledger.

In the creditors' ledger, the transaction details and additional information regarding each
creditor such as their personal and contact information, credit limit, terms, etc. may be
stored. This creditors' ledger is also a register of each and every transaction that you and
a specific creditor entered into.

Stock control account — This account reflects the total amount or value of all stock
items. The balance of each of the individual stock item ledger accounts or records must
equal the total of the stock item list, which represents the amounts or value of the
individual stock items obtained from the individual balances in the various subsidiary
ledger accounts for each stock item. This subsidiary ledger is known as the stock ledger.

In the stock ledger, the transaction details and additional information regarding each stock item
such as the cost prices, selling prices, quantities, and location on the shelves, etc. may be stored.
This stock ledger is also a register of each and every stock transaction, how many items are
purchased, sold, etc.
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A.2.9- TRANSACTION LIST - DEBITS AND CREDITS

The following list of most commonly used transactions illustrates the debit and credit transactions

on the double entry accounting principle:

TRANSACTION DEBIT CREDIT
£ )
Capital - cash contribution Assets - Bank @ Capital
? -
Sales - cash Assets - Bank =44 Income
[ g
Sales - credit B Assets - Debtors &4 Income

Purchases - cash

/l}J Assets - applicable

Assets - Bank

Purchases - credit

/l}J Assets - applicable

»
Wb | igpilities - Creditors

7 ,
Expenses - cash & Expenses - applicable Assets - Bank
'A:'-'- B licabl >
Expenses - credit % Expenses - applcable W& | jabilities - Creditors
&

Debtors - receipts

Assets - Bank

&b Assets - Debtors

Creditors - payments

»
&b | iapilities - Creditors

Assets - Bank
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HARDWARE AND SOFTWARE REQUIREMENTS

B.1- HARDWARE AND SOFTWARE REQUIREMENTS

In order to run TurboCASH you will need, as a minimum, the following:

*  An IBM compatible computer running a 32-bit Microsoft Windows 98, Windows 2000,
Windows ME, Windows NT, Windows XP or Vista, Windows 7 or Windows 10.

+ 256 MB of RAM for a single user and 512 MB for a multi-user.

* 36 Speed or higher CD ROM

*  SVGA/LCD / LED screen (1024 x 768 screen resolution or higher).
*  Approximately 650MB hard disk space.

Recent decreases in the cost of hardware have made even the simplest of modern machines,
orders of magnitude better than older machines. TurboCASH is a database. It will run more
securely on a better machine. The costs saved by using an old machine will soon be at risk given
the time and effort that it will take to construct a Set of Books and re-enter the data.

B.2- INSTALLING TurboCASH5 SINGLE-USER

The TurboCASHS5 installation process should only take a few minutes. During this process you may
need to select a few options. The most important options, you may need to select is your country
and language, reading and accepting the licence agreement.

I"T'I TurboCASHS5 should, by default, install in the TCASHS directory (e.g. C : / TCASH5. If you choose to install
TurboCASHS5 in different directory or folder on your system, DO NOT install TurboCASH in any Program
files directories.

This documentation will describe to do a standard installation to run TurboCASH5 locally on one computer
for 7 user only.
*  Multi-user installation and configuration will be dealt with in separate documentation.
*  Multi-user is limited in this edition! You will need to buy a multi-user license or compile the
source yourself.

To install TurboCASHS5 single-user:

1. Once the TurboCASHS5 installation file is downloaded, select the file and open it. The
“Select country and language” screen is displayed:
Select country and language x

Select your country so the installation can install
the appropriate files:

English (South Africa) ~

Cancel

2. Select your country and language. Click OK. The “Welcome to the TurboCASH5 Setup
Wizard” screen is displayed:
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Setup *

Welcome to the TurboCASH5
Setup Wizard
This will install TurboCASHS.1 - (Build 965) on your computer.

It is recommended that you close all other applications before
continuing

Click Mext to continue, or Cancel to exit Setup.

Next > Cancel

3. Click Next. The "License Agreement” screen will be displayed.

4. Please read the agreement carefully. If you agree with the terms and conditions of the
license agreement, select the "/ accept the agreement” option and click Next. The “Select
Destination Location” screen is displayed:

Setup s
Select Destination Location
Where should TurboCASHS be installed? NOTE: Please do not select any
Program folders!

Setup will install TurboCASHS into the following folder.

To continue, click Next. f you would like to select a different folder, click Browse

N TCASHS Browse...

At least 1,227.3 MB of free disk space is required.
Englizh [Republic of South Africa)

< Back Next = Cancel

5. The default path is TCASH5 on your system's default drive, (e.g. C:;/TCASH5).

g You may click on the Browse button to select any other folder than the default path where you
wish to install TurboCASH5 on the "Browse For Folder" screen.

6. Once finished, click Next. The “Select Components” screen, is displayed:
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Setup x

Select Components
Which components should be installed?

Select the components you wart to install; clear the components you do not wart to
install. Clickk Next when you are ready to continue.

Custom installation P

Install local single user Firebird database (Needed to run TurboCASH local 1 user
onby)

O Icl';lsetlja'tll} Firebird database server (Meeded to run TurboCASH on a server or 65MB

[] Install FlameRobbin Version 0. 30{SQL browser type} {optional) 1.8 MB

Current selection requires at least 613.5 MB of disk space.

< Back Cancel
7. Alist of the components will be displayed. Select or deselect (remove the tick) for the
following options, if necessary:

a) Install Firebird Database Server (Needed to run TurboCASHS5 local 1 user only)
- If you are installing TurboCASHS5 for the first time, you need to make sure that
this option is selected.

o Select this option if you need to run TurboCASHS5 locally for T user only.

b) Install Firebird Database Server (Needed to run TurboCASH5 on a server or
client).
g For the purpose of the single-user installation, do not select this option.

c) Install FlameRobin SQL Browser Type - (Optional) - This will install the

FlameRobin Database Admin software to manage your TurboCASH5 databases
(Sets of Books).

o For the purpose of the single-user installation, do not select this option.

The FlameRobin software is used to browse, check and edit data. The installation of
FlameRobin is optional and is not required to run TurboCASH5. The use of FlameRobin
is not recommended for users which have insufficient knowledge and expertise.

8. Once finished, selecting the components to be installed, click Next. The “Select Start
Menu Folder" screen is displayed:
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Setup X

Select Start Menu Folder
Where should Setup place the program’s shortcute? NOTE: Please do not select

any Program folders!

Setup will create the program’s shortcuts in the following Start Menu folder.

To continue, click Mext. f you would like to select a different folder, click Browse
MNOTE: Please do not select any Program folders!

Browse...

==

9. The default name for the “Select Start Menu Folder” is TurboCASH5.

You may over type this with your own description, if necessary. This will create an item on the
Start — Programs menu list with items for TurboCASHS5, Uninstall TurboCASH5 on your
Windows™ Task bar.

10. Once finished, click Next. The “Select Additional Tasks" screen is displayed:

Setup >

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing TurboCASHS,
then click Next.

Additional icons:

< Back Cancel
11. By default no options are selected. Select the following options, if you wish them to be
installed:

a) Create desktop icon - This will create an icon on your desktop from where you
may start or launch the TurboCASH5 program.

b) Create Quick Launch icon - This will create an icon on your Quick Launch
Toolbar on your Windows™ Task bar. You may then start or launch the
TurboCASH5 program directly from the Quick Launch Toolbar.

12. Once finished, click Next. The “Ready to Install” screen is displayed:
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Setup

Ready to Install

Setup is now ready to begin instaling TuboCASHS on your computer. g

English [Republic of South Africa]

Click Install to continue with the installation, or click Back f you wart to review or
change any settings.

Destination location: -~
CATCASHS

Setup type
Custom installation

Selected components
Install local single user Firebird database (Needed to run TurboCASH local 1 use

Start Menu folder:
TurboCASHE

Additional tasks: he
< >

Cancel

13. Please check the following selections to be installed:

14. Click Install. The TurboCASHS5 installation process will start. Once the TurboCASH5
installation process is finished, the “Completing the TurboCASH5 Setup Wizard" screen is

a) Destination location

b) Setup type

c) Selected components
d) Start Menu folder

e) Additional tasks (icons)

g This is your last chance to change anything to be installed. If you are not satisfied with
your selection, click on the Back buttons to select or deselect the necessary options.

displayed:

Setup

°

Completing the TurboCASHS
Setup Wizard

Setup has finished instaling TuboCASHS on your computer.
The application may be launched by selecting the installed
icons

Click Finish to exit Setup

. TbeCAIHE

The following Components will not be listed, if it was not selected in the “Select Components”

screen:
* Install Firebird
* Install FlameRobin SQL Browser Type

TurboCASH5.1 - 2018 — Accounting Made Easy - 43



MODULE B - INSTALLING, LAUNCHING AND REGISTERING TurboCASH

15. If the Launch TurboCASHS5 option is selected, the TurboCASH5 program will
automatically be launched.
If you do not select this option (remove the tick), you may then launch or start TurboCASH5 from
the following options (if selected or where specified): -
e Desktop icon.
. Quick Launch icon (on the Quick Launch Toolbar on your Windows™ Task bar).
. Start — Programs— TurboCASH5 menu from the Windows™ Start button.

16. Once finished selecting or deselecting the necessary options, click Finish. The TurboCASH
program will be started if you did not remove the tick on the Launch TurboCASH5 option.

B.3- LAUNCHING TurboCASHS5 FOR THE FIRST TIME

1. The first screen which will display after TurboCASH is launched for the first time, is the

"Choose a Language” screen. L] Choose a language pe
The TurboCASH interface will display in the | Language | I
selected language (Switch language (Start aikeans

ribbon)). Depending on your country / deGeman

language installation of TurboCASH, the specific || #F

elGresce
language / country language have already been || enamsican
set for each Set of Books. (Access control errdustala
. en-Bangladesh
(Setup rlbbon). en-Barbados

enBelize

When opening a Set of Books, it will enBotswana
automatically load the language file. All screens, || etameoon

enCanada

reports and layout files are translatable via the Ergich

|anguage ﬁleS. ervireland

enlsle-of-Man |Z|
It will display the tax terminology for the moLasotbn :
selected country e.g. en-South-Africa will © Cancel

display VAT, af-Afrikaans will display BTW, en-
Australia and en-New-Zealand will display GST, en-American will display Sales tax, etc.

2. Select your language and click on OK the button.

Some languages may not display correctly if your system locale in the Regional and Language Settings
option in the Control Panel of your system does not support the language and system locale (unicode).

I"T1 English is the default (driver language file — used as the basis for translation, and to customise language
" files). For example, the en-American and the en-UK files contain specific label, text, currency and tax
terminology for each country.
Should you select the incorrect language at this stage, you may change the language in the Switch
language (Start ribbon).
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B.4- STARTING TurboCASH5

To start TurboCASH5:

1. To start TurboCASH, double-click on the : H icon (if the “Create a desktop icon”
option was selected on the “Additional tasks" screen in the “Setup” install screen).

Or select TurboCASH on the Windows Start button TurboCASH5

The following progress screen will be displayed:

fusccash @B

The TurboCASH program will be Iaunched.

Windows 10
After installing TurboCASH, the TurboCASHS5, should be displayed in the Recently added list on

the Start menu. You may click on it and drag it to the Apps space.

T
Create TurboCASH
:i'- Tips
Saturday

B rubocash y S o
) = = 8 &

B rubocashs -

Port Elzabeth TuboCASHA  TurbaCASHS

g s
urboCAS i

B rusocashs 0 =2

d

& TuiboCAsHS FlameRobin  TurboCASHS

& Uninstall TurboCASHS

B Programming
TurboCASHS-US p @

u Ubuntu Debian GNU/... i& i& M

& Ubuniu WATS 4 et
o (debug) Notepad-++
v - KALl

Video editor o
i Microsoft " Bl Firefox 2
: RX 0 T

LT RAD Studio InterBase
Coding Delphi 102 Command... Server..

L!r Voice Recorder
w

@ Weather C # Z .m ( f, "
'
: Java Mission

B Windows Accessories
Coding Made... Microsoft Math  1BConsole Control Migration Tool

T EE LYY
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If it is not listed, click on All apps. All the Applications should be listed. Select TurboCASH5 and

drag it to the Apps space.
Quick access and launch of TurboCASH will then be available from the Start icon in Windows.

2. Once you have opened TurboCASH, you see a main menu bar at the top of the screen.

At first only the items under the Start ribbon are active. Before you can select any of the menu options, you
will need to "Open a Set of Books" (On the Start ribbon, select Open).

B.5- OPENING SETS OF BOOKS

By default, only the Set of Books will be installed for the country language selected in the “Select
your country and language” when installing TurboCASH5.
To open a Set of Books:

1. Onthe Start ribbon, select Open.

[ set of Books =
[Mame of Sct of Books ]
ng‘l AF-SUID-AFRIKA,
i EN-SOUTHAFRICA
Browse For Folder x

Browse EHLE

Select Set of Books directory

x
Purge list
- TCASHS ~
android-install
= Backups
= - b
Fropertios "
Languages
Repository
4= s0L
Add templates
Themes
~ Tutorials

3
AF-HAMNDLEIDINGS

Auto-open when starting TurboCASH hd EN-TUTORIALS
® Cancel HANDYVIMAN
HAMDYMAN-A
v HAMNDYMAN-B
images
PostedBatches
ES-TUTORIALS
~ books
AF-SUID-AFRIKA
EM-SOUTHAFRICA

Conce

Other Sets of Books:

If you are looking for a different Set of Books (template), not displayed in the list of the "Set of
Books" screen, click on the Browse icon and select a Set of Books in the “...\Bin\Repository\" folder.

The “Repository” folder contains all Sets of Books (templates) which is available in TurboCASHS5.
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English tutorials:
The following Set of Books based on this tutorial, are installed in the “...\Bin\EN-TUTORIALS\"

folder.

«  HANDYMAN (No transactions)

*+  HANDYMAN-A (Unposted)

+  HANDYMAN-B (Posted)

To follow this tutorial, you need to click on the Browse icon and select these Sets of Books.

2.

When opening these English tutorials, the default English language file, will be initialised to display
on the TurboCASH interface, reports and document layout files. The English language file refers to
Tax instead of VAT/GST/Sales tax.
Should you wish to use the Tax terminology for your country, you may select the country specific
English language file.
Afrikaans tutorials:
The following Set of Books based on the Afrikaans tutorial, are installed in the "...\Bin\AF-
HANDLEIDINGS\" folder.

. NUTSMAN (No transactions)

. NUTSMAN-A (Unposted)

*  NUTSMAN-B (Posted)
To follow the Afrikaans tutorial, you need to click on the Browse icon and select these Sets of
Books.

0 The Afrikaans book (“Rekeningkunde met Gemak”) based on this tutorial, is also available.

Select the Set of Books and click Open.
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B.6- SELECTING A LANGUAGE

The TurboCASH interface will display in the selected language (Switch language (Start ribbon).
Depending on your country / language installation of TurboCASH, the specific language / country
language have already been set for each Set of Books. (Access control (Setup ribbon).

When opening a Set of Books for a specific country, it will automatically load the language file
(containing specific currency and tax terminology). All screens, reports and layout files are
translatable via the language files.

It will display the tax terminology for the selected country e.g. en-South-Africa will display VAT, af-
Afrikaans will display BTW, en-Australia and en-New-Zealand will display GST, en-American will
display Sales tax, etc.

List of the English language files which refers to country specific currency and Tax terminology:

English VAT English GST English Sales tax / Consumption Tax
A en-Bangladesh ﬂ en-Australia W= c/-American (Sales tax)

I'rl en-Barbados El en-Belize il en-Tonga (Consumption tax)
== en-Botswana wall cn-New-Zealand

. en-Cameroon
BN en-ireland
Ea en-Isle-of-Man
= en-Lesotho
- en-Malawi

. en-Malta

_— i+
— EN-Mauritius

ﬁ en-Namibia

]
— EN-Rwanda

E en-South-Africa
ﬁ en-Tanzania
m en-Trinidad
E en-Uganda
Ei= en-uk

- en-Zambia

== on-Zimbabwe
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B.6.1- Changing language files

Should the incorrect language file and / or Tax terminology be displayed, you may set the
language files in the following options:

To choose a language (global setting):
1. On the Start ribbon, select Switch language.
2. Select the language of your choice.
3. Click OK.
To set a language for a Set of Books:
1. On the Setup ribbon, select Access control.
2. Inthe “System lang” field, select the language of your choice for the Set of Books.

3. Click Apply. Each time when the Set of Books is opened, the selected language file will
be loaded.

B.6.2- Changing language files for debtors / creditors

Multiple language — Document layout files — Supports the automatic translation via the
language files (Switch language (Start ribbon)) maintained in Tools— Customise language
menu (Setup ribbon).

Document layout files will be printed in the language set for debtor (customer / client) and
creditor (supplier) accounts. Layout file 2 is also supported to print a copy of another layout file or
a delivery note.

For example, in South Africa, the language that may be selected for English speaking debtors
(customers / clients) and creditors (suppliers) is “en-South-Africa”, and for Afrikaans speaking
debtors (customers / clients) and creditors (suppliers) is “af-Afrikaans”.
To set a language for a Debtor or Creditor:

1. On the Action ribbon, select Debtors or Creditors.

2. Inthe “Language” field, select the language for the debtor (customer / client) or creditor

(supplier).
3. Click Save. When printing documents for the debtor (customer / client)(invoices, credit

notes and quotes), or documents for the creditor (supplier) (purchases, supplier returns
and orders) it will print in the selected language.
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B.6.3- Customising language files (optional)

You may edit or translate the existing labels or descriptions used in the TurboCASH to suit your
specific needs or industry. You may also create or add a new language for a specific country or
industry. You may also create or add a new language for a specific country or industry.

The following languages (87 countries / tax regimes), are available: Afrikaans, Arabic, English (25),
Croatian (3), Espafiol (13), Francais (18), German, Greek (2), Indonesian, Italian, Lithuanian,
Netherlands, Slovenian, Swedish, Swahili, Thai, Turkish (3), and Xhosa, etc.

Language files are prefixed with the Language code followed by the Country name (e.g. en-
American, en-Australia, en-UK, en-South Africa, etc.).

The names of the Sets of Books (stored in the "...\Bin\Repository\" folder) are also (prefixed with
the Language code followed by the Country name). Most of these Sets of Books are linked to the
applicable language file (Access control (Setup ribbon)).

The language files are stored in the *.dfm file type. The language files are located in the
"..\Bin\Languages” directory, or other directory, where TurboCASH is installed. The default
language for the country you have selected when installing TurboCASH will automatically be
displayed when launching TurboCASH for the first time.

If a Set of Books is opened, it will load the language file (Access control (Setup ribbon)).

If this is not the correct language, you may select any of the available languages. To do this, access
Switch language (Action ribbon).

g Care must be taken to ensure that existing labels in the master language are not amended. You need to
create a new name for the file you wish to edit.

You may at any time switch over to the master (English, Afrikaans or any other available language)
in the Switch language (Start ribbon), and back again to your new customised language file.

I/r1 If you have created or edited a language file, it is recommended that you need to save a copy of the
“" language file somewhere else on your system, in the event of uninstalling and reinstalling TurboCASH.
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To create, edit or translate language labels or descriptions:

1. On the Setup ribbon, select Tools — Customise language.
L Customize Languages - O x
<- Use this as new language: | reload usingeodepage ‘ ‘1253 ‘ | Unify |INEW Lang I Create I
= TRANSLATION ENGTEXT
38 Documents Documents
45 tDocuments listing #Documents listing
98 tDacuments ADocuments
268 Documents listing options Duocurnents listing options
344/ Documents setup Documents setup
424 Document groups Document groups
533 Unposted documents Unposted documents
585 Print a purchase docurent now? Print a purchase document now?
596/ Invalid next number Change it in Setup -» Documents setup! Invalid nest numben Change it in Setup -» Documents setup!
783 lllegal document number Ilegal document number!
B 801 Do you want to cancel documents printing? Do you want to cancel dacuments printing?
806 Are you sure you want to changs the nest document number? Are pou sure you want to change the next document number?
15| <
Records 116
Editlabels Types Rest
_ el [Ergit]
Do you want to cancel documents printing?
=
L]

2. Check in the “Select Language” field that the correct details is selected.

3. Inthe “New Lang" field, Enter the name for your new language.

4. Click Create.

5. Edit or change the labels as necessary.

6. Once finished creating or editing your language file, click E-mail your language file to
us to send the language file to the TurboCASH developers. This will automatically launch
your system'’s default e-mail program and attach your language file in the e-mail
message. The developers will then add your language file in the next TurboCASH release.

7. Once finished, click Close.

It is strongly recommended that the label, which is edited or entered, is not longer than the “Default
English” labels’ length. If your label is too long, it may cause some options in the program not to function or
display properly. Do not use the Delete button to remove any of the existing edited labels.

9

Unify button — So not click on the Unify button. This may change the TurboCASH programme name on the
screens <@APPNAME@> and hyper-links < @APPURL@> to incorrect websites.
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B.7- REGISTERING TurboCASH

Registration of TurboCASHS5 is optional. There are no limitations to the number of transactions,
etc.

You need to register TurboCASH5 to:

1.  Webshop - To use any of the powerful Plugins, you need to purchase a license for most
of the Plugins. Before you can Register plugins, you first need to Register TurboCASH5.

2. Forum - On the shared forum, you may find topics (posts), post questions or issues, find
solutions and participate in any discussions.

B.7.1- Register create an account

TurboCASH and osFinancials share the same codebase. So we decided to rejoin together to make
a single place of content, forum, registrations and a global shop to purchase your products. To get
to this, all you need to visit the osFinancials website - TurboCASH page at osFinancials.

To register / create an account for TurboCASH on the website:

1. To create a new account, you need to register TurboCASH in the osFinancials website -
TurboCASH page at osFinancials website.

2. On the osFinancials and TurboCASH registration page (http://www.osf-boekhoudpakket-
administratie.nl/index.php/en/component/users/?view=registration), select the Create an

account option.
3.  Enter the following:
a) Name
b) Username
c) Password
d) Confirm password
e) Email Address
f)  Confirm Email Address

g) Settings — Frontend language — Select English (United Kingdom), English (USA) or
Dutch (NL).

4. Click Register.
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Activate registration of TurboCASH5

B.7.2- Activate registration of TurboCASH5

Once you have already created an account (i.e. Username and password) on the website, you need
to enter your username and password in TurboCASH program.

To register TurboCASH:
1. Click Register icon (or Online registration) icon) (Start ribbon).
E} Register your TurboCASH X

Get it online

Sefial number: I:l
Unlocking code [from TurboCaSH): l:'
+" OK E3 Close

If you have not initiated the "Register your TurboCASH" screen at this stage, you may later access
this screen from the Help — Online registration menu (Action ribbon).

2. Click Get it online (of the "Register your TurboCASH" screen), the following "Register your
TurboCASH" screen is displayed:
m Register your TurboCASH

I8 Action
~
Send &5 Reregister

Usermame ‘

User password ‘ ‘

Toregister pluging, you need to register TurboCASH first!

3. Enter the Username and password.

4. Click Send. An information message “Registration send success!" will be displayed.
Click OK. The message “You have registered successfully! Username" (email address and
username) as well as the “Code” (Serial number) will be displayed below the “User
password” field, Send and Reregister buttons. If you have purchased any plugins, these
plugins will be listed in the “To register plugins, you need to register TurboCASH5 first!"

section of the screen.

TurboCASHS.T - 2018 — Accounting Made Easy - 53



MODULE C - WORKING IN TurboCASH

IN THIS MODULE

MODULE C - WORKING IN TurboCASH . 54
C.1- TUrDOCASH FEATURES.......oeeeeete ettt etsts e e nstssessssss e s ssssesessssssssessesassassensansans 57
C.1.1- Get started Easily........ocoi i 57
C.1.2- Multiple 1anguage SUPPOIT .........eiiiiieeiiiie ettt e st e e e e e e e e 57
C.1.3- Calendar / PIANNET........c..ii ettt et s e et e e et e e e e e e e e e nnnneees 57
(O B 1= o] (o {0 A 7 (=Y [1 (o] = USSR 57
C.1.5- FUll STOCK CONEIOL.......eeiie et 58
C.1.6- BatCh PrOCESSING. .. eeiiiiiiiiie ettt e e e et e e e e e enneeea e e e s 58
C.1.7- DOCUMENE PrOCESSING. .. e iueeieitieeetite ettt e sttt et ettt et et ste e e sb e e e s bt e sbeeesneeeabeeenanes 58
C.1.8- Powerful comprehensive reporting.........c.cooiieiiiiiiiiieeiiee e 59
C.1.9- EXPOIT / IMPOTT ..ttt ettt e et e e see e e sbeeeebeeesnnnneee 60
C.1.10- EXpOrt to SpreadSheets ..o 60
C.1.11- AdditioNal fEATUIES. ......eieeie et 60
C.2- THE TUrboCASH PROGRAM.........teteeetrtseetetste e essssss e sssssssssssssssessssessessessssassassanean 61
C.2.1- RIBBONS AND MENUS ...ttt sttt st s neene s 63
C.2.1.1-Start fiDDON ... e e e e e 63
C.2.1.2- ACtiON FIDDON ... e 64
C.2.1.3- REPOIS HDDON.....cociiiiiiie et e e e e e e e e e e e e e e e e eeeees 67
C.2.1.3.1- REPOIMS MEBNU.....eeiuiiiiiieeiiie et ctee sttt e et e et e e et e et e e e te e e e teeesaeesaseeesaeesaseeesseeesnnnnnnes 67

C.2.1.3.2- USEI FEPOIS MENU.....cuiiiiiiiiiiiiiiite ettt sttt sttt nane s 72

C.2.1.4- SetuP MDDON. ... 72
C.2.1.5-USEr tab MbDON. ... e 75

C.3- WORKING WITH TurboCASH RIBBONS AND SCREENS..........coevernrerereeenrennesnenene 76
C.3.1- Show / Hide ribbon options.........c..uiiiiiiiie e 76

(O B 1V 1= o U 1] £ P 76
C.3.3- Dock / Undock SECIONS Of SCrEENS.........oiiiiiiiiiieiiii et 76
C.3.4- Dragging / Resizing SeCtioNS Of SCrEENS.........coiiiiiiiieiiie et 76
C.4- FILTERS AND SEARCH FEATURES.......cuoeteetrerteenteennesensestssessesessesessesessessessessasssessanns 77
C.4.1- Filter options in column headings..........ccceeeiiiriiiii i 77
(O O N (o] 4 I 11 (=1 TS 78
C.4.2.1- Make @ CUSTOM ilter.....coo et 78
O 7o) o 11 (o] o1 3SR 79
C.4.2.3- Save custom filter fileS........ooiiiiiiei e 79
C.4.2.4- Open custom filter fileS........ccuiii i 80

C.5- LOOKUPS.......oeeeteeetetseteesteesaesessessssessesessesesssssssessesessesessasessessesessesessesessessessessesssassasssesees 80
C.5.1- ACCOUNTS IOOKUPD ...ttt e e e et e e e e e e e e e e e e e e e e a e e e eeeaaaaeaaeaaaeaeensnnnn 80
C.5.2- STOCK IHEM I0OKUP. ...t et 81
C.5.3- BatCheS IOOKUP.......uttiiiiiei ittt ettt 83

(O R =)l (oo (U o TS OPPT 84
C.5.4.1- Batches - Tax I00KUP.......cocuiiiiiiiiiii e 85
C.5.4.2- Documents - TaX [0OKUP........cuuiieeieiiiiie e et e et e et e et e e e e e eabae e e e e snvanaees 86

C.6- WORKING WITH OTHER WINDOWS / SCREENS..........eeeeeereeeeeeeneeeseeenesaens 87
C.6.1- Minimise, restore and closing of programs Or SCrEENS..........ccvevvuieiiiiieeiiee e 87
C.6.2- Resizing of screens on your deSKIOP.........ouiiiiiiiiiiiiiii e 87

C.6.3- Switching to other programs on your deskiop...........ccooiiiiiiieiiiciiiee e 87



C.6.4- Windows 10 - Task View and Multiple Desktops...........cccoiiieriiiiiiieciiieecec e 88

C.6.5- Accessing menu options using Short-CUut KEYS ...........coccviiiiiiiiiiiie i 89
C.7- NAVIGATION IN TUFBOCASH.......eeeeeeeteeteeecteceeeteeeeseeseesseseessessessessessessessesssssesssensne 89
C.7.1-Yes / No, OK / Cancel, Back / Next and Finish buttons..............ooooumuiiieeiiiiiiieeeeenn. 89
C.7.2- Moving between fields on screens when entering data...........cccccevieiieiiiiiiieeeee, 89
C.7.3= ATTOW KBYS ...ttt ettt ettt st s bt e et e s e e sttt e ettt e s e e s e e e e te e e 89
C.7.4- Drop-AOWN [ISES......ceiiuiiiiiiie ittt e e et e e saneeeanbeeeanees 89
(O ST o [ 0T )= =T 89

C.8- GETTING HELP IN TUrDOCASH......comeeeeecneeecneeeneecneecneecnsacsseenseessesteseesesenencsencnenens 90



TurboCASH FEATURES

C.1- TurboCASH FEATURES

The TurboCASH program is an exceptionally powerful accounting program yet easy to use.
TurboCASH5 helps you to get started quickly and automates many time consuming processes.

C.1.1-  Get started easily

*  Easy step-by-step installation.
*  Use our templates or create your own Set of Books.

+  Comprehensive manuals, tutorials and Help system.

C.1.2- Multiple language support

Multiple language / Country specific — Can be installed in 87 Language / Country
configurations. Some languages / countries are; Afrikaans, Arabic, English (25), Croatian (3),
Espafiol (13), Frangais (18), Hrvatski (3) German, Greek (2), Indonesian, Italian, Lithuanian,
Netherlands, Portuguese (9) Slovenian, Swedish, Swahili, Thai, Turkish (3), and Xhosa, etc.

Multiple Language Set of Books
Multiple Language Set of Books - This makes it possible for a multi-lingual country or an international
company to work in different languages on the same set of books.

C.1.3- Calendar / Planner

+  Create and manage general events (appointments) and events (appointments) for debtor
(customer / client) and creditor (supplier) accounts.

*  Schedule Repeating invoices.

+  Create and manage appointments for hours (labour, consulting, etc.). This will generate
Quotes which can be confirmed and converted when the appointment is completed.

*  Print a list of events (appointments) for any period or date(s).

C.14- Debtors / Creditors

*  Quick access to websites - Double-click on the “"Website” field of debtor (customer /
client) and creditor (supplier) accounts to directly visit the websites of debtor (customer /
client) and creditor (supplier) accounts in your system's default web-browser.

*  Quick access to e-mail - Double-click on the "E-mail” field of debtor (customer / client)
and creditor (supplier) accounts to directly insert the e-mail address of debtor
(customer / client) and creditor (supplier) accounts in your system's default e-mail
program.
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Up to two (2) Reporting groups for debtor (customer / client) and creditor (supplier)
accounts.

Manage debtor (customer / client) accounts in nine (9) tabs (i.e. Delivery address,
Accounting information, Contacts, Appointment, Documents, Transactions, Bank account,
Backorders and Stock items tabs.

Manage creditor (supplier) accounts in eight (8) tabs (i.e. Delivery address, Accounting
information, Contacts, Appointment, Documents, Transactions, Bank account and Stock
items tabs.

Full stock control

Up to eleven (11) stock item types can be used to create (add), copy, stock items.
Up to two (2) reporting groups for stock items.

Financial entry stock type can be used to process invoices, from the account in the
ledger.

Batch processing

C1.7-

Repeating transactions.
Cancel / Reverse posted batches.
Abbreviation Definitions

Generate multiple transactions (Charge amounts, Interest, Fixed amount, Debtors with
balances less than a specified amount).

Create receipts (Receipt batches).

Receive payment - Open item. This will automatically generate transactions in the receipt
batch and post it to the ledger.

Creditors balance at date (Payments batches) — This will import the creditor (supplier)
accounts balances into the payments batch).

Document processing

Up to two (2) reporting groups for documents. These can be changed on the context
menu.

Salespersons — The salesperson can be changed on the context menu. Salespersons is
added to purchase document layout files (i.e. Purchases, Supplier returns and Orders).
This will indicate who processes orders, purchases and supplier return documents.

Repeating invoices — Processed in the Edit menu or the Calendar (Action ribbon).
Quotes can be generated from the Calendar / Planner and be converted to Invoices.
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Create documents from the context menu Convert invoices to quotes, Convert orders
to purchases, Copy documents, Change account, etc.

Documents supports abbreviations to auto-complete the “Description” fields in
document lines.

Change the sort sequence of transactions and / or comments on posted as well as
unposted documents.

Cancel / Reverse posted documents.
Export / Import Documents.

Clear / Reset a Set of Books and retain the documents as unposted.

Powerful comprehensive reporting

Up to two (2) reporting groups for Accounts, Debtors, Creditors, Stock, Documents, Cost
centres.

Multi-year reporting periods / dates — All transaction reports can be printed for a
period (Month, 2 Months, Quarter (3 Months), 4 Months, Half Year (6 Months) or Year) or
specific date(s).

Report footers — The Data source (i.e. full system path, name of the Set of Books), User
(i.e. System user and TurboCASH user) as well as the date time stamp and page numbers
are printed on the report footers.

T-Ledger analyser

e Budget listing and Actual figures in the Trial balance, Income statement, Balance
(Balance sheet) and Standard column balances reports.

e Budget vs Actual report.

*  Column balances in the General ledger, Debtor's ledger and Creditor's ledger.
T-Account viewer — Filter, Print and Export the transactions.
Sales and Purchase analysis.
Report designer - In addition to the reports, you may design your own customised user
reports with the powerful Report designer. The Report designer allows you to write your
own external reports and documents using the data in a Set of Books in TurboCASH.
Batch type reports — These may be printed from various options:

*  Posted batches tab of “Batch entry” screen.

*« Documents and Transactions tabs of debtor (customer / client) and creditor
(supplier) accounts. Only the transactions applicable to the selected account will
be listed.
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C.1.9- Export/Import

The following supports export and import of Accounts, Debtors, Creditors, Stock, Documents and
Posted batches.

C.1.10- Export to spreadsheets

The following can be exported to spreadsheets:
*  Debtor (customer / client) accounts
*  Creditor (supplier) accounts
*  Documents
+  Stock items
* T-Ledger analyser Reports

*  Budget listing and Actual figures in the Trial balance, Income / Expenses (Income
statement), Balance (Balance sheet) and Standard column balances reports.

e Budget vs Actual report.
*  Column balances in the General ledger, Debtor's ledger and Creditor's ledger.
*  T-Account viewer — Transaction Reports - Filter, Print and Export the transactions.

The T-Account viewer may be launched from the Reports — T-Account viewer menu or
right-click (Show details).
These transactions may also be viewed, printed and exported for specific accounts from
the following options:
* T-Ledger analyser — Selected account or reporting group.
¢ Search (F3) — Selected account or batch in the search results (double-click or
right-click).
¢« Documents and Transactions tabs of debtor (customer / client) and creditor
(supplier) accounts. Only the transactions applicable to the selected account will
be listed.

C.1.11- Additional features

Supports the following features, if activated:
*  Cost centres - Cost centre 1 and Cost centre 2 supports budgets.

*  Projects.
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C.2- THE TurboCASH PROGRAM

The TurboCASH program is easy to use with a user-friendly graphical interface. When launching
TurboCASH for the first time, the TurboCASH program will be displayed in the language selected
when TurboCASH is launched for the first time.

For the purpose of this documentation, the images (screen shots) are displayed in the default
English language.

Most of the program options can be easily accessed by one or more mouse-clicks or by pressing a
few buttons on the keyboard.

TurboCASH offers many features and options. To enhance your effectiveness and efficiency to
perform your tasks in the program, it is important that you can access the required options as
quickly and effortlessly as possible.

I
Titlebar — TurboCASH5 version and build number / Install type / Name of the opened Set of Books / Username Restore Close

Ribbon tabs \ \ \] / Minimise \\
\L TurboCASHS.1 - 4.0.0.969 Single user - Handyman Hardware Store { Universal Administrator logged in ) - o

Stat  Acton | Repots  Setup  Usertab (7]

=1 ® @ = 2 22 contacts D Help - N & Projects
& 4 ab dal [ calendar 4 [ Edit - (] E} workfiow % Ribb ti
Doauments Deblors Crediors Stock | Satch Recondiaton Open Update Search Ibbon options

o
tems | entry itemink | ES)Accounts | ledger G Input~
Edit

Help (press F1)

Default

=

Nelcome to TurboCASH

TurboCASH &

Accounting Software

HOME | MYPAGE | MEMBERS | BUY | COMMUNITY | HELP |

All Groups My Groups ‘Welcome to

South Africa
Created by Philip Copeman  #3 View Groups

turbocash

Sign Up
or Sign In
INFORMATION MEMBERS (20) BLOG POSTS

’ ! Accounting Made Easy New Releases
Connect ta the South African TurbaCASH A u Fepmbini T 7 Xt e
0 Cammenta W i L

Universal MY-BOOKS CATCASHS\books\MY-BOO!

W f

Statusbar User name

Name of the opened Set of Books

The full path and name where the opened
Set of Books are stored.
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The new design of the TurboCASH5 user-interface (Ul) offers you different options, which displays
information and / or allows you to access the different features and options:

1. Titlebar — Displays the version of the TurboCASH program, the registered user's name (if
the program is registered) and the user logged into the Set of Books (if users and

passwords were set in the Access control (Setup ribbon)).

Stait | Action Reportz ¢

2. Tool tips - When the mouse is moved over an icon on the ‘ D K 3
ribbons the name of the icon and TurboCASH is displayed. If a oo TR
short-cut key is is assigned to that icon, it will also be displayed - ==
(e.g. Documents (F6)). It will not launch any function, butis only | o
a flash card. This should refresh user's memory to the short-cut ———

keys.

3. Tray icon - The "Tray icon notification area” of your operating system. It displays the
name of the opened (active) Set of Books (as entered in the “Company name” field) -
(Company info (Setup ribbon)) when the mouse is moved over the TurboCASHS5 icon. It
will also automatically display the name of the Set of Books when the Set of Books is

opened.
Tray icon — Context menu

[ Documents >

& Debtors F4 ,

& Creditors = To launch the TurboCASH5 program's context menu:
SEEsiETs Click on the < Tray icon on the “Windows task bar".

2“‘" - : On the TurboCASHS5 icon, right-click. A menu list of the

ZL Open item link CerisL ribbon tabs (i.e. Start, Action, Reports and Setup will be

M Contacts displayed.

Cotenar If you select one of these ribbon options, the menus (and

T Updateledger  F3 sub-menus) for the selected ribbon will be available.

B Hel >

Emtp >

o Input >

Ja Search
Projects

B workflow

4. Ribbons - The functions and features and utilities are grouped in five (5) ribbon tabs.
These are:

a) Start - Open, Register (will be displayed until your TurboCASHS5 is registered),
Backup / Restore, Delete Set of Books, Create Set of Books, Save as (Set of Books),
Close Set of Books, Switch language and Exit TurboCASH.

b) Action — Documents, Debtors, Creditors, Stock items, Batch entry, Reconciliation,
Open item link, Contacts, Calendar, Accounts, Update ledger, Help (menu list), Edit
(menu list), Input (menu list), Search, Workflow and Projects (if activated).

c¢) Reports — Reports (menu list), User reports (menu list), T-Ledger analyser 1,T-Ledger
analyser 2, T-Account viewer, Printer and Report designer.
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d) Setup — Company Info, Documents, Groups, Stock information, Reporting Dates,
Access control, Batch types, Salesperson, Printer, Workflow setup, Setup (menu list),
Report designer, Calculator, Import, Export and Tools (menu list).

e) User tab — This tab is by default not activated. The User tab is a quick menu to
manage (customise) the menus, most frequently used. It can be grouped into up to
six (6) groups. If users are added in the Access control (Setup ribbon), it will store
the custom menus for each user. There are two (2) options to activate this tab, i.e.:

i) Auto learn — Tick this option to add the last accessed options to the User tab.
i) Edit— Add / Remove the options to be displayed in the User tab.

All options and menus on the Start, Action, Reports and Setup ribbon tabs, are available
via a context menu.

You may right-click anywhere in the program (e.g. Ribbon bar, Statusbar, etc.) to access
the main context menu.

5. Statusbar — The following is displayed in the Status-bar:

a) User name — "Universal Administrator” will be displayed when a Set of Books with no
users and passwords. If users and passwords were set in the Access control (Setup
ribbon), it will display User and the user's name.

b) Name of the Set of Books - The name of the opened (active) Set of Books is
displayed in the fourth section.

c) Path of the Set of Books - The full path of the opened Set of Books is displayed in
the last section.

C.2.1- RIBBONS AND MENUS

Most of these program options are only accessible if a valid Set of Books are opened. If no Set of Books are

opened, only the Start ribbon tab will be displayed. The Action, Reports, Setup and User tab ribbons will be

inactive.

On the Start ribbon, the Open, Backup / Restore, Delete Set of Books, Create Set of Books, Switch language
and Exit TurboCASH options will be accessible.

You need to have a Set of Books opened to access the Register and Save as options.

C.2.11-  Start ribbon

The Start ribbon is used to manage your sets of books, registration and language.
Stat | Action  Repots  Setup  Usertab
« Delete Set of Books ﬂ Close Set of Books @ Online registration
Q o 4+ Create SetofBooks | [EJ| Exit TurboCASH
Open REQISE[ E\aesm?aj ¥ switch language f Save as
File
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The following ten (10) options are available:

1.
2.

9.

Open - Open an existing Set of Books in any valid folder on the system.

Register - Register the TurboCASH5 Program. Once you have registered TurboCASH5,
and you restart the TurboCASH5 program, it will be removed from the Start tab on the
ribbon bar.

Backup / Restore - Create a backup file of your Set of Books. You may also restore the
Set of Books from a valid backup file.

Delete Set of Books - This option is used to permanently delete a Set of Books.

Create Set of Books - This option is used to create, copy or convert a Set of Books using
the creation wizard. (TurboCASH allows you to create unlimited Sets of Books).

Save as - This option is used to save an exact copy of the Set of Books.

Switch language - The TurboCASH5 program will by default use the language selected
after installing TurboCASH5. You may select a different language. The program interface,
reports and layout files will by default be printed in this language.

You may set the language for a Set of Books in the “Language” field in Access control
(Setup ribbon).

You may also set a language in the "Language” field for debtor (customer / client)
accounts in Debtors (Action ribbon) and for creditor (supplier) accounts in Creditors
(Action ribbon).

Close Set of Books - The opened Set of Books will be closed. All other ribbon tabs will
not be accessible.

Exit TurboCASH - This will close the Set of Books and exit the TurboCASH5 program.

10. Online registration - Register the TurboCASH5 program or via the website.

C.2.1.2-

Action ribbon

The Action ribbon is used to manage the following:

Master files — Ledger accounts (chart of accounts), debtors, creditors, contacts, stock
items, appointments, tasks, etc.

Transactions - Processing of transactions in sales documents (i.e. invoices, credit notes
and quotes) and purchase documents (i.e. purchases, supplier returns and orders),
batches (journals), managing open item accounts (adjust payment dates and / or process
receipts / remittance advice for payments and / or refunds, etc.

Periodic processing — Reconciliation, repeating transactions and invoices.
Search — Search for data and print transactions and documents, etc.

Help - Access the help file, websites (forum, bug reporting, webshop), support details,
etc.
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The following seventeen (17) options are available:

1.

10.

11.

Start Action
Documents - Access, process and manage sales documents (i.e. D?. .
invoices, credit notes and quotes) and purchase documents (i.e. Boauments | Debtors  Cre
purchases, supplier returns and orders). R nvoices

Quotes

If a document type is selected on the list of documents, the selected Credit notes
documents screen will be launched as a separate floating screen. S

Orders
Debtors — Maintain (manage) debtor (customer / client) accounts. You B’ cuepler ety
may create, edit, delete and / or disable debtor (customer / client) accounts.

Creditors - Maintain (manage) creditor (supplier) accounts. You may create, edit, delete
and / or disable creditor (supplier) accounts.

Stock items — Maintain (manage) stock (inventory) items. You may create, edit, delete
and / or disable stock (inventory) items for eleven (11) stock item types. These are,
Default, Sales, Sales (no stock), Purchases, Purchases (no stock), Financial entry, Option
item, Option item (no stock), BOM (Bills of Materials), BOM (production) and Linked
items.

Batch entry - Enter and process transactions in batches.

Reconciliation - Reconcile transactions in payment and receipt batches (linked to a bank
account) with printed bank statements.

Bankimport plugin is a commercial plugin. - It allows you to import a valid bank statement file
into TurboCASH. It will import bank transactions and save you hours of data entry. You can
simply link transactions to your debtors, creditors or other accounts. And with a simple mouse
click, link the payments to the right invoices. (See - BankOnline Plugin).

Open item link — Process, edit, delete links for ledger accounts (income, expense,
balance sheet, bank and tax), debtor (customer / client) and / or disable creditor
(supplier) accounts set as Open item accounts. You may also adjust the payment dates
for these accounts or process receipts / remittance advice for payments and / or refunds.

Contact - Maintain (manage) contact persons and print a list of contacts.

Calendar - The calendar (planner) allows you to manage (schedule, add, edit, delete)
events (general appointments, debtor appointments(up to 6 categories), creditor
appointments, repeating invoices and to generate quotes / invoices for events). It also
allows you to (add, edit and / or delete) contacts and tasks.

Accounts - Create, edit, delete general ledger accounts (income / expense, bank and tax
accounts).

Update ledger - Update (post) sales documents (i.e. invoices and credit notes) and
purchase documents (i.e. purchases and supplier returns) and batches to the ledger.
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12. Help - Access the following eight (8) options:

a)

b)

Q

d)

e)
f)

9)
h)

Help - Launch the TurboCASH Help system where you may locate topics on
TurboCASH. Context sensitive help has been implemented on most features.

About TurboCASH - View the version and release date of the program and the
version of your Operating system.

Support - View contact information of TurboCASH or go to the support page
via the Internet.

Show welcome - By default, the “Welcome to TurboCASH" screen displays the
website.

g If the website is updated, new content will be displayed in the "Welcome to TurboCASH"
screen.

Online registration - Register the TurboCASH program.
Forum - Please visit our Forum to find solutions or to post comments, etc.
Webshop - Please visit our webshop.

Bug report - View, search and report any bugs on our bug-tracking system at
Sourceforge.

13. Edit - Access the following three (3) options:

a)

b)

Q)

Repeating transactions — Enter and / or edit transactions in batches of a
recurring nature.

Repeating invoices - Generate and process invoices of a recurring nature by
selecting invoices to repeat from the invoice history.

Delete - Delete sales documents (i.e. invoices, credit notes and quotes) and
purchase documents (i.e. purchases, supplier returns and orders).

14. Input - Access the following six (6) options:

a)

b)
Q
d)
e)

f)

Adjust stock - Launch the Stock items (Action ribbon) as a separate floating
screen.

Confirm - Confirm and convert quotes to invoices and orders to purchases.
Backorders - Add, edit and delete back orders for stock items.

Sales documents - Process / edit invoices, credit notes and quotes.
Purchase documents - Process / edit purchases, supplier returns and orders.

POS Invoice - Run and manage a point-of-sales shift and process point-of-sale
invoices.

15. Search - Launch the Investigator to search and filter for data in the Set of Books.
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16. Projects - By default, this option is inactive. Once projects is activated, you may process
transactions for projects and print project reports. You need create groups for Projects
(Groups (Setup ribbon)) and activate Projects (Setup — System parameters (Setup
ribbon)). Projects may be activated for each batch type in the Batch setup (Advanced
tab).

17. Workflow -

@I Workflow Plugin is a commercial plugin.

C.2.1.3- Reports ribbon

The Reports ribbon is used to access and print all reports, user reports and reports from the T-
Ledger analyser 1/ 2 and T-Account viewer. It is also used to access the Printer (setup) and Report
designer.

Start Action Feportz | Setup User tab
] | 2 .l =2l- =S| T-Account viewer j
2 2 : H ;i
- — — @ Printer -
Reports  User T-edger T-Ledger Report
- reports- analyser 1 analyser 2 designer
| Reports |

The following seven (7) options are available:
1. Reports - List the reports in fifteen (15) menu items and groups.

2. User reports - Any other reports that are under construction. Users may add their own
reports in the ...\plug_ins\reports\userreports folder.

3. T-Ledger analyser 1 - Trial balance, Income statement, Balance sheet, Standard column
balances (column view of the Trial balance, Income statement and Balance sheet in one
report), Budget versus actual, This year versus last year as well as Column balances.

4. T-Ledger analyser 2 - The same reports are available as for the T-Ledger analyser 1, but
it gives you another option to generate different views and reports.

5. T-Account viewer - Analyse and print transactions for specific accounts, etc.
6. Printer - Setup and configure the printers on your system.

7. Report designer - Edit, create and customise layout files for documents and reports.
C.2.1.3.1- Reports menu

This menu lists all the standard reports, which are required to manage the information in a Set of
Books. In addition to these standard reports, you may also create your own user or custom reports
in the Report designer.

These reports that are stored in the ...\plug_ins\reports\systemreports folder.

If you are creating transactions from your stock file (processing documents - invoices, credit notes,
purchases and supplier returns documents), you will need to view reports in the stock ledger,
document listing, sales analysis, purchase analysis reports.
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To access the reports menu:

1.

On the Reports ribbon, select Reports. A list of the nineteen (19) reports or groups of
reports will be listed.

The summary of these reports, is as follows:

a)

9

d)

T-Ledger analyser - The T-Ledger analyser allows you to
generate six (6) different report types of your data which
may be printed and exported in various formats. These
are:

e Trial balance
. Income statement
. Balance sheet

«  Standard column balances (column view of the Trial
balance, Income statement and Balance sheet in one
report)

*  Budget versus actual
»  This year versus last year

* Inaddition to this, you may also view and export the
data in column balances (balances per period) for the
general ledger, debtors and creditors.

*  Transactions may also be printed from the T-Account
viewer.

Point-of-Sale - The Cash-up and Sales analysis report for
the built-in point-of-sale (if you use point-of-sale).
Ledger - The following reports are available to manage all
the accounts in the general ledger:

: : .| =
Tad P E
Reports | User  T-Ledger

- reports- analyser 1

b T-Ledger analyser 1

[] Point-of-Sale

Ledger 3
@ Debtors 3
[ Creditors »
E Sales 3
Y Plugins »
gb Stock 3
] Point-of-5ale »
@ Contacts

Calendar

'% Eatch entry

[4] Purchases

-

EE'D Company info

€% Currencies

Documents 3
[-8] sales analysis »
Tayx

[4] Purchase analysis  »

* Budget vs actual (3 periods) - Compare budget vs actual figures for any 3

periods.

*  Graph - Profit / Loss per week - Net profit and loss per week in a bar chart.

+ Listing - List the General ledger accounts (Chart of accounts).

*  Transactions - Transactions, Transactions - Standard and Transactions - Extra

details.

Debtors - The following reports are available to manage the accounts in the

debtor's ledger:

*  Graph - Debtors per week - Invoices and Debit transactions, Credit notes and
Credit transactions as well as the difference per week in a bar chart.

*  Age analysis - Various age analysis reports.
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Reports ribbon

Listing - Contacts, Listing, List delivery address, List postal address, List details,
Tax and company registration numbers and the Credit control listing (Credit
limit vs current balance and available balances as at the date and time of
printing).

Print labels - Postal and Delivery address labels.

Transactions - Transactions — Open item, Transactions - Standard and
Transactions - Extra details.

Outstanding — Debtor statements, Debtor statements — Outstanding, Due date
and Outstanding at date.

Creditors - The following reports are available to manage the accounts in the
creditor's ledger:

Graph - Creditors per week - Supplier returns and Debit transactions,
Purchases and Credit transactions as well as the difference per week in a bar
chart.

Age analysis - Various age analysis reports.

Listing - Contacts, Listing, List delivery address, List postal address or List
details, Tax and company registration numbers and the Credit control listing
(Credit limit vs current balance and available balances as at the date and time of
printing) report.

Print labels - Postal and Delivery address labels.

Transactions - Transactions - Open item, Transactions - Standard and
Transactions - Extra details.

Outstanding — Remittance advices, Remittance advices — Outstanding, Due date
and Outstanding at date.

Sales - Various reports are available to analyse your sales documents. Print Graphs,
Debtors, Sales and Items reports for Invoices, Credit notes and Quotes.

Plugins — Price agreement report for the Price agreement plugin.

Stock - The following reports are available to manage the stock items:

Reorder - Stock reorder report to list only those stock items that needs to be
reordered. The Current stock levels report lists all the current stock levels.

Print barcodes - Print the Barcodes or the Yagoda barcodes.

Listing - Print lists of All selling prices (Selling price 1/ 2 / 3) and the Stock item
listing (Quantities and Cost prices). You may select to print extra details for
these reports. You may also print the Stock - Tax class listing report.

Backorder - Print a list of backorders.
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m)

n)

*  Stock In / Out - The following two (2) reports:

+  Stock In / Out - Documents - Displays a summary of sales and purchase
documents for each stock item. The “Show details” option will list and
display the document dates and document numbers for each stock item.

*  Stock In / Out - Displays a list of the stock items and the quantities in and
out as well as the total prices. The “Show details” option will list and display
the document dates and document numbers for each stock item.

Point-of-Sale - Sales and Receipt reports for the plugin point-of-sale systems (if you
purchased and use the HorecaPOS or RetailPOS point-of-sale systems).

Contacts - Lists the details of all your contacts. To list only the contacts for debtor
(customer / client) accounts, you need to print it in the Debtors — Listing -
Contacts menu. To list only the contacts for creditor (supplier) accounts, you need to
print it in the Creditors — listing - Contacts menu.

Calendar - Print the appointments (events) (i.e. Appointment, Debtor appointment,
Hours and Creditor appointment) that was scheduled in the Calendar / Planner.

Batch entry - Print the transactions of posted invoices, credit notes purchase and
supplier return documents as well as posted batch transactions (i.e. sales journal,
purchase journal, payments journals, receipts journals, general journals, etc.).

Purchases - Various reports are available to analyse your purchase documents. Print
Graphs, Creditors, Purchases and Items reports for Purchase and Supplier return
documents as well as Orders.

Company info -
* Bank accounts - List of Banking details (for up to two (2) bank accounts) as
entered in Company info (Setup ribbon).

* Information - List of Lists the details of the following:

*  Document heading and messages (up to 3 lines) as entered in the Documents
setup (Setup ribbon) for each of the Sales documents (i.e. Invoices, Credit
notes and Quotes tabs) as well as Purchase documents (i.e. Purchases,
Supplier returns and Orders tabs). This information is standard and will be
printed on all documents.

* Global statement message (up to 3 lines) as entered on the Statement setup
tab on Documents setup (Setup ribbon). This information will print standard on
all Statements (Reports — Debtors — Outstanding (Reports ribbon)). This is in
addition to the specific messages (up to 4 lines) that can be entered in the
Delivery address tab individual debtor accounts (Debtors - Action ribbon).

»  Selling price descriptions — The descriptions of Selling price 1, Selling price 2
and Selling price 3 as entered in the Selling price descriptions (Stock
information (Setup ribbon).
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Reports ribbon

*  Cost of Sales —
*  Create Cost of Sales -
*  Yes - Cost of Sales is activated.
*  No - Cost of Sales is not activated.
*  Average cost -
*  Yes - Average Cost of Sales is activated.
*  No - Latest Cost of Sales is activated.

Currencies — List of the Currencies added in Setup — Currencies (Setup ribbon).
These currencies can be selected when processing documents, such as invoices,
credit notes, purchases, supplier returns documents, orders and quotes.

Documents - Lists your documents, such as invoices, credit notes, purchases,
supplier returns documents, orders and quotes or a selection of documents or for a
selected period.

Sales analysis -

* Sales documents for each document type (i.e. Invoices, Credit notes and
Quotes) - You may print reports for five (5) reporting groups (i.e. Debtor group
1, Debtor group 2, Document group 1, Document group 2 and Salespersons).

* Invoices and Credit notes - You may print reports for five (5) reporting groups
(i.e. Creditor group 1, Creditor group 2, Document group 1, Document group 2
and Salespersons).

+  Sales per product - Stock group 1 and Stock group 2 are also available to
analyse the sales (invoices) and returns (credit notes of trading stock items
(default stock type).

Tax - If you are registered as a VAT/GST/Sales tax vendor, you need to print and
view reports for a specific period for all your Tax (VAT/GST/Sales tax) or for a specific
tax code such as Input VAT/GST/Sales tax, Output VAT/GST/Sales tax, Zero-rated
VAT/GST/Sales tax, etc.

Purchase analysis -

*  Purchase documents for each document type (i.e. Purchase, Supplier return
documents and Orders) - You may print reports for five (5) reporting groups
(i.e. Creditor group 1, Creditor group 2, Document group 1, Document group 2
and Salespersons).

*  Purchase and Supplier return documents - You may print reports for five (5)
reporting groups (i.e. Creditor group 1, Creditor group 2, Document group 1,
Document group 2 and Salespersons).

*  Purchases per product - Stock group 1 and Stock group 2 are also available
to analyse the purchases and returns for trading stock items (default stock type).
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C.2.1.3.2- User reports menu

Any other reports that are under construction. Users may add their own reports in the
..\plug_ins\reports\userreports folder.

C214-

Setup ribbon

The Setup ribbon tab is used to access the Setup and Tools.

Start Action Fieparts Setup Uzer tab

= ? | | Reporting dates | &% Salesperson =h j E Calculator
= ; = = s
o 0 Access control I]‘;rﬂ Printer = ‘ Impaort
Company Documents Groups Stock Setup Report Tools
info setup information Batch types E Waorkflow setup - designer i Export -
Setup || Tools |

The following sixteen (16) options are available:

1.

Company info - Enter the company information (name, address telephone, fax numbers

e-mail address) and registration numbers for the Company and VAT/GST/Sales tax, if

applicable.

a) You also may to set the default tax method and output method for reports (to
“screen, printer, file, e-mail” or "fax”).

b) Load your logo or picture, which you wish to be displayed on the documents.

c) Set the default currency format and date format in your Windows Operating System.

Documents setup - Settings for sales documents (i.e. invoices, credit notes and quotes)
and purchase documents (i.e. purchases, supplier returns and orders). Set the defaults for
documents, such as the numbers, batch types, headings and messages and document
layout files.

On the Statement setup tab, you may enter a global message to be printed on Debtor
statements (Reports — Debtors — Outstanding menu).

Groups - Set up to 2 Groups for Accounts, Debtors, Creditors, Stock items and
Documents for printing reports.

Stock information - The following settings are available:
a) Default -

i)  Selling prices - Enter (edit) the descriptions for up to 3 selling prices. You may
set the default selling price 1 /2 / 3 which will be used globally when processing
documents.

i) Cost of sales - Set the parameters for Cost of sales (account, batch type,
whether you will be using average cost or latest cost).

iii) Documents setup - This also contains various settings when processing
documents and / or working with stock.

b) Units - Specify the unit descriptions and sizes to be displayed in the "Stock item”
screens and reports.
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Setup ribbon

g The unit description is implemented on the Test Invoice (LanguagelD906190), Delivery note
(no code) (LanguagelD906181) and Delivery note (LanguagelD906182) layout files.

Launch the Help file. - Copy this text "Add unit descriptions to layout files” to the Search tab
and click on the List topics button.
Follow the steps (procedure) to add this to your own customised layout files.

c¢) Tax classes — Create, add, edit Tax classes (Account classes) to which you may select
Input Tax codes, Output Tax codes, Sales, Cost of sales and Stock control accounts.

Reporting dates - Set the start date of your financial year and the periods in a financial
year. You may also close a specific period or year for posting transactions to the ledger.

Access control - Set the passwords, users and access to certain menus for each of your
users.

Batch types - Create or delete batch types or journals in which you wish to enter
transactions. Batch types also need to be linked to sales documents (i.e. invoices and
credit notes) and purchase documents (i.e. purchases and supplier returns) on Setup
Documents.

Salesperson - Add or remove any salespersons, which will be processing sales
documents (i.e. invoices, credit notes and quotes) and purchase documents (i.e.
purchases, supplier returns and orders) or cashiers operating Point-of-Sale.

Printer - Select the default settings for printing reports and documents.

. Workflow setup -

@I Workflow Plugin is a commercial plugin.

Setup - Access the following seven (7) options:

a) Financial categories - Link your Ledger Account groups to Assets, Capital, Expenses,
Income or Liabilities.

b) Backup path - Set the default backup drive and folders on your system on which
you wish to create backup files or disks.

c) System parameters - Select the indicators for debit and credit, number of decimals
to be displayed on reports and documents as well as the number of decimals to be
stored. You may also select to display the default system currency symbol.

Select 1 of 2 methods for reconciling bank statements with the transactions in your
cash-book (receipts and payments batches). If you have purchased the BankImport
plugin, you need to change the setting import the transactions from your bank
statement and allocate these transactions to the accounts.

d) Internet - Configure your Internet, e-mail accounts to send reports, lists and
documents via the internet or to configure a network server.

e) Point-of-Sale - Set Point-of-Sale parameters, configure printers, peripherals, etc.
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12.

13.
14.

15.

16.

f)

9)

Currencies - You may add / edit currencies and the exchange rates. When
processing documents, you may select the currency. This will automatically calculate
the prices for that currency.

Theme - Select Classic or Ruby theme to be displayed in the program. You may also
add your own favourite background pictures.

Report designer - Edit existing reports and layout files for documents. You may also
create and edit your own reports and layout files.

Calculator - Access the Calculator.

Import - Import accounts, debtors, creditors, documents and stock from specific file

formats.

Export - Export accounts, debtors, creditors, documents, stock and posted batches to
specific file formats.

Tools- Access the following seven (7) options:

a)

Global processes - The following four (4) options are available:

i)

iii)

iv)

Clear / Reset - This option allows you to clear all the transactions and balances
in a Set of Books. This will clear or reset the Set of Books and delete all the
transactions and balances. You may also select to retain all documents and set
them to unposted.

Do year end - This option allows you to close off all the nominal accounts
(income and expense accounts) and transfer the balances for the financial year
to the Retained Earnings account. The start date and the reporting dates for the
financial year will also be created for the new financial year.

Copy from a Set of Books - This option allows you to copy the data from a
selected Set of Books into the active (open) Set of Books. This will replace all the
data in the active Set of Books.

Reverse posted document / batch - This feature allows you to reverse or
cancel the transactions in posted documents and batches.

* Reverse posted batch (journal) - The transactions entered or imported in
batches (journals) which are already updated (posted) to the ledger, may be
reversed or cancelled. This option will cancel all the transactions already
updated (posted) to the ledger, remove it from the transaction file, and
import the transactions to the selected batch (journal).

You may then erase or delete the entire batch (journal) as well as the
transactions, edit or correct the transactions, balance the batch, print the
batch list and post it to the ledger.

* Reverse posted document - The documents as well as any transactions

generated by the documents (invoices and credit notes, purchase
documents and supplier returns documents) when the documents were
updated (posted) to the ledger, will be reversed or cancelled.
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Setup ribbon

The selected reversed document will be available as an unposted document.

You may edit the document in Documents (Action ribbon) and then post
(update) it to the ledger. If you do not need to update (post) the document
to the ledger, you may delete the document in Edit — Delete — Documents
menu (Action ribbon).

Data integrity check - Run a Data integrity check and print a Data integrity check
report.

Customise language - Customise (edit, change and translate) language files.

Close active forms - Close any open forms (e.g. “Documents, Debtors, Creditors,
Stock items" screens, etc.)

Activate plugins - By default, no plugins is activated when TurboCASHS5 is installed.
This option allows you to activate / deactivate all plugins, registered plugins or
specific plugins. The Activated plugins will be available from the Plugins menu.

Plugins - By default, no plugins are listed on this menu.
Only activated plugins will be listed.
Others - Not used.

Most of these plugins are licensed under commercial licenses. You need to purchase a license on which a
registration code and instructions will be mailed to you to unlock the full features of these plugins.
Plugins needs to be registered in the Tools— Plugins — Extra— Register plugins menu (Setup ribbon,).

C.2.1.5- User tab ribbon

The User tab ribbon is a custom quick menu. It is used to manage user navigation in a Set of
Books. You may select (tick) the “"Auto-learn” feature to add the last accessed options in up to six

(6) groups.

By default, when opening the Set of Books, the Action ribbon will be displayed.

If the User tab ribbon, is activated, the User tab ribbon will automatically be displayed when
opening the Set of Books.

Start  Action
[ auto learm
Groups |Groups 1
Edit

Start  Action
[ auto learn
Groups | Groups 6
Edit

Reparts Setup User tab

Reparts Setup Usertab

a8 S ERED 8 LE D RA $E

Debtors Creditors Salesperson  Stock || Documents Batch Update | Reconcliation Open ||| T-Ledger | T-Account Report | Search Groups | Import Export
items entry ledger itemlink |||analyser 1| viewer  designer

Il Groups 1 J| Groups 2 J| Groups 3 | Groups 4 || Groupss ||  Groupss |
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There are two (2) ways to add menus to the User tab ribbon, i.e.:

*  Auto-learn - You may select this option to automatically add your accessed functions
(menu items) to the User tab ribbon.

*  Edit - Manually add functions (menu items) to the User tab ribbon.

Edit you may use this option to add, delete and link items to six (6) groups.
The User tab ribbon may also be edited and accessed in the User tab on Access control (Setup
ribbon).

C.3- WORKING WITH TurboCASH RIBBONS AND SCREENS

C.3.1- Show / Hide ribbon options

Hide ribbon
You may need some extra space when working with, Documents, Stock, Debtors, Creditors, T-

Ledger analyser, etc.

To "Auto hide" the ribbons options, double-click on any of the ribbon tabs. This will hide the
options on the ribbon and only display the ribbon tabs and auto-resize (larger) the screens in
TurboCASH5. You may then click on a ribbon tab to select and access the options. Once you have
selected an option, the ribbon options will auto hide and only display the ribbon tabs.

Show ribbon

To "Show" the ribbon options and resize the screens (smaller), you may double-click on a ribbon
tab.

C3.2- Menu lists

You may right-click basically anywhere on the program to access menus (and sub-menus, where
applicable) for each of the ribbon tabs.

C.3.3- Dock/ Undock sections of screens

By default, all sections of screens are docked (maximised). If you see the following button on a
screen, you may click to undock (maximise) resize a screen or to dock (minimise) the screen:

C.3.4- Dragging / Resizing sections of screens

When the mouse is moved over some areas of a screen, you may drag the area of the screen to

resize it. =
-+
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C.4- FILTERS AND SEARCH FEATURES

C4.1-  Filter options in column headings

The grid (implemented in TurboCASH5) is very powerful because of its sophisticated easy to use
filter and sort features does this quicker than any other way. It has the ability to group, sort and
filter any data column(s) on most screens in a Set of Books with only a view mouse clicks.

If you need to view or find specific data, there are various options available to locate and find your
data.

Some of the options are:

1. Sort - Click on a column heading to sort and list the data ascending or Debit
descending sequence. All the data is by default displayed ascending; from il
the smallest to the highest value (e.g. a-z or 0-9) according to the record O (Empty)
number (e.g. line number in a batch, etc.) To change the sort order from O [;;tnzmpw
ascending (e.g. a-z or 0-9) to descending (e.g. z-a or 9-0) select a column O 4200
and click on it. If you click on it again it will change back to ascending E et
sequence. [ 150.00
. . [ 250.00
2. Drag and drop columns - You may click on a column and drag it to the left |3 z0m
or to the right to change the sequence your data is displayed on screens. E jgggg

3. Filter - Click in the arrow to list the data in a specific column. A list
displaying the data, as well as an "All" option and a "Custom..." option in the selected
column will be displayed. For example, if amounts are entered in a "Batch entry” screen,
all the amounts will be listed. By adding a tick next to a specific amount, only
transactions, matching that amount will be listed.

4. Custom - You can easily build customised filters according to your needs. These filter
files can be saved and opened for future use.
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CA4.2- Custom filters

Once you have selected an option on a list, the your selection will be displayed at the bottom

section of the “Batch entry” screen as follows:

PP

Batchenly  Posted batches

Change aliss = ml ¥ @ @ 1 o4 i
e RIS e

“D:Delete “N: Inset F5: Balance FB:Post F7: Exclusive | F7: Inclusive | FB:List F3: Process F10: Setup

coount Conira account Inclusive amount Exclusive amount Rieference total
6220000 Rent B810-000 ABC - Bank R570.0 R500,00 R570.00
No Reference Date ll‘ ipi Account Tax Debit Credit Open item ‘
O 3107 2018/03/30 Rent- Apil 522000 Fent TES0020 Input VAT - Standard ate - 14% 500,00
l 4108 2018/03/30 | Payment on account C24BC05 ABC-Dffice-Supplies G 750,00
Il 5109 2018/03/30 | Boisol biuondast ECTTT Y P E—— o " 150,00
1] 6110 avems/an | i Make filter - [nonamefit] X [ 250,00
and <Heads
D Balance Equalte 0
+[] Date Beween 2018/03/05 and 2018/03/30
w[] Debit Greaterthan 120,00
b [] Reference Between 105 and 111
Fush this bullon (o add a condtion
4 [ Open E|| Saveas.. ‘ | 113 H e H Apply [ 1650,00 0,00 ‘

You may click on the “"Customise..." option on a column list or click on the Customise button to:

1. Make a filter (add or delete conditions and groups).
2. Save afilter.
3. Open afilter.

C.4.21- Make a custom filter

To make a filter:

Click on the "Customise...” option on a column list or click on the Customise button.

2. Select an operator (i.e. and, or, and not, or not).

Click on the Filter button (or on the ... button) and select one of the following options

on the context menu:
4. New condition — Create a new condition.

New group - Create a new group.

6. Delete row (If you click on the Filter button, you may delete all rows (conditions and

groups)).

7. Select a column from the list of available data applicable to the screen. In this example,

the Date is selected.
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C4.22-

Make a custom filter

Select a filter condition. In this example, the Between is selected. Another field is opened
to select another date.

Once you have created your conditions or groups, click on the Apply button.

Click on the OK button to close and exit this “Make filter" screen.

Conditions

The values of conditions, is as follows:

1.

S T

~

10.

11.
12.

Equal to - list or display all values which is the same as the specified value.

Not equal to - list or display all values which is not the same as the specified value.
Less than - list or display all values smaller than the specified value.

Less than or equal to - list or display all values smaller or equal to the specified value.
Greater than - list or display all values greater than the specified value.

Greater than or equal to - list or display all values greater or equal to the specified
value.

Is null - excludes any value entered, will not be listed or displayed.
Is not null - is not zero - any value which is not equal to zero will be listed or displayed.

Between - Specify specific values, etc. to include only matching values. (For example,
between reference numbers 105 and 111 will exclude any lower numbers than 105 and
higher numbers than 111).

Not between - Specify specific values, etc. to exclude values. (For example, Not between
reference numbers 105 and 111 will exclude these numbers and will list any lower
numbers than 105 and higher numbers than 111).

In - In a specified value.

Not in - Not in a specified value.

I"T'I If a Date for a column condition is selected, additional conditions will be available (i.e. is this month, is this
“ year, is next 7 days, is next week, is next 14 days, is next two weeks, is next 30 days, is next month, is future,
is this week, is yesterday, is today, is last 7 days, is last week, is last 14 days, is last two weeks, is last 30 days,
is last month, is last year, is past, is this week, etc.

C4.23-

Save custom filter files

To save a custom filter file:

1.

Once you have sorted or filtered your data with the Make filter utility, click on the Save
as... button. The “Save active filter as” screen will be displayed.

Select a directory in which you wish to save the custom filter file.
Enter a file name.

Click on the Save button to save the Filter in a (*.flt) Filter File format. You may then at
any later stage open the saved * flt file.
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C.4.2.4- Open custom filter files

To open a saved a custom filter file:

1. Once you have sorted or filtered your data with the Make filter utility, click on the Open...
button. The “Open saved filter as” screen will be displayed.

2. Select a directory in which you have saved the custom filter file.
Select a valid filter file.
4. Click on the Open button. The selected filter file's name will be displayed in the titlebar of
the "Make filter" screen.
C.5- LOOKUPS
C.5.1- Accounts lookup

When the cursor is in various fields on a screen of the TurboCASH program, TurboCASH will
automatically display the lookup screen for that specific field. A lookup screen is basically a list of
all the valid master records in a Set of Books from which you need to select one item from the list.
m Account

Code

x

~

Search

Nane Clear

Use your mouse to pull a column here to group on that column

Code
GEI0010

Description

GE10020
GE10000
G210000
GZ15000
GZ10020
G520000
Ta50020
Ta50030
GE00000
GEO0010
GEOO020
G210010

[Customn...]
[ #BC - Bank

[ Bank charges

[ Capital

[] Cost of sales

[ Creditors cortrol

[ Debtors contral

[ Depreciation

[ Empty

[ Fuel and ail

[ Furmiture fittings -&ce. deprec.
[ Furriture: fittings @& cost

[ Furriture & fitings - Met value

N ot T - Capital gonds - 14%

Search by
Code

Diesciiption [0 Auto-select

O

0 You may right-click on any area of the lookup to enable or disable the filter.

: A . ~  Usefilter
If the Use filter is enabled, the Use filter context menu will display a tick as follows -

To disable the filter, click on the menu to remove the tick. If the filter is enabled, you may locate and select
accounts, stock items, periods, etc. on the lookup screen with ease.
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C.5.2-

Stock item lookup

Stock item lookup

When processing documents you need to select the stock item in the document lines section.
There are basically three (3) options to select stock items in any open / unposted document:

1.

Lookup - Click on the “/tem no.” column of document line or when proceeding to a new
line, the Lookup will automatically be launched. To edit / select an existing Item, you
need to double-click on the selected item in the document line.

Open fast add - The icon will launch the lookup as a part of the "Document entry” screen
(replace the header section of the document). Once finished selecting stock items, you
may click on the Close fast add icon.

You may enter a valid stock code, barcode or serial number and press the Enter key in the "Fast
add item (stock code / barcode / serial)” field in the footer section of the "Document entry”
screen. This will insert the stock transaction in the document line.

Button lookup - This will launch a graphical image view of Stock group 1 and Stock
images.

The default “Stock lookup” screen, is as follows:

L] stock item K
Code ~ | Search
Hone ~ Clear

Stock group 1

Use your mouse to pull a column here to group on that column

Code Description Extra description
SCOMP Compressor
850 Watts +6 drl bits
4LIMSTCUP Inztall - Built-in cupboards
AL-PAINT-E Paint - Exterior
BOM BOM
BEOMPRODUCTION  |BOM (Production)
GL-CODE General ledger
OFTIOMITEM Option item
OPTIOMITEM-NS Option iterm [ho stock]
PURCHASES Purchazes
PURCHASES-NS Purchazes [no stock)
SaLES Sales
SALES-MS Salez [ho stock)
[]
Search by
Code Dezcription 0 Auto-select (|
Cur: 5 Quote: 1 Order: 3 Exp:7 P1:1000(1140)
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The values and fields, are as follows:

1.

Code - "Code” is the default option. You may select the “Description, Barcode, Description
and Extra description” or "Code, Description and Extra description” option. This will allow
you to enter any valid values for a stock item. If you click on the Search button, it will list
only those stock items matching the value entered.

Operator - None is the default. You may select an operator (i.e. and / or). These
operators will add another field where you may enter values to filter the stock items. If
you click on the Search button, it will list only those stock items matching the values
entered in the first search values field and / or the values entered in the second search
values field.

Stock group 1 - You may select a stock group 1 (created / added in Groups - Stock
group 1 (Setup ribbon) and linked to the stock item). This will only list those stock items
linked to Stock group 1.

Stock group 2 - You may select a stock group 2 (created / added in Groups - Stock
group 2 (Setup ribbon) and linked to the stock item). This will only list those stock items
linked to Stock group 2.

Search by: Code, Description and Barcodes is the default options. If any of these are
selected (ticked), it will change the sort sequence in which the stock items are listed.

o ) ] ) ~  Usefilter . L
The Auto-select tick box will only be displayed when the (right-click) is

selected (ticked). The "Auto-select” option allows you to enter any keys to filter by stock code,
description, barcode, etc.

Statusbar - This bar is located right at the bottom of the lookup screen. It will display the
following details for the selected stock item:

a) Cur: This displays the current actual quantities on hand for the selected stock item.
This is the totals of the “Quantity on hand” field of the "Values” section on the
Ledger tab of the Stock items (Action ribbon), (as updated by posted documents)
PLUS any unposted purchase documents.

b) Quote: This displays the quantities of any open / unconfirmed quotes which have
not yet been converted to invoices.

¢) Order: This displays the quantities of any open / unconfirmed orders which have not
yet been converted to purchase documents.

d) Exp: This displays the expected quantities on hand for the selected stock item. This is
the current quantities on hand for the selected stock item. This is the totals of the
“Quantity on hand" field of the “Values” section on the Ledger tab of the Stock
items (Action ribbon) LESS the quantities of any open / unconfirmed quotes which
have not yet been converted to invoices PLUS the quantities of any open /
unconfirmed orders which have not yet been converted to purchase documents.
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e) P1:This displays the “Selling price 1" field of the “Selling prices” section on the
Ledger tab of the Stock items (Action ribbon). The price is displayed as exclusive of
tax (VAT/GST/Sales tax) and the price is displayed as inclusive of tax (VAT/GST/Sales
tax) between brackets.

f)  P2: This displays the “Selling price 2" field of the “Selling prices” section on the
Ledger tab of the Stock items (Action ribbon). The price is displayed as exclusive of
tax (VAT/GST/Sales tax) and the price is displayed as inclusive of tax (VAT/GST/Sales
tax) between brackets.

g) P3: This displays the “Selling price 3" field of the “Selling prices” section on the
Ledger tab of the Stock items (Action ribbon). The price is displayed as exclusive of
tax (VAT/GST/Sales tax) and the price is displayed as inclusive of tax (VAT/GST/Sales
tax) between brackets.

h) LP: This displays the Latest cost (last cost price) field of the Values section on the
Ledger tab of the Stock items (Action ribbon). The price is displayed as exclusive of
tax (VAT/GST/Sales tax) and the price is displayed as inclusive of tax (VAT/GST/Sales
tax) between brackets.

C.5.3- Batches lookup

The lookup in the "Batch entry” screen automatically filter the code or the description. When the
Account or Tax columns are focused, you may type the code or description. In this example, the
description is typed as “fu” and it lists only those accounts with the starting with the typed
characters, e.g. Fuel and Oil and Furniture...

m ABC-Payments - [ABCPayments1803] | X

Batch enty  Pasted hatches

Charge sies == :—j € D (9 0 1 IQ A
pocramensas | a8 — 4 =0 D5 Q) 3 w-

D:Delete “M:Insert F5: Balance FB:Post F7: Exclusive | F7: Inclusive | F8: List  F9: Process  F10: Setup

Account Confra account Inclusive amount: Exclusive amount Reference total
GB00010 Fumiture fittings @& cost B810-000 ABC - Bank R570,00 R500,0i R570.00

fu

(5600010 Furriture fittings (& cost

Code Description I
37 2M8/03/30 Rent - Apiil G210010 Fuel and oil andard rate - 14% 500,00

4/108 2018/03/30 Papment on account Fuiture fitti st 750,00
5109 2018/03/30 Petrol - Mercedez Benz GE00020 Furniture fittings -A.cc. deprec. 150,001
6110 2018/03/30 Waltors - Paper and pens andard rate - 14% 250,00
7111 2018/03/30 Petty cash - Increase float 100,00
7 2 550,00 0,00
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You may configure the Account types to be included in the Account lookup. On the F10:Setup - Advanced
tab, you may set the Account lookup type to:

e All (default) all account types,

*  General ledger — All account types, except Debtors, Creditors.

e Debtors (only Debtor accounts),

o Creditors (only Creditor accounts).

*  Open item - Only those General ledger, Debtor and Creditor accounts for which Open item is
activated.

C5.4- Taxlookup

The Tax authorities may impose changes in the Tax (VAT/GST/Sales tax) rates. For example, in
South Africa, the South African Revenue Services (SARS), changed the VAT rate from 14% to 15%
on 1 April 2018.

During the transition period, you may need to use both the tax rates, i.e. 14% or 15%, depending
on whether the transaction(s) is taxable on or before 31 March 2018 at 14%; or from 1 April 2018
at 15%.

m If you have a Zero-rated VAT — 0% Tax account, in the 14% structure (e.g. “T850040 Zero-rated VAT —
“0%"), you also need to disable Zero-rated VAT — 0% Tax account.

In TurboCASH, the VAT accounts need to accommodate two VAT rates. An invoice may even
reflect a rate of 14% and 15% depending if the goods were supplied or services rendered on or
before 31 March 2018 or from 1 April 2018.

An example would be where a service provider charges subscriptions in advance April 2018 at
15%, but usage (e.g. calls) are charged in arrears March 2018 at 14%.

By default, all accounts is “Enabled”. All Tax / VAT codes are listed in the Tax lookup in the “Tax"
column. Once the transitional period where all the transactions up to 31 March 2018 at 14% is
posted (updated) to the ledger, you may disable the 14% Tax / VAT accounts (Accounts on the
Action tab). The 14% rate Tax / VAT accounts will not be listed on the Tax lookup screens.
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C.5.4.1- Batches - Tax lookup

When processing transactions in Batch entry on the Action tab, you need to make absolutely
sure that the correct Tax (VAT/GST/Sales tax) code is selected.

The 14% VAT rate (e.g. "850000" account range) are normally applicable to transactions up to 31
March 2018, in the "Date” column.

L sales jnl. - [Sales jnl] [} b

Eatch entiy  Posted batches

e EI BT B G B kA ES

“D: Delete “M: Insert  F5: Balance  F&: Post  F7: Exclusive | F7: Inclusive | F& List 3 Process F10: Setup

Drebtor Contra account: Inclusive amount: Exclusive amount: Reference total:
D1ABGRE Mr. AB Green G010-000 Sales R1 140,00 R1 00000 R1 140.00
PO Box 1111 Lakeside
Johannesburg 2122

No . |Reference |Date Description Debtor Tax Debit Credit pen item
B TEE0010 Output VAT - 143

2| INv002 2018/03/09 | Install - Builtin cupboard | DIMACDS MAC Shop Decor Specialists | Code 2 [Description

3| INvO03 2018/03/10 | Paint - Exterior D1ABGRE Mr. AB Gresn

4|INvDD4 2018/0312 \nsti | - Built-in cupboard | D1MDAVY] M. Mike Davies £ 0 Duity -14%
850020 Input WAT - Standard rate - 14%
850030 Irput AT - Capital goods - 143
850040 Zero-tated VAT - 0%
260010 Output WaT - 16%
860020 Input WAT - Standard rate - 15%
850030 Irput AT - Capital goods - 15%
260040 Zerorated VAT - 0%

x

Customise...

The 15% VAT rate (e.g. "860000" account range) is normally applicable to transactions as from 1
April 2018, in the "Date” column.

You need to have a Zero-rated VAT — 0% Tax account, in the 14% structure (e.g. "850040 Zero-rated VAT
—0%") and in the 15% structure (e.g. "860040 Zero-rated VAT — 0%"). Please ensure that the correct Zero-
rated VAT — 0% Tax account is selected.
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C.5.4.2- Documents - Tax lookup

When processing transactions in Documents on the Action tab in purchase documents (i.e.
Purchases, Supplier returns and Orders), as well as sales documents (i.e. Invoices, Credit notes and
Quotes), you need to make absolutely sure that the correct Tax (VAT/GST/Sales tax) code is
selected.

@ If you have a Zero-rated VAT — 0% Tax account, in the 14% structure (e.g. "T850040 Zero-rated VAT —

0%"), you also need to disable Zero-rated VAT — 0% Tax account.

The 14% VAT rate (e.g. “G850000" account range) are normally applicable to transactions up to 31
March 2018, in the "Date” field.

* 1MDAV! Invoice INOOOO0S  Mr. Mike Davies, 5,00 items on hand..
Your reference Document gioup Date T
ax accounts X
Emply 201810413 Contra acoount:Standard &
Salesperson Document gioup Due dato
Codk ~ Search
Fiussell ~ 20870513 S e [ o
| [Mone v Clear
Pastal address Delivery address Message
Company [Mr. Mike Davies M. Mike Davies 30Days Nett Ny
Contact v ~
Address|P 0 Bos 333 195 42 Steet N\
Address 2|Haltway House Eastem Areas Tax reference B L R e
Address 3 Haltway House: 336012345 Code | inti
Postal code | 1655 1686 N\ T Emply

TE50010 Dutput AT - 14%

County | Emply ~ | [Empty ~
T850020 Input VAT - Standard rate - 14%
— E TE50030 Input VAT - Capital goods - 14%
§ 9 Y J 3 ), = = =R Zerorated VAT - 0%
- e [x] [+]
+Open fastadd “D:Delete F12: "N:Insett | F7: Exclusive | F7: Inclusive  F8: Discount F3: Comment F10: Deleteal F11: Copy Input VAT - Standard rate - 15%
Input VAT - Capital goods - 15%

Zerorated WAT - 0%

Credior Curentbalsnce 824500 Gioss weight 000 Exclusive total 1000,00

MD-&V1 Avalable 175500 Netweight 0,00 Tax 150,00 | Searchby
Invoice no. Cieditimt  10000,00 Total discount 0,00 | coge 1 Description Auloselect

Std disc® 0.00 Invoice total 1150,00 P D D
Fast add itern [code/barcode serial
ast add itern [code/barcods serial) © Concel B

The 15% VAT rate (e.g. "T860000" account range) is normally applicable to transactions as from 1
April 2018, in the "Date” field.
You need to have a Zero-rated VAT — 0% Tax account, in the 14% structure (e.g. "T850040 Zero-rated VAT
—0%") and in the 15% structure (e.g. "T860040 Zero-rated VAT — 0%"). Please ensure that the Zero-rated
VAT — 0% Tax account is selected.
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C.6- WORKING WITH OTHER WINDOWS / SCREENS

C.6.1- Minimise, restore and closing of programs or screens

The following buttons are found on the right side of the titlebar:

— Minimise - Click on this button to minimise the program in the Windows Task bar.

i
— Maximize - Click on this button to display the TurboCASH screens as a larger screen on
X

your desktop. This button will change to the Restore Down button. When you click on
this button, the TurboCASH screens will be restored to its original size.

o If the Restore button is displayed in a titlebar, you may double-click anywhere on the titlebar
to display the screen in the full size of your desktop and double-click again to return to it's original size.

Close| _ Close - This button will exit the TurboCASH screens. On the TurboCASH program's titlebar,
it has the same function as the Exit TurboCASH (Start ribbon).

C.6.2- Resizing of screens on your desktop

X
Pressing on the titlebar, will re-size TurboCASH to the full screen option. On the bottom
left corner of the TurboCASH program will change to J

You may resize the screen to any size on your desktop by moving the mouse pointer to any place
on the edge of the TurboCASH or window. When the mouse pointer changes to a double-sided
arrow, click on the mouse and drag the edge of the screen to desired size.

C.6.3- Switching to other programs on your desktop

Sometimes you may work in TurboCASH and in other programs, such as word processors or
spreadsheets at the same time. Instead of minimising TurboCASH using the Minimise button on
the titlebar and restoring another program from the Windows Task bar, you may easily switch to
another program as follows:

1. Press the Alt-Tab keys simultaneously on your keyboard and the following screen, listing
all the active programs on the Windows Task bar, is displayed:
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& TurboCASHA.1 - 40.0.969 Si... ‘4 TurboCASH 4.7.1 - (Build 838)... % 2018-TC4-838-AME-Revision... % 2018-07-28-TC3-969-AME-R...

2. Repeat releasing and pressing the Tab key until the desired program is selected.

While keeping the Alt key down you may release the Tab key and press it again to select
the next program.

4. Release the Alt-Tab keys and the selected program will be restored and ready to work in.

C.6.4- Windows 10 - Task View and Multiple Desktops

The Task View feature in Windows 10 may be used to work in TurboCASH and other programs in

multiple Desktops. On the Windows 10 Task bar., click on the E Task View icon.

Desktop 1 esktop 2

New desktop

& 1ub0CASH 4.7.1 - (Build 838) Single user

0 0oeo 008 @

% 2018-TC4-838-AME-Revisionl.odt - OpenOffice Writer

mava @
EE S o

8

.........

All the opened programs on your Desktop will be listed. You may right-click on a selected
program, and move the selected program to a new desktop or an existing desktop. The desktops
will display only those active programs in the Windows Task bar.
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C.6.5- Accessing menu options using short-cut keys

For your convenience, a list of the short-cut keys are listed in MODULE R at the end of this book.

C.7- NAVIGATION IN TurboCASH

C.7.1- Yes/ No, OK / Cancel, Back / Next and Finish buttons

These options may be selected with a mouse click, or, by pressing the key corresponding to the
first letter of the command, e.g.:

Yes = Y or Enter

No = N or Esc
Next = N
Back = B

Cancel = C, etc.

C.7.2- Moving between fields on screens when entering data

Once data has been entered, pressing Tab or Enter, will shift the cursor to the next field, this can
also be achieved by clicking with the mouse cursor. To move to the previous field, use the mouse
or press the Shift and Tab keys simultaneously.

C.7.3- Arrow keys

Whenever a lookup is listed on your screen, and you need to select an account, use the mouse or
the Up and Down keys to scroll through the accounts. To select the required account, click with
your mouse or simply press the Enter key on your keyboard.

C.74- Drop-down lists

A Drop-down list is represented by a small block, with a down arrow or three dots (...) on the
right-hand side of the respective field. By clicking on this button, a list will be displayed. Examples
are reporting groups, selling prices, salespersons, etc.

C.7.5- Tick boxes

You will come across many fields where you have to place tick to select certain options. An
example of a tick box, is as follows:

Show contact details

O

The Space bar on your keyboard allows you to toggle between a tick and a blank space in the tick
box.
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C.8- GETTING HELP IN TurboCASH

To access the help file, you have three (3) options:

1. Click on the o icon on the right-hand side of the Ribbon tabs bar.

2. Press the F1 key on your keyboard for context sensitive help. On most screens, the
relevant topic will be launched.

3. Click on the Help — Help menu (Action ribbon).

4. Online help — This is similar to the Help file included in the release. This help file may be
updated from time to time as the existing documentation are improved and topics
added.
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MODULE D - BACKUP AND RESTORE A SET OF BOOKS

D.1- OPTIONS TO MAKE BACKUPS OF BOOKS

In addition to the Backup / Restore feature you may also create exact copies from existing sets of
books, templates (installed in your TCASH5/Books directory or other sets of books in the
TCASH5/Bin/Repository directory). The following options are available:

»  Start — Backup / Restore.
e Start — Save as.
+  Start — Create Set of Books (“Copy from a Set of Books" option on the Creation wizard).

* Tools — Global processes — Copy from a Set of Books (Setup ribbon).

D.2- CREATING A BACKUP FILE ONTO A DISK OR HARD DRIVE

The Backup / Restore option will backup your data onto disk or your hard drive in a Compressed
*zip file or an Executable *.exe file.

Backup files are used to Restore a Set of Books to the set of data from which the Backup File was
created. Backups are copies of your data that you make on a regular basis.

F\!/J You will need backups in case of file corruption, hardware failures and other errors.

TurboCASH also allows you to create a backup file and send it directly via e-mail. You may also
select to create the self-executable (*.exe) or a Compressed file (*.zip) file format.

The zip backup file format allows you to send a backup file via e-mail in cases where your Internet
firewall settings will not allow you to send and receive *.exe files.

As a general rule, it is good practice to back up often, preferably upon closing the program.
Backing up can be to CD-ROM, USB-Drive, etc. Backing up to your hard disk is also a good
practice but the best backup is not stored on your computer. (In case of a hard drive failure!!)

It is also recommended that you complete a BACKUP in the following instances:

e  Prior to performing any major processes, such as Delete a Set of Books and Global
processes (Clear / Reset Set of Books, Do year end, Copy from a Set of Books, Cancel /
Reverse posted batches / documents, etc.).

e Old data on your previous version of TurboCASH or other accounting package prior to
conversion to TurboCASH.

e On aregular basis: Depending on your need and volume of work. The following
minimum is recommended:

e 2 - 3sets daily re-used weekly or every 3rd to 4th day.
e 2 weekly sets - re-used every 3rd week.
e 12 Monthly sets - done at the end of each month, and re-used each year.

e 1 set prior to year-end and kept permanent.
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The very same backup disks or backup files on your hard drive are used to restore your data in
your Set of Books. In this version of TurboCASH, you may also restore a Set of Books from a valid
Backup file stored on a Network Server, if a Network Server has been set up and configured on
your system. If you do not make regular backups, you may have to re-enter thousands of
transactions and general ledger, debtor, creditor and stock information.

To create a backup file:

1. On the Start ribbon, select Backup / Restore. If a Set of Books is open on your system,
TurboCASH will automatically close the Set of Books and the “Backup Set of Books" screen

is displayed:
m Backup Set of Books X
I ‘ Setof Books Location
| AF-SUID-AFRIKA CATCASHEBooksWAF-SUID-AFRIKANbooks fdb
B_ack:p EN-SOUTHAFRICA CATCASHE\Books\EN-SOUTHAFRICANbooks fdb
EN-UE CATCASHEBooks\EN-UK books. fdb
ER-U54 CATCASHE\BINAREPOSITORTAEN-IS4ME ooks fdb
ﬂ HANDTYMAN-A, CATCASHEABINATUTORIALSAEN-TUTORIALSYHANDYMAN -AhBooks. idb
H_esm; HANDTYMAN-B CATCASHEVBINATUTORIALS\EN-TUTORIALSYHAND Y MAN-BA\Books.fdb
MYBOOKS CATCASHE booksWYBOOKS \books fdb
NUTSMAN-B CATCASHEVBINATUTORIALSAAF-HANDLEIDINGS SHUTSMAN-BA\B ooks.

File name [MYBOOKS201803200643 ] Backup reports [] E-mai backup []

Backup from  CATCASHS books\MYBOOKSY Executable exe file
Backupto |CATCASHS Backups Fg;; uni dump O

Backup Stop E3 Close

2. Select the Backup option, if not already selected.
3. Select the Set of Books you wish to backup.
4. You may over type the Backup file name with a name of your own.

The date and time of your operating system is automatically inserted in the file name (e.g.
MYBOOKS201803200643.exe) after the default backup file name.

(In this example, the date and time format is YYYYMMDD, followed by the Hour and Minutes).
The format may differ if your operating system's short date style or format is set different.) It is
recommended that this date and time not be over typed, if you enter a name for your backup

file. You may then later select that file name to restore a Set of Books from. TurboCASH will by
default create a Backup file in the *.exe file format.

If you need to create the Backup file in the *zip file format remove the tick in the "Executable exe”
file field.
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D.3-

Select the drive or folder to backup to.

The default backup path (drive or folder) for a Set of Books as set in the Setup — Backup path
(Setup ribbon) will be displayed. If you have not set the default backup path, the default system
drive will be displayed. You may select any other drive or folder on your system.

Click on the Backup button to start the backup process. While the Backup process is
running, the files are backed up from and added on your backup disk or location on your
hard drive or network drive will be displayed. When the backup process is completed, an
information message "The Backup process is completed!" will be displayed.

Click on the OK button and click on the Cancel button on the “Backup Set of Books"
screen. You may also press the Esc key on your keyboard to exit the "Backup Set of
Books" screen.

CREATING AN E-MAIL BACKUP FILE

To use this option, your computer system must be properly set up and the Internet account with
your Internet Service Provider. The process to create a backup file must be followed.

To send a backup file via e-mail:

1.

Select the E-mail backup option on the “Backup Set of Books" screen. When the backup
process is finished, your e-mail program will automatically be launched.

The e-mail address of TurboCASH will automatically be entered in this field. Should you
wish to change it to a different e-mail address, (e.g. that of your auditor or consultant),
you may enter a valid e-mail address to that field.

Add a description to the subject if you wish (e.g. your company name).

The file is automatically attached to the e-mail message. You may attach another
document to the e-mail.

I"TW Your Internet Service Provider may limit your e-mail message (e.g. including attachments to
*" 1.2MB). If the message is larger than the allowed message, your message may not reach the
recipient and may be returned.

Enter your message.
Click on the Send button.
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ACTIVATING / DEACTIVATING THE AUTO-BACKUP FEATURE

D.4- ACTIVATING / DEACTIVATING THE AUTO-BACKUP
FEATURE

By default, the Auto Backup setting is not activated (set to FALSE). The Auto-Backup feature will
automatically create backup file of your set of books to the default backup directory (set in the
Setup — Backup path (Setup ribbon)) when exiting or closing TurboCASHS5 if a Set of Books is
open.
I"T'I The Auto-Backup feature should only be used for single-user installations where TurboCASHS5 is installed
** on a single machine.

It is only available if TurboCASH is closed exited using the following options:

e Click on the Close Close] button on the top right-hand B Opensource accounting
corner of the TurboCASH titlebar.

*  Right-click on the TurboCASHS5 icon in the Windows task
bar. and click X Close window.

-2 Pin to taskbar

lose window

To activate (enable) the Auto-Backup feature:

1. Locate and open the Tcash.ini file (located in the TCASHS5 installation directory) using
Windows Explorer (File browser).

2. Open it with Notepad, Wordpad or any other text file editor of your choice. The setting in
the [BACKUP] section of the Tcash.ini file is set as follows:

AUTOBACKUP=FALSE
3. Change FALSE to TRUE. The value should read as follows:
AUTOBACKUP=TRUE

4. Save the Tcash.ini file.
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D.5- RESTORING A SET OF BOOKS

This option will restore your data for a specific Set of Books or your hard drive or in a valid folder
on your system.

To restore a Set of Books from a backup, a valid backup (tcBackup.exe or tcBackup.zip) file must
exist.

g Use the Backup / Restore (Start ribbon) - Restore option to select the Backup file.

Do not click on the OK button of the TurboCASH5 Backup file (opened using the File Browser) to restore
the Set of Books. It will add a TCASH5 (name of your installation folder) inside the Set of Books. This will
increase the size of future backups.

7 || = | HANDYMAN-COPY - b X
Home Share View e
T3 New item ~ 7 FB selectan
- -=J Easy access v J Select none
Pin to Quick Delete Mew Properties
access ] - falder - £ History DDInverl selection
« S s ThisPC » OS(C:) » TCASHS » books » HANDYMAN-COPY v O Search HANDYMAN-COPY o
~
HANDYMAN-COPY — #| ] Name Date modified Type Size
images images File folder
TCASHS TCASHS File folder
books \J books.FDB FDB File 4,460 KB
HANDYMAN-COP INCORRECT - Restore from TurboCASHS Backup file outside TurboCASHS. Open the TurboCASHS
images Backup file in File Explorer and click OK. t creates the TCASHS directary inside the Set of Books
directory.
MY-BOOKS
images 1 - | CORRECT - Restore from TurboCASHS Backup file using the Backup / Restore option on Start ribbon |
cursors 4
3 items =

If your data becomes corrupt for some reason, restoring from backup will fix this.

It will be necessary to re-enter all the data from the date of the last backup to the present. It can
be seen that backing up often is a good habit that can potentially save a lot of work. If you do not
make regular backups, you may have to re-enter thousands of transactions and general ledger,
debtor, creditor and stock information.

It is also important to keep record of your backup disks or files or to label your backup disks to
prevent restoring a Set of Books from an incorrect backup disk or file. It is recommended that you
keep a record of which data is backed up and which is not, to prevent re-entering data that is
already on your backup disks.
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To restore a Set of Books:

1.

On the Start ribbon, select Backup / Restore. If a Set of Books is open on your system,
TurboCASH will automatically close the Set of Books.

L] Restare Set of Books >

Set of Books | Location
AF-SUID-AFRIEA CATCASHENE ookshAF-SUID-AFRIKANDooks fdb

l;ack:p EM-SOUTHAFRICA CATCASHENE ooks\EN-SOUTHAFRICANbooks.fdb
EM-LE CATCASHENBooks EN-UKsbooks fdb
EM-USA CATCASHEMBINVREPDSITORYAEM-USANB ooks. fdb

a HANDYMAN-A CATCASHENBINATUTORIALSMEN-TUTORIALS\HANDY MAN-AMBook s fdb

Festore HANDYMAN-B CATCASHENBINATUTORIALSNEN-TUTORIALSAHAND'YhAN-B\Books.fdb
MYBOOKS CATCASHE booksyMYBOOKS \books. fdb
HUTSMAN-B CATCASHENBINATUTORIALSSAF-HANDLEIDINGS AHUTSMAN-B B ook

File name [ MvBODKS 201308200643,/ Backup reports [] E-maibackup

Restoreto  C:ATCASHS\bookshMYBOOKSY Executable exe file
Restare from | TATCASHE B ackups' B DD N

Restore Stop ﬂ Close

Select the Restore option. The “Backup Set of Books" screen will change to the "Restore
Set of Books" screen.

Click on the icon next to the “File name" field and select the backup file on the
"TurboCASH select backup file" screen.

The default backup path (drive or folder) for a Set of Books as set in Setup — Backup path (Setup
ribbon) will be displayed. If you have not set the default backup path, the default system drive
will be displayed.

You may select any other drive or folder on your system. You could also choose to Restore from
your hard drive or any available drive on your network. TurboCASH also allows you to restore
from a CD/DVD, provided that you have a CD/DVD writer installed on your system and the
backup is correctly done.

Click on the Restore button. A confirmation message “This will seriously affect your Set of
Books! Are you sure you want to clear this Set of Books?" will be displayed.

If you are absolutely sure, tick the "/ have read this instruction and understand the action!"
field. The Yes and No buttons will be available on this screen.

Click on the Yes button. The confirmation message "This will seriously affect your Set of
Books! Are you sure you want to clear this Set of Books?" will be displayed.
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7. If you click on the No button, the process will be cancelled. Click on the Yes button, if
you are absolutely sure. The information message "Your Set of Books will be restored in:
C\TCASH5\books\MY-BOOKS\ Do you wish to continue?" will be displayed.

8. Click on the Yes button, to start the restore process. If you click on the No button, the
process will be cancelled. When the restore process is completed, an information screen
“The Restore process is completed!" will be displayed.

9. Click on the OK button and click on the Cancel button on the “Backup Set of Books"
screen. You may also press the Esc key to exit the “Backup Set of Books" screen.
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E.1- OPTIONS TO CREATE A SET OF BOOKS

In addition to the “Creation wizard" feature you may also create exact copies from existing sets of
books, templates (installed in your TCASH5/Books directory or other sets of books in the
TCASH5/Bin/Repository directory). The following options are available:

*  Start — Save as.
+  Start — Create Set of Books ("Copy from a Set of Books” option on the Creation wizard).

* Tools — Global processes — Copy from a Set of Books (Setup ribbon).

E.2- CREATING A SET OF BOOKS USING THE CREATION WIZARD

To create a Set of Books only takes a few minutes. The “Creation wizard” will help you to create a
new Set of Books.

To create a Set of Books:

1. On the Start ribbon, select Create Set of Books (F10). The “Creation wizard" is displayed
giving you three (3) options to create a Set of Books.

Creation wizard X
Welcome to the TurboCASH Set of Books Creation wizard. Please

select an option and click on the Next button, or click on the Cancel
button to cancel the creation of a new Set of Books.

Do you wish ta:

() Copy an existing Set of Books?

(®) Let TurboCASH help you to create a Set of Books?

() Customise your own Set of Books [Advanced)?
Convert TurboZASHS to TurboCASHS?

Carwert TurboCASH4 ta this version?

Mext () Cancel

2. Check that it is selected and click on the Next button. On the next screen, (“"Which Chart
of Accounts you wish to use?") you need to select a template (existing Set of Books).

The "Download books" screen will automatically be launched. It is recommended to close
the "Download books" screen.
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L bownload books — m} X

»  Download

date __[Country ___[oranch ______|downloadurl

H Lan
2014/05/02 USA-general http: fwww. osf-boekhou
UsA-California General http: [, osf-boekhou

General tip: /fwww, osf-boekhou
Zambia General http: fiwww.osf-boekhou
Mauritius General http: [www, osf-boekhou
RWanda General http: fwww. osf-boekhou
Tanzania General http: [ jwww, osf-boekhol
Malawi General http: [ mww. osf-boekhou
Tonga General http: [, osf-boekhou
Zimbabwe General http: fwww. osf-boekhou
2014/03/28 |Namibia General http: [ jwww. osf-boekhol

2015/08/10 |Nederland Algemeen hittp: [, osf-boekhou
2014/03(28 Belgie Algemeen http: fwww. osf-boekhou
2015/08(10 |Nederland Referentie Grootboek sch|http: [fwww. osf-boekhou

e You may access the "Download books” screen, when clicking on the Online button on the "Which
Chart of Accounts you wish to use?" screen.
Updated versions of these Sets of Books (except the Netherlands) are included in the install of Build
969.
You may click the Browse button, to select another Set of Books in the ...\Bin\Repository folder.

Creation wizard X

Which Chart of Accounts do you want to use?

Online 1@; Browse

AFSUID-AFRIKA
EN-SOUTHAFRICA
EN-UK
HANDYMAN
HAMDYRAN -2
HAMDYMAN-B

CATCASHEABINATUTORIALSNEN-TUTORIALS\HANDY MAN Books. fdb

< Back Mewt O LCancel

3. For the purpose of this tutorial, select "HANDYMAN" and click on the Next button. On
the next screen, TurboCASH will ask you to enter the “Name for a new Set of Books".
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Creation wizard X

Enter the name of new Set of Books

Mame for a new Set of Books
[Hv-BOaKS]

Location oty Browse

CATCASHS booksh,

Firebird[default] ~

‘ Back Next ’v @ LCancel

4. For the purpose of this tutorial, type in your own name.

5. Click on the Next button, or press the Enter key on your keyboard. On the following
screen TurboCASH, will give you the following options to select:

Creation wizard X

Select Setup -» Company info you want to changel!

&

Change company info.

]

Accounting periods setup

]

Batch types satup

]

Groups setup

]

Documents setup

]

Add salespersons

] Back Pl Finish ® Lancel

6. For the purpose of this tutorial, see that “Documents setup” option is selected.
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7. Click on the Finish button. A confirmation message “Are you sure you want to create the
MY-BOOKS Set of Books?" will be displayed. MY-BOOKS is the name of the Set of Books
entered in the Creation wizard.

Click on the Yes button to confirm.

TurboCASH will automatically launch the following screens from the Setup ribbon as
selected to enable you to set the basic information and defaults for the Set of Books:

a) Company info (See Paragraph E.4.1 of this MODULE)

b) Reporting dates (See Paragraph E.4.2 of this MODULE)
c) Batch types (See Paragraph E.4.3 of this MODULE)

d) Groups (See Paragraph E.4.4 of this MODULE)

e) Documents setup (See Paragraph E.4.5 of this MODULE)
f)  Stock information (See Paragraph E.4.6 of this MODULE)
g) Salespersons (See Paragraph E.4.7 of this MODULE)

E.3- COMPLETING YOUR SETUP PROCEDURES

It is good practice to check all the available menus in Setup, before moving to the next step. This
will take a few minutes of your time, but it will save you problems in future. We will therefore
discuss the Setup menu options briefly. Before you may start with this process you need to Open
your Set of Books.

To open your Set of Books:
1. On the Start ribbon, select Open (Alt + O).

2. Select the Set of Books, which you were creating, and click on the Open button.

E.4- SETUP

E4.1- Company info

This option allows you to enter all your business' details such as the address, e-mail address,
contact numbers, company and tax registration numbers. These will be displayed on all reports,
statements and lists. You may also select the applicable Tax method, and the default output
options for reports, statements and lists. It is also important to set the Windows default date and
currency formats.

You may also load a logo picture to be displayed on your documents and / or statements. For
documents you need to select to print the logo on documents, or not, in Documents setup
(Setup ribbon).
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To enter and set the company information and defaults:
1. If the "Company info” screen is not automatically displayed, go to the Setup ribbon, and
select Company info.

L Company info - [m] >
Address  Options

[ =T el andumnan Hardware Store

Fustal code 2195 |
Address ‘2? (Olifantz Road | Company reg. no. |33501 2345 ‘
‘Emmalentia | Taxreqg no.|44EUT [URA ‘

‘Johannasbulg |

Te 0113101320 | | |
Fay|(011) 310-2000 |

Bank name 1 ‘ Bank name 2|

Holder's name 1 ‘ Halder's name 2|

|
|
Bark account no. 2| ‘
|
|

|
|
Bank account no. 1 ‘ |
|
|
|

SWIFT i | SWIFT o |
IBAN | IBAN ru
BIL: | BIC | |
Additional Data
Contact name
|D\gidan
Mobile
079555555
wehsite

« OK ﬂ Cloze

2. Enter the relevant details of your company in the available fields.

Company reg. no.:  If you are registered as a company, a close corporation or a non-profit
organisation, the relevant registration number must be.
Tax reg. no.: If you are registered as a VAT/GST/Sales tax vendor, the VAT/GST/Sales tax

registration number must be entered.

g For the purpose of this manual, the relevant company details are already entered in the
"HANDYMAN" Set of Books we have selected.

3. Click on the Options button. The “Company info - Options” screen is displayed:
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E} Company info - m] x

Address ’m

T ax method Company logo
Imvaice based ~

Due account Drefault output

— Sareen v

Set Windows date format/style

[[] Debug =gl

Local path [folder for local files save like images etc]

Plugins path [path with the reports folder]
[CATCASHE plug_ins |

ini path_{in file, registration and books files
CHTCASHE

Save

Clear

Paste Clear Load fram file
W 0K E3 Close

The "Tax method" is by default set to “Invoice based".

Select your default output options for “screen, printer, file, fax" or "e-mail”. For the
purpose of this tutorial, select “Screen”.

Leave the “"Company logo" blank, for the purpose of this tutorial.

o If you have a company logo or picture, which includes the address, you may right-click on the
Company logo to load the logo from a valid file format on your system.
This logo can be selected to display on documents (invoices, etc.) and statements.

Click on the Set Windows date format/style button to set the date format of your
operating system.
You may also click on the DateTime settings button on Setup — System parameters (Setup ribbon)
to open the Regional and language settings in the Control Panel.
This option does not work on Linux or Apple operating systems. The settings for this, should be
done via the specifics of that operating systems.

o If the Set Windows date format/style button does not launch your operating system's (version of
Windows™), Regional Settings, you need to open the Regional and language settings in the
Control Panel to set the format of the Short date and the correct Currency symbol.
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It is important to check your Windows date format, since this format will determine the format in
which you will enter your dates for your transactions. It will also determine the format dates are
displayed on screens and reports.
It will also determine the format in which your dates will be displayed in the lookup screens,
screens, reports, debtor statements, etc.
The date for T March 2018 may be displayed in one of the following formats:

0 YY/MM/DD - 18/03/01

0 DD/MM/YY - 01/03/18

e YYYY/MM/DD - 2018/03/01

0 DD/MM/YYYY - 01/03/2018

. The YYYY/MM/DD (2018/03/01) is the format, which is used in this tutorial.

8. Click on the OK button to save your changes.

E4.2- Reporting dates (Periods)

To set the start of the financial year:

1. If the "Reporting dates” screen is not automatically displayed, go to the Setup ribbon, and
select Reporting dates.

m Reporting dates X

Number |1

I

Start date |2018/03/01 i Past to ather years Previous year

Ends an ~ Open for posting Open for pasting

Aypril Ends on |2018/04./30 R Open for posting Open for posting

ay Endson (2018/05/31  ~ | Open for posting Open for posting

June Ends on B Open for posting Open for posting

Ends on [2018/07/71 \, Open for posting Open for posting

August Ends on |2018/08/31 \, Open for posting Open for posting
Ends on |{2018/09/30 v Open for posting Open for posting
Ends on v Open far posting Open for posting
Ends on (2018411430 - Open far posting Open for posting
Ends on (201842431 - Open far posting Open for posting

Ends on [3019001 /31 - Open for posting Open for posting

o] 2] [ o] ] [ [
= = =]
o o o
2 @2 @
= = =
= 5 &
= = o
o3 o3 ]
= = =

HEMEAMARRRR R E
Rl KRRRRRD R R R]RTR]

o [=] [ [=] [a] [« = = =
@ o @ o 151 @ £ o
ol |2 o] 2 EAER:] kS @
g |2 2 H g = g
= o1 o o il
gl=] 3] 2] 2|2

= g |2 g

Ends on [a019,02/28 — Open for posting Open for posting

~

=

K. @ Cancel

2. Select the following options for the Set of Books:

a) Number - Number of reporting dates (financial periods) for which you can enter
transactions and view reports. Usually the number 12 for each calendar month in a
financial year is used.

b) Start date - The starting date of your financial year. For the purpose of this tutorial,
it is set to 2018/03/01.
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c) Post to other years - If this box is not ticked, you will not be able to post any
transactions, budgets, etc. to the financial year preceding the financial year entered
in the "Start date” field.

d) Open for posting - If this box is not ticked, you will not be able to post any
transactions, budgets, etc. to the financial period, which ends on the specified “Ends
on" field.

e) Previous year — This option allows you to block posting to any closed financial years
older than last year periods.

3. Click on the OK button.

E4.3- Batch types

This option allows you to create batch to capture and enter your transactions. The Sales,
Purchases, Receipts, Payments and General journal are standard defaults.

You can create any additional batches by adding them to this list. If you have more than one Bank
account, you need to create a payments and receipts batch for each one. If you were initially short
of batch types, you may enter additional batch types to accommodate your reporting
requirements. These will not be retroactive, so thorough setting up is preferable.

Batch types Lookup type Contra account lookup type Debit / Credit

Sales Debtors General ledger Debit

Sales returns General ledger Debtors Credit

Purchases General ledger Creditors Credit

Purchase returns Creditors General ledger Debit

Payments All All Debit

Receipts All All Credit

General journal All All Allow both / Debit / Credit

You can also set the batch defaults to reduce incorrect capturing of transactions. For example, in a
Sales journal, only debit entries may be entered. Batch defaults such as “contra accounts”, “contra

account per line”, "inclusive” (of VAT/GST/Sales tax) or “exclusive” capture and increment reference
numbers, and can only be set from within the batch.
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To check and add batch types:

1. If the "Batch types” screen is not automatically displayed, go to the Setup ribbon, and
select Batch types.

L3 Batch type — m] X

|Descriptiol| ‘

Add Sales nl.
iGeneral jnl.

Delete Purchase jnl

Cost of sales

Edit Pety cash Pay
Petty cash Rec.
Payrments jnl
FOS
Receipts jnl.
Sales retuns

Purchase retumns

Editing batch types will
seriously affect pour Set of
Books! Are you sure you want
to do this?

E3 Cloze
2. Check that the basic batches "Petty cash Pay.” and "Petty cash Rec.” (for the Petty cash
account) “Sales jnl, Purchase jnl.”, and "General jnl.” is added.

3. If the "Payments jnl" and "Receipt jnl" (for the Current Bank account) is displayed, rename
them to "ABC-Payments” and "ABC-Receipts”, for the purpose of this tutorial — (See
Paragraph F1.3.1 of MODULE F).

You may click on the Edit button to set the options for this batch.
You may also click on the F10:Setup button on the “Batch entry" screen) Batch entry (Action
ribbon).

4. Click on the Close button.

E44- Groups

This option allows you to set up to 2 reporting groups for your general ledger accounts, debtors
and creditors, stock and documents. These reporting groups will allow you to select the applicable
reporting category within the available reporting groups. When you generate reports or
documents, you may also select these groups to print reports or to filter for specific reporting
groups.

o For the purpose of this tutorial, the basic settings for reporting groups 1 are already set in the
"HANDYMAN" Set of Books we have selected.

E.4.4.1- Account groups

This option allows you to set up to two (2) reporting groups for your general ledger accounts,
debtors and creditors, stock and documents. These reporting groups will allow you to select the
applicable reporting category within the available reporting groups.

When you generate reports or documents, you may also select on some of the “Report options /
parameter” screens to generate reports or documents for specific reporting group(s).
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To set the groups:
1. If the "Groups” screen is not automatically displayed, go to the Setup ribbon, and select

Groups.
L] Groups - [m} x
Account group 1 Account group 2 | Debtor group 1 ‘ Debtor group 2 |
Creditor group 1 | Creditor group 2 ‘ Stock group 1 | Stock group 2 | Dacument group 1 |
Document group 2 ‘ Payment types | Salesperzon: | Projects ‘ Cost centre 1 | Cost centre 2 | Languages |

[ Reporting group hame: |Accnunt group 1 | ]

» - REPORTING GROUF ROCGT

= Income

Cost of sales
Edit Expenses

Capital

Delete EU“QE;T ‘::-nges
urrent liabilities
Digabled
H Fixed assets 0
fovele ! Current assets
Move down

Back colour

Fant colour

Sample

S Frint " OK

v You may click on the Print button to print a list of the groups.

Select the groups and use the Move up and Move down buttons to change the sequence. For
the purpose of the tutorial, move the groups to display Income, Cost of sales, Expenses, Capital,
Longterm liabilities, Current liabilities, Fixed assets and Current assets, if necessary.

This will determine the sequence in which your Groups are listed on the Accounts (Action
ribbon) and on the T-Ledger Analyser1 / 2 (Reports ribbon) is displayed, when Reporting group 1
(s selected.

2. Check the "Account groups” and click on the OK button.

g For the purpose of this tutorial, the basic settings for reporting groups 1 are already set in the
"HANDYMAN" Set of Books we have selected.

You may set colours (Background and Font colours) to be displayed on the T-Ledger analyser.
To add colours for account groups:

1. Click on the Back colour button and select the colour.

2. Set the Font colour (if necessary).

3. Click on the OK button of the “Color window.
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E.4.4.2- Creditor groups

To illustrate the colours on the “Creditors — List view" screen, add the following two (2) groups for
Creditor group 1:

*  Creditor group 1A
*  Creditor group 1B

Set the Background and Font colours for these groups.

E.4.4.3- Debtor groups

To illustrate the colours on the “Debtors — List view" screen, add the following two (2) groups for
Debtor group 1:

*  Debtor group 1A
*  Debtor group 1B

Set the Background and Font colours for these groups.

E.4.4.4- Stock groups

To illustrate the colours on the “Stock items — List view" screen, add the following two (2) groups
for Stock group 1:

+  Stock group 1A
*  Stock group 1B
Set the Background and Font colours for these groups.

You may also add images for Stock group 1 to be displayed on the Button lookup, if activated on Stock
information. (Setup ribbon,).
Images may be added for each Stock item in the Images tab on the "Stock items" edit screen (Action ribbon).

E.4.4.5- Document groups

To illustrate the colours on the “Documents — List view" screen, add the following two (2) groups
for Document group 1:

*  Document group 1A
*  Document group 1B

Set the Background and Font colours for these groups.
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E4.5- Documents setup

This option allows you to set up defaults for your documents. The defaults for all document
numbers to begin with 000001 (prefixed by 2 alphabetical characters IN for Invoices, CR for Credit
notes, PU for Purchase documents, SR for Supplier returns documents, OR for Orders and QU for
Quotes), but you may change this to suit your needs. Thereafter the document numbers will
automatically allocate the document numbers in the numerical sequence they were generated.

The default Batch types have been pre-set for each document type (i.e. Invoices, Credit notes,
Purchases and Supplier returns).

You may also specify the heading, message for each document type.
To set the defaults for documents:

1. If the "Documents setup” screen is not automatically displayed, go to the Setup ribbon,
and select Documents setup.

L] Documents setup X
Layout file paint-of-sale |PUS -STARTSF100 ~ |

Print standard logo Auto-post documents on prink O

Mext batch no. EO000001 |

Irvaices  Creditnotes  Purchazes  Supplierretums  Orders Quotes  Statement setup

Irvoice heading

Irwnice batch | Sales jnl. w Tax Invoice

Lapout file | |egice [15 code) e Ivoice meszage
Layout file 2 Deliveny note [15 code ~ |3D Days Mett |
151 Page setup w7 0K © Cancel

For the purpose of this tutorial, the relevant settings for documents are already set in the
"HANDYMAN" Set of Books we have selected.

2. Click on each of the tabs and check or change the following, if necessary:

Layout file point-of- @ )
sale: Leave as is.
Print standard logo: ».% Remove tick

Next batch no. @ )
Leave as Is.

Auto-post on print: @
Leave blank.
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Next invoice no.:
For the purpose of this tutorial, all documents should start with

000001 prefixed by 2 characters (i.e. INOOOOOT for Invoices,
CR000001 for Credit notes, PUO000OT for Purchases, SRO00001 for
Supplier returns, OR000001 for Orders and QUO0000T for Quotes).

Invoice batch:
nvoice batd J@ Select the “Sales jnl." for Invoices.

JEj Select the "Sales returns” for Credit notes.
J@ Select the "Purchase jnl." for Purchases.

% Select the "Supplier returns” for Supplier returns.
You cannot select a batch type for Orders and Quotes, since they need to
be confirmed and cannot be posted (updated to the ledger).

Layout file: % Select “Invoice (15 code)”. Select “Credit note (15 code)”, "Purchase (15
code)", "Supplier return (15 code)”, "Order (15 code)” and "Quote (15
code)" on the other tabs. These are the global default settings for
each document type.

Layout file2

Leave blank.

For the purpose of this tutorial, the headings are already set.
Invoice message:

P
Invoice heading: @
P

For the purpose of this tutorial, the messages for each of these
documents are already entered.

3. Click on the Statement setup tab to enter up to 3 Statement message lines to print
globally on all Debtor statements (Reports — Reports — Debtors — Outstanding
menu).

4. Click on the OK button to save your changes and close / exit this screen.

Selecting Layout files:
The default layout files is set for the maximum stock code length (15 characters) and description (up to 35
characters).
If you do not wish to print stock codes on documents, you may select the following:
. The “Invoice (no code)”. Select "Credit note (no code)”, "Purchase (no code)”, "Supplier return (no
code)”, "Order (no code)” and "Quote (no code)” does not print the stock code.
If you wish to print smaller stock codes and descriptions on documents, you may select the following:
*  Stock Codes - (less than 10 characters) and description (less than 25 characters), you may select
the “10 code" series of documents.
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Stock information

Stock information

This option should be used if you need to generate sales documents (quotes, invoices and credit
notes) and / or purchase documents (i.e. purchases, supplier returns and orders). The “Stock
information” screen consists basically of five (5) sections (i.e. “Units, Selling prices, Cost of sales,

Documents setup” and "Tax classes").

To set the stock information and cost of sales parameters:

1.

If the "Stock information” screen is not automatically displayed, go to the Setup ribbon,
and select Stock information.

m Stock information

Defaull Units  Tax classes

Selling price descriptions

Default | Selling price1

Documents setup

Setup options

S06L only for stock lookup

Merge invoice to arders

Merge items per tax on ledger

Calculate BOM stack

‘W arning Backorders

Limit stack. purchase anly for default suppier or non
Force stock type check

Ma calc for backarders to deliver

Mo cale far gty unposted

Selling price 1 | Seling price 1
Selling price 2 | Selling price 2
Selling price 3 | Seling price 3

~

ooooooood

Cost of sales

Create cost of sales

Cost of sales batch | Cost of sales
Use (@) Average cost
O Latest cost

Default inclusive for documents
Cannot edit price

Cannat edit description

G ko quantity

Mo backorder

Cannot sell out of stock

Use tabs in stock

No print confirmation
Check reference used
Cannot create items

Button lookup

Noout of stock message
Use colours for out of stock

Ed Cose

~

OROCO0O0 OOoodo

Units - Check that "Each” and “Hours", is displayed. If not; enter these and click on the

Add button.

Selling price descriptions —

a) Selling price descriptions — The Default (Selling price 1, Selling price 2, Selling
price 3) is displayed. You may over-type these with your own.

b) Default — The default selling price as the global setting. Select Selling price 1 for the

purpose of this tutorial.

I"T1 You may set a different selling price for specific debtor (customer / client) accounts on
the Debtor - Accounting information tab (Action ribbon).
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4. Cost of sales - settings — This is applicable to the Default (trading stock) stock type only.
Select the following:

a) Create Cost of sales — Select (tick).

b) Cost of sales batch — Select the Cost of sales batch.

c¢) Use "Average cost” or “Latest cost” option. For the purpose of this tutorial, the
"Average cost” option is selected.

I'T'I This setting is very important for calculating the value of your stock. If you are not sure
whether to use "average cost” or “latest cost”, please consult with your accountant. The
value of your stock can affect your profit and loss figures.

5. Documents setup — The rest of the options (tick boxes) are used to set and configure
document processing. Deselect (remove the tick) for all these options; if necessary.

See Chapter J2 of MODULE J — SETTINGS / CUSTOMISE DOCUMENT PROCESSING — Setup stock
information.

6. Click on the OK button to save your changes and close or exit this screen.

E4.7- Salespersons

This option allows you to add / delete the salespersons, who sell your stock items or services.
Salespersons may be selected on sales documents (quotes, invoices and credit notes).

You may select the default salesperson for each debtor account. When sales documents are generated and
the debtor (customer / client) account is selected, the default salesperson will be displayed for the document
or you may select any available salesperson.

This feature makes it easy to see who made the most sales or did not make target. It is also a
useful tool if it is necessary to pay commission on those sales.

Salespersons may also be selected for purchase documents (i.e. purchases, supplier returns and orders). This
allows you to see who handled the purchase document.

To check the salespersons:

v Salespersons may also be added or deleted in the Groups (Salespersons) (Setup ribbon,).

1. If the "Salesperson” screen is not automatically L] salesperson _ o x
displayed, go to the Setup ribbon, and select Name
Add
Salesperson. Tiacy

Delete Russel

2.  Check "Tracy” and "Russell” are displayed as
salespersons.

3. Click on the Close button.
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For the purpose of this tutorial, we have included Tracy and Russell as the salespersons.
To add a salesperson:
1. Select the Salesperson on the Description list where you need to add a new
Salesperson.
2. Click on the Add button. An entry displaying “Change name" will be inserted above the
selected Salesperson.
3. Over-type the "Change name" on the list with the name for your Salesperson.
4. Click on the Close button.

E4.8- Printer

This option allows you to select the default printer. You may set and configure up to two (2)
Reporting printers and Ticket printers and up to nine (9) user printers. Other printers that may be
configured, are:

*  Plain text printer

*  Full plain text printer

*  Character-based printer

*  Graphics printer
It is recommended that you select the printer with which you intend to print most of your reports
and / or documents.

E4.9- Access control (Optional)

This option allows you to set the default language and security options for a specific Set of Books.
User passwords and access levels may also be set. You may have as many users to work on a Set
of Books as you wish. You may set differing passwords for each user, in order that they are
enabled to perform only the function(s) assigned to them.

Multi-user plugin

This version of TurboCASH, may be configured and set up a Network server for multi-users. To enable the

full multi-user functionality, you need to purchase a multi-user license and register TurboCASH5 as a

multi-user product.

E4.10- Setup menu

E.4.10.1- Financial categories

This option allows you to link your available reporting groups (which you have already set up on
the Account groups tab) to one of the Assets, Capital, Expenses, Income, or Liabilities categories. It
is important to base this linkage, to the respective categories, on the accounting equation.

Once your reporting groups for Account groups 1 and / or 2 is added, you need to link each of
these to a financial category (i.e. Assets, Capital, Expenses, Income or Liabilities).
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It is important to base this linkage, to the respective categories, on the accounting equation. Please refer to
MODULE A — INTRODUCTION TO ACCOUNTING for more information.

The following two (2) options are available to link the financial categories:
1. Setup — Financial categories (Setup ribbon).
2. Accounts (Action ribbon).

To link groups to financial categories:
1. On the Action ribbon, select Accounts.

2. Select Reporting group 1. The Groups as created on "Account groups” screen "Reporting
group 1" will be listed in the “Accounts” screen:

L3 Accounts — a >
Sort Financial categoriss ~
Account starts with l:l Description l:l [ Expand after rafresh

Tih | W @S AN

] REPORTING GROUP ROOT M
—— ame

v ) assers [Fised assets |

M /L_XJ #Fixed assets Financial categaries

=I® GBO0000 Furniture & fittings - Net value ‘ASSE‘S "l

“f" 6610000 mMotor vehicles - Net value

. {3 #current assets
]

Liahilties

v Lo capital
-
v. L #Capital
-
L..#2® 6505000 capital

’,_‘\ G510000 Retained income
~ ,-r.a. Expenses
[~ #Expenses
: ¥
v E‘ Income

N F #Income

|

i g #Cost of sales
-

E® Liabilities

i’? No category

B Close

3. Select a Group and select a Financial Category (i.e. Assets, Capital, Expenses, Income or
Liabilities) from the list.

4. Click on the Save button to save your changes.
Repeat the process for all the Account groups.

6. Once finished with Reporting group 1, select Reporting group 2 and repeat the link
process.
The Save button will only be displayed (next to the "Name" field of the Financial Category ), once any

changes are made.
You need to click on the Save button to save the changes. If you do not do this, your changes will be lost.
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Account groups - Reporting group 1 and 2 — The sequence in which the groups and accounts are listed, may
be changed in Groups. (Setup ribbon) This is done by selecting the groups on the list and use the Move up or
Move down buttons.

In this tutorial, we have created Accounts - Reporting groups 1 and 2 which s set to different sequences:

Reporting group 1 Reporting group 2
. B REPORTING GROUP ROOT . B REPORTING GROUP ROOT
-[»d Income £% capital2
- -
- d EXpenses ? Longterm liabilities2
-
"'“;Cap'ita'\ ? Current Tiabilities2
? Longterm Tiabilities /:JJF'ixed assets2
JE® current liabilities /E'} Current assets2
-/ Fixed assets -[u§ Income2
b a4
--/arjcurrent assets ) Expenses2

This will enable you to generate general ledger reports (i.e. Trial balance, Income statement, Balance sheet,
Chart of accounts, to list accounts and balances to be listed according to Reporting group 1 or according to
Reporting group 2 sequences.

E.410.2- Backup path

This option allows you to select the drive and / or the folders on which you wish to make your
Backups. This is normally your CD-drive, but you could also make backups in any available folder
or directory on your hard drive.
v The “Backups” folder have been included in the TCASH5 installation directory for your convenience. You
may create all your backup files to that directory (e.g. C./TCASH5/Backups).
Please remember to copy backup files in this folder on external media and store it in a safe place.

o The Auto-Backup feature have also been added to automatically create backup files when you exit
TurboCASHS.
By default the Auto-Backup feature is not activated.
See Backups for more information to enable / disable this feature.

E.4.10.3- System parameters

This option allows you various options to configure your Set of Books. These are:
1. Report amounts with — This is not applicable to TurboCASHS5.
2. Data storage - Set the rounding of decimals or no rounding (real numbers).
3.  Reporting decimals -

*  Number - Set the number of decimals to be displayed on screens, reports and
documents. For most Sets of Books these should be set to “2".

* Date/Time Settings - This will launch the “Regional and language” options in
which you may configure or set the formats of your operating system. (See —
Company info — Options in Chapter E.4.1 of MODULE E).

*  Use currency symbol - You may also select to display the default currency
symbol of your Windows operating system on screens, reports and documents.
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Dutch text numbering - This setting is used when creating receipts from the
“Create receipts” (F9:Process option in receipt batches) or the “Receive payment
option in Open item link (Action ribbon). For most languages, this option
should not be selected. If you wish to create and print a receipt in the Dutch
language, select this option. It will display (print) the number to words for the
Dutch language correctly.

"

4. Speed - Do not calculate batches - This is not applicable to TurboCASH5.

5. Special settings -

Show calendar - By default, this option is not selected. If you select (tick) this
field, the Calendar will be the default view when opening the Set of Books.

No warning unposted: - This option is not applicable to TurboCASH5.

Contra ref as account reference - By default, this option is not selected. This is
the global settings for batches.

Strict tax on account - By default, this option is not selected. This is the global
settings for batches.

Projects - By default the Projects feature is not enabled. If this option is
selected, it will activate the Projects (Action ribbon).

Default bank reconciliation method - by default, this option is selected
(ticked). The bank transactions are manually entered from source documents in
the Payments and Receipts batches. The bank reconciliation using the default
method is discussed in this tutorial.

@I The Online Bank Plugin allows you to import the transactions from your bank

statement and allocate these transactions to the accounts. This will be dealt with in
separate documentation.

* Log Level - "Off" is the default setting. It may be set up to level 7. You may print the log
report in Access control (Setup ribbon).

6. General ledger differences — You may create a general ledger account (Accounts
(Action ribbon)) and select that account in this field. If there any rounding differences, it
will be posted to this account.

E.4.10.4- Internet (Optional)

You to set your Internet in order to send reports, statements and lists to any person or institution
by e-mail. You need to specify your e-mail's outgoing mail server as your Internet Service Provider
has set up your e-mail account on your computer system. You may also test your e-mail server,
and view the test log file from this option.

If you have set up any users on the system, the user's User ID and his/her e-mail address, that is
logged on in the Set of Books and his/her e-mail address will be displayed in this screen.
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0 This option will only be available to the users that have been granted access for System Setup under Access
control, but all users, with a valid e-mail address will be able to send reports, statements and lists on the
Internet.

In this version of TurboCASH, you may configure and set up a Network Server. You may also
update the data and transactions to the Network Server and restore a Set of Books from a remote
Network Sever.

E.4.10.5- Currency (Optional)

Multi-currency is implemented when processing documents. On the Setup — Currencies (Setup
ribbon), you may add currencies. When processing documents, you may select the currency. The
document layout files for sales documents (i.e. Quotes, Invoices and Credit notes), and / or
purchase documents (i.e. Purchases, Supplier returns and Orders) will print in that currency.

E.410.6- Point-of-Sales (Optional)

Point-of-Sale can be set up if you are selling stock items. Improved security and access control has
been added for users to access or start a Point-of-Sale session or shift. You may now link the
salespersons (cashiers) added in the Salespersons (Setup ribbon) to users on the Others tab of
the Access control (Setup ribbon). This feature will add more security when users access or start a
Point-of-Sale invoicing session.

E.4.10.7- Theme

This option allows you to choose between Classic, Classic-large, Ruby and Random themes.

The Classic theme is used for screen captures in this book.

v You may change the default Background1.jpg with your own image (photo, logo, products), etc.
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F.1- SETTING UP GENERAL LEDGER ACCOUNTS

F.1.1- PLANNING YOUR CHART OF ACCOUNTS

A Chart of accounts or the list of accounts consists of the account numbers. Each of these
accounts is linked to a certain account type. It is important to note the types of accounts, which
will be reflecting in your List of Accounts (Chart of accounts) as you will create, edit and delete
them in Accounts (Action ribbon):

Account type

Bank accounts

il
& General ledger
accounts

m Tax accounts

Brief description of the Account type

Bank accounts should be linked to a Receipts and Payment journal (batch).

. . [ i re
Accounts are aligned to either an =44 [ncome / “#& Expense or M Balance sheet
type.

il
The & Balance sheet account type, needs to include the following 3 control
accounts;
»-.

e 5 Retained earnings / income.

L
. &b Creditor's control account.

. & Debtor's control account.
Accounts containing the Tax percentages. These are the Output Tax and Input Tax
codes.
These are country specific and should contain the VAT / GST / Sales tax terminology
and codes as prescribed by the tax authority of your specific country.

Creditor (supplier) and debtor (customer / client) accounts, are created, edited or deleted in the

Action ribbon.

Menu option Brief description of the account type

.?. Creditors Creditor (supplier) accounts containing the details of the creditors, remittance advice
messages, contacts, land terms. It also contains detail of processed transactions and a list of
purchase documents (i.e. Purchases, Supplier returns and Orders).
The total of all individual accounts in the Creditor's ledger will be displayed as the Creditor's
control account in the General ledger.

& Debtors Debtor (customer / client) accounts containing the details of the debtors, statement messages
and terms. It also contains detail of processed transactions and a list of sales documents (i.e.
Invoices, Credit notes, Quotes and Point-of-Sale invoices).
The total of all individual accounts in the Debtor's ledger will be displayed as the Debtor's
control account in the General ledger.

Plan your chart of accounts according to the following guidelines:
* Increment each account number by either 5 or 10 to cater for future additions.

* If possible, list your accounts in alphabetical order.

*  Group similar accounts in similar predefined ranges e.g. 600 - 699 for “Fixed assets".

»  List your accounts in the order in which you would like them reported.
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0 TurboCASH allows for 999 main accounts. Each account may also have up to 999 sub-accounts. This
should be enough for most businesses.
The Chart of accounts should be carefully planned so that the accounts fall in the required ranges.
Some Sets of Books may contain 4-digit main, and 5-digit main accounts. The option to "Customise your
own Set of Books (Advanced)?” on the Creation wizard (Create Set of Books (Start ribbon)), allows you to
create your own Set of Books from scratch. This will then ask you to specify the number of digits for
accounts (from 3 to 8-digits). You need to enter the following 3 control accounts;
v

e % Retained earnings / income.
[ ]

. & Creditor's control account.
|

. &b Debtor's control account.

The following ranges (based on the 3-digit main account codes) are an example that you should
try to follow. It is NOT the Chart of accounts you will be using - it is merely a guide as to the
ranges.

Description Range Group
Total chart 007-999
[‘;' ] Income 007-099 .’_"".‘. Income
Eﬂ ] Expenses 200-499 v& Expenses
il [
& Capital 500-599 & Capital
il [EE]
& Fixed assets 600-699 & Fixed assets
il [EE]
& Current assets 700-899 & Current assets
il [
& Current liabilities 900-999 & Current liabilities
[EE]
il Tax Codes for Tax main account 850-860 & Current liabilities
[EE]
Bank account + Positive balance 810 & Current assets
[EE]
Bank account — Negative balance (O/D) 910 & Current liabilities

F.1.2- EDITING YOUR CHART OF ACCOUNTS

In the Accounts (Action ribbon) you may create, edit, delete accounts (general ledger, bank and
tax) as well as enter and edit budget figures for accounts.

When creating or editing accounts you need to link the accounts to Account groups 1 and / or
Account group 2. These Account groups must be linked to Financial categories.

g For the purpose of this tutorial, the Account groups, have already been created and linked to Financial
categories.

The Accounts (Action ribbon) allows you to create Reporting Groups and link these Account
groups to Financial categories for the Balance sheet (i.e. Assets, Capital, Liabilities) and Financial
categories for the Income statement (i.e. Income and Expenses).
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In addition to this, you may create Account group 1 and / or Account group 2 in Groups (Setup ribbon) and
link them to the Financial categories. These Account groups may also be linked to Financial categories in
the Setup — Financial categories (Setup ribbon).

To create a new ledger account:

1. On the Action ribbon, select Accounts.

® 7
& 6700000
1" 6735000
=1* 6740000

Debtors contral
POS - Transfer
pos - Till

POS - Payment
stock control

ABC - Bank

petty cash
xvz-gank

VAT - control - 14%
VAT Control - 15%
creditors control

suspense

Use your mouse to pull a column here to group on that column

L3 Accounts - O X
Sart Mene ~
pecount starswith || Descrpion [ | [ Expand atter efrech
Y
+ S AN
u
~ M, REPORTING GROUP ROOT PO— e
ave
| EELLTED SEIES Accaunt na. 0111 [t}
{87 6100000 Cost of sales Desciption [Sales
{21 6200000 Bank charges Account group 1 |Income: =
--{@] 6205000 Depreciation Ascount group 2 | Income2 ~
{3 6210000 Motor vehicle expenses Account type | Income statement Subraceaunts
{©] 6215000 Maintenance of tools Status | Enabled ~ Open item accaunt | No ~
£576220000 Rent Link ta | Empty v
{©716225000 salaries and wages pmgd
6230000 stationery
£576235000 Sundry expenses Budget Bank finks
305000 Capital Tetal amount Peiiods  Year
=" 120000 -12 2016
7 6510000 Retained income
b Set period budget
=4* 6520000 Installment agreements
> ““4* 6600000 Furniture & fittings - et value + 3 &
2% 6610000 Motor vehicles - Net value

Date last action

10000,00-
10 000.00:
10 000,00
10 000.00:
10 000.00:
10 000,00
10 000,00
10 000,00:

10 000,
10 000.00.

12 -120000,0¢]

2018/04/15 08:11:00
2018/04/15 08:11:00
2018/04/15 08:11:00
2018/04/15 08:11:00
2018/04/15 08:11:00
2018/04/15 08:11:00
2018/04/15 08:11:00
2018/04/15 08:11:00

2018/04/15 08:11:00

[ Clos=

2. You may filter and search for accounts and account groups as follows:

Search/Filter option
Sort:

Account starts with:

Description:

Expand after refresh:

Description

The default is "None". - This will list all accounts according to the account
number (code).

You may select to sort / list accounts according to Reporting group 1 or
Reporting group 2 or Financial categories.

Filter your accounts by entering the first digit of the account number
(code). For example entering 2 will list only those account numbers
starting with 2 (e.g. 200 to 299). To filter the list further, you may, for
example, enter 21 to list only those accounts from 210 to 219.

Enter any character in the account description. Only those accounts
containing that character will be listed (e.g. "B” will list all accounts
containing the character "b". By typing "BANK" in this field, only the
accounts containing bank in the account description field will be listed.
If this field is selected, the expanded list of accounts will be displayed
(when clicking on the Refresh icon (or clicking on the “Refresh” option on
the context menu).
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The icons indicates the following:

Account groups Financial categories
+ ..M REPORTING GROUP ROOT . M REPORTING GROUP
E cost of sales ... 8 capital
.+ Expenses 1
/ﬁ -~ EXpEnses
ey capital ! =
D Eas B Income
? Longterm 1iabilities ; S
; > ? Liabilities

) ? current liabilities
. Y Fixed assets
;=8

. -3 current assets
3]

EDITING YOUR CHART OF ACCOUNTS

ROOT

Account groups - Reporting group 1 and 2 — The sequence in which the groups and accounts are listed, may
be changed in Groups. (Setup ribbon). This is done by selecting the groups on the list and use the Move up

or Move down buttons.

In this tutorial, we have created Accounts - Reporting groups T and 2 which (s set to different sequences:

Reporting group 1

.M REPORTING GROUP ROOT

-

E -4 Expenses
e Capital
)
> ? Longterm Tiabilities

. -[B® current 1iabilities

: A% Fixed assets

R

4% CUFrent assets
5

Reporting group 2
.M REPORTING GROUP ROOT
: capital2
? Longterm liabilities2
: ? Current liabilitiesz
LN Fixed 52
/%: ixed assets
4% CUrrent assets2
=]

E Income2

. - 04 Expenses2
b

This will enable you to generate general ledger reports (i.e. Trial balance, Income statement, Balance sheet,
Chart of accounts, to list accounts and balances to be listed according to Reporting group 1 or according to

Reporting group 2 sequences.

Icons for accounts:

lcon  Account type Reported on
& Income / “& Expense Income statement
'r Assets / Liability Balance sheet
Sni Bank Balance sheet

Tax Balance sheet

?z Z Retained earnings / income  Balance sheet
a Debtor's control Balance sheet
:. Creditor's control Balance sheet

Description
Income — Expenses = Net Profit / Loss

What you own = Assets
What you owe to others = Liabilities
Current assets

Current liabilities (Output Tax — Input Tax)
Capital (Profit / Loss — Previous Years)
Debtor's control = Current assets

Creditor's control = Current liabilities
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Processing Icons and Context menus:

Account groups

*eanp

/OE

Add

Delete
Move up
Move down
Move left

Add

Refresh
Collapse

Expand

Add Group.

Delete a selected Group / Account / Sub-account.

Move selected Group up 1 entry.
Move selected Group down 1 entry.
Move selected Group to the left.

Add new Account / Sub-account.

Refresh the items on the Groups / Accounts list.
Collapse the expanded Groups / Accounts list.
Expand the short list of Accounts and Groups.

¥ Delete icon (option) will not be

available for the following accounts:

Accounts which has any
transactions processed (posted).
The "Posted” field display a value
of more than 0.

v
The "= Retained earnings /
income account.

The “% Delete icon (option) is
A
available for %8 Debtor's control

and & Creditor's control
accounts. Trying to delete these
control accounts, will produce an
error message "You cannot delete
a control account!”.
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Field

Account type:

Account number:

Description:

Account group]:

Account groupZ2:

Type:

Sub-accounts:

Status:

EDITING YOUR CHART OF ACCOUNTS

Description
Select the following options:

| - 7| il
1. ledger & Income/ <& Expense, i Asset / Liability / Capital

v
accounts, “ Retained earnings (Retained income), ®8 Debtor's control

[ ]
and & Creditor's control accounts.

2. 0Tl Bank account will allow you to link a Payments and Receipts batch on
the Bank tab.

3 = Tax will allow you to set the tax percentage for (VAT/GST/Sales tax)
and specific tax settings.
This field may only be selected for a new account. For existing accounts; this field will be
disabled.

This consists of 2 parts. The first block is for the main account; and the second block for
the sub-account.

The description for the account which will be used to lookup (select) accounts. This is
also the description which will be displayed on reports.

This is used to group and classify the accounts on reports.
This is used to group and classify the accounts on reports.

Balance sheet accounts — (i.e. Capital, Liabilities and Assets) or Income statement
accounts (i.e. Income or Expense).

Balance sheet accounts retains the balances of the previous financial year (opening
balances).

Income statement accounts — these accounts are closed off during the Year-end process
and the balance (Net Profit / Loss) is transferred to the Retained Earnings / Income
account.

Select this option to create a main account. Once this option is selected, you first need
to click on the Save button before you are allowed to create sub-accounts for that main
account. You may then create sub-accounts for this main account.

You will not be allowed to process (post) any transactions; or enter / edit any budget
figures to the main account. All transactions and budget figures are entered on sub-
accounts. The total of these individual sub-accounts will add up to the main account.
To delete a main account, you first need to delete all sub-accounts.

By default, all accounts are enabled (active). Once you have any transactions processed
(posted) to an account, you may not delete the account.

You may then select the "Disabled” option to block a selected account or sub-account.
This will disable; or set the selected account's status to inactive. This will produce error
messages to remind you that the account or sub-account is disabled, when trying to
process (post) transactions to the disabled account or sub-account.
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Field

Open item account:

Posted:

Link tax:

Description

By default all accounts are set to "No". If you select the "Yes" option, you may select to
link (match) a receipt transaction to a debit transaction; or a payment transaction to a
credit transaction, etc.

This feature is useful when, for example, you need to control specific payments to
specific transactions and specific receipts to specific transactions.

This field indicates the number of transactions processed (posted) for the selected
account. Once any transactions have been processed (posted) (the value is more than
0), you will not be allowed to delete the account.

Link a Tax account to a ledger account. This will then be the default tax account when
selecting the ledger account when processing transactions in the payments journal,
receipts journal or other journals (batches).

o Only the "Account type, Account number, Description, Group 1" and "Group 2" fields will be displayed for
[ 4

control accounts; i.e.

v ]
% Retained Income and for %l Debtor's control and ®# Creditor's control.

The Save button will only be displayed (next to the “Description (Account name)” field), once any account is
created or any field of an existing selected account is changed.
You need to click on the Save button to save the changes. If you do not do this, your changes will be lost.

F.1.3- CREATING / EDITING BANK ACCOUNTS

You will be using this option whenever you wish to create a new bank account, change the
descriptions of an existing account, or to delete an existing account.

You may have more than one Bank account and wish to add this to your Chart of accounts.
TurboCASH will have set up a Bank account for you in your selected template. (We have used
account number "870-000 - Current Bank account”).

If you wish to add another Bank account remember that in planning your Chart of accounts you
would like accounts of a similar nature to be grouped together.

a Bank accounts must be linked to a unique Payments and Receipts batch.
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F.1.3.1- Renaming an existing bank account

To rename an existing bank account:
1. On the Action ribbon, select Accounts.
2. Select the "870-000 - Current Bank account” (Current assets — Reporting group), if not
already displayed as "ABC — Bank".
3. Replace (over-type) "Current Bank account” with "ABC — Bank" in the "Description” field.

L Accounts - O X
Sort Repaiting group 1 e
e | e W
&l
x | g G AN
- —
v g REPORTING GROUP ROOT = Account type | Bank account £a
Cz Save
g Income Account no. 810 000
4 Expenses Description |AEE—BankI
ﬂ .
~£8 capital Account group 1 | Curent assets 3
-2 Longtern Tiabilities Hccount group 2 | Current assets2 e
R current Tiabilities Account ype [Balance sheet v Subaccourts O
/t:_ﬂj Fixed assets Status | Enabled - Open item account | No ~
v £ current assets
“ [ ]
..... 4 6700000 pebtors contrd Fustedlzl
----- “z" G735000 pos - Transfel
1% G740000 FOS - Ti11 Budgst Bark  Bank ks
----- =1 G745000 POS - Payment Payments [ABC-Paymens ]
“2" 6750000 stock control .
Receipts [4BCReceipls “]
BB10000 ABC - Bank L
..... BB820000 Petty cash mEl
Ell ]
1 Close

4. Enter "ABC-Payments” and the "ABC-Receipts"” batches.

5. Click on the Save button.
It is recommended to type your own Payments and Receipts batch names in the Bank tab of the

Bank account when creating a Bank account.
If you have edited the Payments jnl. and Receipts jnl. in Batch types (Setup ribbon), the
descriptions would be available to select from the list (See Chapter E4.3 of MODULE E). You may

delete these Payments jnl. and Receipt jnl. in Batch types (Action ribbon,).

F.1.3.2- Creating a new bank account

To create a new bank account:
1. On the Action ribbon, select Accounts.
2. Select the last Bank account (e.g. “"B820000 - Petty cash”) (Current assets — Reporting
group) and click on the “ 4+ Add:Account icon (or select the ¥ Add on the Context
menu). An Entry for the new Ledger account is displayed as "B827000 - Account name" on

the account list.
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L] Accounts - O x
Soit Reporting group 1 i
Aocount startewith || Deasiiian l:l [ Expand after refresh
=y [ )
x + o ;" \
> [og Income 5| Eccount type | Bank acoourt s
: Save
/.ﬁ Expenses — Account no, |830 0o
/,"‘ capital Descripion 12 Sark |
> E® Longrerm Tiabilities Account group 1 | Current assets i
E® currert liabilities Account group 2 | Current assets2 e
'/l-}J Fixed assets Account type | Balance sheet v Sub-accounts O
v /L}_qurrent assets Status | Enabled v Dpen item account | No ~
..... &, 6700000 pebtors contral
=1" G735000 Pos - Transfer Fm’“l:l
=" G740000 POS - Till
..... % 6745000 POS - Payment Budget Bark  Barik ks
“I* 6750000 stack control Payments |XYZ Papments \/‘
E B810000 ABC - Bank
Rieceipts [XYZ-Receipts ]
..... i B820000 petty cash
..... || BB30000 xYz-Bank =
[« [ Iy
E Ciose

3. Enter or select the following:

Account type:
P \% Select “Bank account”.
Account No.:

Replace "821" with "830".
Description:

Replace "Account name” with "XYZ-Bank".

Account group 1:
group % Select “Current assets”.

Account group 2:
group % Select “Current assets2".

Type:
See that "Balance sheet” is selected, since the Bank account needs to be

reported on the Balance sheet.

Sub-accounts: )
Do not tick. You cannot create sub-accounts for bank accounts.

Status:
“Enabled” (default) should be selected.

Open item account:
“No" (default) should be selected.

Link Tax:

| V| V| = =

"Empty” (default) should be selected.

4. Click on the Bank tab.
5. Enter “XYZ-Payments” and the “XYZ-Receipts” batches.

When saving the bank account, the "XYZ-Payments" and the "XYZ-Receipts” batches will
automatically be created. You may edit these batches in the Batch types (Setup ribbon).

If the "Default bank reconciliation method” option is not selected (tick removed) on Setup —
System parameters menu (Setup ribbon); the "Payments” and "Receipts batch” fields will be
combined. You may then select either the Payments journal or the Receipts journal.
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Once any transactions is posted (updated to the ledger) for a selected bank account; you cannot
change the Payments or Receipts batches.

6. Click on the Save button.

F.2- CREATING / EDITING TAX ACCOUNTS

You use this option whenever you wish to create a new tax account for VAT/GST/Sales tax where
you have to charge a percentage of Tax on your sales (Output Tax) and may claim some
percentage on your purchases (Input Tax).

Being registered for VAT/GST/Sales tax, you will have two basic accounts, i.e. Output Tax that is
charged when selling services or goods (not trading stock), and Input Tax when you purchase from
another registered VAT/GST/Sales tax vendor.

Within these Tax types you may need to create additional sub-accounts to accommodate the various
classifications and / or tax percentages to assist you in completing your VAT/GST/Sales tax returns and
make correct payments to the Tax authorities.

Basic Output Tax (VAT/GST/Sales tax and Input Tax (VAT/GST/Sales tax) accounts as sub-accounts
of the Tax - Control account (in the Current liabilities account group) are already included in the
templates.

F.2.1- Change of Tax Rates

The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South
Africa, the South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1
April 2018.

The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South Africa, the
South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April 2018.

For the purpose of this tutorial, we will be using VAT based on 14% tax for taxable transactions up to 31
March 2018 and 15% for taxable transactions as from 1 April 2078.

v -“L* GB50000 VAT - cControl - 14%
50 7850010 output VAT - 14%
[ 7850020 Input VAT - Standard rate - 14%
[ 7850030 Input VAT - Capital goods - 14%
[l TB50040 Zero-rated VAT - 0%
- “p® GB50100 VAT - Payment - 14%
v -®7® GB60000 VAT - Control - 15%
[l TBE0010 OUTPUT VAT - 15%

(AII taxable transactions up to 31 March 2018
< Lis based on the 14% VAT rate.

--[l] T860020 Input VAT - Standard rate -15% All taxable transactions as from 1 April 2018
] T860030 Input VAT - Capital goods -15% ‘__L is based on the 15% VAT rate.

-l T8E0040 Zero-rated VAT - 0%
- M GEEOL00 VAT - Payment - 15%

o See — Tax lookup (Chapter C5.4 of MODULE C).
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F.2.1.1- Change the Descriptions of existing Tax Accounts to 14%

Add or Change the Descriptions of the Tax Accounts (i.e. Output - VAT Control, the VAT Payment
account, as well as all Tax accounts to 14%) to reflect the existing percentage applicable (until 31

March 2018).

To change the Descriptions of Output and Input tax accounts to 14%:

1.  On the Action ribbon, select Accounts.
2. Select a Tax account.

G Accounts
Sort Maore ~
- N 9
i S AN
[]6235000 Sundry expenses JO—
“1" 6505000 capital Accountno. E50)
v

-7 6510000 Retained income

Description | Output VAT - 14%

“I* 6520000 Installment agreements

1" 6600000 Furniture & fitrings - Net value
“I" 6610000 Motor vehicles - Net value

& 7

&, 6700000 Debtors control

“I" 6735000 Pos - Transfer

“4 740000 POS - Till

“I* 6745000 POS - Payment

4" 6750000 stock control Budget Tt Bank inks

i B810000 ABC - Bank Percentage
i 8820000 Petty cash -

i 8830000 XvzZ-Bank
v =" 6850000 VAT - control - 14%

l: T850010 output VAT - 14% I

] 7850020 Input VAT - standard rate - 14%

Show tax in documents | Al

2l T850030 Input VAT - capital goods - 14%
] 7850040 zero-rated VAT - 0%

7% GB50100 VAT - Payment - 1d%
“L" 6860000 VAT control - 15% |z|

rY Account group 1| Current ibilties
7Y Acoount group 2 | Curent libilties?
Aocounttype | Belance sheel

e Status | Enabled

Subraccounts

Open item account | No

[ Ciose

3. In the "Description” field, add "- 14%" to "Output VAT - 14%".

4. Click the Save button to save the changes. After all the account descriptions is changed,

the 14% accounts should display as follows:

v -“7" G850000 VAT - Control - 14%

.l TSS0010 OuTPUT VAT - 14%

~fll] T850020 Input VAT - standard rate - 14%
= 7850030 Input VAT - Capital goods - 14%
Sl 7850040 zero-rated VAT - 0%

-“7" GB50100 VAT - Payment - 14%

v See — Tax lookup (Chapter C5.4 of MODULE C).

F.2.1.2- Add new VAT - Control and VAT - Payments - 15% accounts

This is only applicable if a new Structure is set for the Tax accounts (i.e. VAT - Control, the VAT -
Payment account (as Ledger accounts), as well as all Tax accounts to 15%) to reflect the 15%

percentage applicable (as from 1 April 2018).
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F.2.1.2.1- Add new VAT - Control account at 15% as a Ledger Main account

The VAT - Control — 15% account is the Main account under which the VAT — Payment — 15% as a
Ledger account type as well as Tax account type for each Tax codes (VAT codes) at 15% as well as

the Zero-rated Tax codes (VAT codes) will be processed, managed and reported on. Transactions
on which the 15% VAT rate is applicable from 1 April 2018, are selected and posted (updated to
the ledger).

To Add a new VAT Control as a Ledger Main account for 15%:

1.

2.

On the Action ribbon, select Accounts.

Select the "REPORTING GROUP ROOT" and click on the e (Add:Account) icon (or select
the Add on the Context menu). An entry for the new ledger account is displayed as
“G000 000 Account name” on the Account list.

Sort

v

Aecount starts with l:l
TREIEERN

QA(munts

None ~

{@] 6100000 cost of sales
{@]6200000 Bank charges
6205000 Depreciation
{@] 6210000 Motor vehicle expenses
{©]6215000 Maintenance of tools
6220000 Rent
{@] 6225000 salaries and wages
6230000 stationery
[©]6235000 Sundry expenses
“z" 6505000 capital
%7 6510000 retained income
=% 6520000 Installment agreements
“z* 6600000 Furniture & fittings - Net value
“f" 6610000 Motor vehicles - Net value
&, 6700000 Debtors control
“z* 6735000 pos - Transfer
“f" 6740000 Pos - Ti11
=[" 6745000 POS - Payment
== 6750000 Stock control
Tl 8810000 ABC - Bank
Tii 8820000 Petty cash
il 8830000 XYZ-Bank
“z* 6850000 VAT - Control - 14%
[ 7850010 output VAT - 14%
[ 7850020 Input VAT - Standard rate - 14%
[ 7850030 Input VAT - capital goods - 14%
[ 7850040 zero-rated VAT - 0%
“z" G850100 VAT - Payment - 14%
&, 5900000 creditors control

=2= 6999000 suspense

“;° G000  Account nanlel

[«]

[ Expand sfter tefiesh

Account type | Ledger v
Aczount o, 880 000

Desciiplion [VAT - Conirol - 16%

Aecount group T Curent liabilties

Account group 2 | Curent labities?

Account type | Balance sheet ™
Stats | Enabled ~
Lirk tax | Emply

Budget  Bank links

Total amount Periods Year
g i

Set period budget

I Sub-scsounts I
Open tem account |No ~

L - 4 b 4 @
Use your mouse to pull a column here to group on that column
Z|pate [Amount _|Reference Description Date last action
<Mo data to display>
0
E Close

Enter or select the following:

a)
b)

Account type - Select “Ledger”.

Account no. - Change “700" in the sub accounts field of the "Account no.” field to

"860".
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Q)
d)

e)

J)

Description - Replace "Account name" with "VAT Control — 15%".

Account group 1 - If you have set up "Account group 1", select your account group
e.g. "Current liabilities".

Account group 2 - If you have set up “Account group 2", select your account group
e.g. "Current liabilities2".

Type - "Balance sheet” should be displayed.

Sub accounts - Select (tick) this option. This is the new main account under which a
Ledger sub account for the Tax payments and Tax accounts for each of VAT accounts
will be added for the 15%.

Status -"Enabled” (default) should be selected.
Open item account - “No" (default) should be selected.

Link tax - "Empty” (default) should be selected.

4. Click on the Save button. When you save the “"VAT - Control - 15%" account, if will
automatically be listed after the 14% Tax accounts.

F.2.1.2.2-

Add new VAT Payment account at 15% as a Ledger Sub account

The VAT — Payment — 15% as a Ledger account type on which the payment to SARS is recorded.
All payments to SARS for transactions, on which the 15% VAT rate is applicable from 1 April 2018,
should be paid and recorded in the from this VAT — Payment — 15% account.

All payments to SARS for transactions, on which the 14% VAT rate is applicable on or before 31
March 2018, should be paid and recorded in the VAT — Payment — 14% account.

To Add a new VAT Payment - Ledger Sub account for 15%:

1.  On the Action ribbon, select Accounts.

2. Select the "G860000” VAT Control — 15%" account and click on the “# (Add:Account)
icon (or select the Add on the Context menu). An entry for the new ledger account is
displayed as "G860 000 Account name" on the Account list.
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3 Accounts - m] X
Soit None -
| a |
x || L S AN
[ 6215000 Maintenance of tools

Account ype | Ledger ~ | | B oo
--{@] 6220000 Rent Account no. 551 100 |
[ 6225000 salaries and wages Desciption [VAT- Payment - 16%
6230000 stationery
{7 6235000 Sundry expenses
2% 6505000 capital

Accourt aroup 1| Curent abilties v

Aecourt group 2 | Currert iabiities

Account type | Balance sheet Su-sccounts

v

p#¢ 6510000 Retained income Status | Enabled - Open tem acoourt |No -
=" 6520000 Installment agreements Lirk ta | Emply v

7" 6600000 Furniture & Fitrings - net value Pascall |

“I* 6610000 Motor vehicles - Net value
- & 6700000 Debtors control Budget | Bank links

S 735000 Pos - Transfer Total amount Feiods  ‘Year

z < j e e

=1* 6740000 POS - Till

_ Set period budget
=1* 6745000 POS - Payment
=f" G730000 stock control

i i + | - | e v | x e
B810000 ABC - Bank

B820000 Petty cash
B830000 xvZ-gank

b

=

Use your mouse to pull a column here to group on that column.

4

5]

piisiy Z|Date |Amount _ |Reference Description Date last action
v -=z* G850000 VAT - Control - 14%
] 7850010 output VAT - 14%
[l 7850020 Input VAT - standard rate - 14%
] T850030 Input VAT - cCapital goods - 14%
5l 7850040 zero-rated VAT - 0% <No data to display >
=g* G850100 VAT - Payment - 14%
~ -=7* G860000 VAT - Control -15%
“;* GB60000 Account name
&l 6900000 Creditors control
-.."7* 6999000 Suspense =] o

3 Close

3. Enter or select the following:
a) Account type - Select “Ledger”.

b) Account no. - The main account “860" in the of the "Account no.” field cannot be
changed. Change the “Sub accounts” field from “000" to "100".

c) Description - Replace “Account name" with "VAT - Payment — 15%".

d) Account group 1 - If you have set up "Account group 1", select your account group,
e.g. "Current liabilities".

e) Account group 2 - If you have set up "Account group 2", select your account group,
e.g. "Current liabilities2".

f)  Type - "Balance sheet” should be displayed.

g) Sub accounts - This option cannot be selected, since this is a sub account of the
VAT - Control - 15% main account.

h) Status -"Enabled” (default) should be selected.
i) Open item account - "No” (default) should be selected.
j)  Link tax - "Empty” (default) should be selected.

4. Click on the Save button.
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F.2.2- Add new Tax codes (Tax accounts) for Each Tax type at 15%.

Your Set of Books in TurboCASH need to be configured to is able to accommodate the different
rates. Transactions need to be processed at the new VAT rate of 15% as from 1 April 2018, and at
VAT rate of 14% as up to 31 March 2018.

All “"Enabled” Tax / VAT codes are listed in the Tax lookup in the “Tax" column. Transactions are
taxable at the VAT rate of 14% up to 31 March 2018, and transactions as from 1 April 2018 are
taxable at the VAT rate of 15%.

v - =r® GE50000 VAT - Control - 14%

-] T850010 output VAT - 14%

[l 7850020 Input VAT - Standard rate - 14% (AII taxable transactions up to 31 March 2018
1_1 is based on the 14% VAT rate.

-] T850030 Input VAT - capital goods - 14%
- [l] T850040 Zero-rated VAT - 0%
=1 GB50100 VAT - Payment - 14%

v =" GBGOOOO VAT - Control - 15%

- [ll] TE60010 Output VAT - 15%

-l T860020 Input VAT - sStandard rate -15% ( All taxable transactions as from 1 April 2018
-l TB60030 Input VAT - Capital goods -15% L is based on the 15% VAT rate.
- [ll] T860040 Zero-rated VAT - 0%

S GEB0100 WAT - Payment - 15%

To Add VAT accounts — Tax Sub accounts for 15%:
1. On the Action ribbon, select Accounts.
2. Select the Tax Control Account (as in this case, “G860-000 VAT Control Account”) and
click on the  # (Add:Account) icon (or select the Add on the Context menu). An entry
for the new ledger account is displayed as "G860 000 Account name” on the Account list.

The reason for this is that we need to create a Tax code, which is a Sub-account for the
Tax main account (i.e. "VAT Control — 15% account”.
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3 Accounts - O X

sart Nore 2

fccartsatvih [ | boscipion ] [ Evpand after efesh

a9
* m S AN
6200000 Bank charges [<] oot bpe | Tax = e

. ave

-{@] 6205000 Depreciation Aceount no. G611 og
[@7 6210000 wotor vehicle expenses Descipton | Qutput VAT -15%
6215000 Maintenance of teols —

Account group 1 | Cutert iabiltes 2
6220000 Rent Agoount group 2| Current lsbilies2 b
-{@] 6225000 Salaries and wages Account ype | Balance sheet Subraccounts

[@] 6230000 stationery Statu | Enabled ~ Openitem account |No v
6235000 sundry expenses Lirk ta | Empty >

7= 6505000 capital Posed0 |

-7 6510000 Retained income

=7 6520000 Installment agreements Budgetﬂankhnks

“7* 6600000 Furniture & fittings - Net value
“z" G610000 Motor vehicles - Net value Uselink tax []

® 7
&, 6700000 pebtors control
6735000 POS - Transfer
6740000 pos - TiT1 Show tax in documents | All v
G745000 POS - Payment

6750000 stock contral

o of o] o

&l

B810000 ABC - Bank

bl

B820000 Petty cash

=

id

BE30000 xvz-Bank
6850000 VAT - Cantral - 14%
-l T850010 Output VAT - 14%

[l 7850020 Input VAT - Standard rate - 14%
[l 7850030 Input VAT - capital goods - 14%
[l 7850040 zero-rated VAT - 0%
1" GBS0100 VAT - Payment - 14%

=L GBGO000 VAT - Control - 15%

1" GBEO100 VAT - Payment - 15%

<
| B

<]

“;* GB60000 Account name —

v -
al 6900000 Creditors control =

B3 Close

Enter or select the following:
a) Account type - Select "Tax (VAT/GST/Sales tax)".

b) Account no. - The Main account “860" is displayed and the sub accounts number
field enter "070".

c¢) Description - Replace "Account name” with "Output VAT — 15%".

d) Account group 1 - If you have set up “Account group 1", select your account group,
e.g. "Current liabilities”. This is the Account group which is linked to the main
account.

e) Account group 2 - If you have set up “"Account group 2", select your account group,
e.g. "Current liabilities2". This is the Account group which is linked to the main
account.

f)  Type - "Balance sheet” should be displayed. This field cannot be selected, since the
main account is a Balance sheet type account.

g) Sub-accounts - This field cannot be selected, since this is a sub-account.
h) Status - "Enabled” (default) should be selected.

i) Open item account - "No” (default) should be selected.

j)  Link tax - "Empty” (default) should be selected.
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4. Click on the Tax tab.

a) Percentage - Enter the percentage as "75".

b) Use link tax - Do not select this option.

c) Show tax in documents — Leave the option as "All" for the purpose of this tutorial.

5. Click on the Save button.

6. Add new Tax type accounts at 15% similar to the 14% tax type accounts, including the

Zero-rated tax type accounts.

An example of the Tax accounts - 14% as well as the Tax accounts - 15%, in the Chart of accounts,

is as follows:

v . =r® GB30000 VAT - Control - 14%
- [ll] T850010 Output VAT - 14%

& 7850020 Input VAT - standard rate - 14%
- [l] T850030 Input VAT - Capital goods - 14%
- [ll] T850040 Zero-rated VAT - 0%

- “% GB50100 VAT - Payment - 14%

(AII taxable transactions up to 31 March 2018
* Lis based on the 14% VAT rate.

v %% GBG0000 VAT - Control - 15%

--[ll] T860010 output VAT - 15%

- [l] T860020 Input VAT - Standard rate -15%
& 7860030 Input VAT - capital goods -15%

- [ll] T860040 Zero-rated VAT - 0%

..=r= GBEOL00 VAT — Payment — 15%

All taxable transactions as from 1 April 2018
< L is based on the 15% VAT rate.
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F.3- CREDITOR (SUPPLIER) ACCOUNTS

You will be using this option whenever you wish to create a new creditor (supplier) account,
change the name, contact details addresses, messages, accounting information and terms of an
existing account, or to delete an existing account.

To add a creditor (supplier) account, the only fields which is needed to fill in is the Creditor code and a
description (account name (description)). The rest of the fields are optional.

It is recommended to enter as much information about creditor (supplier) as possible (and to keep it
updated as regularly as possible).

You may read the "Working with Creditor accounts” section in the Help file and / or press the F1 key when
focussed on the following eight (8) tabs:

Delivery address - Delivery address, Address 2, Address 3, Postal code, Country, Message,
Message 1, Message 2 and Message 3 and Layout files for purchase documents (i.e. Purchases,
Supplier returns and Orders).

Accounting information - Account disabled, Open item account, Due days (Payment date), Credit
limit, Charge amount, Bank account (i.e. Bank account type, Bank account no., Bank name and
Branch code), Use default account and Use default tax.

Contacts - Any contacts linked to the creditor (supplier) account will be listed. You may also add,
edit, delete and search for contacts. The "Auto-copy info” feature allows you to copy the searched
contacts details, which may be edited if required.

Contacts may also be maintained (managed) in the in the Contacts and Calendar — Contacts
(Action ribbon).

Appointments - Any events or appointments have been scheduled in the Calendar (Action
ribbon) for that creditor (supplier) account will be listed.

Documents - Any Purchase, Supplier returns and / or Orders processed for the creditor (supplier)
account will be listed on this tab. You may print these documents or a posted batches report for
these documents.

Transactions - Any debit and credit transactions (in batches and / or documents) posted
(updated) to the ledger will be listed on this tab. You may print a posted batches report for these
transactions or view and print the transactions in the T-Account viewer.

Bank accounts — This is used for the Banklmport plugin.

Stock items — This tab will list all the posted as well as unposted purchase documents (ie.
Purchases, Supplier returns and Orders) for the selected creditor (supplier) account.

F.3.1- CREATING / EDITING CREDITOR (SUPPLIER) ACCOUNTS

For this example, create one creditor, "A-ONE Suppliers”.

If you have selected the HANDYMAN Set of Books, you may follow this procedure.
If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit
button to check the settings.
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To create a new creditor (supplier) account:
1.  On the Action ribbon, select Creditors (F5).

Stat | Action | FRepots  Setp  Usertsh

@ [ ] ﬁ I £8 contacts ,— b Help QDH Projects
o 4b | 4 &= % | o caendar | S0 [t M B workiow
Documents Debtors | Creditors | Stock | Batch  Reconciiation  Open | — Update Search
- items | entry itemlink | (=] Accounts | ledger L7 Input 5 Plugin
” Edit Defauit ‘
Filter column Value
Mew Mane | Lke v Filter Clear [ Show disabled
Delete
Edit
— Creditor code |Name Jaddress Address 2 Address3__|Postal code [Telephone 1 _|Telephone 2
&0NE Suppliers POBox31310 |Marshaltown  |Joharnesburg | 2000 [017)638-9221_|(011) 636-6222
Cancel BEST Suppliers PO Box 45532 |Haliway House 1685 [011) 310-3110

Opening balances - Creditor
SUNDRY SUPPLIERS

ABC-Office-Supplies PO Bow 8888 | Lakevisw Johannesbuig | 2012 (0112129397 |(011)312-9998
ABC-Service-Cantre POBox 9339 | Lakeside Johannesbuig | 2122 (0112139357 |(011)313-9998

2. To create a new account, click on the New button. If the new (blank) creditor account
screen is launched, you may need to enter the details, as necessary. To edit a creditor
account, select the account and click on the Edit button to check / edit the details.

Creditor code | 240NES Fhone 1 /(011) 8389221
Mew Mame [B-0ONE Supplists Phare 2 [[01] 836-9222 |
Delete ALddress PO Box 31318 Fax |[(011)838-9222
o Address 2 Marshalliown Website | tubocash net
Address 3 |Johannesburg E-mail |aones@pinksoft.co.za
Save Pastal code | 2000 Tax reference | 906012345
Cancel Country | Empty v Company reg. no. | 123453080
Contactperson ~ Creditor group 1| Creditor group 18 ~ | Language
Creditor group 2| Unallocated ~ | | English
Delivery address  Accounting information  Contacts  Appointment  Documents  Transactions  Bark accounts  Stock items
' Ewport
Delivery address | Austin Stieet Layout fle 1| Purchase (15 code] ~
Address 2 [Marshaltown Layout fie 2 | 5upplist retum (16 code] o
Addiess 3 Johannesbuig Layout file 3 Ordler (15 code) ”

Postal code 2001

County | Empty v Send daoument typs | Piint ~

Statement message 1 |2.5% Early settlement discount
[ ] Statement message 2

“ Statemert message 3

0K 3¢ Cancel

3. Enter and / or select the following options:

Credit de:
reditor code Enter "2AONES" (or over-type with your own code) and press the Enter

key.
It is important to prefix the account code for creditors to start with 2
and debtors to start with 1.
This will make it easier to select accounts, in some features, for
example, selecting a Contra account in Batch setup.
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Name:

Address, Address 2,
Address 3 and
Postal code:
Country:

Phone 1:
Phone 2:
Fax:

Website:

E-mail:

Tax reference:
Company reg. no.:

Contactperson:

Creditor group 1:

Creditor group 2:

Language:

CREATING / EDITING CREDITOR (SUPPLIER) ACCOUNTS

Enter "A-ONE Suppliers”

i0 o

Enter "PO Box 31318, Marshalltown, Johannesburg, 2000"

Leave "Empty”.

Enter "(011) 838-9221".
Enter "(011) 838-9222".
Enter "(011) 838-9223".

0o =

Enter “turbocash.net”.

You may double-click on the "Website" field to launch the web page of
the creditor (supplier) in your operating system's default web browser.

“aone@pinksoft.co.za".

You may double-click on the "E-mail” field to launch a blank e-mail
message in your operating system's default e-mail program with the
e-mail address of the creditor (supplier).

Enter "906012345".

Enter "123459060".

No contact person will be available at this stage. You may click on the
Contacts tab to create a contact person and enter the necessary contact
information, if the contact has different Fax, Telephone numbers or an E-mail
address as entered on the Creditor accounts default screen.

Should you already have entered a contact person in the Contacts or in the
Calendar (Action ribbon), you may select the Contact person.

\% Select "Creditor group 1A".

@ Leave "Unallocated”.

The default language when TurboCASH is launched for the first time will be
selected.

You may select a different language; provided that your system's Regional
and language settings supports the locale for the language.

If the language is selected, it will print translatable document layout files
(purchases, supplier returns and orders) in the selected language of the
creditor (supplier) account.
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4. Enter and / or select the following on the Delivery address tab:

Delivery address and [ . . . o
Postal address: You may wish to enter the physical address of the creditor (supplier) if

different from the postal address.

L t file 1:
ayout file JEj Select “Purchase (15 code)”

L t file 2:
ayout file % Select "Supplier return (15 code)”
L t file 3:
ayout file % Select "Order (15 code)”
Statt t
7/0 287; nt message You may enter the message to be displayed on the Remittance advices,
' e.g. "Less 2.5% early settlement discount”.
Country:

@ Leave "Empty"”.

5. Click on the Accounting information tab.

Account disabled: 6@ .
Do not tick.

Open item account:

@ Leave blank.

&5 Read the explanation of open item accounting in Debtor receipts if you
wish to change this option. If you leave this blank, the Balance will be
brought forward when posting.

Due days

IO

Enter "30". This is the number of days as agreed upon to pay the
creditor (supplier).

Credit limit: Enter “12000"

Charge amount:
Leave blank.

Bank account type:
P Leave blank.

Bank account no.:
Leave blank.

Bank name:
Leave blank.

Use default account:
Do not tick.

Use default tax:
Do not tick

Debtor code:

Leave blank.

6. Click on the Save button. TurboCASH will ask you to confirm if you wish to “create this
account?"

7. Click on the Yes button.
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CREATING A CREDITOR ACCOUNT FOR OPENING BALANCES

F.3.2- CREATING A CREDITOR ACCOUNT FOR OPENING BALANCES

2COPEN - Opening balances — Creditor has already been created.

If you have selected the HANDYMAN Set of Books, you may follow this procedure.
If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit
button to check the settings.

To create a new creditor account for opening balances:
1. On the Action ribbon, select Creditors (F5). The “"Creditor accounts” screen will displayed.
2. Click on the New button. Enter "2COPEN" as the account code.

I'T'I It is important to prefix the account code for creditors to start with 2 and debtors to start with 1.
“" This will make it easier to select accounts, in some features, for example, selecting a Contra
account in Batch setup.

Enter the Name for the Account (i.e. “Opening Balances — Creditor").
4. Select a Creditor group 1 (if created in Setup Creditor group1).

Click on the Save button or OK button. TurboCASH will ask you to confirm if you wish to
“create this account?”

6. Click on the Yes button.

One finished processing the opening balances, you may disable the Opening balances account
(tick the "Disabled" field on the Accounting information tab).

F.4- DEBTOR (CUSTOMER / CLIENT) ACCOUNTS

You will be using this option whenever you wish to create a new debtor (customer / client)
account, change the name, contact details addresses, messages, accounting information and terms
of an existing account, or to delete an existing account.

To add a debtor (customer / client) account, the only fields which is needed to fill in is the Debtor code and a
description (account name (description)). The rest of the fields are optional.

It is recommended to enter as much information about debtor (customer / client) as possible (and to keep it
updated as regularly as possible).

You may read the "Working with Debtor accounts” section in the Help file and / or press the F1 key when
focussed on the following nine (9) tabs:

*  Delivery address - Delivery address, Address 2, Address 3, Postal code, Country, Message, Message
1, Message 2 and Message 3 and Layout files for sales documents (i.e. Quotes, Invoices and Credit
notes).

*  Accounting information - Account disabled, Open item account, Due days (Payment date), Credit
limit, Charge amount, Customer discount percentage, Monthly interest percentage on overdue
amounts, Selling prices, Bank account (i.e. Bank account type, Bank account no., Bank name and
Branch code), Use default account and Use default tax.
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*  Contacts - Any contacts linked to the debtor (customer / client) account will be listed. You may
also add, edit, delete and search for contacts. The "Auto-copy info” feature allows you to copy the
searched contacts details, which may be edited if required.

Contacts may also be maintained (managed) in the in the Contacts and Calendar — Contacts
(Action ribbon).

*  Appointments - Any events or appointments have been scheduled in the Calendar (Action ribbon)
for that debtor (customer / client) account will be listed.

. Documents - Any Invoices, Point-of-Sale Invoices, Credit notes and / or Quotes generated for the
debtor (customer /client) account will be listed on this tab. You may print these documents or a
posted batches report for these documents.

. Transactions - Any debit and credit transactions (in batches and / or documents) posted (updated)
to the ledger will be listed on this tab. You may print a posted batches report for these
transactions or view and print the transactions in the T-Account viewer.

*  Bank accounts — This is used for the Bankimport plugin.

. Backorders — This tab will list all backorders for the debtor (customer / client) account.

*  Stock items — This tab will list all the posted as well as unposted sales documents (i.e. Quotes,
Invoices and Credit notes) for the selected debtor (customer / client) account.

F.4.1- CREATING / EDITING DEBTOR (CUSTOMER / CLIENT) ACCOUNTS

For this example, create a debtor (customer / client), "Mr. Mike Davies".

If you have selected the HANDYMAN Set of Books, you may follow this procedure:
If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit button to
check the settings.

To create a new debtor (customer / client) account:

1. On the Action ribbon, select Debtors (F4). The "Debtor accounts” screen is displayed:

Stat  Adtion | Repots  Setwp  Usertah

;‘*. &) ® —wijl’ ‘|‘[ & A contacts Il—_ &P Help ggﬂ Frojects
o db &b = & fee] calendar | [t U B wordow
Documents |Debtors | Crediors Stock | Batch Recondiaion Open | — Update Sear
‘ - items | entry itemink | [=] Accounts " ledger E7 Input * H EhPlugin ‘
Edit Defaut
Filter columi Walue
New None v Lke v Filter Clear [ Show disabled

Delete

Use your mouse to pull a column here to group on that column

Edit

Save

Cancel CASHCUSTOMERS |

- Opening Ealances - Debta|
MAL Shop Decor Specialie| PO Box 5555 Momingside |Johannesbuig  |2222 (013146557 | (O1)314.5568 | (011)3146559
M. Mike Davies |PoBox 333 Halfway House 1685 1011)315-1225 0832856763 |(011)315:1226
Mr. Foger Smith |Piot 539 Bower Fosd |Glen Austin Ext 3 | Midkand 1685 [011)3101677 [011)3101678

2. To create a new account, click on the New button. If the new (blank) debtor account
screen is launched, you may need to enter the details, as necessary. To edit a debtor
account, select the account and click on the Edit button to check / edit the details.
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Debtor code | 1MDAY Phone 1 |[011) 3151225
W=D Mame Phone 2 083 266-6763
Delete Address [P 0 Box 333 Fas [[011) 3151226
= Addiess 2 |Halfway House ‘wiebsite  turbocash. net
Address 3 E-mail |mike@pinksoft.co.za
Save Pastal code | 1685 Tax reference |336012345
[ County | Empty v Company reg. no. 543212345
Contactperson ~ Debtor group 1| Debtar group 18 ~ | Languags
Saslesperson | Russell ~ Debtor group 2| Unallocated ~ | English ~
Delivery address  Accounting information  Contacts  Appointment  Documents  Transactions  Bank accounts  Backorders  Stock items
4 Erport
Delivery address 195 AZ Street Layout file 1 | Invoice [15 code) v
Addriess 2 |Eastem Areas Lapout file 2 | Crodit note (15 cade) -
Address 3 |Halfway House Layout file 3 Quote [15 code] ”

Postal code | 1636

Country | Empty - Send document type | Frint ~

Message |Please refer any queries to our accounts
Statement meszage 1 |department
. Statement message 2

abh Statement messags 3

+ OK 3¢ Concel

3. Enter and / or select the following options:

Debtor code: .
Enter "IMDAVI" (or over-type with your own code) and press the Enter
key.
I'/r'l It is important to prefix the account code for creditors to start with 2
A4 and debtors to start with 1.
This will make it easier to select accounts, in some features, for
example, selecting a Contra account in Batch setup.
Ni X
ame Enter "Mr. Mike Davies".
Address, Address 2, (] . "
Address 3 and Enter "PO Box 333, Halfway House, 1685".
Postal code:
Country:
@ Leave "Empty”.
Ph 1:
one Enter "(077) 315-1225",
Phone 2:
Enter "083 286-8763".
Fax:
ax Enter “(077) 315-1226"
Website:
Enter “turbocash.net”.

You may double-click on the "Website" field to launch the web page of
the debtor (customer / client) in your operating system's default web
browser.
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E-mail:

Tax reference:
Company reg. no.:

Contactperson:

Salesperson:
Debtor group 1:

Debtor group 2:

Language:

“mike@pinksoft.co.za"

You may double-click on the "E-mail” field to launch a blank e-mail
message in your operating system's default e-mail program with the e-
mail address of the debtor (customer / client).

Enter "336072345".

Enter "543212345".

No contact person will be available at this stage. You may click on the
Contacts tab to create a contact person and enter the necessary contact
information, if the contact has different Fax, Telephone numbers or an E-mail
address as entered on the Debtor accounts default screen.

Should you already have entered a contact person in the Contacts or on the
Calendar (Action ribbon), you may select the Contact person.

\f@ Select “Russell".
\/@ Select "Debtor group 1B”".

@ Leave "Unallocated".

The default language when TurboCASH is launched for the first time will be
selected.

You may select a different language; provided that your system's Regional and
language settings supports the locale for the language.

If the language is selected, it will print translatable document layout files
(invoices, credit notes and quotes) in the selected language of the debtor
(customer / client) account.

4. Enter and / or select the following on the Delivery address tab:

Delivery address and Postal

code:
Country:
Layout file T:
Layout file 2:

Layout file 3:

Statement message and
Statement message 1/2 / 3:

You may wish to enter the physical address of the debtor
(customer / client), if different from the postal address.

@ Leave "Empty”.

J@ Select "Invoice (15 code)”
\ﬁﬁ Select “Credit note (15 code)”
\% Select “Quiote (15 code)”

You may enter the message to be displayed on the Debtor
statements, e.g. "Please refer any queries to our accounts
department”.

5. Click on the Accounting information tab.

Account disabled:

Open item account:

@ Do not tick.

\/@ Tick.
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& Read the explanation of open item accounting in Debtor receipts if you
wish to change this option. If you leave this blank, the Balance will be
brought forward when posting.

Due days:

IO

Enter "30". This is the number of days as agreed upon to to receive

payment from the debtor (customer / client).

it limit:
Credit limi Enter “10000"

Charge amount:
Leave blank.

Customer discount:
Leave blank.

Monthly interest on
overdue amounts:
Selling price:

Leave blank.

Select "Selling price 1"

Bank account type:
P Leave blank.

Bank account no.:
Leave blank.

Bank name:
Leave blank.

Use default account:
Do not tick.

Use default tax:

Do not tick

6. Click on the Save button or OK button. TurboCASH will ask you to confirm if you wish to
“create this account?”

7. Click on the Yes button.

F.4.2- CREATING A DEBTOR ACCOUNT FOR OPENING BALANCES

1DOPEN - Opening Balances — Debtor has already been created.

If you have selected the HANDYMAN Set of Books, you may follow this procedure.
If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit button
to check the settings.

To create a new debtor account for opening balances:
1. On the Action ribbon, select Debtors (F4). The "Debtor accounts” screen will displayed.
2. Click on the New button. Enter “TDOPEN" as the account code.

I'T'I It is important to prefix the account code for creditors to start with 2 and debtors to start with 1.
“" This will make it easier to select accounts, in some features, for example, selecting a Contra
account in Batch setup.

Enter the Name for the Account (i.e. “Opening Balances — Debtor").

4. Select a Debtor group 1 (if created in Setup Debtor group1).
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5. Click on the Save button or OK button. TurboCASH will ask you to confirm if you wish to
“create this account?”
6. Click on the Yes button.
One finished processing the opening balances, you may disable the Opening balances account

(tick the “Disabled” field on the Accounting information tab).

ONCE YOU HAVE ENTERED ALL YOUR DEBTORS (CUSTOMERS), CREDITORS (SUPPLIERS) AND ADDED
THE EXTRA GENERAL LEDGER ACCOUNTS YOU NEED, YOU HAVE COMPLETED THE SET-UP AND CHART
OF ACCOUNTS IN ORDER FOR TurboCASH TO RUN YOUR SET OF ACCOUNTS.

F.5- PRINTING LISTS OF ACCOUNTS, DEBTORS AND CREDITORS

I"TW We recommend that you print your Chart of accounts and Debtors and Creditors details to check that
¥ everything you have setup is, in fact, correct. In accounting it is best to follow the rule: check, recheck and
check again. It is easier to find and fix any mistakes at this stage, rather than when you have captured

transactions.

F.5.1- PRINTING ACCOUNTS LISTING (CHART OF ACCOUNTYS)

To print a list of your accounts:

1. On the Reports ribbon, select Reports — Ledger — Listing.
L Chart of accounts - O X

v [ Open in POF

Chart of accounts

From account

|Go10000 \
To account

| 5333000 \
Sequence
Account w

+" 0K () Cancel
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PRINTING ACCOUNTS LISTING (CHART OF ACCOUNTS)

2. Select the following options:

From account: )
J@ Select the first account.

To account:
% Select the last account.

Sequence:
q % Select "Account”, if not selected. You may also select “"Description, Type,

Reporting group1” or “Reporting group2”.
3. Click on the OK button to print your Chart of accounts.

[ Chart of accounts - O X

"‘ 1>H|="‘ |Eo|ﬂ:ﬁﬁ_)\\4)§ \|\"-‘

Chart ofaccounts ~

Fromaccount GO10000 To: G999000

Sequence: Account

Description Reporting group 1 Reporting group 2 Open item Disabled
Income Incone2 Mo
Income Incone2 Mo Ne:
Expenzes ™ No
Expenses Mo No
Expenses Mo No
Expenses Mo No
Expenses Mo No
Expenzes ™ No
Mantenance of ools Expenses Mo Mo
Rent Expenses Mo No
Sabries and w ages Expenses Mo No
Expenses Mo No
Expenzes ™ No
Capitsl Mo No
Capitsl Mo No
Mo Ne:
Furniture Mo Ne:
Furniture ftfine Mo Mo
Mo Mo
Mo Ne:
Mo Ne:
Mo Mo
Mo Mo
Mo Mo
Mo Mo
b b
] Chart of accounts - O X
M < P EAac RO IFERQAR )
Chart of accounts s
Fromaccount GO10000 To: G999000
Sequence: Account
Code Description Re porting group 1 Reporting group 2 Type Open item Disabled
TEE0030 Input VAT - Capital goods -15% Current labilitizs Unalbcated Tax acocount M Mo
TEE0040 Zero-rated VAT - Current labilitizs Current isbiltes 2 Tax acocount M Mo
GBE0100 VAT - Payment - Current labi Current isbiltes 2 Mo Mo
GSD000D Creditors control Current labi Current isbiltes 2 M Mo
G500 Suspensa Current Ishiltizs. Current isbiltes 2 ) Mo

It is important to check that the VAT based on 14% tax for taxable transactions up to 31 March 2018 is
replicated for the VAT based on 15% for taxable transactions as from 1 April 2018.
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I/ﬁ Check that all the reporting groups are correct and that all the types are correct. The following needs special

F.5.2-

attention i.e.

o Y& Income and “& Expense account types should be prefixed with an asterisk e.g. *GO10000"

o Bank account type should be "Bank account" - Code prefixed with a B and Bank account in
the Type column.

. = Tax (VAT/GST/Sales tax) sub-accounts type should be "Tax account" - Code prefixed with a T
and Tax account in the Type column.

PRINTING DEBTOR LISTING

The Debtor listing allows you to print the following seven (7) reports:

1.

Contacts - This report will list the Name of the Contact, Telephone 1/ 2 and the debtor
(customer / client) account code and name (description) linked to the contact.

Listing - This report will list the Account code, Name of the Debtor (account description),
Delivery address, Telephone 1/ 2, Fax, E-mail address and Website.

List - Delivery address - This report will list the Account code, Name of the Debtor
(account description), Delivery address, Telephone 1/ 2, Fax, E-mail address and Website.
List - Postal address - This report will list the Account code, Name of the Debtor
(account description), Postal address, Telephone 1/ 2, Fax, E-mail address and Website.
List details - This report will display the Contact details, Registration details, Banking
details, Reporting details, Accounting terms and information for each debtor (customer /
client) account.

Tax and company registration numbers — List the registration numbers as entered on
the Debtor accounts (edit screen) (Action ribbon).

Credit control listing - Credit limit vs current balance and available balances as at the
date and time of printing.
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To print a list of your debtors (customers / clients):

1. On the Reports ribbon, select Reports — Debtors — Listing. The “Contacts” (default
report) will be displayed.

2. Select the “List details” report.

L List details - [m] x
List details v [JOpeninFOF | 12
From account Reporting group 1
[p14B6RE | Empty
Debtor group 14
[la:cou Debtor group 1B
[GGEEET | o C—
Sequence
Description W
New page per account

W Ok ® Cancel

3. Select the following options:

From account:
J@ Select the first account.

To account:
JEj Select the last account.

Reporting group 1
@ Do not tick. You may select to print only those accounts that are

linked to specific Debtor group(s) 1.

Sequence: . .
4 \% Select "Debtor code”. You may also select "Description, Reporting

groupl” or "Reporting group2”.
New page per account: \ﬁ@ Tick this option for this report.
4.  Click on the OK button to print a list of your debtor (customer /client) accounts.
The “List details" report will display the following information:

1. Contact details - Contactperson, Telephone 1/ 2, Fax, E-Mail, Website, Postal address,
Delivery address and Language of the debtor (customer / client).

2. Registration details - Company Registration number and Tax registration number.

Banking details - Bank account type, Name of Bank account, Bank account number and
Branch code.

4. Reporting details - Reporting group 1/ 2, Layout file 1 (Invoices), Layout file 2 (Credit
notes) and Layout file 3 (Quotes). If no layout files are selected, the documents will be
printed for the global settings in Documents setup (Setup ribbon).

5. Accounting terms and information - Statement message, Credit limit, Monthly interest
rate, Customer discount rate, Due days (payment terms), account settings (i.e. Open
item / Balance B/F), Account disabled, Default selling price and Salesperson.
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F.5.3-

PRINTING CREDITOR LISTING

The Creditor listing allows you to print the following seven (7) reports:

1.

Contacts - This report will list the Name of the Contact, Telephone 1/ 2 and the creditor
(supplier) account code and name (description) linked to the contact.

Listing - This report will list the Account code, Name of the Creditor (account
description), Delivery address, Telephone 1/ 2, Fax, E-mail address and Website.

List - Delivery address - This report will list the Account code, Name of the Creditor
(account description), Delivery address, Telephone 1/ 2, Fax, E-mail address and Website.

List - Postal address - This report will list the Account code, Name of the Creditor
(account description), Postal address, Telephone 1/ 2, Fax, E-mail address and Website.

List details - This report will display the Contact details, Registration details, Banking
details, Reporting details, Accounting terms and information for each creditor (supplier
account).

Tax and company registration numbers List the Registration numbers as entered on the
Creditor accounts (edit screen) (Action ribbon).

Credit control listing - Credit limit vs current balance and available balances as at the
date and time of printing.

To print a list of your creditors (suppliers):

1.

2.

On the Reports ribbon, select Reports — Creditors — Listing. The “"Contacts” screen will
be displayed.

Select the "List details” report.

L. List details — O 24
L
List details ~ [] Open in POF
Fram account Reparting group 1
|czaecus | Ernpty

Creditar group 14
Creditar group 1B
| Creditar group 1C

To account
[casunsu

Sequence
Description ~

Mew page per account

W OK ® LCaneel
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3. Select the following options:

From account: .
\% Select the first account.

To account:
JEj Select the last account.

Reporting group 1
@ Do not tick. You may select to print only those accounts that are

linked to specific Creditor group(s) 1.

Sequence:
4 \/@ Select "Creditor code”. You may also select "Description, Reporting

groupl” or "Reporting group2”.
New page per account: JEj Tick this option for this report.
4. Click on the OK button to print a list of your creditor (supplier) accounts.
The “List details" report will display the following information:

1. Contact details - Contactperson, Telephone 1/ 2, Fax, E-Mail, Website, Postal address,
Delivery address and Language of the creditor (supplier).

2. Registration details - Company Registration number and Tax registration number.

3. Banking details - Bank account type, Name of Bank account, Bank account number and
Branch code.

4. Reporting details - Reporting group 1/ 2, Layout file 1 (Purchases), Layout file 2
(Supplier returns) and Layout file 3 (Orders). If no layout files are selected, the
documents will be printed for the global settings in Documents setup (Setup ribbon).

5. Accounting terms and information - Statement message, Credit limit, Due days
(payment terms), account settings (i.e. Open item / Balance B/F) and Account disabled.

» YOU ARE NOW READY TO ENTER YOUR OPENING BALANCES AND TO PROCESS TRANSACTIONS.
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G.1-

INTRODUCTION

INTRODUCTION

In the HANDYMAN Set of Books, we have included eleven (11) Stock items. The following Stock
item types are used in this tutorial:

1.

2.

Default (Trading stock): These Stock items are for retail industries which purchase stock
items for resale.

For the purpose of this tutorial, we will be purchasing and selling Compressors and Drill Presses.
- (See MODULE K).

Financial entry: This Stock item type allows you to select a General ledger account. This
may be used for services or any other purchase or sales which is not trading stock items.

For the purpose of this tutorial, orders and purchase documents are used for purchases of non
trading stock, (e.g. service and fitting of tyres on a delivery van as well as installing of office
equipment). - (See Chapter J.3 of MODULE J). This will illustrate similar transactions than in the
Purchase journal. - (See Chapter 1.3 of MODULE I).

Sales (no stock): — Used for selling of non-trading stock — Need to select a Sales account
only and an Output Tax (VAT / GST / Sales tax) account.

For the purpose of this tutorial, quotes and invoices are used for selling of non-trading stock, (e.g.
service and fitting of shelves). - (See Chapter J.4 of MODULE J). This will illustrate similar
transactions than in the Sales journal. - (See Chapter .4 of MODULE ).

You may create, add, copy, delete and / or disable up to eleven (11) stock item types.
You may read the "Working with Stock” section in the Help file and / or press the F1 key when
focussed on the following stock item's "Type” fields:

. Default — Used for trading stock — Need to select the Sales, Cost of sales and Stock
control accounts. It can also be linked to the Input and Output Tax accounts. For the
purpose of this tutorial, we will be using two (2) trading stock items (i.e. Compressor
and a Drill press).

*  Sales - Used for non-trading stock — Need to select a Sales account only. It can only be
linked to the Output Tax account.

C Sales (no stock) — Used for non-trading stock — Need to select a Sales account only. It
can only be linked to the Output Tax account.

. Purchases — Used for non-trading stock — Need to select the Cost of sales and the Stock
control or Purchase account. It can only be linked to the Input Tax account. No Selling
prices can be entered.

. Purchases (no stock) — Used for non-trading stock — Need to select the Cost of sales
and the Stock control or Purchase account. It can only be linked to the Input Tax
account. No Selling prices can be entered.

. Financial entry — Cannot select the Sales, Cost of sales and Stock control accounts. This
allows you to select a ledger account on the Accounts lookup when processing
documents. Once you select this stock item type when processing documents, the
Accounts lookup will be displayed. You may then select any general ledger account on
the Accounts lookup. You need to select the Input as well as Output Tax accounts for
this stock type. The Selling prices may also be entered.

TurboCASHS.T - 2018 — Accounting Made Easy - 155



MODULE G - CREATING / EDITING STOCK ITEMS

You need to create a financial entry stock item for each Tax Type (different rates).

C Option item — This stock type allows items that are a combination of options (like
colour and size) options can be defined in Stock information. (Setup ribbon). These
options are then linked to the Options Stock type (Stock items on the Options tab
(Action ribbon)). When processing documents, the available options (options list) will be
launched from the "Quantity” fields when selecting documents.

. Option item (no stock) — This is similar to the Option item with stock, but does not
allow every entry to have a sales price, cost price, quantity and minimum stock level.
This will also be used in generating purchases on supplier 1.

*  BOM - Bill of Materials — allows you to add other stock items or products consisting of
various other stock items (components) and / or some services, etc. to the BOM list. The
BOM stock item is the finished product. You may only select the Sales account and the
Output Tax account. For trading stock, the cost of sales and stock control accounts are
controlled via the default stock items linked to the BOM item. An example would be the
components (Stock items) of a computer system which are used to make the complete
system, which is then sold as a finished product.

*  BOM (Production) — This is similar to the BOM stock type. It has a feature where you
may assemble (specify the quantities) of finished items or disassemble a specified
quantity of finished items.

*  Linked item - To be advised.

G.2- ADDING TAX CLASSES

This option allows you to create and maintain account / tax classes. Tax classes are a set of five (5)
accounts which are linked to the Ledger tab of the “Stock item” screen (Action ribbon) for a
selected stock item.

When a stock item is linked to a tax class, it will disable the Lookup button on the Ledger tab of
the “Stock item” screen (Action ribbon) for a selected stock item. It will automatically set the Input
and Output Tax accounts, Sales account, Cost of sales accounts without having to select them for
each stock item.

I"TW You need to create tax classes for each of your tax codes applicable to stock items. For the purpose of this
tutorial, we create a Tax class — Standard rate. If you have Stock items applicable to, for example, Zero-rated
Tax (VAT / GST / Sales tax), you need to create them.
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To set stock tax classes:
1. On the Setup ribbon, select Stock information.
2. Click on the Tax classes tab.

g If "English” as the default language is used, Tax classes will be displayed.
If you have selected, "en-South-Africa” the Tax classes description, will reflect VAT classes.

L3 Stock information X

Default  Unitsize  Tax classes

Apply Lo all

Mame [Standsrd rats 157

Input tax ‘TSEU-UZD Input VAT - Standard rate - 15%
Olutput tar ‘TSEU-UW Output WAT - 152

Sales account [E010-000 Sales
Cost of sales ‘6100—000 Cost of sales

Stock control ‘G?ED—DUD Stock control

Outp = 0 Tnput tandard rat o

ard r 5 (
T850-010 Output WAT - 143 | TE50-020 Input WAT - Standard rate GO10-000 Sales | G750-000 Stock contra 0

1] Standard rate 14%

3. Select the existing Tax class and add 14% to the Name field, if not reflected.
4. Click |:| to save the changes.

5. Click E to add a new Tax class.
Enter the Name (description) e.g. Standard rate 15% for the tax class.
Select the following accounts:
a) Input Tax - Select the Input Tax account (860-020).
b) Output Tax - Select the Output Tax account (860-070).
c) Sales account - Select the Sales account (070-000).
d) Cost of sales - Select the Cost of sales account (700-000).
e) Stock control - Select the Stock control account (750-000).

8. Click I:l to save the changes.

9. Click on the OK button to close the “Stock information” screen.

G.2.1.1-  Printing a report for Tax classes

When a stock item is linked to a tax class, it will disable the Lookup button on the Ledger tab of
the Action — Stock items screen for a selected stock item. It will automatically set the Input tax
and Output tax, Sales, Cost of sales and Stock control account fields without having to select them
for each stock item.
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To print Stock item listing - Tax classes reports:
1. On the Reports ribbon, select Reports — Stock — Stock item listing.

2. Select "Tax classes" report.

m Tax classes m] X
55
[Ta dasses ~]  [OJ0peninFOF
Sequence
o} v
+ Ok © Cancel

3. Select the Sequence (i.e. "ID" (record Id) or "Description”) for the sequence to list the
tax classes.

4. Click on the OK button.

An example of the Stock item listing - “Tax class - Listing” report, is as follows:

L Tax classes O e
- = (= (==
M < ipM|leagBO|IFREQARX L
Tax class- Listing Sequence: 1D ~
Tax class Accounts Code Description
Standard rate 14% Input ax: Ta50020 Input VAT -Standard rate - 14%
Output tax: Ta50010 Output VAT - 14%
Salesaccount G010000 Sales
Costof sales G 100000 Cost ofsales
Stock control: GT750000 Stock control
Standard rate 15% Input tax: T850020 Input VAT -Standard rate - 15%
Output tax: T860010 Qutput VAT - 15%
Salesaccount G010000 Sales
Costof sales G 100000 Cost ofsales
Stock control: G750000 Stock control b

The next step is to link the accounts to the stock items.

G.2.1.2- Linking Tax classes to Stock items

To change Input and Output tax accounts from 14% to 15%:
1. On the Action ribbon, select Stock items.
2. Select a Stock item.
3. Click on the Ledger tab.

158 - TurboCASH5.1 - 2018 — Accounting Made Easy



Ledger Document groups  Transactions  Image

Tax class
Tax

Input tax
Output kax

Ledger
Sales account
Cost of sales
Stock control
Last invoice

Cost centre
“wheight
Met weight

Gross weight

4. Tax class, select “"Standard rate 15%".

tulti-group  Backorders

Standard rate 147

ard r2

ard

GO010-000 Sales

G100-000 Cost of sales

G750-000 Stock contol

]

Linking Tax classes to Stock items

Selling prices

E=cl. amt. Incl. k.
Seling price 11000 1140,00
Seling price 2 (1100 125400
Seling price 31200 1368.00

Walue

Awerage cost 500
Total cost | 2500,00
Quantity on hand |5

Latest cost | 500,00
Fieorder level (10,00
Fieorder at | 5.00
Minimurn | 4,00

5. Click on the Save button. The inclusive amount will automatically be updated with the

new tax rate.

Ledger Document groups  Transactions  Image

Input e [TS60-020 Input VAT - Standard rate - 15%
Output b | TSE0-010 Dutput VAT - 15%

Taw class
Tan
Ledger
Sales account
Cost of sales
Stack contral
Last invoice
Cost centre
“wieight

Met weight

Gross weight

6. Repeat the process for all the stock items.

Standard rate 15%

Multigroup  Backorders

GO010-000 Sales

G100-000 Cast of sales

GFE0-000 Stock control

L ]

Selling prices

Excl. amt. Incl. amt.
Selling price 17000 1150.00
Selling price 21700 1265.00
Selling price 3|1200 1380.00

Walue

Aerage cost [500
Total cost | 2500.00
Quantity an hand |5
Latest cost | 500,00
Reorder level [10.00
FReorder at |5.00
Mimimurn | 4,00

You may also change the tax classes on the grid view. In this example, the Tax class column was

dragged from the Right to the Left.

Select the Stock item and Tax class Standard rate 15% and click on the Save button.

Repeat the process for all the stock items.

£ Seach
Hew

[ Cear
Dekle
Edit

| Bom
| Hardware

| Purchases
| akes

| Touks
L] Unallocated

20118/05/06 1
i | 2018/05/05 1
2018/05/05
2018/05/05 1 Standard rate 142

: 15

BOMPRODU BOM (Productio| 2018/05/05 1) Standard rate 142
GL-CODE | Generalledger | 2018/05/05 1) Standard rate 14%

2018/05/05 1 Standard rate 14%

OPTIONITE | Option item fno | 2018/05/05 1| Standard rate 14%

2018/06/05 1| Standard rate 14%

Eroly
Standand rate 14%

tandaid rate 14w

Cancel

Copy fiomfem

Defaul 5
IRILL il press
Lt jows . ALINSTCL Instal - il
50000 “ r "1 []aLPAINTE Paint - Exterio
Barcods v [Jeom eom
1S Report

[Juse barcode printer OFTIONITE Option item
Singls line mods
Undate e FURCHASE Puchases
Description v 13

1200,00| 1234567830 Default

500,001 500,00 Each v 100000 110000
0,00/ 0,00|Haurs v 500,00 550,00 600,00 Sales (no ste
0,00/ 0.00|Haurs v 500,00 550,00 600,00 Sales no ste
1 500,00 0,00@ v 0,00 0,00 0,00 BOM
0.00; 0.00] @ v 0.00 0.00; 0.00; BOM [Produ
0,00/ 0,00 v 0,00 0,00 0,00 Financial enl
0,00/ 0,00/ v 0,00 0,00 0,00 Option item
000 000 v 0,00 0,00 0.0 Option item [
000 000 v 0,00 0,00 o0 Puichases
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G.3- SETTING UP A STOCK ITEM FOR FINANCIAL ENTRY

When a Financial entry stock item type is selected, when processing documents, the Accounts
lookup will be displayed. You may then select any general ledger account on the Accounts lookup.

Examples of accounts that may be selected on documents:

¢ Sales documents (i.e. Invoices, Credit notes and Quotes)

o & Income accounts - Selling miscellaneous services and goods not trading stock.
*  Purchase documents (i.e. Purchases, Supplier returns and Orders)
o & Expense accounts - e.g. Purchasing of Stationery (Consumables)
o A Assetaccounts - Purchasing of Fixed assets
To set up a stock item for financial entry:
1. On the Action ribbon, select Stock items (F12).
2. Click on the New button. A blank “Stock item” screen will be displayed.

Stock code [GL-CODE ‘ Berpeh Disabled [}
LED Desciption |General ledger | pply invoice discount
Delete Expected quantity [Cur: 0 Quote : 0 Order: DExp: 0
o Stock information Evtra desarilion
Ealcode‘
Save Manufacturer| |
Type Financial entry
Cancel ;
Unit size] ~]
Copy fram ftem Repotts
Stack group 1 |Lahnur v|
Default
Stock gioup 2 [Unallocated ]
Limit rawvs
50000 e Preferred supplist 1 |T- Ernpty \ Prefemed supplier 2\1- Ermpty \
Suppier stack cads| ‘ Supplier stack cads| |
Barcode v
= Repat Ledger Document groups  Transactions  Image  Muli-qroup  Backarders

3. Enter and / or select the following options:

a) Main
Option Description
Stock code:
ock code Enter a stock code. For the purpose of this tutorial, "GL-CODE" was
entered.
Description: . .
e For the purpose of this tutorial, “General ledger” was entered.
Disabled:

@ Leave blank.

Apply invoice discount: @ , blank
eave blank.

Expected quantity:

@ Field disabled — The values in this field should be 0 at this stage.
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I'T'I Stock code — Since the document layout files supporting 10 stock codes (10 code) is selected
“"in the Documents setup (Setup ribbon)and on the Delivery address tabs of Creditors and
Debtors (Action ribbon) were selected, were selected, it is recommended that the Stock code
be limited to a maximum of 10 characters.
(See Chapter E4.5 of MODULE E).

b) Stock information

Option Description
Barcode: @
Leave blank.

Manufacturer: @ , blank
eave blank.

Extra description: @
Leave blank.

Type:

ype J@ Default is the standard Stock item type. Select "Financial entry". This will
disable the "Sales, Cost of sales” and "Stock control” accounts as well as
the “Latest invoice” fields.

Units:

J@ Click on this field and select “Each”.
¢) Reports
Option Description

tock 1:
Stock group % Select “Labour”.

stock group 2 @ Leave blank.

d) Preferred suppliers

Option Description

Preferred supplier 1: @ , blank
eave blank.

Supplier stock code: @ blank
Leave blank.

Preferred supplier 2: @ , blank
eave blank.

Supplier stock code: @
Leave blank.

4. Click on the Ledger tab; if not displayed by default.
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Ledger Document gioups  Transactions  Image  Multigroup  Backorders

- Seling prices
Tax e cless [Slondardrate Excl. amt. Incl. art.
Input tax TEB020 Inpuk VAT -Standard rate - 14% | Seling price 110 0.00
Selli ice 2|0 0.00
T850-010 Output VAT - 14% | SE"f”g price s o
Ledger elling price i
GO010-000 Sales Walue
Cost of sales G100-000 Cost of sales Average cost |0
Stock contral | G7F50-000 Stock control Tatal cost |0.00
Last invoice Guartity on hand |0
Latest cost |0.00
Cost centre
‘wieight Reorder level |0.00
Net weight |0 Reorder at |0.00
Gross weight |0 Minimurn |0.00

5. Select and / or enter the following options:
a) Taxclass / Tax / Ledger

Option
Tax class:

Description

\% Select "Standard rate 15%" — It will automatically link the
. Input Tax to "T860-020 Input VAT — Standard rate - 15%"
. Output Tax to “T860-010 Output VAT - 15%"
. Sales account to “GO70-000 Sales”
. Cost of sales to “G700-000 Cost of sales”
. Stock control to “G750-000 Stock control”

Last invoice: @ o
Option inactive. The date of the last purchase or other document generated

on which the service Stock item was selected. This field will not display any
date if it is a new item, or if no Stock items have been selected on any

documents.
b) Cost centre / Weight
Option Description
Cost centre: @
Disabled.

Nett weight:
J @ Leave blank.

Gross weight @ Leave blank.

c) Selling prices

Option Description

Selling price 1: @ Leave blank

Sellng price 28 e biank

Selling price 3: @ Leave blank.
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d) Value
Option Description
Average cost: @ Leave blank
Total cost:
@ Leave blank.
Quantity on hand: @ , blank
eave blank.
Latest cost:
@ Leave blank.
Re-order level: @ , blank
eave blank.
Reorder at:
@ Leave blank.
Minimum:
@ Leave blank.

6. Click on the Save button to save changes.

G.4- SETTING UP A STOCK ITEM FOR SALES (NO STOCK)

The disabled and inactive options for the Sales (no stock) Stock item type is the same. If you select
this Sales or the Sales (no stock) Stock item type on an invoice or a credit note, no Cost of sales
transactions would be generated. You will also not be allowed to specify the re-order level and
select the Cost of sales, Stock control and Input Tax accounts.

Should you need to generate invoices and credit notes to customers (debtors / clients) for
services, fees, charges or other sales which is not trading stock, you may create a Sales or Sales (no
stock) Stock item type. You may generate invoices and credit notes for these non trading Stock
items only or add these item codes to an invoice or credit note containing physical Stock items.

Some examples where you would create a Sales or Sales (no stock) Stock item type, is the
following:

* Invoicing services such as labour, consulting fees, etc.

* Invoicing carting fees, delivery fees, other charges, etc.
For the purpose of this tutorial, we will be selling 2 services (i.e. Install - Built-in cupboards and Paint Exterior
(outside of houses)) at 500,00 per hour to our debtors / clients).

The “Sales (no stock)"” Stock item type is already created and added in the HANDYMAN, HANDYMAN-A or
HANDYMAN-B Sets of Books.

You may select the "Sales (no stock)" Stock item type and click on the Copy from item and only need to
change a few details for the new services item.
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To set up a stock item for sales (no stock) for services:
1.  On the Action ribbon, select Stock items (F12).
2. Select the "Sales (no stock)".

3. Click on the Copy from item button. The “Stock item” screen with all the data as entered
in the original “Stock item" screen (except the Stock code) is displayed:

Disabled ]
Apply invoice dizcount

4. Enter and / or select the following:

a) Main
Option Description
k :
stock code Enter "4L-PAINT-E"
Description: Enter "Paint Exterior”.
Disabled:

@ Leave blank.

Apply invoice discount: @ , ]
eave as is.

b) Stock information

Option Description
Barcode: @

Leave blank.
Manufacturer:

@ Leave blank.

Extra description: @
Leave blank.

Type:

Pieferred supplier 2‘ T-Empty |

Stack code |=1L-F‘AINT-E ‘ Change code
!
o Description |F‘amt - Exteriar |
Delete Expected quantity |Cur: O Quote : 0 Order: 0Exp: 0
= Stock information Bup
Barcors| |
Save Manufactulerl ‘
Type Sales [ho stock) V
Cancel
Unit s\zel Hours w ‘
Copy from item Reports
Stock group 1 [Labour
Default
Stock group 2 |Una\|ucalsd
Limit rows
50000 PR Preferred supplier 1|T- Empty |
Supplier stock codel ‘ Supplier stack coda‘
Barcode ~
@ Peport Ledger Documentgroups  Transactions Image  Mult-group  Backorders

J@ Default is the standard Stock item type. Select “Sales (no stock)". This will

disable the "Input Tax, Cost of sales” and "Stock control” accounts as well

“Last invoice” fields.
Units:

\% Click on this field and select "Hours".
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¢) Reports
Option Description

Stock 1:
ock group % Select “Labour”.

Stock group 2 @ Leave blank.

d) Preferred suppliers

Option Description

Preferred supplier 1: @
Leave blank.

Supplier stock code: @
Leave blank.
Preferred supplier 2: @ , blank
eave blank.
Supplier stock code:

@ Leave blank.
Click on the Ledger tab; if not displayed by default.

Ledger Document groups  Tramzactions Image  Mulii-group  Backorders

Selling prices
o Tax class | Standard rate ~ Excl amt Incl armt
TEEQ.020 Input VAT - Standard rate - 14% ge::!ng price 12 :gg Z;:Eg
Output tax | TE50-010 Dutput VAT - 14% | eling price :
- Selling price 3| 600 EE24.00
Ledger
Sales acoount |GU1 0-000 S ales | ) Walue
G100-000 Cost of sales Average cost |0
G750-000 Stack contral Total gost | 0.00
Last invoice l:l Quantity on hand |0
Latest cost |0.00
Cost centre
wieight Feorder level |0.00
et weight |0 Feorder at |0.00
Grass weight |0 Mirirum | 0.00

Select and / or enter the following options:
a) Taxclass/Tax/ Ledger

Option Description

Tax class:
acass J@ Select "Standard rate 15%" — It will automatically link the

. Input Tax to “T860-020 Input VAT — Standard rate - 15%"

. Output Tax to “T860-010 Output VAT - 15%"

*  Sales account to “GO10-000 Sales”

. Cost of sales to “GT00-000 Cost of sales”

. Stock control to “G750-000 Stock control”
tastinvorce @ Option inactive. The date of the last purchase or other document generated on
which the service Stock item was selected. This field will not display any date if it
is a new item, or if no Stock items have been selected on any documents.
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b) Cost centre / Weight

Option Description
Cost centre: @

Disabled.
Nett weight:

@ Leave blank.

Gross weight: @ Leave blank

c) Selling prices

Option Description

Selli ice 1:
etiing price Enter "500" exclusive or "570" as inclusive of VAT/GST/Sales tax.

Selli ice 2:
eing price Enter "550" exclusive or "627" as inclusive of VAT/GST/Sales tax.

(il ice 3:
selling price 3 Enter "600" exclusive or "684" as inclusive of VAT/GST/Sales tax.
d) Value

Option Description

Average cost: @ Leave blank

Total cost:
@ Leave blank.

Quantity on hand: @ . blank
eave blank.

Latest cost:
@ Leave blank.

Re-order level: @ . blank
eave blank.

Reorder at:
@ Leave blank.

Minimum: @
Leave blank.
7. Click on the Save button to save changes.

» Select the Paint Exterior "4L-PAINT-E" Stock item and click on the Copy from item button.
1. Enter "4L-INSTCUP" as the stock code.
2. Enter "Install - Built-in cupboards" in the "Description” field.
3. All other fields and the selling prices should be the same as for the Paint Exterior Stock
item.
4. Click on the Save button.

G.5- CREATING A TRADING STOCK ITEM

The Default Stock item type is used for Trading stock items. The Cost of sales settings for these are
important as these may have an impact on your gross profit.
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For the purpose of this tutorial, we will be selling 2 items, i.e. compressors drill presses:

Houndymasin Havodwowe Store
List of Stock Memy oy af 28 February 2018

Queandify Unit | Value of Stock.
Sl Stocks Codle o Hamgl | Cost Price o Hand
Ca'ﬁfvuwr IComgp 4 | 100000 4 00000
Drill Press 3Dl 5 500.00 2 500.00
Tofol & 500.00

For this example, we will create one stock item, “Drill press”.
If you have selected the HANDYMAN Set of Books, you may follow this procedure.

If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit button to
check the settings.

To create and edit stock items:

1. On the Action ribbon, select Stock items (F12). The "Stock item” screen is displayed.

2. Click on the New button. A blank “Stock item” screen will be displayed. “"Default” is the
standard “Stock item type".

3. Check that "Default” is selected for the purpose of this tutorial.

MNew
Delete
Edit
Save
Cancel
Copy from item

Default

Lirmit rowss

50000 “« i

Barcode ~
=1 Repart

Stock sade [ADRILL

| Change cods

Deseription [Diil press

Disabled ]
Apply invoice discount

Expected quantity |Eur - 0Quote: 0 Order: 0Exp: O

Stock information

E tra description

Barcodz{ 1234567630

M arufscturer| Besch

850 atts + B drill bits

Type Default

Uit size E ach ]

Reports

Prefemed supplier 1 | T-Empty | i
Supplier stock code| |

Stock group 1 [Power tools ]

Stack group 2 [Unalocated ~]

Prefemed supplier 2[T- Empty ]I

Supplier stock. CDde‘ |

Ledger  Document groups  Tramsactions  Image  Mult-group  Backorders

4. Enter and /or select the following options:

a)

Main

Option
Stock code:

Description:

Disabled:

Apply invoice discount:

Expected quantity:

Description

Enter "3DRILL".

Enter "Drill press".
@ Leave blank.
@ Leave blank.

@ Field disabled — The values in this field should be 0 at this stage.
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b) Stock information
Option Description
Barcode:

Manufacturer:
f Enter "Bosch”.

Extra description:

Type:

Enter "1234567890".

Enter "850 Watts + 6 drill bits".

for the purpose of this tutorial.

Units:

¢) Reports

Option Description
Stock group 1:

stock group 2 @ Leave blank.

d) Preferred suppliers

Option Description

Preferred supplier 1: @ , blank
eave blank.

Supplier stock code: @ , blank
eave blank.

Preferred supplier 2: @ blank
Leave blank.

Supplier stock code: @ blank
Leave blank.

5. Click on the Ledger tab; if not displayed by default.

Ledger Document groups  Transaction: Image  Multi-group  Backorders

Tax class | Standard rate
Tax

\ﬁﬁ Select “Power tools".

Input tax |T85EI—EIZEI Input WAT - Standard rate - 14%

Dutput b | TESO-010 Output YAT - 143%

Ledaer

Sales account |GO10-000 Sales

Cast of gales |G100-000 Cost of sales

Stock contol | GFS0-000 Stack control

Last invoice

Cost centre

“wheight

Stock can be categorised into groups by the prefix of the code. The Sales, Cost of sales and Stock

% Click on this field and select "Each”.

Selling pricas
Exncl. amt

@ Default is the standard Stock item type. Check that "Default” is selected

Ircl. amt.

Selling price 11000

114000

Selling price 21100

1254.00

Selling price 31200

1368.00

Walue

Awverage cost [0

Total cost | 0.00

Quantity on hand |0

Latest cost |0.00

Rearder level |10.00

Fieorder at |5.00

tinimum | 4.00

accounts can also be split into sub-accounts per stock category.

Each stock item can then be linked to the appropriate Sales, Cost of sales and Stock sub-account

for its particular category.

Each stock item can also be linked to different tax types catering for varied VAT/GST/Sales tax

rates.
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6. Select and / or enter the following options:
a) Taxclass/ Tax / Ledger

Option Description

Tax class:
X \f@ Select "Standard rate 15%" — It will automatically link the

*  Input Tax to "T860-020 Input VAT — Standard rate - 15%"
. Output Tax to “T860-010 Output VAT - 15%"

. Sales account to “G070-000 Sales”

. Cost of sales to "G100-000 Cost of sales”

. Stock control to “G750-000 Stock control”

Last invoice: @ S
Option inactive. The date of the last purchase or other document generated on

which the service Stock item was selected. This field will not display any date if it
is a new item, or if no Stock items have been selected on any documents.
b) Cost centre / Weight

Option Description

Cost centre: @ bled
Disabled.

Nett weight:
7 @ Leave blank.

Gross weight: @ Leave blank

c) Selling prices

Option Description

ing price 1:
selling price Enter “1000" exclusive or “1140" as inclusive of VAT/GST/Sales tax.

Selling price 2:
9P Enter "17100" exclusive or “1254" as inclusive of VAT/GST/Sales tax.

(li ice 3:
selling price 3 Enter “1200" exclusive or "1368" as inclusive of VAT/GST/Sales tax.

d) Value

Option Description

Average cost:
Leave blank.

Total cost:

Quantity on hand:
Leave blank.

Latest cost:

P
P Leave biank
P
P

Leave blank. We will enter the Cost price when we do the Stock take-on

(entering Quantities on hand and Cost prices).

Re-order level:
erorder feve Enter "10".

Reorder at:
Enter "5".

Minimum:
Enter "4".

7. Click on the Save button to save changes.
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G.6- PRINTING STOCK ITEM LISTING

To print a stock item listing report:

1. On the Reports ribbon, select Reports — Stock — Stock item listing. The "All selling
prices” report options will be displayed.

2. Select the "Stock item listing” from the list of reports.

L3 stock item listing - m} X
Stock item listing ~ []Open in PDF
From Reporting group 1
[3camp | Empty
To Bom
Hardware
[SALES-NS | L abour
Sequence gapitr‘]?n
Stock code ~

Shiow details S alos
Tools
Mew page per item Unallocated

+" OK ® Cancel

3. Select the following options:

From:
rom J@ Select the first Stock item i.e. "3COMP" on the list.
To:

© % Select the last Stock item i.e. "SALES-NS" on the list.
Show details:

\'% Select to view additional details for the stock items.
Reporting group 1: @ Leave blank

Show details: @ blank
Leave blank.

New page per account:
pagep @ Leave blank.
4. Click on the OK button.

0 If you click on the "Power tools" Stock group T only these 2 items linked to "Power tools" Stock
group 1 (i.e. Compressor and Drill press) should be displayed.

It is good practice to retrieve a detailed report to check that you have entered all the details and
information correctly. To view additional information, select the "Show details” option. This will list
the Extra description, Manufacturer, Units, Net and Gross weight, Selling prices 1/2 / 3, Barcode
and Reporting group 1/ 2.

It is also recommended that the All selling prices Stock item listing report is printed to check your
selling prices, before you start invoicing.
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H.1- ENTERING OPENING BALANCES

‘ FOR THIS TUTORIAL; WE WILL USE THE HANDYMAN SET OF BOOKS.
TO BEGIN THE TUTORIAL PLEASE GO TO THE MAIN SPEED TOOLBAR - CLICK ON THE OPEN ICON AND
SELECT THE "HANDYMAN" SET OF BOOKS.
(It is in the "TCASH5/ Bin/Tutorials/EN-TUTORIALS" directory on your system).

We advise you to follow this tutorial carefully when setting up your new Set of Books, expanding
on the Chart of accounts, adding your debtors and creditors to suit your particular company.

TurboCASH may be started at any point (not necessarily the same day as you start your business).
You will, possibly, need to enter the balances for all your existing ledger accounts from your
manual Set of Books. These balances are called opening balances. It is advisable to enter your
opening balances at the time of setting up the system.

Opening balances are obtained from your latest trial balance or balance sheet. If your company
has been running for some time, it is a good idea to enter the balance sheet or trial balance
figures from the previous year into the system. For example, if your financial year starts on
2018/03/01, enter your opening balances into the system using the date 2019/02/28. This will give
you a prior year to this year comparison.

If you enter your trial balance figures from your previous financial year, TurboCASH will calculate
your net profit/loss, putting it to the Retained income account. (It will not carry the expense
figures over to the current year.)

If you do not enter any opening balances, your set of accounts will not be complete. However, if it
is a brand new business you are starting, it will obviously not be necessary to enter any opening
balances, as you will not have any.

0 The opening balances are captured in the General journal.

H.2- DEBTOR/ CREDITOR ACCOUNTS FOR OPENING BALANCES

H.2.1- Creating a debtor account for opening balances

o See Chapter F.3.2 of MODULE F.

H.2.2- Creating a creditor account for opening balances

0 See Chapter F.2.2 of MODULE F.
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H.3- CAPTURING OPENING BALANCES

If you have started to use TurboCASHS5, and you already have balances in a hand system or any
other computerised accounting system, you need to enter the balances from your previous
accounting system.

For the purpose of this tutorial, the following examples will be used to illustrate the opening
balances:

General ledger : The Trial balance:

Handyman Hardware Stove Control accounts:
Cloving Triak Balance ay at 28 February 2018 Individual balances needs to be taken on
Bracripnors AccountNo: Pebit  Credd | sonarately for the following Control accounts:
sos 1ps000) ¢ Debtor's control (G700).

?:m i Em; e Depreciation E% %%% :gx se000| * Creditor's control (G900).
g{% vuuwﬂ s el et et afl % 10020 | o ool ® Stock control (G750)

¥ .
S it aoe ¢ 50000 2ecooe) - Control accounts in the General ledger must
o H 16600 always be in balance with the total of the sub-
Oudpadd VAT 850-010 100.00

ledgers.

Total, 17 60000 17 60000

Debtor’s ledger : The balances of the individual Debtor accounts:

Handgman Hardwore Store Debtor's ledger:
Debtor'y Age analysiy ay ot 28 February 2018 Individual balances may be taken on for the
Outstanding g Pt following:
Debfoy  |Auewetns| ™ gppunt - |28/02/2018| 31/01/2018 33/12/2017 9- ]
Mr. Mike Daxies |PIMD-AVI 800.00| s00.00| 20000 oooo|  * Outstanding amount.
Mr. Reger Swifi PIRO-GSM 1 000.00|  €0000| 20000 | 20000 4 ach neriod separately.
Total 180000] 110000[ 40000 300001 pach period separately will allow you to use the

Ageing feature.

Creditor's ledger : The balances of the individual Creditor accounts:

Handyman Hardwore Store Creditor's ledger:
Credifor'y Age Analyly ay ot 28 February 2018 Individual balances may be taken on for the
: ; Oudptonding Owdstanding as at .
Credidor WsontNor| = eToalaons | s1/01/a0m3| 33320207 | Tollowing: '

A-One Suppliery | 240-NES s0000| 20000| zo00d  1oooo, * Outstanding amount.

BEST Suppiry |26E-STS 0000 | IRAR00 to0eg Heiey) * Fach period separately.

AL S 30000 20000 pqcp period separately will allow you to use the

Ageing feature.

Stock ledger: The balances (Quantities and Cost prices) of the individual Stock items:

Haundyman Hardwore Stove Stock ledger:
Lo St (Emen i (Roreoy) 2E80 Only the total value (cost price of stock) is entered as the

Quantity|  Unit | Value of Stock . .
Stocke e | Stotk Cotle| g, Hand | Cost Price|  on Hand opening balance of your stock items.
Cavifrwf 3Comp- 4 | 1 coo.00 4 000.00
Orill Press | 3Dvill s | soooo 2 500,00
Total & 500.00
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0 The opening balances for your trading stock items (Default stock type) must be entered for each individual
stock item - you cannot simply enter the total from the trial balance. You need to inform the program of the
quantities on hand and the cost prices for each stock item. See Chapter K.3 of MODULE K.

TurboCASH will calculate the value of each stock item by multiplying the quantities on hand by the cost

price. After all the quantities and cost prices of your stock items are entered, the total value of all stock items
should be equal to the control figure (stock control account), as per your financial statements.

H.3.1- Capturing opening balances for general ledger accounts

To enter opening balances from your trial balance:
1. On the Action ribbon, select Batch entry (F2).
2. Select General jnl., and click on the Open button.

3. Enter the alias (batch name) in the "Change alias” field. In this example, enter

"OpenBalances" to indicate that the Opening balances was entered in this General jnl.
batch.

o The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch or import a posted batch.

4. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is
displayed:
.3 Options for this batch
Standard  Advanced

Conitra account: 933-000
Mo tax
Inciement eference O
Consolidate balancing O Inclusive mods
Contra account per line O Repeat details
Amount entry
@ Allow both O Debit O Credit
Opening balance - This year
K Cancel

The first time you enter transactions in a General journal, you should set it up according to your

requirements. This should be done for each journal, but only need to be done once, unless your
requirements change.

5. Set up the General journal as follows:

Contra account: The relevant contra account for the batch (i.e. the account to which
TurboCASH will create a balancing entry).

\% Click on the Lookup button and select the suspense account, i.e.

"999 - Suspense Account”.
No tax:
0 fax % Select this option, as no VAT/GST/Sales tax (Output VAT/GST/Sales
Tax and Input VAT/GST/Sales tax) is applicable to the opening
balance transactions.
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Increment reference:
@ If you tick this field, TurboCASH will increment the reference number

by 1 on each subsequent line. DO NOT tick this option.

Consolidate balancing:
@ If you tick this field, TurboCASH will consolidate all balancing entries

into 1 entry, if you have used an account more than once. As for the
take-on of opening balances, it is NOT necessary to tick this option,
since you will be entering both debits and credits from your Trial
balance and will not be asking TurboCASH to balance the batch.

Contra account per line:
@ If you tick this field, TurboCASH will ask to allocate a contra account

for each transaction. As this will be a batch in which you wish to
enter both debits and credits DO NOT tick this field.

Inclusi de:
nelustve moae ﬁ If you tick this field, TurboCASH will treat all amounts as inclusive of

VAT/GST/Sales tax. Tick this option.

Repeat details:
epeat detats \% If you tick this field, TurboCASH will repeat the detail entered in the

Description column on each subsequent line. Tick this option to
repeat the details for the next transactions.

Amount entry:
4 J@ Set to "Allow both", since you will enter amounts in both the debit

and credit column.

J@ Tick this option.

@ If you do not tick this option, you will not be allowed to
post to the Retained earnings / income account. An
error message (similar to this error message “This
batch does not validate! Line JNLT Opening balance -
Take-on retained income must be adjusted in opening
balance batch! See F10 in batch for setup.” will be
produced.

Opening balance — This
year

Click on the Advanced tab.

Leave all fields blank, and make sure that the default option, “Account lookup type”, is set
to "All" and the “Contra account lookup type"” is set to “"General ledger”.

Click on the OK button.

Capture the first transaction as follows:

Reference: JNL1

Date: 2018/02/28

Description: Opening balance - Take-on
Account: Select - “"G505 Capital”
Amount: 11 500,00 CR

g Use the same reference number, date and details for all the entries.

Tax
Since No tax (VAT/GST/Sales tax) is applicable, to the opening balance transactions in this tutorial,
we have selected to hide the Tax column in the Setup options or this batch.
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10. Repeat as above for capturing the rest of the Trial balance. After capturing the Trial
balance, the transactions should reflect as follows:

L General jnl. - [OpenBalances] [m] x

Batch entty  Pasted batches

Change sliss = m=f [T o i
] @ & i - [ ]
& & Lo piie e
“D: Delete  “N:Insert F5:Balance FB:Post  F8: List  F3 Process F10: Setup
Account Contra account Inclusive amount: Exclusive amount Reference total
G505000 Capital G999-000 Suspense -R11 500.00 -R11 500,00 RO.D
No Reference |Date ‘ Description Account Debit Credit Open item

(bl TN 2018/02/28 | Opening balance - Take-on | G505000 Capital 17 500,00
|| 2[JNLT 2018/02/28 Opening balance - Take-on G510000 Retsined incame 4 200,00
|| 3[JNLT 2018/02/28 Opening balance - Take-on GEOODT0 Furniture fittings & cost 1 007,00
|| 4[JNLT 2018/02/28 Opening balance - Take-on GEDOO20 Furniture: fittings -4.cc. deprec. 300,00
|| B[JNLT 2018/02/28 Opening balance - Take-on GE10010 Motor vehicles (& cost 5 000,00
|| B JMLT 2018/02428 Opening balance - Take-on GE10020 Matar vehicles -Accum. depreciation 500,00
|| TIMLT 20718/02/28 Opening balance - T ake-on D1DOPEN Opening Balances - Debtar 1 800,00
|| 8/INLT 2018402728 Opening balance - Take-on C2COPEN Opening balances - Creditor 1 000,00
|| alJNLT 2018/02/28 Opening balance - Take-on G750000 Stock contral 6 500,00
|| 10/JHLT 2018/02/28 Opening balance - Take-on BE10000 ABLC - Bank. 3153.00
|| 11/JHL 2018/02/28 Opening balance - Take-on B:220000 Petty cash 100,00

12/JHL1 201e/02/28 Opening balance - Take-on T250010 Dutput VAT - 14% 100,00

12 17 600,00 17 600,00
Bjn

I"T'I If you are not selling trading stock:
“" When entering the opening balance for the Stock control account (Account number G750-000),
TurboCASH, you may use the Suspense Account (Account number G999-000) for the purpose of
this tutorial.

When entering the opening balance for the Debtor's control account (Account number G700-000),
TurboCASH will not allow you to select the Debtor's control account.

The same applies to the Creditor's control account (Account number G900-000).

The reason for this is that you cannot post any transactions to the Debtor's control account in the
General ledger. You need to select the individual Debtor accounts in the Debtor's ledger, to take
on each individual Debtor's opening balance. When posting the transactions for the opening
balances in the General journal, the Debtor's control account in the General ledger will
automatically be updated with the total of all the individual transactions posted to the Debtor's
ledger.

a It is not necessary to "balance" your batch, as your Trial balance should already be in balance.

You will note that there is an amount indicating the difference between the debit and credit entries
at the end of the Debit Amount column.
This amount (and the Reference total at the top right corner) should reflect a zero after entering
all your transactions.

11. Click on the F8:List icon to print a list of the transactions in the batch.
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12. The batch list is displayed as follows:

[ c\TCASHS\plug ins\reports\ GENERAL\documents\batch.rep - O X
< rMlcag Re|FEREQR e
List batch - Unposted batch G
Batch name General jnl.
Alias (batch name) OpenBalances
Date Reference  Description Account  Contra Tax Debit Credit
account
2018/02/28 JNL1 Opaning balance GEO5-000  GESS-D00 0,00 11500,00
201802728 L1 Opening balan @510000  GEIS000 000 420000
2018/02/28 L1 Opening balance- Takz-on GEDOT0  GEYS000 D0 100700
2018/02/28 L1 Opening balance - Take-on 6500020 GRIS000 0,00 30000
2018/02/28 L1 Opanin; shz-on GE10010  GEYS000 D00 500000
20180228 NL1 Opening bal ‘ake-on G510-020  Goga00D 0.00 500 00
2018/02/28 JNL1 Opening balance- Takz-on DIDG-PEN  GB99-000 D00 180000
20180228 NL1 Opening balance - Take-on C200-PEN  Go&s-000 0.00 100000
2018/02/28 JNL1 Oper she-on GTS0-000  GBIS-D00 D0 650000
201802728 L1 Opening bl se-on BR10000  GEIS000 D00 318300
2018/02/28 JNL1 Opening balance - Takz-on BE20D00  GBISD00 000 10000
201802728 L1 Opening balance- Take-on TES0010  GIE000 000 10000
Total 1760000 1760000 v

0 It is recommended that the source document (e.g. trial balance or balance sheet and income
statement, etc,) be attached to this List of the transactions (take-on of opening balances) and that
it be retained for record and audit purposes.

13. Click on the F6:Post icon. A confirmation message “"Do you want to continue posting?
Batch contains transactions posting to last year!" will be displayed.

14. Click on the Yes button. A confirmation message "Do you wish to post on the retained
earnings account?" will be displayed.

15. Click on the Yes button to continue posting. The transactions will be posted (updated to
the ledger).

Confirmation: Post to last year
If you click on the No button, the transactions will not be posted.
Confirmation: Retained earnings
0 If you have not ticked the "Opening Balances — This year” field on the F10: Setup
Standard tab, you will not be allowed to post to the Retained earnings / income
account.
*  Ifyou click on the No button, the transactions will not be posted.

g The debit and credit transactions is entered and posted in 28 February 2018.

From dete To dats [ Shaw coniia
s v| (A - Export Eint < Debit Credt
Opering balances 0,00
10034 Unallocated Unallocated BB20000 Petty cash OpenB alances Opening balance - Take-on e INLT 2018/02/28 100,00
10034 Unalocsted  Unslocsted  GEOOOI0  Fumiture fiinge @ cost  OperBalsnces  Opening bslance - Teke-on t INLT wisas 10070
10034 Uneliocated  Unalocaled ~ D1DOPEN  Dpening Balances - Deblor OperBalances  Opening balanos - Take-cn > INLT woigmos 1a00m
10034 Unbocsted  Unalocstsd  BOIONOD ABC-Bark OperBalances  Opening balance - Takeran e NCT weE 3110
10034 Unallocated Unaliacated GE10010 Mator vehicles @ cost OpenBalances Opening balance - Take-on By INLT 2018/02/28 500000
10034 Drlocsted  Urslooated — G780000 Stook ool Opsrfalances  Cipering balancs - Take-on U0 wigmss &S0
1003 Unbocsted  Unalocstsd  GS0S000 Capial OperBalances  Opening balance - Takean o INLT 18/02/28 11 5m
10034 Unallocated Unallocated 510000 Retained income OpenBalances Opening balance - Take-on #> INLT 2018/02/28 4 200,00
10034 Unalocsted  Unslocated ~ COCOPEN  Opening balances - Ciedtor OperBalsnces  Dpening bslancs - Teke-on > INLT 2018702728 100000
1003 Unbocsted  Undlooated  GEI0020  Motor vebickes Acou, degr DperBalances  Opering balance - Take-an > INLT W8/ swm
10034 Unallocated Unallocated GEO0020 Fumiture fittings -Acc. depre OpenB slances Opening balance - Take-on e INLT 2018/02/28 300,00
10034 Unallocated Unaliacated TE50M0 Dutput VAT - 14% OpenBalances Opening balance - Take-on By INLT 2018/02/28 100,00
17 600.00 17 600.00
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H.3.2-

Leap years:

If a leap year is, for example, February 2016, the transactions may be entered and posted on 29
February 2016. If the Opening balance batch is posted with transactions entered for 29 February
2016, the transactions are automatically converted to 28 February 2076.

Capturing opening balance for debtors (customers / clients)

To enter opening balances for your debtor accounts:

1.
2.
3.

On the Action ribbon, select Batch entry (F2).
Select General jnl., and click on the Open button.

Enter the alias (batch name) in the "Change alias” field. In this example, enter
"DOpenBalances" to indicate that the opening balances for debtor (customer / client)
accounts was entered in this General journal batch.

Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen will
be displayed. The settings are basically the same as for the opening balances of the
General ledger account. Change the batch settings as follows:

+  Standard tab — Select the “Contra account” - "D1DO-PEN Opening balances —
Debtors" and set "Amount entry” to "Debit".

The tick in the "Opening balances — This year" field must not be selected (not ticked) for
opening balances for debtors (customers / clients).

* Advanced tab - Set the “Account lookup type” and "Contra account lookup type”
both to “Debtors".

Once setup, click on the OK button.

Enter the following transactions:

Haunolyman Hayowore Stove
Debptor'y Age analyuisy as af 28 February 2018

. Owfifnnding ay af
Outstanding
Debfor  |Awovanbns| ™ giount ~ |28/02/2018| 31/01/2014 |33/12/2017

Mr. Mike Dowiey [PLMD-AVI 800.00| 500.00| 200.00 100.00
Mr. Roger Smifle [PIRO-GSM| 1 00000 600.00| 200.00 200.00
Totad 1380000 110000 400.00| 300.00

The Opening Balances — Debtor account should reflect the total of all Debtor accounts (in the
Debtor's control account). You only need to list (select) the individual debtor accounts and enter
their balances.

You may enter only the total outstanding balance (i.e. 1 800,00 as per this example) as at 28
February 2018 for each debtor account (2 entries).

If you wish to optimise the ageing feature in TurboCASH, you may enter the balances for each
debtor account as at the end of each period, e.g. 28 February 2018 — 1 100,00, 31 January 2018 —
400,00 and 31 December 2017 — 300,00.

After entering the individual balances, for each period, the transactions should be
displayed as follows:
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8.

9.

[ General jnl. - [DOpenBalances]

Batch entry  Posted batches

Lhange alias E+ ‘%‘ e
] | ] E [ ]
D0penBalances &b “aj ‘D:‘E
“D: Delete "M Insert F5: Balance FA: FPost  F& List  F3: Frocess F10: Setup
Account Contra account: Inclusive amount: Exclusive amount: Reterence tatal!
D1MDAYI Mi. Mike Davies D1D0-PEN Opening Balances - R500.00 R500.00 R1 800.00
P O Box 333 Halfway House Debtor
1685
Reference |Date ripti Account Debit Credit Open item
JML2 2018/02/28 | Debtor opening balances - Feb 2018 | DTMDAYI Mr. Mike Davies 500,00
JHL2 2018/02/28 | Debtar apening balances - Feb 2018 |D1ROGSM Mr. Roger Smith 600,00
JHL2 2018/01/31 | Debtor opening balances - Jan 2018 | D1MDAVI Mr. Mike Davies 200.00
JNL2 2018/01/31 | Debtar opening balahces -Jan 2018 |D1ROGSM Mr. Roger Smith 200,00
JHLZ 201712431 | Debtor opening balances - Dec 2017 |D1MDAVI Mr. Mike D avies 100.00
JHLZ2 2017412/31 | Debtor opening balances - Dec 2017 |D1ROGSM Mr. Roger Smith 200,00
1800,00 0,00

Click on the F5: Balance icon. TurboCASH will generate balancing entries for each period
(i.e. Feb2018, Jan2018 and Dec2017), as follows:

[ General jnl. - [DOpenBalances]

Batch entry  Posted batches

Change alias

s T iy
&' & LE !
“D: Delete  “M:Insert F5 Balance F&:Post F& List  F9: Process F10: Setup
Account Contra account: Inchugive amount: Exclusive amount: Reference total;
D1MDAVI Mr. Mike Davies D1DO0-PEN Opening Balances - R500.00 R500.00 R1 800,00
P O Box 333 Halfway House Debtor
1685
No ~ |Reference |Date ipti Account Debit Credit Open item
b 1[JML2 2018402428 |Debtor opening balances - Feb 2018 | D1MDAY] Mr. Mike Davies 50000
2[JML2 2018402428 |Debtor opening balances - Feb 2018 D1ROGSM ki Roger Smith B00.00
3JML2 2018401431 |Debtor opening balances - Jan 2018 | D1MDAY] Mr. Mike Davies 200,00
4/ ML2 2018401431 |Debtor opening balances - Jan 2018  D1ROGSM ki Roger Smith 200,00
5|JHL2 2017412431 |Debtor opening balances - Dec 2017 | D1MDAY] Mr. Mike Davies 100,00
B 2017412431 |Debtor opening balances - Dec 2017 | D1ROGSM ki Roger Smith

1800,00 1800,00

You may click on the F9: Process icon and select the “Totals per period” option. This will list the
totals of all the Debit entries and all the Credit entries for each period. The difference should be

X

Zero.

Totals for each period

Period Debit
300

January 18 400

February 18 1100

Credit Tobalance
300 0
400 0
1100 0

~

Click on the F8:List icon to print a list of the transactions in the batch.

TurboCASH5.1 - 2018 — Accounting Made Easy - 179



MODULE H - ENTERING YOUR OPENING BALANCES

The batch list is displayed as follows:

L3 CATCASHS\plug_ins\reports\GENERAL\ documentsibatch.rep - m] X
M < ipM|lEan RO IFREFQ R )
List batch - Unposted batch -
Batch name General jnl.
Alias (batch name) DOpenBalances
Date Reference Description Account Contra Tax Debit Credit
account
T N2 Debior opening balances - Dec 2017 DIMD-AVI  DiDO-PEN 0.00 100,00
201712431 — “Debtor opening balances - Dec D1DO-PEN  1D0-PEN 0.00 100 00
2017
Debior opening balances - Dec 2017 D1RO-GSM  D1DO-PEN 0.00 20000
THL === “Debtor opening balances - Dec D1DO-FEN  1DO-PEN 0.00 200,00
2017
Total 300.00 30000
Date Reference Description Account Contra Tax Debit Credit
account
2018/01/311 INL2 Debior opening balances - Jan 2018 DIMD-AVI  D1DO-PEN 0,00 20000
2018/01/31 === “Debtor opening balances - Jan DIDO-FEN  1DO-PEN 0.00 20000
2018
2018/01/311 INL2 Debior opening balances - Jan 2018 DIRO-GSM  D1DO-PEN 0,00 20000
201801431 - “Debtor opening balances - Jan DIDO-FEN  1DO-PEN 0.00 200 00
2018
Total 400,00 400,00
Date Reference Description Account Contra Tax Debit Credit
account
201810228 NL2 Debior opening balances - Feb 2018 DIMD-AVI  DIDO-PEN 0.00 50000
201800228 === "Debtor opening balances - Feb DIDO-PEN  1DO-PEN 0,00 500,00
2018
Z018/02/28 JNLZ Debwor opening balances - Feb 2018 DIRO-GSM  DIDO-PEN 0.00 60000
2018/02/28 === “Debtor opening balances - Feb DIDO-FEN  1DO-PEN 0,00 600,00
2018
Total 110000 110000 v

o It is recommended that the source document (e.g. trial balance or balance sheet and income
statement, etc,) be attached to this List of the transactions (take-on of opening balances) and that
it be retained for record and audit purposes.

10. Click on the F6: Post icon. A confirmation message “"Do you want to continue posting?
Batch contains transactions posting to last year!”" will be displayed.

11. Click on the Yes button.
TurboCASH will post the entries for each period to the ledger.

The “"Opening balances — Debtor” account should have a zero balance after balances were debited
to the individual debtor (customer / client) accounts.

From date Todate L IECEEEE
o2 -] [amezs - Export rint < Debit Credit
DOpening balances 000
10040 Unaloosted  Unallocated DIDOPEN  Dpening Balances - Debtor DOpenBalances  Debior operning balances - Dec 2017 2m71203 200.00
10040 Unalocated  Unallocated DIDOPEN  Dpening Balances - Debtor DOpenBalances  Debior opening belances - Dec 2017 207120 100,00
10040 Unalocated  Unallocated DIMDAYI M. Mike Davies DOperBalances  Deblor opening balances - Dec 2017 ez 2017412/31 100,00
10040 Unalooated  Unalocated DIROGSM  Mr. Roger Smith DOperalances  Debior opering balances - Dec 2017 INLZ 2017412/31 20000
10040 Unalocated  Unallocated DIDOPEM  Dpening Balances - Debtor DOpenBalences  Debior opening belances - Jan 2018 2018/ 431 20000
10040 Unalocated  Unallocated DIDOPEN  Opening Balances - Debtor DOpenBalances  Deblor opening balances - Jan 2018 2018/01/31 200,00
10040 Unalocated  Unallocated DIMDAYI M. Mike Davies DOperBalances  Deblor cpering balances - Jan 2018 Lz 2018/01/31 200.00
10040 Unalocated  Unallocated DIROGSM  Mr. Roger Smith DOperalances  Deblar apening balances - Jan 2018 INLZ 2018/ 431 200,00
10040 Unalocated  Unallocated DIDOPEN  Opening Balances - Debtor DOpenBalances  Deblor opening balances - Feb 2018 2018/02/28 500,00
10040 Unalocated  Unallocated DIDOPEN  Opering Balances - Debtor DOpenBalances  Debtor opering balances - Feb 2018 2018/02/28 50000
10040 Unalocated  Unalocated DIMDAYI M. Mike Davies DOperBalances  Deblar apening balances - Feb 2018 L2 20e/02/28 500,00
10040 Unalocsted  Unallocated DIROGSM M. Roger Smith DOpenBalances  Deblor opening balances - Feb 2018 ez 2018/02/28 500,00
1 800,00 1 800,00
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Click on the Print button.

L1 ledgerdetail - O X
= = [
LI ipMlzag|Re FEREQAR k)
T-Account viewer ~
D1DOPEN Opening Balances - Debtor Debit Credit Cum
10040 0TI Deblor apening balnces - Dec 2017 20000 200,00
g Dettor apening balances - Dec 2017 100,00 -300,00
m——= Debtor opening balsnces - Jan 2018 20000 -500,00
m—— Debtor apening balances - 20000 700,00
== Debtor apening balances - 80000 130000
——— Debtor apening balances - Fab 2018 50000 180000
Totals 1.800,00
1.800,00
T-Account viewer
D1MDAVI Mr. Mike Davies Debit Credit Cum
000 TNz Debtor opering balsnces - Dec 2017 100,00 700,00
DOpengalan .
10040 1Nz Debtor apening balances - Jan 2018 20000 -1500.00
DOpengalzn .
10040 225 INE Debtor apening balsnces - Feb 2015 500,00 -1000,00
DOpengalances .
Totals 80000
800.00
T-Account viewer
DIROGSM Mr. Roger Smith Debit Credit Cum
10040 0TI N2 Deblor apening balnces - Dec 2017 20000 -800.00
DOpengalzn .
0040 1INz Debtor apening balsnces - Jan 2018 20000 -500,00
DOpengalan .
10040 228 N2 Debtor opening balances - Feb 2018 60000 .00
Dopenaiznces .
Totals 100000
1.000,00 v

H.3.3- Capturing opening balances for creditors (suppliers)

To enter opening balances for your creditor accounts:
1. On the Action ribbon, select Batch entry (F2).
2. Select General jnl., and click on the Open button.

3. Enter the alias (batch name) in the "Change alias” field. In this example, enter
"COpenBalances" to indicate that the opening balances for creditor (supplier) accounts
was entered in this General journal batch.
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4. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen will
be displayed. The settings are basically the same as for the opening balances of the
General ledger account. Change the batch settings as follows:

+  Standard tab - Select the “Contra account” - “Opening balances — Creditors” and set
“Amount entry” to "Credit".

a The tick in the "Opening balances — This year" field must not be selected (not ticked) for
opening balances for creditors (suppliers).

* Advanced tab - Set the “Account lookup type” and “Contra account lookup type"
both to “Creditors”.

5. Once setup, click on the OK button.
6. Enter the following transactions:

Handyman Hardwore Store
Creditor'y Age Ancdysiy ay ot 28 February 2018
. . Ouwisfanging Ouwtstanding as at
: eeount Now| =4t |2870272018 | 33/01/2018] 33/12/2007
A-Ont Suppliery | 240-NES 0000 30000 200.00 100.00
BEST Supplitry | 2BE-STS 40000 20000 100.00 100.00
Total toooo0]  S0000| 30000 20000

The Opening Balances — Creditor account should reflect the total of all Creditor accounts (in the
Creditor's control account). You only need to list (select) the individual creditor accounts and
enter their balances.

You may enter only the total outstanding balance (i.e. 1 000,00 as per this example) as at 28
February 2018 for each creditor account (2 entries).

If you wish to optimise the ageing feature in TurboCASH, you may enter the balances for each
creditor account as at the end of each period, e.g. 28 February 2018 — 500,00, 31 January 2018 —
300,00 and 31 December 2017 — 200,00.

7. After entering the individual balances, for each period, the transactions should be
displayed as follows:

L General jnl. - [COpenBalances] [m] x

Batch entry Posted batches

Change alias F_+ % ﬁ |t
e | e g ®
COpenBalances aa "‘.J E 1';1“ —i “_I
“D: Delete  “M: Inzert | F5: Balance | FE: Fost  F& List  F3: Process F10: Setup
Account Contra account: Inclusive amount Exclusive amount: Reference total
CZ2A0NES A-OME Suppliers C2C0-PEN Dpening balances - -R300 -R300.00 -R1 000.00
P O Box 31318 Marshalltown Creditor
Johannesburg 2000
No Reference |Date |Descriptiol| Account Debit Credit Open item
|PE 1 NLS 2018/02/28 | Creditor opening balances -Feb 2018 | C2ZA0NES &-0ONE Suppliers 300.00
| | 2 JNL3 2018/02/28 | Creditor opening balances -Feb 2018 |CZBESTS BEST Suppliers 200,00
| | 3 JNLE 2018401431 Creditor opening balances -Jan 2018 |C240MES A-OME Suppliers 200,00
| | 4 JNLE 2018401431 Creditor opening balances -Jan 2018 |C2BESTS BEST Suppliers 100,00
| | 6JHLE 201712431 | Creditor opening balances -Dec 2017 | C2A0NES A-ONE Suppliers 100,00
| | 6 JNL3 20712431 Creditor opening balances -Dec 2017 |C2BESTS BEST Suppliers 100,00
6 0,00 1000,00
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8. Click on the F5: Balance icon. TurboCASH will generate balancing entries for each period
(i.e. Feb2018, Jan2018 and Dec2017), as follows:
L] General jnl. - [COpenBalances] O e
Batchentry  Posted batches
Change slias = el = L i
[ ] ® = o @
COpenBalances & ‘[.J = , =l T ak
“D: Delete “M: Ingert F5 Balance FE: Pogt  F2: List  F9: Process F10: Setup
Account Contia account: Inclusive amount: Exclusive amount: Rieference total
C2A0NES A-OME Supphliers C2CO-PEN Opening balances - -R300.00 -R300.00 -R1 000.00
P O Box 31318 Marshalltown Creditor
Johannesburg 2000
No Reference |Date |Descriptiol| Account Debit Credit Open item
: ” ‘I JML3 2018/02/28 Creditor opening balances -Feb 2018 | C2A0MES A-0NE Suppliers 300,00
|| 2/ JML3 2018/02/28 | Creditor opening balances -Feb 2018 | C2BESTS BEST Suppliers 200,00
| | 3MLE 2018/01/31 Creditor opening balances -Jan 2018 | C240MES &-0ONE Suppliers 200,00
|| 4/ JML3 2018/01./31 Creditor opening balances -Jan 2018 |C2BESTS BEST Suppliers 100,00
| | 5 JHLE 2001712/ Creditor opening balances -Dec 2017 |CZA0NES A-OME Suppliers 100.00¢
| | B JML3 201712/ Creditor opening balances -Dec 2017 C2ZBESTS BEST Suppliers 100,00
| | e 2018/02/28  Creditor opening balances -Feb 2018 C2COPEM Opening balances - Creditor 300,00
| | g s 2018/02/28  Creditor opening balances -Feb 2018 C2COPEN Opening balances - Creditor 200,00
8|z 2018/01./31 Creditor opening balances -lan 2018  C2ZCOPEN Opening balances - Creditor 200,00
| | 0 e 2018/M./21 Creditor opening balances ~lan 2018 C2COPEM Opening balances - Creditor 100.00
| | 7 20171243 Creditor opening balances -Dec 2017 C2COPEN Opening balances - Creditor 100,00
12 e 201712/3 Creditor opening balances -Dec 2017 C2ZCOPEM Opening balances - Creditor 100.00
12 1000,00 1000,00
]
You may click on the F9: Process icon and select the "Totals per period” option. This will list the
totals of all the Debit entries and all the Credit entries for each period. The difference should be
zero.
Totals for each period X
Period Debit Credit Tobalance A
ecember 17 20 200 0
January 18 300 300 a
Februar 18 500 500 a
9. Click on the F8:List icon to print a list of the transactions in the batch.
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The batch list is displayed as follows:

L3 CATCASHS\plug_ins\reports\GENERAL\documents\batch.rep — [m] x
M «f PH|cag RO IFERFAAR] k)
List batch - Unposted batch @
Batch name General jnl.
Alias (batch name) COpenBalances
Reference  Description Account  Contra Tax Debit Credit
account
K] Cradior opening balances -Dee CZAC-NES  CROO-FEN 0.00 100,00
20
g “Craditor opening balances-Dec  CZCO-FEN  200-FEN 000 10000
2017
2017123 N3 CZBE-STS  (ZOO-PEN 0,00 100,00
Tz ~—== ~Creditor opaning bala C2CO-PEN  2CO-FEN 000 10000
017
Total 20000 20000
Description Account  Contra Tax Debit Credit
account
Creditor opening balanoes -Jan CZAC-NES  C2CC-FEN 0,00 200 00
201800131 === “Creditor opening balancas-Jan  CZCO-FEN  200-FEN 000 20000
2018
20180131 JNL3 CZBE-STS  (ZOO-PEN 0,00 100,00
0180131 "= C2CO-PEN  2CO-FEN 000 10000
Total 30000 30000
Date Reference  Description Account  Contra Tax Debit Credit
account
20180228 L3 Craditor opening balsnces Feb CZAC-NES  C2CC-FEN 0,00 00,00
2018
20180228 === “Creditor opening balances-Feb  CZCO-FEN  200-FEN 000 20000
2018
2018/02i25 JNL3 Cradior opening balsnces -Feb CZBE-STS  (ZOO-PEN 0,00 20000
2
C2CO-PEN  2CO-FEN 000 20000
Total 50000 50000 v

0 It is recommended that the source document (e.g. trial balance or balance sheet and income
statement, etc,) be attached to this List of the transactions (take-on of opening balances) and that
it be retained for record and audit purposes.

10. Click on the F6: Post icon. A confirmation message “"Do you want to continue posting?
Batch contains transactions posting to last year!" will be displayed.

11. Click on the Yes button.

4

TurboCASH will post the entries for each period to the ledger. The “Opening balances — Creditor”
account should have a zero balance after balances were credited to the individual creditor
(supplier) accounts.

From date Tadste [
WiTAz -] [mismanE - Esport Fiint < Debit Crecit
Opening balances 000
10041 Unallocated Unallocated CZCOPEN Opening balances - Creditor COpenBalances Creditor opening balances -Dec 2017 e 201712/ 3 100.00
10041 Unallocated Unallocated C2COPEN Opening balances - Creditor COpenBalances Creditor operning balances -Dec 2017 s 20M712/3 100,00
10041 Unallocated Unallocated C240MES AONE Suppliers COpenBalances Creditor apering balances -Dec 2017 JNL3 20712/ 100,00
10041 Unalocated  Unsllocatsd  C2BESTS  BEST Suppliers COpenBalances  Crediar opering balances Dec 2017 N3 20172 10000
10M1 Unslocated  Unallocstsd ~ CZCOPEN  Opening balances - Crediter CperBalances  Credior spering balances ~an 2019 201807 100,00
10041 Unallocated Unallocated C2COPEN Opening balances - Creditor COpenBalances Creditor opening balances ~Jan 2018 e 201801431 200.00
10041 Unallocated Unallocated C2a0MES AAONE Suppliers COpenBalances Creditor operning balances ~Jan 2018 JHL3 2080143 200,00
10041 Unalocated  Unallocated  C2BESTS  BEST Supplers COpenBalances  Credier opering balances -lan 2018 N3 208/ 10000
10M1 Unslocated  Unsllocstsd  C2COPEN  Opening bslsnces - Crediter COperBalances  Credior apering balances Feb 2013 2018/02128 20000
10041 Unaloceted  Unallocated ~ C2COPEN  Opsning balsnoes - Creditor COperfialances  Cradior opering balances -Feb 2018 016/02020 300,00
10041 Unallocated Unallocated C280MES AAONE Suppliers COpenBalances Creditor operning balances -Feb 2018 JHL3 2018/02/28 300,00
10041 Unallocated Unallocated CZBESTS BEST Suppliers COpenBalances Creditor opering balances -Feb 2018 JNL3 2018/02/28 B ZDD‘UD‘
1 000,00 100000
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Click on the Print button.

L ledgerdetail - O X
(e [
M < ipH|2a|RC|FEFQLRA Lo
T-Account viewer A
C2A0NES AONE Suppliers De bit Credit Cum
10041 20171231 N3 itor opening balar 10000 -100.00
COpenBalances
10041 20180131 N3 ditor opening balan 20000 -300,00
COpenBalances .
10041 201802728 N3 Creditor opening balances -Feb 2018 00 -600.00
COpen@alsnces .
Totals 600,00
600,00
T-Account viewer
C2BE STS BE ST Suppliers Debit Credit Cum
TN TE) Craditor opening balan 10000 -700.00
1 M3 itor opening balan 10000 -800,00
0228 N3 Craditor opening bslances -Feb 2018 20000  -1000,00
COpenBalances .
Totals 400,00
400,00
T-Account viewer
C2COPEN Opening balances - Creditor De bit Credit Cum
10041 20 == Creditor opening balances -Dec 2017 100 00 -5900,00
1 —— itor opaning bslances -Dec 2017 100 00 -800,00
— Creditor opening balances - Jan 2018 100 00 -700,00
m—— Craditor opening bslances -Jan 2018 20000 -500,00
— itor opening balan 200 00 -300,00
m—— 300 00 0,00
Totals 100000
1000,00 v

H.4- PRINTING A TRIAL BALANCE

It is good practice to print a Trial balance in TurboCASH at this point and check it with the Trail
Balance of your previous accounting records from which you have entered your transactions.

It is recommended that this printed Trial balance be retained with your working papers and the previous
trial balance for record and audit purposes.
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To print a trial balance from the T-Ledger analyser:

1. On the Reports ribbon, select T-Ledger analyser 1 or 2.
Per period  Free selection Grops Fiepor type
[ Display Nane | [ Tridl balance -
: 2313’33’0”2019’02’25 b Ignore zerc balances Budget [m]
Export Oenr:usmh O 4 Honths ‘iewer Deblors / Credtors ] Cost centre 1
— O 2 Months ©) & Months Include opsning balances v
- O 3Months @ e Opening balances only Cost centr= 2
~ -_ REPORTING GROUP ROOT 0,00 |
“z* G505000 Capital I 11 500,00
%7 6510000 Retained income ] 4 200,00
~ =z" G600000 Furniture & fittings - Net value 707,00 |
=z* 600010 Furniture fittings @ cost 1 007,00 |
=z* G600020 Furniture fittings -acc. deprec. | 300,00
~ =z* G610000 Motor vehicles - Net value 4 500,00 |
=z* G610010 Motor vehicles G cost 5 000,00 |
=z* G610020 Motor vehicles -accum. depreciation | 500,00
:. G700000 Debtors control 1 800,00 |
=" 6750000 Stock control & 500,00 |
B810000 ABC - Bank 3 193,00 |
fiil 8820000 Petty cash 100,00 |
~ “z" GB50000 VAT - Control - 14% I 100,00
[l T850010 output VAT - 14% | 100,00
&, 6900000 creditors control 1 1 000,00
<« |
AHE Net PrafitdLess D 0,00

Balance D 0,00

0 If you need to check the individual balances of the Debtor's accounts in the Debtor's control
account (G700), you need to generate Debtor's age analysis report.
If you need to check the individual balances of the Creditor's accounts in the Creditor's control
account (G900), you need to generate Creditor's age analysis report.
If you need to check the opening balances of the individual stock items in the Stock control
account, you need to generate a Stock item listing report.

2. Select the following:

a) Periods — On the default “Per period” tab,
2019/02/28".

b) Report type — Select “Trial balance".

select "Year” and Period “2078/03/01-

c¢) Reporting group - The following options are available:
i) None — Select this option. This will list the accounts according to the

Account code (account number).

i) Reporting group 1 — This will list the accounts according to the Account
Group 1 (Groups - Account group1) (Setup ribbon).

iii) Reporting group 2 — This will list the accounts according to the Account
Group 2 (Groups (Account group2) (Setup ribbon).

d) Ignore zero balances — Tick — This will list only those accounts for which

opening balances was entered.

e) Viewer Debtors / Creditors — If this option is not ticked, it will list only the
balances of the Debtor's control account and the Creditor's control account.
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Tick this option to show the break down of the Debtor accounts in the Debtor's control
account and the break down of the Creditor accounts in the Creditor's control account.

al, G700000 Debtors control 1,800.00 |
:. DLDOPEN Opening Balances - Debtor | 1,800.00
& DIMDAVI Mr. Mike Davies 800.00 |
:. DLROGSM Mr. Roger smith 1,000.00 |
=5 6750000 stock control ,500.00 |
i B810000 ABC - Bank 3,193.00 |
E 5820000 Petty cash 100.00 |
“%" G850000 VAT - control 1 100.00
-f. 6900000 creditors control ] 1,000.00
- #(r-emmr- group 1A 1,000.00 |
& C2COFEN Opening balances - creditor 1,000.00 |
- #(r-emmr- group 1B | 1,000.00
& C2AONES A-ONE suppliers | 600. 00
2 c28ESTS BEST suppliers | 400.00

f)  Include opening balances — Tick this option to include the opening balances.

g) Opening balances only - Leave this option blank, if no other transactions are
entered and posted for the selected period.

If any transactions is posted for the selected period, you need to tick this option to list
only the accounts for which opening balances have been entered.

3. Click on the Report button. You may change the sequences, and click on the Print
button to print the report.

An example of the "Trial balance” (account code sequence), is as follows:

L detail - m} X
= (= =
M < rHEagRe IFEFIR )
_ . a
Trial balance Opening balances 2018/03/01
Totals
Debit Credit Debit Credit
REPORTING GROUP ROOT
505000 Capits! 11500.00
510000 Retsined income: 420000
800000 Fumniture & fitings - Netvalue 707,00
800010 Fumiture fitfings @ cost 100700
800020 Fumiiure fitlings -Acc deprec: 200,00
810000 Wblor vehicles - Netvalue 450000
’ Handyman Hardwore Stove
810010 Wotor vehicles @ cost 5000.00 ing Trisk B 95 0F 28 Feboruowy 2018
810020 Wotor vehicles -Accum. deprecistion 500,00 = T T
700000 Debtors control 130000 b
750000 Stock control 650000 s05 11 s00.00)
- 4 20000
£10000 ABC - Bank 3218300 B S A =
820000 Pettycash 100,00 WAWM(A Depreciation Z?g :gi‘g 5 00000 30000
850000 VAT- Contral - 14% 100,00 mudatid Depreciation: 4105020 M, 50000,
850010 Output VAT - 14% 100,00 00 o soooo Fo%0%®
300000 Creditors contral 1000,00 210 3 143,00
520 10000
Totals 17 600,00 17600,00 Becs ot oo
Net |
stioss v 17 60000 17 60000

The totals should balance with the previous financial year. Check that the totals are in balance and
that the correct balances correspond with the balances on your source trial balance.

» AT THIS POINT YOU HAVE COMPLETED YOUR SETUP, CHARTED YOUR ACCOUNTS, CAPTURED
YOUR DEBTORS AND CREDITORS; AND ENTERED YOUR OPENING BALANCES INTO TurboCASH.
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PURCHASE AND SALES TRANSACTIONS - BATCHES OR DOCUMENTS

I.1- PURCHASE AND SALES TRANSACTIONS - BATCHES OR
DOCUMENTS

I"T'I The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South Africa,
the South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April 2078.

This MODULE, VAT based on 14% tax for taxable transactions up to 31 March 2018.

If you generate documents from your stock item code file in TurboCASH, transactions will
automatically be generated when documents are updated or posted to the ledger as follows:

* Sales documents (Invoices and Credit notes) in the Sales journal (as linked to the
“Batch type" field of the Invoices and Credit notes tabs in Documents setup (Setup
ribbon).

. Purchase documents (Purchases and Supplier returns) in the Purchase journal (as
linked to the “Batch type” field of the Purchases and Supplier returns tabs in
Documents setup (Setup ribbon).

In addition to the Sales and Purchase journals for transactions generated by documents, you also
need to enter transactions in other batches (journals) (i.e. Payments Jnl, Receipts Jnl,
Petty cash Inl, General Inl, etc.). These are the books of prime entry in which you need to
capture payments, receipts, opening balances, etc. and post or update it to the ledger.
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I.2- CAPTURING YOUR CASHBOOK

For this tutorial, assume that you purchase some fixed assets, such as a desk at 570,00 (inclusive of
VAT/GST/Sales tax) and 2 chairs at 342,00 (inclusive of VAT/GST/Sales tax) for your office on 1* of
March 2018. The owner also handed a cheque of 5 000,00 from his personal bank account which
you need to deposit into the current account of the business in order increase his Capital.

3 . (e by R AR e You will need to issue the following cheques on 1
To: Gffice: Decovators To: Office Supplitry March 2018:
For: Purchase of 1 Desks For: Purchase of 2 Chairy .
Balance b/f: Balance by/f: e Cheque 105 - Office Decorators to 570,00
e (Inclusive of VAT/GST/Sales tax) for 1 desk.
This Cheque; S70.00 (incl) | This Cheque: 342,00 (1ne0) «  Cheque 106 - Office Suppliers to 342,00
Balance ¢/f: Balancec/f: ) 1

105 106 (Inclusive of VAT/GST/Sales tax) for 2

chairs.

The cheque counterfoils (cheque requisitions) will be used to capture the transactions in the
Payments journal of the bank account from which the cheque is issued.

The invoices or slips received from the supplier also need to be retained for Tax and VAT/GST/Sales tax

purposes.
Handyman Hardware Store An amount of 5 000,00 is received from the owner, for
Receipt no.: D001 Date: 7 Masch 2018

which the following receipt is issued:

Received From: _fecd Daacsls

For: Capiial Oweers Condribuion.

Amount: Five Thawgand Randy Only . . u —

Feyimest Mathod: chcgues Biscourt Rec?zpts may also bg created using the "Create receipts

R T option (F9: Process) in the Receipts batch and the
——— "Receive payment” option on Open item link (Action

ribbon) feature.

A deposit number D5000 of 5 000,00 - Capital Contribution will be used to capture the
transactions in the Receipts journal of the bank account in which the owner's cheque is
deposited.

Receipts are usually issued for all moneys received in cash
and cheques received.

ABC Bank Deposit Slip Date: 1 March 2018
Credit: Handyman Hardware Store | B2NK SAMP e
) < 01-03-2018 Coins
Account Number: zaososaosz 500007 Money Orders
Sub-total
Drawer's Name Bank Branch Mame/Code
ek Dol Flractice S| Jobannssbuyy | =esasasaas Soo000
Total | ---------- S0
Signature Deposit Reference | Reécdoer s
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CAPTURING YOUR CASHBOOK

0 The Cashbook consists of a Payments journal and
a Receipts journal.
* Cheques issued will be captured in the

Budget Bank  Bark links

Papments | ABC-Papments

Payments journal
* Deposits will be captured in the Receipts Receipts | ABL-Receipts
Journal.
. Receipts & -
—— Payments
— e
Rent - Landlord | R 100.00|
- twE
Lights - Council [ R 25.00]
—_— S
Deposits
ABC Bank | _ g2 77"
Piesnamghoek, Roodepoart ‘/
Tax - Receiver R 25.00
‘ Credf: Honcman Hordnsre Stere =
Azceunt Number: fO0R08000 -  — — N
Tom Pays Cash Torm 100
‘Dick Pays cash | Dick 200 ABC Bank| _ g2 7"
300 Fiesnamgheek, Roodepoort ‘}"/
Depost Refirence duspstid- 07 Salary - Debbie R 150,00
Sigrature A5 S

In this tutorial, the payments transactions are manually entered from source documents in the
payments batch and the receipts (deposits) are manually entered in the receipt batch. These
transactions may also be entered manually from bank statements.

Bankimport plugin is a commercial plugin. - It allows you to import a valid bank statement file into
TurboCASH. It will import bank transactions and save you hours of data entry. You can simply link
transactions to your debtors, creditors or other accounts. And with a simple mouse click, link the payments
to the right invoices.
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1.2.1- Entering your payments

To enter your payment transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the ABC-Payments journal and click on the Open button.

3. Enter the alias (batch name) in the "Change alias” field. In this example, enter
"ABCPayments1803" to indicate that the payments of March 2018 was entered in this
Payments batch for the "ABC-Bank" account.

The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch or import a posted batch.

4. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is

displayed:
L] Options for this batch X
Standard | Advanced The contra account is by default set
Contra account: il to the Bank account.
Mo tas O
Increment refstence You cannot change this in the
Consolidate balancing O Inclusive mode Payments journal or Receipts
Repeat detail: O . y [ J p
Amount entry Journar.
O Allow bath (®) Debit O Credit
Payments cashbook " 0K LCancel

The first time you enter a transaction in the Payments journal you should set it up according to
your requirements. This should be done for each journal, but only need to be done once, unless
your requirements change.

5. Set up the Payments journal as follows:

No tax: . .

@ Leave blank for the purpose of this tutorial. You may at a later stage
select this option, if there are no tax (Input VAT/GST/Sales tax)
applicable to all the transactions you need to enter in the payments
batch (e.g. payment of creditor accounts).

Increment reference: gﬁ@ Tick

Consolidate balancing: @ b .
0 not tick.

Inclusive mode: \ﬁ@ Tick

Repeat details: @ | blank
eave blank.

\/@ Tick on "Debit".
6. Once setup; click on the Advanced tab.

Amount entry:
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Entering your payments

7. Leave all fields blank, and make sure that the default option, “Account lookup type", is set
to "All" for this exercise.

Once setup; click on the OK button. You are now ready to record your first cheque.

Capture your cheques from your cheque stubs in your chequebook or from your cheque
requisitions (or the supporting documents), using the payment (cheque) number as the
reference number.

Reference: 105

Date: 2018/03/01

Description: 1 x Desk

Account: Type "fur" for furniture and select the correct sub-account —
G600-010 - Furniture & fittings @ cost.

Tax: Input VAT/GST/Sales tax - Capital goods - 14%

Amount: 570,00 DR

batch, TurboCASH will create the credit to the Bank account.

0 The amount is a debit as it is the amount for the fixed asset account. When you balance the
g Ensure that the F7:Inclusive icon is reflecting “inclusive”. This should be so as we set the batch
to inclusive mode.
When you select a VAT/GST/Sales tax type, always check the bottom right-hand corner for the
inclusive and exclusive amounts. Based on the 14% VAT rate, the amount of 570,00 will
change to 500,00.
This is because the cost of the desk is 500,00 and should be posted to the furniture and
equipment account. The VAT/GST/Sales tax amount (70,00) must be posted to the Input
VAT/GST/Sales Tax account.

10. You are now ready for cheque no. 106.

Reference: 106

Date: 2018/03/01

Description: 2 x Chairs

Account: G600-010 - Furniture & fittings @ cost.

Tax: Input VAT/GST/Sales tax - Capital goods - 14%
Amount: 342,00 DR
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11. After capturing your first two payments (cheques), the Payments journal is displayed as
follows:

L] ABC-Payments - [ABCPayments1203] m} X

{Batchenlly | Posted batches

Change alias F+ % D @ @ 1 a i
s | @ e 0 EB 40 | 60 ¢ kd &5

“D: Delete “M: Insert F5: Balance FE:Post F7 Ewclusive | F7: Inclusive | F8: List  F9: Process F10: Setup

Accourt Contra account: Inclusive amourt Exclusive amount: Reference total.
GB00010 Furniture fittings @ cost B&10-000 ABC - Bank R570.00 R500.00 R570.00

Ho ‘Keference Date ‘Description Account |Tax Debit Credit Open item
l 11105 2018/03/01 |1 % Desk GEO0010 Furriture fittings @ cost 1850030 Input WAT - Capital goods - 14% 500,00
2106 2018/03/01 |2 % Chairs GEO0010 Furriture fittings @ cost 1850030 Input WAT - Capital goods - 14% 300,00

o "F7: Inclusive” icon - Amounts in the reqular or regular font indicate that it is entered Inclusive of
VAT/GST/Sales tax.
If the "F7: Exclusive” icon is selected, the amounts are entered as Exclusive if VAT/GST/Sales tax
and will be displayed in the bold font.
In Payments and Receipt batches the amounts are displayed as Exclusive of VAT/GST/Sales tax
when the cursor is not in the amount field (after the batch is balanced).

You can enter transactions in a batch daily and only post at the end of the month. Your
transactions will not be lost when you exit a batch or close TurboCASH. You may also choose to
post after every balanced entry.

» For the purpose of this tutorial, DO NOT balance or post the batch at this point.

|.2.2- Entering your receipts

To enter your receipts transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the ABC-Receipts journal and click on the Open button.

3. Enter the alias (batch name) in the "Change alias” field. In this example, enter
"ABCReceipts1803" to indicate that the receipts (deposits) for March 2018 was entered in
this Receipts batch for the "ABC-Bank" account.

a The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch or import a posted batch.
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5.

Entering your receipts

Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is

displayed:
. Options for this batch X
Standard - Advanced
c The contra account is by default set to the
ontia account:
ot Bank account.
Increment reference
Consolidate balancing ] Inclusive mode P
Fopest el You cannot chqnge_thts in the Payments
Amount enty Jjournal or Receipts journal.
O Allow bath O Dehit @® Credit 3 .

e - i From the first transaction, the Receipts
journal should be setup according to your
requirements. You only need do this once,
unless your requirements change.

Receipt cashbook + OK ® Cancel

Set up the Receipts journal as follows:

No tax:

J@ Select this option for the purpose of this tutorial. This will hide the tax
column and tax lookup. You may at a later stage deselect this option,
if there are any tax (Output VAT/GST/Sales tax) applicable to any
transaction or all the transactions you need to enter in the receipts
batch (e.g. cash sales accounts).

Increment reference: \/@ Tick
Consolidate balancing: @ b .

0 not tick.
Inclusive mode: J@ Tick
Repeat details:

@ Leave blank. You may select this option if you need to enter many
transactions of the same nature (e.g. Payment received - Thank you).
This will repeat the details to the next line or transaction.

Amount entry:
Y B rick on "Credit

Once setup; click on the Advanced tab.

Leave all fields blank, and make sure that the default option, “Account lookup type”, is set
to "All" for this exercise.

Once setup; click on the OK button. You are now ready to record your first deposit.

Capture deposits from the deposit book or slips. Number each page of the deposit book
separately and use this number as your reference number.

It is important that this reference does/will not coincide with your cheque numbers. If you have
pre-numbered deposit slips, it is wise to prefix your deposit number with D. You may also prefix
your cheque numbers with C.
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Reference: D5000
Date: 2018/03/01
Description: Cash from owner.
Account: Type "cap" for capital and select - G505-000 — Capital.
Amount: 5000,00 CR
Tax

Since No tax (VAT/GST/Sales tax) is applicable, to the receipt transactions in this tutorial, we
have selected to hide the Tax column in the F10:Setup — Standard tab.

The amount is a credit for the capital account. When you balance the batch, TurboCASH will
create the debit to the bank account.

10. After capturing your first receipt, the Receipts journal is displayed as follows:

L] ABC-Receipts - [ABCReceipts1803] O X
Batchentry  Posted batches

LChange alias — F_+ % ﬁ —4

] [ = o
ABCReceipts1203 | b "’J D ] 7 “_I
“D: Delete “M: Insert F5: Balance F&:Post F3:List  F3: Process F10: Setup

Account Contra account: Inclusive amount Exclusive amount Feference lotal
6505000 Capital B810-000 ABC - Bank -RS 000.00 -RS 000,00 -RS 000,00
| Il‘lo ‘Re‘ference |Date ‘Description |Aooount ‘Debit |Credit ‘Dpen item
M'I Dh000 2018/03/01 | Cash received from owner GEOS000 Capital 5 000,00

You can enter transactions in a batch daily and only post at the end of the month. Your
transactions will not be lost when you exit a batch or close TurboCASH. You may also choose to

post after every balanced entry.

» For the purpose of this tutorial, DO NOT balance or post the batch at this point.

1.3- CAPTURING YOUR PURCHASES IN BATCHES

You need to capture all the supplier invoices you have received for purchases on credit, from your
creditors (suppliers).

In addition to the Purchase journal in the Batch entry mode, you may also use the Document entry to create
Purchases using the following stock item types:

*  Financial entry — Use the Accounts lookup to select General ledger accounts.

*  Sales (no stock) — Create a Stock item for services only (e.g. consulting, labour, etc.)
Purchases are also usually linked to the Purchase journal in the Documents setup (Purchases tab) (Setup
ribbon).
Using the Document entry, Purchases may be printed by TurboCASHS5, which will generate similar
transactions as the Purchase journal batch entry as discussed here.
You may also create, print orders and convert these to Purchase documents.
For the purpose of this tutorial, the similar transactions as in the Purchases Batch are also replicated for
Purchase documents — See (Chapter J.3 of MODULE J).
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Entering supplier invoices (Purchase journal)

1.3.1- Entering supplier invoices (Purchase journal)

To enter purchase transactions:
1. On the Action ribbon, select Batch entry (F2).

2. Select the Purchase Jnl and click on the Open button.
If no contra account is displayed on the "Batch type selection” screen, you need to set up the
options for the batch. If you have not yet set the Purchase journal, or if your requirements should
change, click on the F10:Setup icon.
If you have a few supplier credit notes, you may enter a negative (minus sign), followed by the
amount in the credit column. These amounts will be transferred to the debit column.
If you have many supplier credit notes to capture, you need to set the amount entry to debit in
the F10:Setup — Standard tab for the Purchase journal, before entering supplier credit notes in the
Purchase journal. Alternatively, you may enter the supplier credit notes in the Purchase returns
Jjournal.

3. Enter the alias (batch name) in the “Change alias” field. In this example, enter
"Purchases1803" to indicate that the Purchases for March 2018 was entered in this
Purchase batch.

g This will help you if you wish to identify a specific batch to generate a batch type report, or if you
wish to export posted batches to a file.

4. Click on the F10:Setup icon to set your batch up. The "Options for this batch” screen is

displayed:
.1 Options for this batch %
Standard  Advanced
Contra account
Motax
Increment reference (]
Congolidate balancing O Inclusive mode
Contra account per ling Repeat details (]
Amount entry
(O Allows botk () Deiit (® Credit

[ Opening balance - This year

+/ OK © Cancel
5. Set up the Purchase journal as follows:

Conti t:
ontra accoun \ﬁﬁ Click on the Lookup button and select "750-000 - Stock

control”.

No tax:
o fax @ Leave blank.

Increment reference:
Leave blank.

Leave blank.
Contra account per line:

P
Consolidate balancing: @
B

Tick.
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Inclusive mode: JE‘j Tick

Repeat detalls: 6@ blank
Leave blank.

Amount entry:
4 J@ Tick on “Credit".

Opening balance - This year: 6@
Leave blank.

6. Once set up; click on the Advanced tab.

Select the "Creditors” option for the “"Account lookup type”, since you only need to select
“Creditors” accounts when you enter transactions for purchases on credit to creditor
(supplier) accounts.

Once set up; click on the OK button.
Enter the following supplier invoices in the Purchase journal:

ABC-Service-Centre ABCfOffice—SuEpl ies
VAT Reg. Mo, 3333333333 VAT Reg. No.
To: H. an i | Tax Invoice: INO107 _— Tax Invoice: IN0OT4
N """'-‘1:', e Date: 5 Mareh 2018 L“- Fanelpiasd Date: & March 2012
22‘0""".“‘ PO Box 9999 ardnte o PO Box 8888
b foni Boud Lakeside A7 GLbcads Lakeview
Eruarentio Johannesburg Ememareniio Johannesburg
J 2145 2012 Johanntsbiarg 2195
VAT N 446010111 Tel - (O11) 313-9997 VAT Mo- ddeo10111 Tel : (011) 312-9997
aty Description Price Excl. | Discouny Amount Excl. || |Taty Description Price Excl. |Discount| Amount Excl.
Serviee Delivery Van | 400 3 400.00) S andd Install, | 250000 | - -7
5 w New Tyres Bt Copbonay
Fidting ind Balancing| 600,00 600.00|
Sub-total 1 000.00 Sub-total 1 50000
VAT @ 14% 140.00 VAT @ 14% 21000
EROE Invaice Total | 1 140.00| | .o nvoice Total | 1 710.00]

9. Enter and / or select the following:

a) Reference - Enter the purchase or other applicable number you allocate to the
supplier invoice.

b) Date - Enter or select the date of the transaction.

c) Description - Enter a brief description for the transaction.

d) Account - Select the creditor account.

e) Contra account - Select the account to be debited with the credit purchase
(expense or asset).

f) Tax - Select the applicable Input Tax account for the expense or purchase.
This is only applicable if Input VAT/GST/Sales tax is allowed on a transaction, and if
you are registered as a VAT/GST/Sales tax Vendor. If no VAT/GST/Sales tax is
applicable to the transaction, select the No tax code.
You may also select to hide the Tax column, and lookup in the F10:Setup — Standard
tab for the Purchase journal, if no VAT/GST/Sales tax is applicable to all transactions in
this batch; or if you are not registered as a VAT/GST/Sales tax Vendor.

g) Amount - Enter the amount of the transaction (Inclusive or Exclusive of
VAT/GST/Sales tax) in the Credit amount column.

198 - TurboCASH5.T — 2018 — Accounting Made Easy



Entering supplier invoices (Purchase journal)

10. After entering the supplier invoices in the Purchase journal, the transactions will be

displayed as follows:

3 purchase jnl. - [Purchase1803]

o %
Batch entty  Posted baiches
Change aliss = 2 : - £ i
] [ ] = d d . [}
a- & L = &
“D:Delete “N:lncet F5:Balance FE Post F7:Exclusive F7:Inclusive F8:List  F% Process F10: Setup
Cieditors Contra ascount Irokisive amount Exchusive amourt Reference total
C2ABCSC ABC-Service-Centre G210-020 Maintenance -R456,00 -R400,00
FO Box 9393 Lakeside
Johannesburg 21
Reference [Date Description ~ [Creditors Contra account: [Tax Debit. [credit [open item
M TIFUTO]|Z0TB5E | Semice - Delvery van [ T ETE0E0 Marierarce ORI Irpt VAT - Stamcd e - 195 T
2[PU00T " [2018/03/05 | Ssblewm bres -Fiting and balancna | C24BCSC ABC Service Centie 5210030 Fepais TES0020 Input VAT - Stancid ate - 14% 584,00
3lPUo2 |2018/03/06 |Instal- Buitin cupbiards C24BC0S HBC Offcs Supgies GE00010 Furriturs iings @ cost | TE50020 Input VAT - Standard rate - 14% 171000
3 0,00 2850,00

» You have now captured all your supplier invoices for the month and may proceed with posting.

1.3.2-

Updating supplier invoices to the ledger

Once you have completed entering these supplier invoices, and you are sure they are correct, you
may proceed to finalise the batch. The recommended process, is as follows:

1.

L Purchase jnl. - [Purchase1203]

Click on the F5:Balance icon to balance the batch.

o x
Balchenty | Posted batches
Changs diss =~ A : o i
EEI E o |- °
Purchase1803 - ab =i 73 l'b—,
“D:Delete “M:Incert F& Balance FE:Post F7:Exclusive F7:Inclusive  F2:List F3 Process F10: Setup

Creditars Cantra account: Inclusive amount: Exclusive amount: Reference tatal:
C2ABCSC ABC-Service-Centre G210-020 Maintenance “RAS6,00 “R400,00 -R1 140,00
PO Bax 9999 Lakeside
Johannesburg 21
[[wo - Jreference [Date [Description [creditors [contra account: [rax [pebit [credit [open item
¥l TPUON . 2UTEAOE. Service - Delwers van C2RECSE ARG Service Cerie 210020 Martanance TES0020 Ik VAT - Stardard rale - 152
[ "2Puoo™ T2018/03/05  SuNew res - iting and balancing | C2ABCSC ABC Service-Certie 6210030 Repais TES0020 Input VAT - Standard sale - 1% 584,00
| 3 PUOD2 2018/03/06  Install - Builtin cupboards C24BC0S ABC-Office-Supplies GBO000 Furriture fittings @ cost | TES0020 Input VAT - Standard rate - 147 1 710,00,
[ L el 2018/03/06  Service - Delivery van TB50020 Input VAT - Standard rate - 14% Bal Bal 56.00
[ 2018/03/05  Service - Delivery van G210020 Maintenance Bal Bal 400.00
[ 2018/03/05  SxNew tyres - Fitting and balancing  T850020 Input VAT - Standard rate - 14%  Bal Bal 84.00
N 201B/03/05  SiNew tyes - Fting andl balencing 6210030 Fiepairs Bal Bal 600,00
n 2018/13/06  Install- Bullin cupboards TE50020 Input VAT - Standard rale - 14%  Bal Bal 210,00
[ 2018/13/06 sl - Bullin cupboards GE00010 Fumiure filings @ cost Bal Bal 1500,00

B 2850,00]| 285,00
G0

Click on the F8:List icon to list the batch.

9

It is a good idea to list the batch, and check the entries on the batch thoroughly. If there are any
errors, you may edit the batch, before posting the batch.

Click on the F6:Post icon to post (update) the batch to the ledger.

It is not necessary to post (update) the transactions at the end of each day. You may add and / or
post the transactions on a daily, or weekly basis, or at the end of a month. When you have entered
a few transactions, you may close or exit the batch. The data will not be lost.
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1.3.3- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. Creditor account ABC-Service Centre). Double-click on the
selected account; or right-click and select Show details on the context menu.

3. Click on the following to get specific views of transactions:
*  Batch number (e.g. 10035 automatically generated). This will list only the
transactions for a specific batch (journal).
*  Account code (e.g. G210-020 Maintenance, G210-030 Repairs, G610-010
Furniture & fittings, T850-020 Input VAT/GST/Sales tax-Standard rate - 14%,

C2ABCOS ABC-Office Supplies, C2ABCSC ABC-Service Centre). This will list the
transactions for a specific account.

«  Date - This will list the transactions for a specific date. If you double-click on a
date, the "From date” and "To date” will be changed to the selected date.

After posting the transactions in the Purchase journal, the transactions should display as follows in
the T-Account viewer:

Batch view
From dats To dss LIEEE
20180301 = 2015/02/28 + Expart Frint < Debit Credit
Opening balances 0,00
10035 Unallocated  Unalocated Ta50020 Input WAT - Standard rate - 1 Purchases! 803 Service -Delverpvan e 2018/03/05 56,00
10035 Unalocated  Unallocated G210020¢ Maintenance Purchases1803 Service - Delivery van 2018/03/05 400,00
10035 Unallocated  Unalocated Ta50020 Input WAT - Gtandard rate - 1 Purchases1B03 Sblews tyres - Fitting and balancing 2018/03/05 84,00
10035 Unallocated  Unalocated Gz10030¢ Repairs Purchases1802 SeMNew tyres - Fitting and balancing = 20180205 E00.00
10035 Unallocated  Unallocated C24BCSC ABC-Service-Centia Purchases1803 Service - Delivery van PUDO 2018/03/05 456,00
10035 Unallocated  Unalocated C28BCSC ABC-Service Centre Purchases1803 SeNew tyres - Fitting and balancing PUOOT 2018/03/05 684,00
10035 Unallocated  Unallocated T850020 Input WAT - Standard rate - 1 Purchases1803 Install - Built-in cupboads e 2018/03/06 21000
10035 Unallocated  Unalocated GEOOO10 Furmiture: fittings (@ cost Purchases1803 Instsl - Builtin cupboards s 2018/03/06 1500,00
10035 Unallocated  Unalocated C28pLos ABC-Dffice-Supplies Purchases1802 Install - Built-in cupboards PUO0Z 2018/02/05

2850,00 2850,00
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Account view
Accounts in the Creditor’s ledger:

.
&b ABC-Office-Supplies

C2ABCOS ABC-Ofice-Supplies

Debit Credit
10035 20180308 PUDDZ Install- Buit-n cupboards 171000
Purchas es 1802 .
Totals 1710,00

[ ]
&b ABC-Service-Centre
C2ZABCSC ABC-Senice-Lentre

Debit Credit
10025 20180205 PUOO1 Service - Delvery van 458,00
Furchas es 1802 .
10028 20180205 PUDDM ExMew tyres - Fitting and balancing 824,00
Furchas es 1802 .
Totals 1 140,00

Accounts in the General ledger:
“& Motor vehicles - Maintenance
G210020* M aintenance Debit Credit
10035 20180205 ===

Service - Delvery van 400,00
Furchas es 1802 .
Totals 400,00
4 . .
“& Motor vehicles - Repairs
G210030* Repairs Debrit Credit
10035 2018/03/05 =eee== Fxhew tyres - Fitting and balancing 800 00
Flrchss es 18032 .
Totals 600,00
il
&  Furniture & fittings @ cost
GS00010 Fumiture fittings @ cost Debit Credit
10035 2018/03:08 == =il - Buit-in cupboards 1 500 00
Purchsses1803 .
Totals 1 500 00

i Input Tax — Standard rate - 14 %

Ta50020 Input WAT - Standard rate - 14%

Debit Credit
10025 201802/05 === Service - Delvery van

55,00
Furches es 1803 .
10025 2012/02/05 SxcMew tyres - Fitting and balancing 24,00
Firches e= 1202 .
10025 2012/02/08 Instsll - Buik-in cupboards 21000
Furches es 1803 .
Totals | 350,00

i

Debits = Credits

[EE] |
Debit transactions in the General ledger (i.e. Purchases & Furniture + & Expenses + = Input Tax
(VAT/GST/Sales Tax) accounts).

L
Credit transactions in the Creditor’s ledger (i.e. individual % Credijtor accounts).
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I.4- CAPTURING YOUR SALES

In addition to the Sales journal in the Batch entry mode, you may also use the Document entry to create
Invoices using the following stock item types:

* Financial entry — Use the Accounts lookup to select General ledger accounts.

*  Sales (no stock) — Create a Stock item for services only (e.g. consulting, labour, etc.)
Sales are also usually linked to the Sales journal in the Documents (Invoices tab) (Setup ribbon).
Using the Document entry, Invoices may be printed by TurboCASH5, which will generate similar transactions
as the Sales journal batch entry as discussed here. Using the documents feature to record sales transactions
in the Sales journal, you do not have to write out hand written invoices as in this example.

You may also create, print quotes and convert these to Invoices.

For the purpose of this tutorial, the similar transactions as in the Sales batch are also replicated for Invoices -
(See Chapter J.4 of MODULE J).

1.4.1-  Entering your invoices

You need to capture the invoices you have manually issued for sales to your debtors (customers).

For the purpose of the sales journal this tutorial, assume that you will be writing out your invoices
manually. You simply need to capture the details such as the invoice number, date of the invoice,
details of the services or goods sold, the amount and VAT/GST/Sales tax (if you are registered as a
VAT/GST/Sales tax vendor) in the Sales journal.

The hand written invoices in this Chapter are only applicable to the selling of services and items, which does

not constitute your trading stock items to debtors customers / clients). In this case, you need to manually
produce hand-written invoices, which are captured in the Sales journal.
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Capture the following four (4) hand-written invoices:

Handyman Hardware Store
VAT Reg. No. 446010111

Handyman Hardware Store
VAT Reg. No. 446010111

To: Mr. AB Green

Tax Invoice: INVOOT

Date: 7 March 2018

To: MAC Shop- Decor |
Specialisty

Tax Invoice: INV002
Date: @ Mavch 2018

et 27 Olifants Road PO Box 5555 27 Olifants Road
. Emmarentia Movningside Emmarentia
Erby Joh. burg b Johannesburg
2195 2222 2195
ek P e Tel : (011) 310-1390 VAT No. 66666666 Tel : (011 310-1390
Qty Description Price Excl. {Discount| Amount Excl Cty | Description Price Excl. |Discount | Amount Excl
alnt - Epferioy 1 600. - | Install Guili-
& s L0020 Cupbonrds 1 50000 1 500,00
Sub-total 1 000.00) Sub-total 1 50000
VAT@14%| 14000 VAT @ 14% 21000,
E&OE Invoice Total | 1 14000 | E&QE Invoice Total 1 7io00|
Handyman Hardware Store Handyman Hardware Store

VAT Reg. No. 4456010111
Tax Invoice: INV003

To: Mr. AB Green Date: 10 March 2018

FO Box 1111 27 Olifants Road
Lakeside Emmarentia
Johasnnesburg

o Johannesburg

VAT Mes 171211111 Tel : (071) 310-1330

VAT Reg. No. 446010111

To: Mike: Davies
PO Bow 333
Halfway House
1685

VAT No- 326012345

Tax Invoice: INVOD4
Date: 12 Maych 2012
27 Olifants Road

Emmarentia
Johannesburg

Tel : (011) 3101350

E Description Price Excl. |Discount| Amount Excl. || &ty Description Price Excl. | Discount| Amount Excl.
Paint -Exterior 000.60| 1 000.00 Tnstell Buili-in
- Cupboards: 1 5004 & 1 50000
Sub-total iz Sub-total 1 500.00)
VAT @ 14% 14000 VAT @ 14% 21000
E&OE Imiice 1ot +214000] | ¢ soE Invoice Total 171060

To enter your sales transactions:

1. On the Action ribbon, select Batch entry (F2).
2. Select the Sales Jnl and click on the Open button.

3. Enter the alias (batch name) in the “Change alias” field. In this example, enter "Sales1803"
to indicate that the Sales for March 2018 was entered in this Sales batch.

This will help you if you wish to identify a specific batch to generate a batch type report, or if you
wish to export posted batches to a file.

4. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is

displayed:
m Options for this batch
Standard  Advanced

Contra account:

Mo tax
Increment reference
Conzolidate balancing |
Contra account per line O
Amount entry
() &llow bath (@) Debit

[] Opening balance - This pear

Inclusive mode
Repeat details

() Credit

Or

@ LCancel
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5. Set up the Sales journal as follows:

Contl t:
ontra accoun \/ej Click on the Lookup button and select "0710-000 - Sales”.

No tax:
o tax @ Leave blank.

Increment reference: \ﬁtj Tick
Consolidate balancing: @ , blank
eave blank.

Contra account per line: @ Leave blank

Inclusive mode: % Tick

Repeat details: @ , blank
eave blank.

Amount entry:
i % Tick on "Debit".

Opening balance - This year: @ , blank
eave blank.

6. Once set up; click on the Advanced tab.

Select the "Debtor" option for the “Account lookup type", since you only need to select
“Debtors" accounts when you enter transactions for sales on credit to debtors (customer /
client) accounts.

7. Once set up; click on the OK button.

If you wish to allocate different transactions to different sales accounts, setup one contra account
per line.

8. You are now ready to capture the first invoice.

Reference: INVOO1

Date: 2018/03/07

Description: Paint - Exterior

Account: D1AB-GRE (Mr. AB Green)

Tax: Output VAT/GST/Sales tax - 14%

Amount: 1 140,00 DR (Ensure that the F7:Inclusive icon is reflecting

the Inclusive mode)

9. After capturing your first invoice, the "Batch entry” screen for the Sales journal should
reflect as follows:

204 - TurboCASH5.1 — 2018 — Accounting Made Easy



Entering your invoices

L] sales jnl. - [Sales1803]

Bateh ety Posted batches

Change alias HE ' % f—— . é ﬁ —
[ =1 1 1 3 d
=] a
SalsﬂE[lE @ “‘ﬁ 0 c
D Delete N Insert  F5:Balance FB: Post  F7: Exclusive | F7: Inclusive | FB: List  F3: Process F1D: Setup
Dehtors Contra account: Inclusive amaount Exclusive amaunt: Reference total:
D1ABGRE Mr. AB Green GO10-000 Sales 40,00 R1 000,00
PO Box 1111 Lakeside
Johannesburg 2122
[t * [Reference [Date [Description [Debtors [Tax [Debit [credit [open item
M TINYODT  [2018/03/07 | Paint - Exterior |DTABGRE Mr AB Green

| 7850010 Dutput YAT - 14% | 1140,00]

9

"F7: Inclusive” icon - Amounts in the normal or regular font indicate that it is entered Inclusive of
VAT/GST/Sales tax.

If the "F7: Exclusive” icon is selected, the amounts are entered as Exclusive if VAT/GST/Sales tax
and will be displayed in the bold font.

10. Capture the other 3 invoices in the same way.

Reference:

INV002

INV003 INV004
Date: 2018/03/09 2018/03/10 2018/03/12
Description:  Install - Built-in Paint - Exterior Install - Built-in cupboard
cupboard
Account: MAC Shop Decor Mr. AB Green Mr. Mike Davies
Specialists
Tax: Output Tax - 14% Output Tax - 14% Output Tax - 14%
Amount: 1 710,00 DR (Inclusive) 1140,00 DR (Inclusive) 1 710,00 DR (Inclusive)

After capturing all your invoices, the “Batch entry” screen for the Sales journal should

reflect as follows:

L3 sales jnl. - [Sales1803]

[m] X
Batch entry  Pasted batches
Changs alias = =g = : 4 H i
o o & § §
Sales1803 &b ab 0 o
“D:Deletse “N:Insert F5: Balance FB:Post F7: Exclusive | F7:Inclusive| FB:list F3:Process FID: ‘Selup
Debtors Conra accourt Inclusive amount: Exclusive amourt Reference total:
D1ABGRE Mr. AB Green G010-000 Sales R1 140,00 R1 000,00 R1140
PO Box 1111 Lakeside
Johannesburg 2122
Mo : |Reference [Date Description Debtors Tax Debit Credit Open item
¥ 1/ INVO0T 2018/03/07 | Paint - Enteriot DIABGRE Mr. AB Green TE50070 Dutput AT - 14% 1140,00
2/ INVO02 2018/03/09  |Install - Buil-in cupboard | DTMACDS MAC Shop Decor Specialists | T850070 Dutput VAT - 14% 1710,00
3/ INV003 2018/03A10 | Paint - Exterion D14BGRE Mr. AB Gresn 850010 Output VAT - 14% 114000
4/ INVOD4 2018/0312 |Install - Builin cupboard | DTMDAY] M. Mike Davies 850070 Dutput VAT - 14% 1710.00
5 700,00

» You have now captured all your sales invoices for the month and may proceed with posting.
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1.4.2- Updating sales to the ledger

Once you have completed entering these invoices, and you are sure they are correct, you may

proceed to finalise the batch. The recommended process, is as follows:

1. Click on the F5:Balance icon. The balancing entries should reflect as follows:

3 sales jnl. - [Sales1803]

Batch entry  Posted batches

Inclusive amount:
D1ABGRE Mr. AB Green R1 14000
PO Box 1111 Lakeside

Johannesburg 2122

GO10-000 Sales

Changs dliss s 2 - L i
] [ ] J = e d > [ B
Saes1803 - e B B8 . ab
“D: Delete “M:Insert F5:Balance FE Post  F7:Exclusive  F7:Inclusive | F& List  F9 Process F10 Setup
Debtors Contra account:

Exclusive amount
R1 00000

Reference total
R1 14000

Mo Reference |Date Description Debtors Tax Debit Credit Open item
4 1 INY0DT 2018/03/07 | Paint - Exteriar D1ABGRE Mr. AB Green TE50010 Output VAT -14% 1.140.00
2 INv002 2018/03/09  |Install - Builtin cupboard  DIMACDS MAC Shop Decor Specialists | TE50010 Output VAT - 14% 1 710,00
[ 3 INWVOO3 20M18/03410 | Paint - Exteriar D1ABGRE Mr 2B Green TE50010 Output VAT - 14% 1 140,00
[ 4 INWO04 2018/03412  Install - Built-in cupboard  D1MDAY| Mr. Mike Davies T850010 Output VAT - 14% 1 710,00
[ 2018703407 Paint - Exterior T850010 Output VAT - 14% Bal 140,00
[ 20M18/03/07  Paint - Exterior G010000 Sales Bal 1 000,00
[ 2018703409  Install - Built-in cupboard  TB50010 Output VAT - 14% Bal 210,00
[ 2018703409  Install - Built-in cupboard  GO10000 Sales Bal 1 500.00
[ 2018703410 Paint - Exterior T850010 Output WAT - 14% Bal 140.00
: 2018/03/10  Paint - Exterior GO10000 Sales Bal 1 00000
[ 2018/03/12  Install - Builtin cupboard  TES0010 Qutput VAT - 143 Bal 210.00
L 2018/03412  Install - Builtin cupboard  GO10000 Sales Bal 1 500.00
12 5 700,00 5 700,00
cilm

Click on the F8:List icon to print a list of the transactions in the batch.

It is recommended that the source documents (e.g. sales invoices, etc.) be attached to this List of

the transactions and that it be retained for record and audit purposes.

3. Click on the F6:Post icon to post (update) the batch to the ledger.

143- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.
2.

account; or right-click and select Show details on the context menu.

3. Click on the following to get specific views of transactions:

Select an account (e.g. Debtor account Mr. AB Green). Double-click on the selected

¢ Batch number (e.g. 10036 automatically generated). This will list only the

transactions for a specific batch (journal).

= Account code (e.g. GO10-000 Sales, T850-010 Output VAT/GST/Sales tax - 14%,
D1MD-AVI Mr. Mike Davies, D1AB-GRE Mr. AB Green, DMA-SDS MAC Shop
Decor Specialists). This will list the transactions for a specific account.
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«  Date - This will list the transactions for a specific date. If you double-click on a
date, the "From date” and "To date” will be changed to the selected date.

After posting the transactions in the Sales journal, the transactions should display as follows in the

T-Account viewer:

Batch view

From date To date L1Shaw centia

2018/03/01 = 2019/02/28 - Export
10036 Unallocated Unallocated GO10000* Sales Sales1803
10036 Unallocated Unallocated TE50010 Output VAT - 14% Sales1803
10036 Unallocated Unallocated D1ABGRE Mr. 48 Green Sales1803
10036 Unallocated Unallocated GO10000* Sales Sales1803
10036 Unallocated Unallocated Ta50010 Output WAT - 14% Sales1803
10038 Unallocated Unallocated D1MACDS MAC Shop Decor Specialists Sales1803
10036 Unallocated Unallocated GO10000* Sales Sales1803
10036 Unallocated Unallocated T850010 Output VAT - 14% Sales1803
10036 Unallocated Unallocated D1ABGRE Mr. 48 Green Sales1803
10036 Unallocated Unallocated GO10000* Sales Sales1803
10036 Unallocated Unallocated TE50010 Output VAT - 14% Sales1803
10036 Unallocated Unallocated DDA Mr. Mike Davies Sales1803

Account view

Accounts in the Debtor’s ledger:

|
&b Mr. AB Green

D1ABGRE Mr. AB Green

Pairt
Pairt
Pairt
Install
Install
Install
Pairt

Pririt

-Esterior
~Esferior
- Esterior
-Builtin cupboard
Buitin cupboard
~Builtin cupbroard
~Esterior

Pairt - Exterior
Paint - Exterior

Install
Install
Install

~Buitin cupboard
~Builtin cupboard
-Builtin cupboard

< Debit Credt
Dpening balances 000

2018403407 100000
2m8/03/07 14000
INvDOT 2018/03/07 1140.00

2018/03/03 150000
2018403408 21000
INvDO2 2018/03/03 1 710,00

2m8/0310 100000
2018/03410 14000
INVDD3 2018/03410 114000

201840312 150000
2ma/3M2 21000
INvOD4 2018/03412 1710,00 o

570000 5700,00

Debit Credit
10036 201803207  INVOO1 Faint - Ecterior 114000
Sales 12802 .
10028 20120210 INV0O2 Faint - Bcterior 114000
Sales 1803
Totals 2280,00
&8 MAC Shop Decor Specialist
D1MACDS MAC Shop Decor Specialists Debit Credit
10026 20180208 INVDO2 Install- Buil-in cupboard 171000
Sales 1202 .
Totals 1 710,00
&b Mr. Mike Davies
D1MDAVI Mr. Mike Davies Debit Credit
10036 20180312 INVDOD4 Install - Buit-in cupboard 171000
Sales 1803 .
Totals 171000
Accounts in the General ledger:
[
Ea4 Sales
G010000* Sales Debit Credit
10028 20180307 Faint - Ecterior 1 000,00
Sales 1 .
10036 2018032/09 === Install - Buil-in cupboard 1 500,00
Sales 1802 .
10038 20180310 === Faint - Bcterior 1 000,00
Sales 1802 .
10028 20180312 - Install - Buil-n cupboard 1 500,00
Sales 1803 .
Tetals 5 000,00
= Output Tax - 14%
TB50010 Output VAT - 14% Debit Credit
10028 20180207 e Faint - Exterior 140,00
Sales 1802 .
10038 20180309 == Instsll - Buit-n cupboard 21000
;:Einb Ecterior 140,00
Install - Buil-in cupboard 10,00
Totals 700,00
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i

Debits = Credits

2
Debit transactions in the Debtor’s ledger (i.e. individual % Debtor accounts)

Credit transactions in the General ledger (i.e. I’:’-‘- Sales and wii Output Tax (VAT/GST/Sales tax) accounts).

1.5- RECEIVING PAYMENTS FROM YOUR DEBTORS

1.5.1-  Entering payments from your debtors (customers / clients)

Mr. AB Green paid 2 000,00 (1 140,00 for INVOO1 and 860,00 for INV003) for which receipt number
0002 was issued, and MAC Shop Decor Specialists paid 1 000,00 for which receipt number 0003
was issued. An example of the receipts, is as follows:

Handyman

Receipt No_: 0002
Received From:

Hardware Store

A A B rreen

For: Fagragnd orn decomnd

Far:

Receipt Mo.: 0003 Date: zs Afaredh 2018
Received From: AfAC Shop Decor Speciadesn’s
Fagmendon Accotind

Handyman Hardware Store

AMOunt: Tivo Thewsand Rands Only |~~~ 2 00000
Payment Method: hegece
Signature: Al

AMOUNE Ot Thenssandt Randis Oty == £ 00000 |
Discount: Payment Method: s Discount:

Signature: &G

Receipts may also be created using the “Create receipts” option (F9: Process) in the Receipts batch
and the "Receive payment” option on Open item link (Action ribbon) feature.

Both amounts were deposited on 16 March 2018 using deposit slip no. D5001. The total amount
deposited is 3 000,00. An example of the deposit slip,

Receipts journal:

is as follows, and must be entered in the

ABC Bank peposit siip

Date: 16 Mavch- 2018

Notes | ——————— 100000
iv M H: o o Bank Stamp 2
Credit: Handyman Hardware Stor el s e
Account Number, JO03030053 600001 Money Orders
Sub-total
Drawer's Name Bank [Branch Mame/Code
AL Green Frradiie Ganfe SProngs | cmeeeeeeen 2 00000
Total | ---------- 3 20
Signature Deposit Reference | Receqers 002 - ad25

All the deposits on one deposit slip must
have the same reference.

This is very important. If this is not done,
bank reconciliation will be difficult, if not
impossible.
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To enter your receipts transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the ABC-Receipts journal and click on the Open button.
3. Enter the receipt for Mr. AB Green.

Reference: D5001
Date: 2018/03/16
Description: Payment received - Thank you
Account: Mr. AB Green
Amount: 2 000,00 CR
Tax

Since No tax (VAT/GST/Sales tax) is applicable, to the receipt transactions in this
tutorial, we have selected to hide the Tax column in the F10:Setup — Standard tab.

4. An "Open item selection” screen will appear listing all invoices (both in batches as well as
documents, if any). If any opening balances were entered for Mr. AB Green, it will be
listed too. You need to select the invoice which, he is paying, i.e. INV0O01 and press the

Enter key. This links his payment to that invoice.
Press the Enter key again to link the rest of his payment (860,00) to INV003.
=

Batchenty  Posted batches

Change aias = m=j= g o )
[ @ : ®

£BCRecepts1903 | @ "LJ =R 15r as

ot
“D: Delete “M: Insert F5: Balance FG: Post  F& List  F3 Process F10: Setup

| |Account Contra account: Inclusive amount Exclusive amount:
D1ABGRE Mri. AB Green BB810-000 ABC - Bank -R2 000.00 -R2 000,00
PO Box 1111 Lakeside

Johannesburg 2122

Reference tatal
-R3 000

[no - [Reference [pate [Description Account Debit Credit

1| 05000 2018/03/01 | Cash received from owner 505000 Capital
)1 e -

b 0
[ Open item selection
TABGRE Mr. AB Green

g Cl At
Payment received - Thank you E=ET (Wi preeers
Open item link. Payment difference
Thiz entry is already linked!
|Date Reference D escription Enter amount | Dutstanding | Amaunt Payment reference |

2018403410 INYO03 Paint - Exterior 860,001 1 140,00 1 140,00 4B CReceipts1803
2018/03/07 INW007 Paint - Exterior 1140,00 1140,00 1 140,00 ABCReceipts1803

2 000,00 228000 2280,00

0,00

DOpen item selection -
] Pament discount [ Show all items
Reference Payment refer|Description Enter amount
[P |E0TE/05770
1 140,00 280,00
| | E3 Close
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You may select (tick) the "Not open item batch” field (F10:Setup - "Options for this batch” -
Advanced tab) to de-activate the open item feature in batches.

If a transaction for a debtor in the receipts journal is linked to a transaction on the "Open item
selection” screen, the transaction will be displayed in a yellow background colour.

5. Now capture the deposit from MAC Shop Decor Specialists. As MAC Shop Decor
Specialists is not an open-item debtor, you won't need to link the payment to an invoice.

Reference: D5001
Date: 2018/03/16
Description: Payment received - Thank you
Account: MAC Shop Decor Specialists
Amount: 1 000,00CR

Tax

Since No tax (VAT/GST/Sales tax) is applicable, to the receipt transactions in this
tutorial, we have selected to hide the Tax column in the Setup options.

g It is important to type something similar to "Payment Received" in the detail column, as this will appear on
the debtor statement and it must be useful information for the debtor.

a Do not charge tax on this transaction as you have already charged Output VAT/GST/Sales tax when you
captured the sale to the debtor.

‘ You have now captured all your receipts for the month and may proceed with posting.

1.5.2- Posting the receipts batch

Once you have completed entering these receipts, and you are sure they are correct, you may
proceed to finalise the batch. The recommended process, is as follows:

1. Click on the F5:Balance icon.

3 ABC-Receipts - [ABCReceipts1803] O e

Batch entry  Posted batches
anlhe

Change sliss == ] 4 D ﬂ & i
oreees | @) @t ¥ P ] et &5

“D: Delete “M:Insert FS Balance F& Post  F&: List F3 Frocess F10: Setup

Account Corntra account: Inclusive amount:  Exclusive amount: Fieference total
G505000 Capital B810-000 ABC - Bank -RS5 000,00 -AS5 000,00 -AS5 000,00
Mo - [Reference |Date [Description Account Debit Credit Open item

] 1 D5000 2018/03/01 | Cash received from awner GBOS000 Capital 5 000,00
| 2 DS001 2018/03/16 | Payment received - Thank you | DTABGRE Mr. 4B Green 2 000,00
|| 3 DS001 2018/03/16 |Payment received - Thark you | D1MACDS MAC Shop Decor Specialists 1 000,00
| 2018/03/01  Cash received from owner B810000 AEC - Bank 5 000,00
|| 2018/03/16  Payment received - Thank you  B810000 ABC - Bank 2 000,00
[ ] 2018/03/16  Payment received - Thank you  BE10000 ABC - Bank 1 000,00

5 & 000,00 8 000,00
m

2. Click on the F8:List icon to print a list of the transactions in the batch.
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3.

1.5.3-

Posting the receipts batch

It is recommended that the source documents (e.g. deposit slips and /or copies of receipts, etc.) be
attached to this List of the transactions and that it be retained for record and audit purposes.

Click on the F6:Post icon to post (update) the batch to the ledger.

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:

1.
2.

On the Reports ribbon, select T-Ledger analyser 1 or 2.
Select an account (e.g. B810-000 ABC — Bank). Double-click on the selected account; or
right-click and select Show details on the context menu.
Click on the following to get specific views of transactions:
*  Batch number (e.g. 10037 automatically generated). This will list only the
transactions for a specific batch (journal).

¢ Account code (e.g. G505-000 Capital account, B810-000 ABC - Bank, D1AB-GRE
Mr. AB Green, D1TMA-CDS MAC Shop Decor Specialists). This will list the
transactions for a specific account.

«  Date - This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the transactions in the Receipts journal, the transactions should display as follows in
the T-Account viewer:

Batch view
Fiom dale Todate Wimyceis
2018/03/01 - 2019/02/28 - Export Print < Debit Credit
Opening balances 0,00
10037 Unallocated  Unallocated B&10000 ABC-Bark ABCReceipts1803  Cash received from owner 2018/03/01 5000,00
10037 Unallocated  Unallocated G505000 Capital ABCReceipts1803  Cash received from awner 2018/03/01 5000,00
10037 Unallocated  Unallocated B210000 ABC-Bark ABCReceipts1802  Payment received - Thank you 2018/02/18 100000
10037 Unallocated  Unallocated B&10000 ABC-Bark ABCReceipts1803  Payment received - Thank you i 2018/03/16 2000,00
10037 Unallocated  Unallocated D1ABGRE Mr. 4B Green ABCReceipts1803  Payment received - Thank pou Ds001 2018/03/16 ) 2 UUU,UD‘
10037 Unallocated  Unallocated D1MACDS MaL Shop Decor Specialists ABCReceipts1803  Payment received - Thank pou DRO01 20M8/0316 1.000,00
200000 8000,00
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Account view
Accounts in the Debtor's ledger:

| ]
&b Mr. AB Green

D1ABGRE Mr. AB Green

Debit Credit
10037 20180316 D5001 Fay ment received - Thank you 200000
ABCReceipts 1802
Totals 2 000,00
o -
& MAC Shop Decor Specialists
D1MACDS MAC Shop Decor Specialists Debit Credit
10027 20180316 DS001 Pay ment received - Thark you 1000,00
ABCReceipts 1803
Totals 1.000,00
Accounts in the General ledger:
(SR
& Capital
G505000 Capital Debit Credit
10027 20180201 DS000 Cas h received fromow ner 5000,00
ABCReceipts 1802 .
Totals 5 000,00
== ABC - Bank
BE10000 ABC - Bank Debit Credit
10037 20180301 ===== Css h received fromow ner 500000
ABCReceipts 1802 .
10037 20180318 ===== Pay ment received - Thank you 100000
ABCReceipts 1802 .
10027 201803218 === Pay ment received - Thank you 200000
ABCReceipts 1802 .
Totals 8 000,00
Debits = Credits
Debit transactions in the General ledger (i.e.. == Bank account).

[ 9
Credit transactions in the General ledger (i.e. & Capital account) + % Debtor’s ledger (i.e. individual Debtor
accounts).

1.6- CAPTURING THE REST OF YOUR PAYMENTS

1.6.1-  Entering the rest of your payments

Capture the following cheques issued on 30 March 2018 in the payments journal:

Date: 2 Mared 2018 Date: 30 Mavreh- 2018 Date: 30 March- 2018 Date: 3¢ Mavel 2018 Date: 30 March 2018
To: Lucksy Rendal Ageats To: ABC-Office-Supplity To: wally's Motery To: wadtons - Statienery To: Casdv
For: Rent for Aprid 2018 For: Payment ow Account | For: Petrel Mescedey Beng For: Paper and Pensy || For: Petty Casiv increase
Balance b/f Balance b/f: Balance b/f: Balanceb/f: ___ || Balance b/f:
Deposit: Deposit: Deposit: Deposit || Depesit:
Balance: Balance: Balance: Balance: Balance:
This Cheque: _570.00 (inel) || This Cheque: _750.00 This Cheque: _L50.00 This Cheque: 22500 (incl)|| This Cheque: _100.00
Balance ¢/f: Balance c/f: Balance ¢/f: Balancec/f: || Balance ¢/f:
107 108 109 110 m
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To enter your payments transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the ABC-Payments journal and click on the Open button.
3.  Enter the following transactions:

Ref. no. Date Description Account Tax Dr

107 2018/03/30  Rent - April Rent Input Tax- 14% 570,00

108 2018/03/30  ABC-Office-Supplies Payment  No tax 750,00
on Account

109 2018/03/30  Petrol - Mercedes-Benz Fuel & Oil  No tax 150,00

110 2018/03/30  Waltons - Paper and pens Stationery  Input Tax - 14% 285,00

m 2018/03/30  Petty cash - Increase float Petty cash  No tax 100,00

4. An "Open item selection” screen will appear listing all purchase documents for ABC-
Office-Supplies. You need to select the purchase document which, is paid, i.e. PU002.
Select the correct amount and press the Enter key. This links this payment to that
purchase.

.

Eatchenty  Posted batches

Change lias ==~s 3 - . i
o o J ) I51 3 y - o =
ABCPayments1203 | b E =l 0 4 ab
“D:Delete “N:Insert F5: Balance F6:Post F7. Exclusive | F7:Inclusive| FE Lit F3: Process F10: Setup
Aceount Contia account: Inclusive amount Exclusive amount Reference totak
C2ABCOS ABC-Office-Supplies BE10-000 ABC - Bank R750.00 R750.00
PO Box 8888 Lakeview
Johannesburg 2012
No - [Ref [Date Descripti [Account [Tax Debit Credit Open item
[ s 2018/03/01 |1 % Desk 600010 Fumiure fitings @ cast TES0030 Input VAT - Capital goads - 14%
[l zos 2018/03/01 |2 Chaire G600010 Fumilure fitings @ cast TES0030 Input VAT - Capital goads - 14%
Fent - Apil TE50020 Input VAT - Standard rate - 14%

L] Open item selection

- [m] X

ZABCOS ABC-Office-Supplies Clear [ o process
Payment on account

Olpert it link Payment difference
This enty is already linked!
Dale [Reference Description Enter amount | Dutstanding Amaunt Payment reference
2018/03/06 PUOO2 Install - Built-in cupboards 750,00- 1710,00. 1710,00-| ABCPayments1803

760,00 -1710,00] 171000
Open item selection -
] Payment discaunt ] 5how al items

Amount i Enter amount

1 710,00

-1710,00 -860,00 0,00

| | | B Close

You may select (tick) the "Not open item batch” field (F10:Setup - "Options for this batch” -
Advanced tab) to de-activate the open item feature in batches.

If a transaction for a creditor in the payments journal is linked to a transaction on the "Open item
selection” screen, the transaction will be displayed in a yellow background colour.
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5. After entering all your payments (cheques), it should reflect your transactions as follows:
L3 ABC-Payments - [ABCPayments1803] O x

Baichentty | Posted batches

Change diss = el (2] |e— : ~ -
® ®- ] [ i ; 5 = [ =
ABCPapments1803 | @l ab @ H=8r ab
“D: Delete “N: Insert F5: Balance FG: Post F7: Evchisive | F7: Inclusive | F8: it F3% Process F10; Selup
ccount Contra aceount Inclusive amount Exclusive amount Reference total
6600010 Furniture fittings @ cost B810-000 ABC - Bank R570,00 R500,00 R570,0!
No Date ripti | Account Tax Debit Credit 'Open item
¥ 7705 SE03/01 |1 % Deck BEO00T 0 Furmiture fHings @ cost TEE0030 Input WAT - Capital goods - 14% 50,00
2[108 2018/03/01 |2 % Chairs GBO00TO Furmiture fittings @ cost TBE0030 Input VAT - Capital goods - 14% 300,00
3107 2018/03/30 |Rent - April 220000 Rent TB50020 Input VAT - Standard rate - 14% 500,00
4|108 2018/03/30 | Payment on account C24BCOS ABCOffice-Supplies T Emply 750,00
5[109 2018/03/30 | Petrol - Mercedez Benz | 6210010 Fuel and ol T Emply 150,00
&110 2018/03/30 | wishons - Paper and pens | G230000 Statiorery TB50020 Input VAT - Standard rate - 14% 250,00
71 2018/03/30 | Petty cash - Increase flost | BB20000 Petty cash T Emply 100,00
7| 2 550,00 0,00
x| Customise

e "F7: Inclusive” icon - Amounts in the bold font indicate that it is entered Inclusive of VAT/GST/Sales
tax.
If the "F7: Exclusive” icon is selected, the amounts are entered as Exclusive if VAT/GST/Sales tax
and will be displayed in the normal or regular font.

You have now captured all your payments (cheques) for the month and may proceed with
posting.
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1.6.2- Posting the payments batch

Once you have completed entering these cheques, and you are sure they are correct, you may
proceed to finalise the batch. The recommended process, is as follows:

1. Click on the F5:Balance icon. The balancing entries should reflect as follows:

[} ABC-Payments - [ABCPayments1203]

o x
Batch enity  Posted batches
Change dlias = m=j= ‘é“l 4 iy
1 [ ] 3 | ]
ABCPapment1813 | @ “%:1 = B (4] an—
“D:Delete "M Inwent P Balance PG Post F7: Enchusive | F7. Inchasive F3: Process F10: Selup
oo Contia sceount Inclusive amourt Esclusive smout Fisterence total
BE20000 Potty cash BS10-000 ABC - Bank R100.00 R100.00 R100.0
No Date iptie Account Tax Debit Credit Open item
1/105 2018/03/01 |1 # Desk BE000T0 Furriture fitings @ cost TSE0030 Inpul VAT - Capital goods - 14% 500,00
2106 201301 2% Chais 6500010 Furriture:fitings @ cost TEE0030 Input AT - Capitel goods - 14% 300,00
3107 SMEMZ/AN Rent - gl 220000 Rert TABO020 Input VAT - Standard rats - 183 500,00
4109 2118/13/30_ Payment on accaunt C24BC05 ABC-Office-Supplis T Empty 750,00
5103 SMEMB/3N Peircl - Merosdez Bene | 6210010 Fusl ared ol T Empty 150,00
[ 201B/03/30 Waltons - Paper and pens | 6230000 Staticnery TO50020 Input VAT - Standard rate -

W Fetiy cosh  increass fioat

2767,00 2767,00

Customise..

2. Click on the F8:List icon to print a list of the transactions in the batch.
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L] cATCASHS\plug_ins\reports\GENERAL \dacuments\batch.rep - m} *
M < M EAROIFEFTAR )
List batch - Unposted batch -~
Batch name ABCPayments
Alias [batch name) ABCPayments1803
Date Reference  Description Account Contra Tax Debit Credit
account
2018/03/01 105 1x Desk GE00-010 BE10-000 T850-030 000 S00.00
20180301 == *1x Desk TaEM-030 850030 0.00 7000
i 1 x Desk B810-000 810-000 0.00 570,00
108 2 x Chairs GB00-010 B810-000 T850-030 4200 300,00
"""" =2 x Chairs. Ta50-030 850-030 0.00 4200
] e *2x Chairs E£10-000 £10-000 0,00 342,00
Total 312,00 91200
Date Reference Description Account Contra Tax De bit Credit
account
20180530 107 Rent- April G220-000 B&10-000 TE50-020 7000 50000
2018/03/30 weee== *Rent - Apri Ta50-020 850020 0.00 7000
2018/03/30 === “Rent - Apri B810-000 810-000 0.00 570,00
2018/03/30 108 Payment on account CZAB-COS  BS10-000 0.00 750,00
2018033 === “Payment on account E£10-000 £10-000 0,00 750,00
20180330 108 Fetol - Mercedez Benz G210-010 B210-000 0,00 150,00
2018033 === “Fetrol - Mercedez Banz E£10-000 £10-000 0,00 150,00
20180330 110 Wallon s - Paper and pens G230-000 B210-000 Te50-020 B0 25000
2018033 = *Waltons - Paper and pens TaEM2Z0 850020 0.00 500
2018103 === *Waltons - Paper and pens. BE10-000 810-000 0.00 28500
20180530 111 Fettycash - horease foat BE20-000 B&10-000 0.00 10000
2018103 === *Petty cash - Increase float BE10-000 810-000 0.00 100,00
Total 185500 185500 w

g An asterisk (*) is displayed before the description of a transaction, indicates that it is a balancing
transaction.

o It is recommended that the source documents (e.g. payment requisitions and / or invoices, slips,
etc. received from suppliers, etc.) be attached to this List of the transactions and that it be retained
for record and audit purposes.
3. Click on the F6:Post icon to post (update) the batch to the ledger. A confirmation
message "You are putting cash from a bank/cash directly to a bank/cash account. Do you
wish to continue?

Line : 1117 Petty cash - Increase float 810000 ABC - Bank to 820000 Petty cash” will be
displayed.
4. Click on the Yes button.
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1.6.3- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. B810-000 ABC — Bank). Double-click on the selected account; or
right-click and select Show details on the context menu.

3. Click on the following to get specific views of transactions:

¢ Batch number (e.g. 10038 automatically generated). This will list only the
transactions for a specific batch (journal).

*  Account code (e.g. B810-000 Current Bank account, G610-010 Furniture &
fittings @ cost, G210-010 Fuel & Oil, B820-000 Petty cash, G220-000 Rent,
C2AB-COS ABC-Office-Supplies, T850-020 Input Tax - Standard rate- 14% or
T850-030 Input Tax - Capital goods- 14%). This will list the transactions for a
specific account.

«  Date - This will list the transactions for a specific date. If you double-click on a
date, the "From date” and "To date” will be changed to the selected date.

After posting the transactions in the Payments journal, the transactions should display as follows
in the T-Account viewer:

Batch view
From date To date WSt
20180301 - 2015/02/28 ~ Export Fiint ¢ Dehit Credit
Opening balances 0,00
10038 Unallocated  Unallocated TE50030 Input WAT - Capital goods - 1 ABCPapments1803 1x Desk 2018403/ 70.00
10038 Unallocated  Unallocated BA10000 ABC - Bank ABCPayments1803 1 Desk 2018/03/01 570,00
10038 Unalocated  Unallocated T850030 Input AT - Capital goods - 1 ABCPayments1803 2 x Chairs 2018/03/01 4200
10038 Unallocated  Unallocated BA10000 ABLC - Bank ABCPayments1803 2 Chairs 2018/03/01 342,00
10038 Unalocated  Unallocated GEOOO10 Furriture fittings & cost ABCPapments1803 1% Desk 2018/03/01 500,00
10038 Unallocated  Unallocated GEOOO10 Fumiture fitings @ cost  ABCPapments1803 2 x Chairs 2018/03/01 300,00
10038 Unallocated  Unallocated TE50020 Input WAT - Standard rate - 1 ABCPapments1803  Rent - April 2018/03/30 70.00
10038 Unallocated  Unallocated BA10000 ABLC - Bank ABCPayments1803 Rent - April 2018/03/30 570,00
10038 Unalocated  Unallocated BE10000 ABC - Bank. ABCPapments1803  Payment on account 2018/03/30 7a0,00
10038 Unallocated  Unallocated BA10000 ABLC - Bank ABCPayments1803 Petrol - Mercedez Benz 2018/03/30 150,00
10038 Unalocated  Unallocated TE50020 Input ¥AT - Standard rate - 1 ABCPayments1803 Waltons - Paper and pens 2018/03/30 35,00
10038 Unallocated  Unallocated BE10000 ABC - Bank ABCPayments1803 Waltons - Paper and pens 2018/03/20 285,00
10038 Unalocated  Unallocated BE10000 ABC - Bank. ABCPapments1803  Petty cash - Increase float 2018/03/30 100,00
10038 Unallocated  Unallocated G220000 Rent ABCPapments1803 Rent - April 107 2018/03/20 500,00
10038 Unallocated  Unallocated C24BCOS ABC-Office-Supplies ABCPapments1803  Payment on account 108 2018/03/30 750,00
10038 Unallocated  Unallocated Gz10010- Fuel and ail ABCPayments1803 Petrol - Mercedez Benz 109 2018/03/20 150,00
10038 Unallocated  Unallocated G230000¢ Stationerny ABCPapments1803 Waltons - Paper and pens 110 2018/03/30 250,00
10038 Unallocated  Unallocated BE20000 Petty cash ABCPayments1803 Petty cash - Inciease float m 2018/03/20 100,00
2767.00 27E7.00
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Account view
Debit transactions in the Creditor’s ledger:

]
&b ABC-Office-Supplies

C2ABCOS ABC-Ofice-Supplies

Debit Credit
10028 20120230 108 Fay ment on account 750,00
ABCFay ments 1802 .
Totals 750,00
Debit transactions in the General ledger:
(Bt
&  Furniture & fittings @ cost
G500010 Fumiture fittings @ cost Debit Credit
10035 20180301 105 Tx D==k 500 00
ABCPayment=1803 .
10038 20180301 106 2x Chairs 300 00
ABCPayments1802 .
Totals 800,00
& Motor vehicles - Fuel & oil
= Motor vehicles - Fue ol
G210010* Fuel and oil Debit Credit
10038 201803720 108 Petrol - Mercedez Banz 150 00
ABCPayments 1803
Totals 150,00
)
“& Rent
G220000* Rent Debit Credit
10038 201803730 107 Rant- Apri 500 00
ABCPayments 1802
Totals 500 .00
¥ g
“& Stationery
G230000* Stationery Debit Credit
10038 2018/03/30 110 ‘Waltons - Faper and pens 250 00
ABCPayments 1803 .
Totals 250 00
Petty cash
BE20000 Petty cash Debit Credit
10038 20120220 111 Fetty cas h- hoesse foat 100,00
ABCFay ments 1802 .
Totals 100,00
il Input Tax — Standard rate - 14%
Ta850020 Input VAT - Standard rate - 14% Debit Credit
10038 201803730 ——— Rent- Apri 7000
ABCPayments1803 .
10038 20180330 ‘Waltons - Paper and pens 3500
ABCPayments1803 .
Totals 10500
= Input Tax — Capital goods - 14%
T8500320 Input VAT - Capital goods - 14% De bit Credit
10038 Z01B0301  ——— 1x Desk T0.00
ABCFayments 1503 .
10038 2018/03/01 === Zx Chairs 4200
ABCPayments1303 .
Totals 112,00
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Credit transactions in the General ledger:

1L
AL ABC - Bank
B210000 ABC - Bank Debit Credit
10038 20180301 === 1 x Desk 57000
ABCFay ments 1802 .
10038 20180301 === 2 x Chairs. 34200
ABCFay ments 1803 .
10028 2018030 === Rent - April 570,00
ABCFay ments 1803 .
10028 280220 e Payment on account 750,00
ABCFay ments 1802 .
10028 280220 e PFetrol - Mercedez Benz 150,00
ABCFay ments 1802 .
10038 2018020 === ‘Waltons - Paper and pens 28500
ABCPay ments 1803 .
10038 2018020 === Fetty cas h- hoease foat 10000

ABCPay ments 1802

Debits = Credits

. Lo . [ - . e i =]
Debit transactions in the General ledger (ie. —— Petty cash + & Fumniture & fittings + “= Expenses +

Totals

2767,00

L ]
Tax (Input VAT/GST/Sales tax)) and ®& Creditor's ledger (i.e. individual Credlitor accounts.

. , , . |
Credit transactions (i.e. payment transactions from the UL Bank account).

» THE NEXT STEP IS TO RECONCILE YOUR BANK. TURN TO MODULE M TO DO THIS.

1.7- PETTY CASH PAYMENTS

g Petty cash payments should be used as a bank account. If it is used as a normal General ledger — Balance
sheet Account, it could cause problems on the Tax Reports (Input VAT/GST/Sales tax).

0 You may also reconcile your Petty cash Payments and Receipt Batches. See MODULE M — BANK
RECONCILIATION.

1.7.1-  Entering your petty cash payments

For the purpose of this tutorial, we assume that you have paid the following expenses from your
petty cash:

Handyman Hardware Store Handyman Hardware Store
Petty Cash Voucher No. PCV001 Petty Cash Voucher No. PCV002
Date: 31 Mareh 2018 Date: 31 Maveh 2018
Wadfeng — Paper (VAT dned) [ -—---= ST | | ABC Service Safion - Fip Puecfire | - 20
Total: [ ------ ST Total: | ----—- L0480
Account: Sfaftenery - Acc 230 Account; Motor Vihicle Repairy = Ace- 21002
Petty Cashier: _{M‘, Authorised: :\,EH‘—’S& Petty Cashier: W Authorised: M
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To enter your petty cash payment transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the Petty cash Pay. and click on the Open button.

3. Enter the alias (batch name) in the "Change alias” field. In this example, enter
"PCPayments1803" to indicate that the Petty cash of March 2018 was entered in this
Petty cash payments batch.

The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch or import a posted batch.

4. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is

displayed:
L] Options for this batch X
Standard Ak d 0
anear | Svanes 0 The contra account is by default set
Contis azcount to the Bank account.
Mo tax O
Inerement efetencs d You cannot change this in the
Consolidate balancing O Inclusive mode .
Repeat delais O Payments journal or Petty cash
Amourk ety Payments journal.
@ Allaw both (O Debit O Credit
Payments cashbaok w0k LCancel

5. Set up the Petty cash payments journal as follows:

No tax:
o tax @ Leave blank for the purpose of this tutorial. You may at a later stage

select this option, if there are no tax (Input VAT/GST/Sales tax)
applicable to all the transactions you need to enter in the Petty cash
payments batch.

Increment reference: .
Tick.

Consolidate balancing:
Leave blank.

Inclusive mode: .
Tick.

Repeat details:
Leave blank.

Amount entry:

Cannot change this at this stage. This is set to "Allow Both". You need

to enter payments in the Debit column of the Petty cash Payments
batch.

6. Once setup; click on the Advanced tab.

Leave all fields blank, and make sure that the default option, “Account lookup type”, is set
to "All" for this exercise.
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7. Once setup; click on the OK button. You are now ready to record your first petty cash
payment.

8. Capture your petty cash vouchers from your petty cash voucher book or from your
requisitions. Use your petty cash voucher number as the reference number.

Ref. no. Date Description Account Tax Amount

PCV001 2018/03/31 Paper - Waltons Stationery Input Tax - 14% 57,00

PCV002 2018/03/31 Fix puncture ABC Maintenance No tax 10,00
Service Station

10. You are now ready to capture your first petty cash voucher.

Reference: PCV001

Date: 2018/03/31

Description: Waltons - Paper

Account: G230-000 - Stationery

Tax: Input VAT/GST/Sales tax - Standard goods - 14%
Amount: 57,00 DR

The amount is a debit as it is the amount for the expense account. When you balance the batch,
TurboCASH will create the credit to the Petty cash account.

o Ensure that the "F7:Inclusive” icon is reflecting "inclusive”. This should be so as we set the batch to
inclusive mode. When you select a VAT/GST/Sales tax type, always check the bottom right-hand
corner for the inclusive and exclusive amounts. The amount of 57,00 will change to 50,00.
This is because the cost of the paper is 50,00 and should be posted to the Stationery expense
account. The VAT/GST/Sales tax amount (7,00) must be posted to the Input VAT/GST/Sales tax
account.

11. You are now ready to capture your second petty cash voucher.

Reference: PCV002

Date: 2018/03/31

Description: ABC — Service Station — Fix Puncture
Account: Maintenance (motor vehicles).

Tax: No tax

Amount: 10,00 DR
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12. After capturing your first two petty cash payment vouchers, the Petty cash payments
journal is displayed as follows:

L3 Petty cash Pay. - [PCPayments1203] [m] >
Batch eniy | Posted batches

Change alias _j_ * g,- D @ é 1 F N
PCRayments1803 -
“D: Delete N Insert F5 Ea\ance F& Post F7 E)«:\uswa F7 \m:\uswe Fo List  F3: Pracess Fm Setup

Account Contra account: Inclusive amaunt Exclusive amaunt Feference total,
G230000 Stationery B320-000 Petty cash R57.00 R50.00 R57.01

[no - [Reference [pate [Description [Account Tax Debit _ |credit |Open item
[ G SOTB/03/31 [ altans - Paper G230000 Stationery TEGO020 Input WA - Standard rate - 147 Si.00
Il 2/PCvon2 2018/03/31 | ABC - Service Station -Fix puneture | G210020 Maintenance T Emply 10,00

2z 60,00/ | 0,00

You can enter transactions in a batch daily and only post at the end of the month. Your transactions
will not be lost when you exit a batch or close TurboCASH. You may also choose to post after every
balanced entry.

» For the purpose of this tutorial, we will post the batch.

1.7.2- Posting the petty cash batch

Once you have completed entering these petty cash payments, and you are sure they are correct,
you may proceed to finalise the batch. The recommended process, is as follows:
1. Click on the F5:Balance icon.

[ Petty cash Pay. - [PCPayments1803] [m] >
Batchentry | Posted batches

Change aliss = sl b3 i
- BT B L B
a &= =m i as

“D:Delete “M:Insert F5: Balance FE: Post F7: Exclusive | F7: Inclusive | FS:List  FS Process F10: Setup

Account Conira account Inclusive amourt: Exclusive amount: Reference tota
5230000 Stationery B820-000 Petty cash R57.00 R50.00 R57.00
Ho - |[Reference |Date [Description Account [Tax Debit __|Credit |Open item
ENEE) 2016703731 | Waltons - Paper 230000 Stationery TEE0020 Input T - Stamdard rate - 145 EEX
[ | 2 PCYO02 2018/03/31 | ABC - Service Station -Fik puncture |G210020 Maintenance T Empty 10,00
Il 20168/03/31  waltons - Paper TE50020 Input VAT - Standard rate - 14%  Bal 7.00
Il 2018/03/31 ‘waltons - Paper B820000 Petty cash Bal 57.00
L] 2018/03/31  ABC - Service Station Fix puncture  BS20000 Patty cash Bal 10.00
5 67,00 67,00

E0
2. Click on the F8:List icon to print a list of the transactions in the batch.

It is recommended that the source documents (e.g. petty cash vouchers and / or invoices, slips, etc.
received from suppliers, etc,) be attached to this List of the transactions and that it be retained for
record and audit purposes.

3. Click on the F6:Post icon to post (update) the batch to the ledger.
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T-Account view of transactions

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, exported and analysed.

To access the T-Account view of the transactions:

1.
2.

On the Reports ribbon, select T-Ledger analyser 1 or 2.
Select an account (e.g. B820-000 Petty cash). Double-click on the selected account; or
right-click and select Show details on the context menu.
Click on the following to get specific views of transactions:
*  Batch number (e.g. 10039 automatically generated). This will list only the
transactions for a specific batch (journal).

e Account code (e.g. B820-000 Petty cash, G210-020 Maintenance G230-000
Stationery, T850-020 Input Tax Standard - 14%). This will list the transactions for
a specific account.

«  Date — This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the transactions in the Petty cash journal, the transactions should display as follows
in the T-Account viewer:

Batch view

From date To date D Show conta

603N - 20802028 Export Print ¢ Debit Credt

Opening balances 0.00

10039 Unalocated  Unallocated T850020 Input VAT - Standard rate - 1 PCPapments1803  Waltons - Paper o 2018/03/31 7.0
10039 Unalocated  Unallocated B&20000 Petty cash PCPayments1803  ‘waltons - Paper " 2018/03/31 5700
10039 Unalocated  Unallocated B320000 Petty cash PCPayments1803  ABC - Service Station -Fix puncture 2018/03/31 10,00
10039 Unalocated  Unallocated G230000¢ Stationen PCPayments1803  Waltons - Paper 2018/03/31 50,00
10039 Unalocated  Unallocated G210020¢ Maintenance: PCPayments1803  ABC - Service Station -Fix puncture 2018/03/31 10,00

£7.00 67,00
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Account view
Debit transactions in the General ledger:

“& Motor vehicles - Maintenance

G210020* Maintenance De bit Credit
10035 2018/03/31  PCV0D2 ABC- Service Station - Fx puncture 10,00
PCPayments1803 .

Totals 10,00

“& Stationery
GZ230000* Stationery Debit Credit

10039 2018/03/31 PCV0D1 Waltons - Paper 5000
FCPsyments1803 .

Totals 50,00

= Input VAT - Standard rate - 14%
TE50020 Input VAT - Standard rate - 14% Debit Credit

10038 2018103731 ==== Waltons - Papar 700
PCPayments 1803

Totals 70
Credit transactions in the General ledger:
Petty cash
B820000 Petty cash Debit Credit
10029 20180331 === Walions - Paper 57,00
FCRayments 1802 .
10028 20180221 === ABC - Service Station -Fik punchre 10.00
FCRayments 1802 .
Totals 67,00

i

Debits = Credits
Debit transactions (i.e. d Expenses + = Tax (Input VAT/GST/Sales tax)).

Credit transactions (i.e. payment transactions from the ¢ Petty cash account).

You may also reconcile your Petty cash payments and receipt batches. See MODULE M — BANK
RECONCILIATION.

1.8- REPEATING TRANSACTIONS

TurboCASH has a Repeating Transactions feature available to enable you to enter transactions,
which occur on a periodic basis. They may be weekly, monthly, quarterly or annually, etc.

You may enter the transactions once and, when due, copy them into the normal batch, edit (if
amounts have changed), delete or add an entry. This feature will save you lots of time. You may
identify those transactions in your business and enter them in this feature.
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A few examples of these entries are:

For entry in the General journal or alternative batch type.
o Depreciation of fixed assets
o Payroll Journals or integration
*  For entry in the Payments journal
o Debit orders to third parties.
*  For entry in the Receipts journal
o Debit orders from third parties

Repeating transactions may be processed via the following options:

Edit — Repeating transactions (Action ribbon) — Enter the transactions once in the
"Repeating batch entry” screen. You may then Import the transactions into the normal
"Batch entry” screen using the "Repeating transactions” option on the F9:Process
("Process the batch”) list.

Import a posted batch option on the F9:Process options - Batch entry (Action
ribbon). Once you have entered and posted a normal batch, you may import the batch,
edit it, as required, and then post it.

For the purpose of this tutorial, assume that you will write-off some depreciation on your fixed
assets. Enter the following entries for your depreciation on 2018/03/31:

Furniture & fittings: 50,00 per month.
Motor vehicles: Mercedes-Benz 75,00 per month.
Motor vehicles: Delivery van 25,00 per month.

1.8.1- Entering repeating transactions

To enter repeating transactions:
1. On the Action ribbon, select Edit — Repeating transactions.
2. Select the General jnl. batch type and click on the Open button.
g To indicate that you have selected a Repeating Batch or Journal, note the following:
a)  ***Repeating transactions*** is displayed after the name of the batch type.
b)  No alias for the batch will be displayed in the screen heading (titlebar).

¢)  The alias will not be saved, as only one Repeating transactions batch can be set for a
specific batch type.
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3. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is

displayed:
L3 Options for this batch X
Standard  Advanced
Contra acoount: 205-000
Mo tax
Inciement reference O
Consolidate balancing O Inclusive mode
Contra account per ling O Fiepeat details
Armount entry
O Allows both O Debit ® Credit

[ Opening balance - This year

+" 0K ) Cancel

4. Set up the repeating transactions General journal for depreciation transactions as follows:

Contra account:

No tax: % Tick

Increment reference:
Leave blank.

Leave blank.

Consolidate balancing: @
Contra account per @

Leave blank.

line:
Inclusive mode: J@ Tick
Repeat details: % Tick

Amount entry:
4 J@ Tick on "Credit”.

Opening balance - This
year: @ Leave blank.

5. Once setup; click on the Advanced tab.

JEj Click on the Lookup button and select - "205-000 - Depreciation"”.

6. Select the "General ledger” option for both the “Account lookup type” and "Contra
account lookup type", since you do not need to select “Debtors” or “Creditors" accounts

when you enter transactions for depreciation.

Once setup; click on the OK button.

You are now ready to capture your repeating transactions.

Ref. no. Date Description
DE1803 2018/03/31  Depreciation-Furniture & Fittings

DE1803 2018/03/31  Depreciation-Motor vehicles-Merc

DE1803 2018/03/31  Depreciation-Motor vehicles-Delivery
van

Account Credit

600-020 Furniture & fittings 50,00
- Accumulated depreciation

610-020 Motor vehicles - 75,00
Accumulated depreciation
610-020 Motor vehicles - 25,00

Accumulated depreciation
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9. The repeating transactions for “General journal” screen should reflect as follows:

L] General jnl. = Repeating transactions = O X
Batch entry  Posted batches
Change alias — Fili - o iy
] [ ] ! [ ]
& & L Bl &
“D:Delete “M: Insert F5: Balance FE: Post F& List  F3: Process F10: Setup
Account Contra account: Inclugive amount: Exclusive amount: Fieference tatal;
GEO0020 Furniture Ffittings -Acc. G205-000 Depreciation -R50.00 -R50.00 -R150.0
deprec.
No Reference |Day |Descri|zttion |Anco||nt Debit Credit

1 DE1802 2018/03/31 | Depreciation-Furniture & fitings GEO0020 Furniture fittings -Acc. deprec. 50,00:
| | 2 DE1803 2018/03/31 | Depreciation-Yehicles-Meic GE10020 Mator vehicles -Acoum. depreciation 75.00
| | 3 DE1803 2018/03/31 | Depreciationehicles-Delivery van | GE10020 Motor vehicles -Accum. depreciation 25,00

3 0,00 150,00

10. Click on the F5:Balance icon. Balancing entries will be generated to the Depreciation
Contra account.
11. Click on the F8:List icon to print a list of the transactions in the batch.

0 You may wish to print the list of repeating transactions for record purposes.

The Batch list will not display an alias (batch name); since you cannot change the alias.
The alias for a normal batch (journal) will be displayed as (for example in this case) Alias (batch
name): General jnl..

12. Press the Esc key to exit this repeating batch.

1.8.2- Updating repeating transactions

To post or update the repeating transactions batch:
1. On the Action ribbon, select Batch entry (F2).
2. Select the General jnl. and click on the Open button. Note that there will be no alias
displayed on the screen titlebar as this is a normal batch.
3. Click on the F9:Process icon. The “Process the batch” screen will be displayed.
4. Select the "Repeating transactions” option and click on the OK button. The following
screen on the "Batch entry” screen, will be displayed:

Enter month and year to repeat entries to

g If you enter a reference number into the "New

Year Period " g :
Pey— ‘ Reference” field, the reference numbers will
_ not be incremented.
Add thiz to descriptions New reference
| | | | The reference number entered, will apply to
all repeating transactions which will be
" 0K 0 Cancel . .
imported or generated into the batch

(journal).
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5. Select and / or enter the following options:

Year: .
Jej Select “This year”.

Period:
ere % Select "March 2018".

Add this to descriptions:

New reference:

@ Leave blank, for the purpose of this tutorial.

@ Leave blank, for the purpose of this tutorial.

6. Click on the OK button. All the transactions you have entered in the repeating batch
entry for the General journal will be imported (copied) into the normal batch.

7. Enter the alias (batch name) in the “"Change alias” field. In this example, enter
"Depreciate1803" to indicate that the Depreciation transactions for March 2018 was

entered in this General journal batch.

The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch, import a posted batch or
print a posted batch from the Batches tab of the Batch entry — Posted batches - Details tab.

8. Click on the F5:Balance icon to re-balance the batch.

m General jnl. - [Depreciate1803]

] X
Batch entry  Posted batches
Charge sliss = |-—+ -3 |- iy
]
Depreciate1803 . “
“D: Delete “M: Insert F5: Balan:e FE&: PUSI FB List F9 Process F‘IU Selup
Account Contra account; Inclusive amount: Exclusive amount: Feference total
G600020 Furniture fittings -Acc. G205-000 Depreciation -R50.00 -R50.00 -R150,00
deprec.
Mo Reference |Date Description Account Debit Credit Open item
Ld 2 DE1803 201870331 Diepreciation-Furmiture & fittings GEOO020 Furniture fittings -Acc. deprec. 50,00
| 3/ DE1803 2018/03/31 Depreciation-vehicles-Merc GE10020 Motor vehicles -Accum. depreciation 75.00
|| 4/ DE1B03 201803/ Depreciationvehicles-D elivery van | GE10020 Motor vehicles -Accum. depreciation 2500
|| 2018/03/31 Depreciation-Furniture & fittings G205000 Depreciation 50,00
|| 2018/03/31 Depreciation-Yehicles-Mer: 5205000 Depreciation 75.00
L 2018/03/31 Depreciation-vehicles-Delivery van G205000 Depreciation 25,00
& 150,00 150,00

Custornise...

Always check that the amounts are the same before posting this batch. For instance if you have
sold your Mercedes-Benz, you may need to delete the entry for the next months.

If you have purchased new assets you may change the amount or add a new entry.

You may do it on this screen, but it is recommended that you edit your repeating transactions in
the Edit — Repeating transactions menu (Action ribbon) to avoid having to change the same

issues every time you wish to update a repeating batch.

9. If the batch is not balanced or in balance, click on the F5:Balance icon to balance the

batch.

10. Click on the F8:List icon to print a list of the transactions in the batch.
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1.8.3-

Updating repeating transactions

It is recommended that the source documents (e.g. working papers, calculation of depreciation,
etc.) be attached to this List of the transactions and that it be retained for record and audit
purposes.

Once you are satisfied that all the entries are correct, click on the F6:Post icon.

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, exported and analysed.

To access the T-Account view of the transactions:

1.
2.

On the Reports ribbon, select T-Ledger analyser 1 or 2.

Select an account (e.g. G205-000 Depreciation). Double-click on the selected account; or
right-click and select Show details on the context menu.
Click on the following to get specific views of transactions:
¢ Batch number (e.g. 10042 automatically generated). This will list only the
transactions for a specific batch (journal).

*  Account code (e.g. G205-000 Depreciation, G600-020 Furniture & fittings -
Accumulated Depreciation, G610-020 Motor vehicles - Accumulated
depreciation). This will list the transactions for a specific account.

«  Date - This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the transactions in the Depreciation transactions in the General journal, the
transactions should display as follows in the T-Account viewer:

Batch view

10042 Unallacated
10042 Unallocated
10042 Unallocated
10042 Unalocated
10042 Unallacated
10042 Unallocated

Fram date Todate Wizyemia
2018/03/01 - 2015/02/28 - Export Print < Debit Credit
Opening balances 0.00
Unallocated G205000¢ Depreciation Depreciate] 803 Deprecistion-Fumiture & fitings s 2018/03/31 50,00
Unallocated G205000% Depreciation Depreciate1802  Depreciationehicles-Mec 2Me/03/31 75,00
Unallocated 205000 Depreciation Depreciate1802  DepreciationVehicles Delwverp van = 2me/03/31 25,00
Uniallocated GEOOO20 Furniture fittings -Ace. depre DepreciateB03  Depreciation-Furriture & fitings DE1803 2me/n3/3
Unallocated GE10020 Motor vehicles -Accum. depr Depreciate 803 Depreciation-shicles-Mec DE1803 2018/03/31
Unallocated GET0020 Motor vehicles -Accum. depr Depreciate1802 DepreciationYehicles- Delivery van DE1203 2Me/03/31

150,00 150,00
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Account view
Debit transactions in the General ledger:

<& Depreciation

G205000* Depreciation Debit Credit
10042 201802/31 === Depreciation-Furniture & fittings 50,00
Depreciate1 802 .
10042 201802/31 === Depreciation-Vehicles-Merc 75,00
Depr eciste1 802 .
10082 2018031 == Deprecistion-Vehicles- Delivery van 2500
Depreciate1 302 .
Totals 150,00

Credit transactions in the General ledger:

[
& Furniture & fittings - Accumulated depreciation

G800020 Furniture ittings -Acc. deprec. Debit Credit
10042 20180%31 DE1B02 Deprecation-Furniwe &fitings 50.00
Depreciate1 802 .
Totals 50,00
il
& Motor vehicles - Accumulated depreciation
G810020 Motor vehicles -Accum. depreciation Debit Credit
10042 20180331 DEIS03 Deprecifion-Vehicles- Merc 75,00
Depreciate 8023 .
10042 201803231 DEI802 Depreciation-Vehicles- Delivery van 2500
Depreciate] 02 .
Totals 100,00

i

Deb_its = Credits
Debit transactions (i.e. = Depreciation expense account)

Il
Depreciation Account for each Fixed Asset (e.g. for & Fumniture & fittings and Motor vehicles)).

Since you have updated your batches, you may generate any of the reports to view what your profits and
losses are and any detailed transactions, etc. and evaluate your business on any of these reports.
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SALES AND PURCHASES TRANSACTIONS

J.1- SALES AND PURCHASES TRANSACTIONS

I"T'I The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South Africa, the
h 4 South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April 2018.

This MODULE, VAT based on 14% tax for taxable transactions up to 31 March 2018.

0 The Purchases and Sales of Trading stock items (Default) stock type are dealt with in MODULE K.

J.1.1-  Purchases

The following options are available to enter Purchase transactions:

1. Batch entry — Hand-written purchases and supplier returns (supplier credit notes) may
be entered in the Purchase Jnl.

0 These are dealt with in Chapter 1.3 of MODULE |I.

2. Documents - If you wish to generate purchase documents (i.e. Purchases, Supplier
returns and Orders), you may enter transactions in Documents (Action ribbon). To do
this, you need to create stock item codes for the following stock types:

a) Financial entry — You only need to set the Tax accounts (Input and Output Tax
accounts). When selecting this item, it will allow you to select the general ledger
account on the Accounts lookup. Purchase prices may also be maintained for
the Financial entry stock item type.

For the purpose of this tutorial, we will be purchasing services (i.e. Tyres and Service to
Delivery Van and Installation of Office Equipment from creditors (suppliers).

b) Purchases (no stock) — Pre-set the Input Tax account and pre-set purchase

(expense / asset) account as well as purchase / cost prices.

¢) Purchases - This is similar to the Purchases (no stock) stock type. - It will also
allow you to keep track of stock item quantities, etc. by updating the stock
transaction table.

g Purchases could also be used for any purchases other than trading stock. Non-trading stock items
could be captured through the Batch entry - Purchase journal (Action ribbon). These may now be
entered using the different stock types. An example of a non-stock item could be the purchase of
consumables such as stationery, etc.
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J1.2- Sales

The following options are available to enter Sales transactions:

1. Batch entry — Hand-written invoices and credit notes may be entered in the Sales Jnl.
g These are dealt with in Chapter .4 of MODULE |.

2. Documents - If you wish to generate sales documents (i.e. Invoices, Credit notes and
Quotes), via TurboCASH, you may enter transactions in Documents (Action ribbon). To
do this, you need to create stock item codes for the following stock types:

a) Financial entry — You only need to set the Tax accounts (Input and Output Tax
accounts). When selecting this item, it will allow you to select the general ledger
account on the Accounts lookup. Selling prices may also be maintained for the
Financial entry stock item type.

b) Sales (no stock) — Pre-set the Output Tax account and Sales account as well as
selling prices.

For the purpose of this tutorial, we will be selling 2 services (i.e. Install - Built-in
cupboards and Paint - Exterior (outside of houses)) at 500,00 per hour to our debtors /
clients).

c) Sales - This is similar to the Sales (no stock) stock type. It will also allow you to
keep track of stock item quantities, etc. by updating the stock transaction table.

Invoices could also be used for any sales other than trading stock. Non-trading stock items could be captured
through the Batch entry - Sales journal (Action ribbon). These may now be entered using the different stock
types. An example of a non-stock item could be the sale of old or obsolete furniture, which your business
does not use any longer.
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DOCUMENTS / STOCK SETTING AND PARAMETERS

DOCUMENTS / STOCK SETTING AND PARAMETERS

It is important that the required accounts and settings be absolutely correct before you proceed
with purchasing and selling of stock items in a Set of Books. If this is not done, you may find
incorrect results in TurboCASH. For example, the Cost of sales transactions may not be generated
when documents are posted to the ledger or the cost of sales may be calculated at average cost in
stead of latest cost, etc.

Setup of Documents is a once off process:

1.

Documents setup (Setup ribbon) — Check document numbers, messages, set layout files,
etc. - (See Chapter E.4.5 of MODULE E).

Groups (Setup ribbon) — Add the Cost of sales reporting group under Account group 1
(Reporting group 1). Add Reporting groups 1 and 2 for Document groups and Stock
group 1/2, where applicable. - (See Chapter E.4.4 of MODULE E).

Salesperson (Setup ribbon) — Add Salespersons. - (See Chapter E.4.7 of MODULE E).
Setup — Batch types — Add Cost of sales Batch (only to be used with Cost of sales
settings for the Default Stock type). - (See Chapter E.4.3 of MODULE E).

Stock information (Setup ribbon) — Unit prices, Selling price descriptions, Default selling
price. - (See Chapter E.4.6 of MODULE E).

Accounts (Action ribbon) — Create a Cost of sales account for Trading stock. - (See
Chapter F.1 of MODULE F).

Creditors (Action ribbon) — Create a Sundry Supplier account. - (See Chapter F.2 of
MODULE F).

Debtors (Action ribbon) — Create a Cash Customer and Linking Debtors to a Salesperson.
- (See Chapter F.3 of MODULE F).

You may print a Company information (Reports = Company info — Information) report to check the
selling price descriptions. This report will also display the default headings and messages that will print
on document layout files (i.e. Invoices, Quotes, Credit notes, Purchases, Supplier returns and Orders).

Your Set of Books should be set up to process documents for the purchase and selling of stock items.
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J.3- PROCESSING CREDITORS - ORDERS AND PURCHASES

The similar Purchase transactions may be entered in the normal "Batch entry” screens as above
(See Chapter 1.3 of MODULE I). Using the batch option, will not generate any purchase
documents (i.e. Orders, Purchase documents and / or Supplier return documents). These
documents need to be manually written in purchased stationery.

Using the Documents option, the transactions in the Purchase journal will automatically be
generated and these documents will be automatically be generated via the layout files as set in as
follows:

*  Global Settings — As selected on the “Layout file" fields of Documents setup
(Purchases, Supplier returns and Orders tabs) (Setup ribbon).

*  Creditor (Supplier) Specific Settings — As selected on the “Layout file" fields of the
Creditors - Delivery address tab) (Action ribbon) — (“Layout file 17" = Purchases, “Layout
file 2" = Supplier returns and "Layout file 3"= Orders fields).

*  The Default setting on the layout file should always revert to the Global settings unless
another layout file have been set for a specific creditor (supplier) account. In addition to
these two (2) settings layout files may be changed or other formats may be selected as
follows:

=  Documents (Action ribbon) — Sidebar for Purchase document types (i.e.
Purchases, Supplier returns and / or Orders).

=  Creditors - Documents tab (Action ribbon) of a selected creditor (supplier)
account.

g Purchase documents must be used for trading stock items. Please refer to MODULE K of this tutorial.

The transactions will automatically be generated when documents are updated or posted to the
ledger. It will automatically generate and update (post) the transactions to the ledger in the batch
types as set (linked) in the Documents setup (Setup ribbon) - Purchases and Supplier returns
tabs.
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Creating an order

Creating an order

You may need to place an order with any of your creditors (suppliers). When the Goods are
received you may confirm the order against the actual goods received and the original order. You
will do this by converting the Order to a Purchase document.

Orders cannot be updated (posted) to the ledger and it generates no transactions. But, once the Order has
been converted to a Purchase document, it can be updated (posted) to the ledger.

Order the following services and goods (NON-TRADING STOCK ITEMS) from ABC-Service

Centre:

ORDER: OR000001 - 2018/03/01
ABC-Service-Centre

Service - Delivery van 400,00
5 x New Tyres - Fitting and balancing __600,00
Total 1 000,00
Input Tax - 14% 140,00
Total 1140,00

To create an order:

On the Action ribbon, select Documents (F6).

Select "Orders" in the "Documents” field; if “Orders"” is not selected.

Click on the New button. The “Creditor accounts” screen is displayed:

& Creditor accounts [m] X
Filter column Valus
Mew None v |Like v Filter Clear [ Show disabled
Delete
Edit
— = Creditor code [Name First name |G [Address Address2 _ |Address3 |Postal o[ Telephone 1 |Telephon
250NES A-DNE Suppliers Austin

ZBESTS
2COPEN
25UNSL
2HBLOS
2HBLSC

BEST Suppliers |Ben Best
Dpening balances - Creditor |

SUMDRY SUFFLIERS |

ABC-Dffice-Suppliss |rwralters Penny
ABC-Service-Centre |s<avien Biown

Cancel

Open

[T T T I+

P 0 Box 31318
P 0 Box 45532

tarshalltowr Johanneshing

Halfway House

PO Box 8888
PO Box 9339

Lakeview
Lakeside

Johannesburg
Johannesburg

Select the Creditor (supplier) account (“ABC-Service-Centre").

Click on the Open or OK button. The screen for "Orders" is displayed:

2000 |(071)636:9221 | (0718384
1685 |(011)3103110

[UEES
[FEES

2012 (011
2122 (011

1312:3337
131393537
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“Your reference

2ABCSC  Order OR000001

Document group

Date

ABC-Service-Centre

MODULE J - PROCESSING DOCUMENT TRANSACTIONS - NON TRADING STOCK

ADBZ3MGP | | Document aroup 14 | [z018/03701 - Contia accountStandard
Salesperson Document gioup Due date
Russell ~ | Unallocated | | 2018/03/01 -
* Postal address Delivery addiess Message
Company | ABC-Service-Centre ABC-Service-Centie Pleaze confirm extras
Contact [Xavier Brown | [Favier Brown <
Addiess | PO Box 9999 tMetro Building
Address 2| Lakeside Lake Suest Tan reference
Addiess 3| Johannesburg Lakeside [3333333333 ]
Postal code | 2122 2123
Countty | §auth Afiica ~| Southafica ~ [ ]
W &
5E &8 & € Q 9 : L
+Openfastadd  “D: Delets F12:“N:Insert | F7: Exchisive | F7:Inclusive  F8: Disoount | FS: Comment | F10: Delets all F11: Cory

1,00|Input VAT - Standard rall 400,00/
10 000 K Service
BE Service - Delivery van
| |+ GL-CODE 210030 | Repais 1.00 1,00/ Input VAT - Standard rats 600,00 %0 600,00
BE S New tyres - Fitting and balancing
Creditars Cunent balance 114000 Gioss weight 0.00  Exclusive total 1000.00
24B-CSC Awailabls 8860.00 et weight 0.00 Tan 140.00
Ordler no. Creditlimit 1000000 Tatal discount 000 | Payments
Std disc’ Invaice tatal 1140.00 0.00
Fast add item (code/barcode/serial) ® Cancel

6. Enter and / or select the following options:
0J

Your reference: =

Enter "AAB234GP" as the registration number of the vehicle.

This will allow you to track down the vehicle's history when entering
the registration number in the Search (Investigator) on the Action
ribbon. All documents matching that registration number will be listed.

Salesperson:
P J@ Select "Russell”. Salespersons are optional for orders. This field is to

show who handled the order.

D t 1/2:
ocument group 1/ J@ Select "Document group 1A".

@ Document group 2 cannot be selected as Groups are not added for

Document group 2 in Groups. (Setup ribbon)

Date:
ate J@ Select "2018/03/01", for the purpose of this tutorial. By default, the

system date will be displayed.
Due date:
@ This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected
creditor account.

[u]

Press the Enter key until you get to the transaction details screen (skip
the "Address, Delivery address” and "Message” fields).
Item no.:

P

Select "GL-CODE".
The "Accounts lookup” screen will be displayed.

P

Select the Account "G210-020 — Maintenance” for the Service of the

Delivery Van. The description of the selected account is displayed.
You may over-type this.
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Creating an order

0 If Abbreviation definitions were set in the Batch entry (Action
ribbon) (F9:Process), you may enter a character (or more) to
auto-complete a description in the document line.

JEj For the purpose of this tutorial, click on the F9:Comment icon or press
the F9 key. Enter "Service Delivery Van - AAB234GP" and click on the
OK button.

% Enter the Unit price (Exclusive of VAT/GST/Sales tax, if the F7:Exclusive
icon is active - or Inclusive of VAT/GST/Sales, tax if the F7:Inclusive
icon is active).

\% Select "GL-CODE".

The "Accounts lookup" screen will be displayed.

J@ Select the Account "G210-030 — Repairs” for the 5 new tyres and fitting.

The description of the selected account is displayed. You may over-
type this.

J@ For the purpose of this tutorial, click on the F9:Comment icon or press
the F9 key.

[

Enter "5 x New Tyres Fitting and balancing” and click on the OK
button.

Enter the Unit price (Exclusive of VAT/GST/Sales tax, if the F7:Exclusive

icon is active - or Inclusive of VAT/GST/Sales, Tax if the F7:Inclusive
icon s active).
7. Click on the OK button. A confirmation message "Do you wish to print this order?" will be
displayed.
8. Click on the Yes button to print the order.
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An example of the printed order, is as follows:

L Order (15 code)

M < pHsag Re|IFREFEAR )

Order Pageno.:1 / 1
ABC-Semvice-Centre Handyman Har dware Store
PO Box 9999 27 Olifants Road
Lakeside Emmarentia
Johannesburg Johannesburg
2122 2195
Telephone: (011} 310-1250
Delivery address Faoc: (D11) 210-2000
. Ersi mymeig@myspnet
Wetro Building - i
Lot Stret Websie: wrbocashnet
Lakeside Companyreg.no.. 338012345
2123 Taxreg.ne: 442010111
Order no.: OR0O00001 Date: 2018/03/01 Account na.: C2ABCSC
Code Description oty Price Discls  Exclusive Tax% Tax Inclusive
GL-CODE Maintenance
1 400,00 400,00 14,00% 56,00 458,00
10 000 Km Senice
Senice - Delivery van
GL-CODE Repairs
1 £00,00 600,00 14,00% 84,00 684,00
5x Newtyres - Fitting and balancing
Total 1.000,00 140,00 1 140,00
Due date: 2018/03/01 Order accepted:
Your rekrence:  AAB234GP N
Taxreference: 3333333333 ame
Message: Please confim extras Date:
Signature:
Salesperson Russell AreaResnid sz o6s6-01

v

This example is based on the Order (15 code). You may also select the following available order layout

files:

- Order (10 code)

- Order (no codes)

- Order A4 (10 code)

- Order A4 (15 code)

- Order A4 (no codes)

- Order A4 Plain (10 code)
- Order A4 Plain (15 code)
- Order A4 Plain (no codes)
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Confirming / Converting an order to a purchase document

J.3.2- Confirming / Converting an order to a purchase document

We have already placed an order with our ABC-Service-Centre - and the delivery van are fixed
(serviced and 5 new tyres have been fitted and balanced) on 14 March 2018. The order needs to
be checked and converted into a Purchase document.

Convert invoice to order

If you have already created invoices (whether they are updated to the ledger (posted) or not), you may
convert the Invoice to an Order. To do this, select the Invoice on the documents list and right-click and select
the “Documents — Convert invoice to order"” option from the context menu.

You may then edit the order and convert it to a purchase document.

To convert an order to a purchase document:
v You may also convert Orders to Purchase documents from the Input — Confirm (Action ribbon,).

1. Access the "Orders” in the "Documents” field; if “Orders” is not selected.
2. Select the order to convert and right-click.

Document entry

Documents Search by Yalue

Otcler o Mone e Lke v Filter Clear Limit rows:

Al i | (5000 “«im

Hew

Edit

Biint Salesperson 4
Setreporting group 1 #
Set reporting group 2

&
&
[} Decuments
=
=
=]

Copy document

Print Confirm quotes and orders

Layout fle Others Convert documents to single document
DEEL e Plugin action Change account
Layout file 2

Plugin mass action Edit account

Bz % B Eo [

Document links Create purchase on default supplier 1
Send repart to:

Scresn ™ Copi '

Create account from document details

3. On the context menu, select the "Confirm quotes and orders” option. A confirmation
screen “Do you wish to continue?” will be displayed.

4. Click on the Yes button to proceed. Another confirmation screen “Do you wish to delete
this Order?" will be displayed.

5. Click on the No button not to delete the order.

If you click on the Yes button, the order will be deleted from the "Orders” list of the "Document
entry” screen.

Should you click on the No button the order will still be available on the "Orders" list of the
"Document entry” screen. You may then Copy the order, change the account, edit the account, etc.
before converting it to a purchase document.

o You may delete Orders in Edit = Delete = Documents (Action ribbon).
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J.3.3- Creating a purchase document

Once an Order is converted to a Purchase document, it must be checked to see that the correct
stock was received. When we access the Purchase documents screen from the Documents —
Purchases menu (Action ribbon) and the Creditor is selected, all available unposted Purchase
documents for that supplier are listed.

J.3.3.1-  Editing a purchase document confirmed from an order

To edit a purchase document converted from an order:
1. On the Action ribbon, select Documents (F6).
2. Select "Purchases” in the "Documents” field; if “Purchases” is not selected.

The Purchase document, listed on the "Document entry” screen, was automatically created when
you have confirmed and converted the Order to a Purchase document.

3. Select the Purchase document on the list and click on the Edit button. The screen for
Purchases is displayed:

2ABCSC Purchase PU00O0001

ABC-Service-Centre

Your reference Document gioup Date
£AB2IGP Document gioup 14 | [eotesmana S Conlra account Standard
Salesperson Document group Due date
Russell < [Unslocated BET -
Postal address Delivery address Message
Company [ABC Semvice Centie ABC Senice Centie Flease Confim Exiras
Contact [Xavier Brawn | [avier Brown
Address | PO Box 9993 Melra Buiding
tddhess 2 | Lakeside Lake Stiest Tax reference
Address 3 | Johannesburg Lakeside 3333333333
Postal cods | 2122 BE
Counkty South Alica | Gouth Atics o |

B oz8 e sl

+0penfastadd “D:Delete F12: "N: Insert | F7: Exclusive F7: Inclusive

F&: Discount | FS: Comment | F10: Delete all F11: Copy

Maintenance
10000 Km Service

+ Service - Delivery van
+| GL-CODE 210030 | Repairs 1.00
=

1.00(Input VAT - Standard ab| 600,001 %0 s0000
Sk New tyres - Fitling and balancing
Creditors Current balance 228000  Gioss weight 0.00  Exclusive total 1000,00
28B-C50 Awailable 7720.00 Mt weight 0.00 Tax 140.00
Purchase no Creditlmit  10000.00 Total discount 0,00 | Papments
Std disc 0.00 Invsice totsl 1140.00 0,00
Fast add item [code/barcode/serial)

‘ ) Cancel v OK

g The Order number "OR000001", which was converted to this Purchase document, is displayed in
the very last line in the "Message” field.
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Editing a purchase document confirmed from an order

4. Enter and / or select the following options:

Your reference:
@ Check that "AAB234GP" is displayed.

Date. ‘/Ej The system date should be displayed. Select "2018/03/14", as it is the date on
which the order was fulfilled.
This is the date on which the Order need to be converted to a Purchase
document).

Due date:

@ This date will be automatically be calculated. It is the "Date” plus the number
of days set in the Accounting information tab of the selected creditor account.

5. The items and details of the order will be displayed on the respective fields. Check the
details and that the purchase price is correct. You may edit it, if necessary.

6. Click on the OK button. A confirmation screen “"Do you wish to print this purchase?” will
be displayed.

7. Click on the Yes button.
An example of the printed purchase document, is as follows:

— a =
Re|IFEF AR Lo

Purchase document Pagene 1/ 1

L3 Purchase (15 code)
M < ip M| a

ABC-Service-Centre

PO Box 9899
Lakeside
Johannesburg
2122

Delivery address
Wetro Building
Lake Street
Lakeside
2123

Handyman Hardware Store
27 Olifants Road
E mmarentia
Johannesburg
5

Telephone:
Fax

Enai
Website:

Company reg. no.

Tax reg. ne.

Purchase no.: PU000001

Date: 2018/03/14

Accountno.: C2ABCSC

Code Description Gty

Price

Disc%  Exclusive Tax%

Tax Inclusive

GL-CODE M aintenance

10 000 Km Senice
Senice - Delivery \an
GL-CODE Repairs
1
5x Newtyres - Fitting and balancing

Total

1 400,00

600,00

400,00 14,00% 56,00

600,00 14,00% 84,00

456,00

684,00

1 000,00 140,00

1 140,00

2018/03/14
AAB234GP
3333333333

Please Confrm Extras

Due date:
Your regrence:
Tax referen ce:

Wessage:

Salesperson: Russell

Purchase document accepted:

Hame:
Date:

Signature:

mneamezres

v

This example is based on the Purchase (15 code). You may also select the following available

purchase layout files:
- Purchase (10 code)
- Purchase (no codes)
- Purchase A4 (10 code)
- Purchase A4 (15 code)
- Purchase A4 (no codes)
- Purchase A4 Plain (10 code)
- Purchase A4 Plain (15 code)
- Purchase A4 Plain (no codes)
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» You are now ready to enter the rest of your Purchases.

J.3.3.2-

Creating a new purchase document

We have also purchased the following services:

Total

PU000002 - 2018/03/15
Invoice INO014 from
ABC-Office-Supplies
Installation of office equipment
Input Tax — 14%

1710,00

To create a new purchase document:

1.  On the Action ribbon, select Documents (F6).

2. Select "Purchases” in the "Documents” field; if “Purchases” is not displayed.
3. Click on the New button.

Only select "New" when you are actually creating a new Purchase document. Remember that
you will only be able to edit Purchase documents as long as they have not yet been updated to
the ledger.

& Creditor accounts

Mew
Delete
Edit
Save
Lancel

Open

The "“Creditor accounts” screen is displayed:
[m] X

Filter column Walue
Mone: v |Lke v Filter Clear [ Show disabled
=] creditor code [name First name |C [Address Address2 __ |Address3 _|Postal ci|Telephone 1_|Telephon
¥ 240MES A-0NE Suppliers Autin POBox3138 Marshaltown Johanneshurg | 2000 (011) 838-9221 |[011) 838§
| |2BESTS BEST Suppliers |Ben Best PO Box45532  Halfway House 1685 (011) 303110
| |2coPen Opening balances - Crediar |
| |2stmsL SUNDRY SUFFLIERS |
| | 28BCOS 4BC-Office-Supplies |Walters Fenry PO Box 8888 Lakeview Johannesburg | 2012 (0113129997 | (0113129
| |28BC5C £BC-Service-Lentre |Xav\el Brown PO Box 9993 Lakeside Johannesburg | 2122 (0173139997 | (0113139

4. Select the Creditor (supplier) account ("ABC-Office Supplies").

Click on the Open or OK button. The screen for “Purchases” is displayed:
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6.

“Your reference

Creating a new purchase document

2ABCOS Purchase PUOOOD02  ABC-Office-Supplies

Document group

Date

[EE Document group T4 | [zma/as - Contra accountStandard
Salespersan Dacument gioup Due ddte
Tracy v 200 8/04/14 -
Postal address Delivery address Message
Company | ABC-Office-Supplies 4BC-Office Supplies
Contact [Walters Penny | [Walters Penny -~
Address| PO Box 8583 Lake Stiest 444
Address 2 |Lakeview Lakeview Tan eference
Address 3 |Johannesburg Johannesburg 4444444444
Postal code | 2012 2013
Counlty South Afiica < | South Afica <] |

+0pen fast add

PGS &2 RD

“D: Delete  F12: "N: Insert | F7: Exclusive

F7. Inclusive  F& Discount  F9: Comment  F10: Delete all F11: Copy

SO Furniture & fittings @ cost
+ Instalation of oifice equipment

Creditors

Current balance 171000  Gross weight 0.00  Exclusive total 1500.00

24B-L05 Available 8290,00 Net weight 0,00 Tax 210,00

Purchase no Creditlmit ~ 10000,00 Total discount 000 | Papments
Std disc% 0.00 Inveice total 1710.00 0.00

Fast add item [code/barcod/serial

‘ast add item [code/barcode/serial] ® Cancel o

Enter and / or select the following options:

Your reference:

J

Enter "IN0O014" as the reference of the creditor.

Salesperson: J@ Select "Tracy". Salespersons are optional for purchases. This field is to show
who handled the purchase.

[;Z)C:;n;e/gt % Select "Document group 1A".

@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups (Setup ribbon,).

Date: B setect 2or8/0315"

Pue date @ This date will be automatically be calculated. It is the “Date” plus the number
of days set in the Accounting information tab of the selected creditor account.

Press the Enter key until you get to the lines (skip the "Address, Delivery
address” and "Message” fields).

ftem no: J@ Select the account "G600-010 — Furniture & fittings @ cost” for the
Installation of office equipment. The description of the selected account is
displayed. You may over-type this.

Order / Ship: Enter "1".

Tax: The default Input Tax account for the stock item will be displayed. Confirm
that it is correct by pressing the Enter key.

Unit excl. Enter the Unit price ("1 500,00" - Exclusive of VAT/GST/Sales tax, if the
F7:Exclusive icon is active - or “1 710,00" - Inclusive of VAT/GST/Sales, Tax if
the F7Z:Inclusive icon is active).

Discount: Press the Enter key to keep it at the default 0% discount rate.
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Comment: Click on the F9:Comment icon or press the F9 key. Enter “Installation of office
equipment” and click on the OK button.
7. Click on the OK button. A confirmation screen "Do you wish to print this purchase?” will

be displayed.
8. Click on the No button.

J.3.4- Updating purchases to the ledger

Since we have not selected the "Auto-post documents on print” option on the Documents setup (See
Chapter E4.5 of MODULE E) we need to post the purchases manually.
To post or update your purchases:
1. On the Action ribbon, select Update ledger (F3). The “Update Invoice” screen will be
displayed.
2. Select "Purchases” and its name will change to “Update purchases” - listing all your
unposted purchases.

L Update purchase - 0 bes
Documents  Batches Select type
[Purchaseno.  [pate [Account[creditor Reference ]
(| PLIOOOOC 2018/03/14 | 24BCSC ABCService Centre AABZIGP Fuchase e
|_|Puoooooz 2016/03/15 [24BC05 | ABC-Oifice-Suppliss INOOT4
[ Suppress apenitem
Options
@ Frem . to
() Selected
From purchase
PLIO0O0DT ~
To
2 PUOO0OC2 b
Saaich by Puchase no
Search + Update I Closz

o Purchases in rows with a cream background (i.e. PUO000O0T), have been printed.
Purchases in rows with a plain white or grey or peach background (i.e. PUO00002), have not yet

been printed.
3. Click on the “From... to” field and select -

From purchase:  PU000001
To: PU000002

4. Click on the Update button. TurboCASH will now write up your Purchases journal for you,
as well as update your stock, creditors and Input VAT/GST/Sales tax. The following journal

entries are passed:
DR Expense / Asset Purchase account
DR VAT/GST/Sales tax (net amount)
CR Creditor (total amount)
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J.3.5-

T-Account view of transactions

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:

1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. Creditor account C2AB-CSC ABC-Service Centre). Double-click on
the selected account; or right-click and select Show details on the context menu.

3. Click on the following to get specific views of transactions:
Batch number (e.g. 10043 or 10044 automatically generated). This will list only
the transactions for a specific batch (journal).

Account code (e.g. G210-020 Maintenance, G210-030 Repairs, T850-020 Input
Tax account, C2AB-CSC ABC-Service Centre). This will list the transactions for a
specific account.

Date — This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the Purchase documents, the transactions should display as follows in the T-Account

viewer:

Batch view
Batch 10043 — PU00000T — ABC-Service-Centre

10043 Unallocated
10043 Unallocated
10043 Unallocated
10043 Unallocated

Batch 10044 - PU000002 — ABC-Office-Supplies

10044 Unallocated
10044 Unallocated
10044 Unallocated

Unallocated
Unallocated
Unallocated
Unallocated

Unallocated
Unallocated
Unallocated

Input VAT - Standard rate - 1 PLIOOOOOT

Input VAT - Standard rate - 1 PUO0O0DZ

Print

Maintenance:
Repairs

Purchases /AAB234GP
Purchases /AAB234GP

Pririt

Furniturs fitings @ cost
Puichases /INODT4
Purchases /INOOT4

PLOOOOOT
PUIOO000T
PLOOOOOT
PUIOO000T

PUOOO002
PUO0000Z
FUO0000Z

Opering balances

20180314
2018/03414
20180314
2018/03414

Opening balances

2018/03/15
2018/03415
2018/03415

Debit

000

400,00
600,00
140,00

1140,00

Dehit

0.00

1500,00
210,00

171000

Credit

114000

1140,00

Credit

171000

171000
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Account view
Accounts in the Creditor’s ledger:

L
& ABC-Service-Centre
CZABCSC ABC-SendceCentre

Debit Credit
10042 20180%14 PUDDDOO1 Prchases |AABZI4GR 114000
AU000001
Totals 1140,00
. .
@b ABC-Office-Supplies
CZABCOS ABC-Ofice-Supplies Debit Credit
10044 20180315 PUD0000Z Purchases /INOD14 1710,00
RJ000002 .
Totals 1710,00
Accounts in the General ledger:
il
& Furniture & fittings @ cost
G500010 Furniture ttings @ cost Debit Credit
10044 20180315 PUDD0002 Furniture fitngs @ oost 150000
PU000002 .
Totals 150000
4 . .
“& Motor vehicle — Maintenance
G210020% M aintenance Debit Credit
10043 20180214 PUDDD0OT Meintenance 400,00
PJ000001 .
Totals 400,00
4 . .
“& Motor vehicle - Repairs
G210030* Repairs. Debit Credit
10042 20180314 PUDDDOD1 Repairs 80000
PU000001
Totals 00,00
il Input Tax — Standard rate
T2850020 Input VAT - Standard rate - 14% Debit Credit
10043 2018/03/14  PUDDDODT Purchases AABZI4GF 140 00
PUDDDDOT .
10044 2018/03/15  PUDDDDD2 Purchases NDD 14 210,00
PUDODD02
Totals 350,00

i

Debits = Credits
Debit transactions in the *s& Expenses (ie. Maintenance and Repairs) and & Fixed assets accounts (i.e.

Furniture & fittings @ cost) and = Input Tax (VAT/GST/Sales tax).

| A
Credit transactions in the Creditor’s ledger (i.e. individual %8 Creditor accounts).

248 - TurboCASH5.1 — 2018 — Accounting Made Easy



PROCESSING DEBTORS - QUOTES AND INVOICES

J.4- PROCESSING DEBTORS - QUOTES AND INVOICES

The similar Sales transactions may be entered in the normal "Batch entry” screens as above (See
Chapter 1.4 of MODULE I). Using the batch option, will not generate any sales documents (i.e.
Quotes, Invoices and / or Credit notes). These documents need to be manually written in
purchased stationery.
Using the Documents option, the transactions in the Sales journal will automatically be generated
and these documents will be automatically be generated via the layout files as set in as follows:
*  Global Settings — As selected on the “Layout file" fields of Documents setup (Invoices,
Credit notes and Quotes tabs) (Setup ribbon).
*  Debtor (customer / client) Specific settings — As selected on the Layout fields of the
Debtor - Delivery address tab) (Action ribbon) — ("Layout file 17" = Invoices, “"Layout file
2" = Credit notes and "Layout file 3"= Quotes fields).

*  The Default setting on the Layout file should always revert to the Global settings unless
another layout file have been set for a specific debtor (customer / client) account. In
addition to these two (2) settings layout files may be changed or other formats may be
selected as follows:

=  Documents (Action ribbon)- Sidebar for Sales document types (i.e. Invoices,
Credit notes and / or Quotes).

= Debtors — Documents tab (Action ribbon) of a selected debtor (customer /
client) account.

E\!/;l Sales documents must be used for trading stock items. Please refer to MODULE K of this tutorial.

J4.1-  Creating a quote

Your debtors (customers / clients) may ask you for a quotation on your products for various
reasons. TurboCASH allows you to create a quote on the system. When the debtor (customer /
client) accepts the quote, you may confirm the Quote and Convert it to an Invoice.

Note will not be able update the Quotation to the ledger and it generates no transactions. But
once the Quote has been converted to an Invoice, it can be updated or posted to the ledger.

On 1 March 2018 Mr. AB Green asked for a quote for painting outside of his house.
To create a quote:

1. On the Action ribbon, select Documents (F6).

2. Select "Quotes” in the "Documents” field; if “Quotes” is not selected.

3. Click on the New button.

Only select "New" when you are actually creating a new invoice. Remember that you will only be
able to edit invoice as long as they have not yet been updated to the ledger.

4. The "Debtor accounts” screen is displayed:
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& Debtor accounts

5. Select the Debtor (customer / client) account (“Mr. AB Green").

Fiter column Yalue
Mew Hone v |Lke >~ Filter Llear [ Show disatled
Delete
Use your mouse to pull a column here to group on that column
Edit
s code |Name First name | C [Address [Address 2 Jaddress3 _ |Postal code[Telepl
M THD A M1 Mie Davies Davies F 0 Box 333 Halfwray House [TTANE]
[ | [1ROGSM hr. Roger Srith |Roger Smith Plot 539 Bower Road | Glen Austin Ext 3 | Midrand 011)3
| |icAsHE CASH CUSTOMERS |
Open | |148GRE Mr. AB Green |ancrew Green PO Bax 1111 Lakeside Johannesburg o
[ |1macos MAL Shop Decor Specialists [Mac Mckay PO Box 5555 Marningside Johannesbuig (1)
| [1DoFEN Opening Balsnces - Debtor |

6. Click on the Open or OK button.

* 1ABGRE Quote QUOOD001  Mr. AB Green
You reference Document group Date
Document group 14 < | [2018/m3/m1 = Corira acoourt Standard
Salespersan Document group Due date
Russel v 2013/03/31 =
Postal address Delivery address Message
Compary | Mr 48 Green Mr 4B Green This quote is vald for 14
Contact [Andrew Green | [Bndrew Green o [dson
Address PO Box 1111 Green Street
Acress 2| Lakeside Lakeside Tas reference
Address 3| Johannesburg Johannesburg [ |
Postal cods | 2122 EE]
County South Afica . SouthAfrica < |

P

(%

@

+lpenfastadd “D: Delate F12: "N:Insett | F7: Exclusive | F7:Inclusive  FB: Disoount F3: Comment F10: Delete all F11- Copy Add to backorder
Z| Ttem no. Description Order Ship Tax Unit excl. |Disc% Amount &
[E : 500,00
- Pairt - Whie Fiice Name Value
Seling price 1 ...
Selingprice2 550
Selingprice3 50D
Deblars Currert balance 342000 Giross weight 0,00 Exchisiveloldl 1000.00
14B-GRE Available 6580.00 Net weight 0.00 Tax 140.00
(uote na. Creditfimit 10000,00 Total discount 0,00 Papments
Std disc 0.00 Inwaice total 1140,00 0.00
Fast additem [code/barcods/serial
ast additem (code/barcadarseiisl] © Cored T

7. Enter and / or select the following options:

Your reference: @ blank
Leave blank.

Sal :
atesperson \% Select "Russell”; if not already selected. As Russell was set as the default
salesperson, his name should automatically be displayed. (You may select
any other salesperson if Russell is not doing this quote).
D t
ocumen. % Select “Document group TA".
group 1/2:
@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups. (Setup ribbon).
Date:
e B setect 201810307
Due date:

@ This date will be automatically be calculated. It is the "Date” plus the number
of days set in the Accounting information tab of the selected debtor account.
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Item no.:

Quantity:
Tax:

Discount:

F9:Comment:

Creating a quote

)

& Press the Enter key until you get to the invoice details screen (skip the

"Address, Delivery address” and "Message” fields).

Select "4L-PAINT-E". The description, Quantity (default 1), Output Tax
account, Unit selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive
icon is active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is
active) will be displayed.

The default selling price for the Debtor account will be displayed. Make sure
that Selling price 1 (i.e. "500") is selected for the purpose of this tutorial.
The default quantity is displayed as “1". Enter "2" as the quote is for 2 hours.

nm S

The default Output Tax account for the stock item will be displayed. When
the cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Press the Enter key to keep it at the default 0% discount rate.

J@ Click on the F9:Comment icon.
)

Enter "Paint - White" as a comment.

% Click on the OK button.

8. Click on the OK button. TurboCASH will ask you if you wish to print the Quote now.
9. Click on the Yes button.

An example of the printed quote, is as follows:

E} Quote (13 code) - ] x
M PHEAzRIFERARX (o
Quote Pagero. 1 / 1 2

Mr. AB Green Handyman Har dware Store
PO Box 1111 27 Olifants Road
Lakeside E mmarentia
Johannesburg Johannesburg
pra el 2188

Telephone: (011) 310-13%0
Delivery address Fax: (011) 310-2000
Green Street i":l . i@mymarst

. absie:
Lakeside
Johannesburg Companyreg.no.. 238012245
2123 Tax reg. no.: 442010111
Quote no.: QUODDDM Date: 2018/03/01 Account no.: [MABGRE
Code Description Gty Price Disct Exclusive Tax¥ Tax Inclusive
4ALPAINTE Paint -E xterior
500,00 1 000,00 14,00% 140,00 1 140,00
Paint -W hite
Total 1 000,00 140,00 1 140,00
Due date: 2018003131 Quote accepted:
Your reference: N )
Taxreference: 111111111 ame:
Message: This quote is valid or 14 Date:
days only.
Signature:

Salesperson: Russell F — 0T o540 ©
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This example is based on the Quote (15 code). You may also select the following available quote
layout files:

- Quote (10 code)

- Quote (no codes)

- Quote A4 (10 code)

- Quote A4 (15 code)

- Quote A4 (no codes)

- Quote A4 Plain (10 code)

- Quote A4 Plain (15 code)

- Quote A4 Plain (no codes)

J4.2- Confirming a quote - Converting a quote to an invoice

On 13 March 2018, Mr. AB Green confirms that he wishes to repair his roof as quoted on 1 March
2018. We need to check or confirm the quote and convert it to an invoice.

v If you have already created invoices (whether they are updated to the ledger (posted) or not), you may
convert the Invoice to an Order. To do this, select the Invoice on the documents list and right-click and select
the "Documents — Convert invoice to order"” option from the context menu.

You may then edit the order and convert it to a purchase document.

To convert a quote to an invoice:

v You may also convert quotes to invoices from the Input — Confirm (Action ribbon).

1. Access "Quotes” in the "Documents” field; if “Quotes” is not selected.
2. Select the quote to convert and right-click.

Document entry

Documents Search by Walue
Quote | [None vl ke v [ ][ Fim Clear | Limitrows
Al = | [5000 “«tow

New

Edit

Prirtt Salesperson
@ Setreportinggroup 1 P
& Setreporting group 2
[] Documents [ Copy document
= Print » S Confirm quotes and orders
Layout file Others 4 Create purchase on default supplier 1
Default i & Plugin action Convert invoice to order
Layout file 2 &Y Plugin mass action & Convert documents to single document
e Document links Redo discount on decument
Send repot o a8  Change account
Screen e -
fy  Editaccount
Create backorders to deliver
1 Prirter setup Copy to »
Create account from document details
f Expart

3. On the context menu, select the "Confirm quotes and orders” option. A confirmation
screen “Do you wish to continue?” will be displayed.

252 - TurboCASH5.1 - 2018 — Accounting Made Easy



J4.3-

Confirming a quote - Converting a quote to an invoice

Click on the Yes button to proceed. Another confirmation screen “"Do you wish to delete
this Quote?” will be displayed.

Click on the No button not to delete the quote.

If you click on the Yes button, the quote will be deleted from the quotes list of the “Document
entry” screen.

Should you click on the No button the quote will still be available on the quote list of the
"Document entry” screen. You may then Copy the quote, change the account, edit the account,
etc. before converting it to an invoice.

g You may delete Quotes in Edit — Delete — Documents (Action ribbon).

Click on the Yes button to proceed. An information message “Document(s) created
INO0000T D1ABGRE Mr. AB Green” will be displayed.
Click on the OK button to close the information message.

Access the “Invoices” screen and edit the converted invoice, if necessary.

Creating an invoice

Once a Quote is converted to an Invoice, check that all the items on the quote are accepted. When
accessing the Invoice documents screen from the Documents - Invoices (Action ribbon) and the
debtor (customer / client) is selected, all available unposted Invoices for that debtor (customer /
client) are listed.

J.4.3.1-

Editing an invoice confirmed from a quote

To edit an invoice converted from a quote:

1.
2.

On the Action ribbon, select Documents (F6).
Select “Invoices” in the "Documents” field; if “Invoices” is not selected.

The Invoice, listed on the "Document entry” screen, was automatically created when you have
confirmed and converted the quote to an invoice.

Select the invoice on the list and click on the Edit button.
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* 1ABGRE Invoice INOOOOO1  Mr. AB Green
Your reference Document gioup Dae
ABINTIO Document group 14 | |emaman3 > Conira account Standard
Salespersan Document gioup Due date
Russel v 201840412 =
Postal address Delivery address Message
Compary | Mr 48 Green M1 AB Gireen 30 Days Nett
Contact | Andrew Green | | Andrew Green ~
Address| PO Box 1111 Green Street Ref0U0000M
Address 2| Lakeside Lakeside Tax reference
Aediess 3 [Johamesbug Joharmesbug [t |
Postal cade | 2122 FIES
County | Souh Afica ~ SouthAica v |

W

+Open fast add

“D:Delete  F12: "N: Insert | F7: Exclusive

F7: Inclusive

F8: Discount  F3: Comment F10: Delete all  F11: Copy

Tax

Output VAT - 14%

Paint - white

Price Name

Seling price 1 i
Selingpice 2 550
Selingprice3 600

Debtars
14B-GRE
Irvnice no.

0.00 Exclusive total
0.00 Tax
Total discount

Invoice tatal

® Lancel

1000.00
140,00
0,00
1140.00

Curent balance
Ayailable
Credit limit
Std disc%

228000
772000
10000,00
0.00

Gross weight

Met weight
Paymerts

0.00

Fast add tem [code/barcode/seiial) I

The Quote number "QUO00001", which was converted to this Invoice, is displayed in the very last
line in the "Message” field.

4. Enter and / or select the following options:

Your reference: E  Enter "AB-INTI0" as the reference supplied by Mr. AB Green.

Salesperson:
@ Check that "Russell” is displayed.
Date:
@ "2018/03/13" (should be displayed, as it is the date on which the quote was
converted to an invoice).
Due date:
@ This date will be automatically be calculated. It is the "Date” plus the number

of days set in the Accounting information tab of the selected debtor account.
5. The items and details of the quote will be displayed on the respective fields. Check the
quantity and selling price for the paint and the hours is correct. You may edit it, if
necessary.
The quantity ordered is the number of stock items the customer requested. The quantity shipped is
the number of items actually supplied. If the quantity ordered and the quantity shipped are not the
same, the difference will appear on the back order report.
6. Click on the OK button. A confirmation screen “Do you wish to print this invoice?" will be
displayed.
7. Click on the Yes button.
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Editing an invoice confirmed from a quote

An example of the printed invoice, is as follows:

L3 Invoice (15 code) — O K
M < rpMlzagRe|FERE AR R
TAX INVOICE Pageno.:1/ 1 -
Mr. AB Green Handyman Hardware Store
po Do 1 27 Olfarts Road
Johannesburg Emmarentia
2122 Johannesburg
2185
Telephone: (011) 310-1350
Delivery address Fax: {011 310-2000
Emei mymei@nyisp net
Green Street
Lakeside e
Johannesburg Company reg. no. 326012345
2123 Taxreg no.: 248010111
TAX INVOICE: INOODOO1 Date: 2018/0313 Accountno.. D1ABGRE
Code Description Qty Price Disc% Exclusive Tax% Tax Inclusive
ALPAINT-E Paint - Exterior
500,00 000,00 14,00% 140,00 1140,00
Paint - White
Total 1 000,00 140,00 1 140,00
Due date 2018/04/12 Invoice accepted:
Y our reference: AB-IN110 M
Tax reference: 111111114 me:
Message: 30 Days MNett Date:
Ref-QUO00001 Signature:
Salesperson: Russell Frmme s 201808/08 04:20:43 w

files:

- Invoice (10 code)

- Invoice (no codes)

- Invoice A4 (10 code)

- Invoice A4 (15 code)

- Invoice A4 (no codes)

- Invoice A4 Plain (10 code)
- Invoice A4 Plain (15 code)
- Invoice A4 Plain (no codes)

file 2" field.

This example is based on the Invoice (15 code). You may also select the following available invoice layout

If you need to print a Delivery note, you may select the Delivery note (15 code) - (TRN-906182) layout file,
or the Delivery note (no codes) - (TRN-906181) layout file.

In this tutorial, a Delivery note (15 code) - (TRN-906182) layout file, will
automatically be printed after the invoice is printed.

To turn-off (disable) the Delivery notes, select the blank line in the “Layout

Layout file LI s|iNuduuus

Default ~
Layout file 2

Delivery note (15 cod

Credit nate (10 code)]
Credit note (15 code)

Credit note [no codes|

Credit note Ad Plain [10 code v
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J.4.3.2-

Creating a new invoice

Enter the rest of your sales:

Salesperson - Tracy
2018/03/14 Invoice INO00O0O2
To: MAC Shop Decor Specialists
Reference: IB-101

Comment: 3 White cupboards with 6
drawers

Install - Built-in cupboard 1500,00
Output Tax - 14% 210,00
Total 1710,00

Salesperson - Russell
2018/03/15 Invoice INOOOOO3
To: Mr. AB Green

Reference: PH-101

Comment: Paint - Green

Paint outside of house 1 000,00
Output Tax - 14% 140,00
Total 1140,00

Salesperson - Tracy
2018/03/16 Invoice INOO0004
To: Mr. Mike Davies

Reference: IB-102

Comment: Install 6 cupboards

Install - Built-in cupboard  1500,00
Output Tax - 14% 210,00
Total 1710,00

To create a new invoice:

1.  On the Action ribbon, select Documents (F6).

2. Select “Invoices” in the "Documents” field; if “Invoices” is not selected.

3. Click on the New button. The "Debtor accounts” screen is displayed:

& Debtor accounts

Filter column Value
Mew Mone v Lke Filter Llear [[] Show disabled
Delete
Use your mouse to pull a column here to group on that column
Edit
E— B code [Hame First name | Contactperson |Address [Address2  [Address3 [Postal code[Telepl
PLIMDAY] Mr. Mike Davies | Davies P 0 Box 333 Haltway House 1685 101113
Cancel | [1ROGSM M. Fioger Smith |Fioger Smith Flol 534 Bower Foad | Glen Austin Ext 3 | Midrand 1685 01113
| |1CASHE CASH CUSTOMERS |
Open | |14BGRE Mr. AR Green |Andrew Green PO Box 1111 Lakeside Johanneshurg | 2122 0113
| |TMACDS MAC Shop Decor Specialists |Mac Mckay PO Box 5555 Momingside Johannesbug | 2222 (011)3
| |1DOPEN Opening Balances - Debtor

4. Select the Debtor (customer / client) account (“MAC Shop Decor Specialists”).
Click on the Open or OK button.
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6.

Creating a new invoice

TMACDS Invoice INODQDDZ  MAC Shop Decor Specialists

Your reference Document gioup Date
1B-101 Docurnent group T4 v [2018/03414 - Contra account Standard
Salesperson Document gioup Due date
Tracy - 2018/04/13 -
Postal address Delivery address Message
Company | MAC Shap Decor Specialists MAC Shop Decar Specialists 30 Days Nett
Contact | Mac Mckay | |Mac McKay ~
Addhess|PO Box 5555 Black Street
Addiess 2 |Momingside Morningside Tax reference
Address 3 [Johanneshurg Johannesburg GBSEEEES |
Postal code | 2222 2223
Courtty | South Afiica ~ Soulh Afiica < |
— — B
B =5 &3 & B iE
e o (X} ] .
+Openfastadd "D Delete F12: "M:Insent |F7: Exclusive |  FF:Inchusive 8 Discount F% Comment F10:Deleteal F11: Copy
Z|Item no. Description Order Ship Tax Unit excl. |Disc% Amount e
Y& 4 500,00
+ 3white cupboards with 6 drawers Price Marns Yalus
Selling price 1 B0
Sellng price 2 550
Seling price 3 600
Debtors Current balance 171000 Gioss weight 0,00 Exclusive total 1500,00
TMA-CDS Available 8290.00 Net weight 0,00 Tax 210.00
Invoics no. Creditimt  10000,00 Total discount 0.00 Payments
Std disc% 0.00 Invoice total 1710.00 0.00
Fast add it debarcode/serial
ast add item [code/barcode/serial] © Concel 7 R

If you would like to include a longer description than the description field, you can press the F9
key for a comment and type in a comment on that line.

Enter and / or select the following options:

Your reference:

Salesperson:

Document
group 1/2:

Date:

Due date:

Item no.:

Quantity order
Quantity ship:

B
B

P
B

[n]

(]

Enter “IB-101".
Select "Tracy"; if not already displayed.

Select "“Document group 1A".

Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups. (Setup ribbon).

Select "2018/03/14".

This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected debtor
account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Select "Sales (no stock)". The description, Quantity (default 1), Tax account,
Unit selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is
active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active)
will be displayed.

Enter "1".

TurboCASH5.1 - 2018 — Accounting Made Easy - 257



MODULE J - PROCESSING DOCUMENT TRANSACTIONS - NON TRADING STOCK

Tax: The default Output Tax account for the stock item will be displayed. When
the cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Discount: Press the Enter key to keep it at the default 0% discount rate.

7. Click on the OK button. A confirmation screen “Do you wish to print this invoice?" will be
displayed.

Click on the Yes button.
Enter your sales to create invoices INOO0003 and INO00004.

Once you have completed all your invoices, check to see that you are:
e Selling to the right person.
e  Selling at the right date.
o Selling the right item requested.
O Selling the right quantity requested.
e Selling at the right price.
o Selling at the correct tax rate.

» Once all your invoices are correct, you may post or update them to the ledger.

JA44- Updating your invoices to the ledger

Since we have not selected the "Auto-post documents on print” option on the Documents setup (See
Chapter E4.5 of MODULE E) we need to post the invoices manually.

Check all your Purchases (Goods Received Notes) to see that they are correct and have been updated to the
ledger, before you update the Invoices to the ledger.
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Updating your invoices to the ledger

To post or update your invoices:
1. On the Action ribbon, select Update ledger (F3).
2. Invoices are displayed by default - listing all your unposted invoices. If not, select

" : "
Invoices”.
m Update invoices - O s
Documents  Batches Select typs
Invoice no. |Date Account Debtor Reference
| [ INOOOO0 2018/03/13 |1ABGRE i AB Green AB-N110 Invoice >
| [INODD00Z 2018/03414 | TMACDS MAL Shop Decor Specialists 1B-101
| [INOOOOOZ 2018/03/15 |1ABGRE Mr. AB Green PH-101 D Suppress open itsm
| |INoDOo0d 2018/03416 | MDA M. Mike Davies 1B-102 Optians
(@) From ... to
() Selected
From invaice
IHO00001 ~
Tao
4 INDOOOD4 ~
Search by Invaice no.
[ Vipioe | [ B

Invoices in rows with a cream background (i.e. INO000OT), have been printed.
Invoices in rows with a plain white or grey or peach background (i.e. INO0OO0OZ2 to INOO0004), have

not yet been printed.
3. Click on the “"From... to" field and select -
From invoice: INO00001
To: INO00004

4. Click on the Update button. TurboCASH will automatically write up your Sales journal. It
will control Sales, Output VAT/GST/Sales tax and Stock. The following journals are passed:

DR Debtor (total amount)
CR Sales (net amount - selling price)
CR VAT/GST/Sales tax (net amount)

JA45- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. Debtor account Mr. AB Green). Double-click on the selected
account; or right-click and select Show details on the context menu.
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3. Click on the following to get specific views of transactions:

*  Batch number (e.g. 10045, 10046, 10047 or 10048 automatically generated).
This will list only the transactions for a specific batch (journal).

e Account code (e.g. GO10-000 Sales, T850-010 Output Tax - 14%, D1AB-GRE Mr.
AB Green). This will list the transactions for a specific account.

+  Date - This will list the transactions for a specific date. If you double-click on a
date, the "From date” and "To date” will be changed to the selected date.

After posting the Invoices, the transactions should display as follows in the T-Account viewer:

Batch view
Batch 10045 — INO000OT
From date To date WShmenin
2080313 - 2m9/02/28 - Export Print < Dehit Credit
Dpening balances noo
10045 Unallocated  Unallocated GO10000 Sales INOODOO Paint - Exterior INO00001 2018/0313 1000,00
10045 Unallocated  Unallocated D1ABGRE e AB Green INOODDO Invoice AB-NT10 INO00001 2018/0313 1714000
10045 Unallocated  Unallocated 50010 Output VAT -14% R ] Inwoice JAB-INTI0 INO0OOO! 2me/an3 i 140,00
114000 114000
Batch 10046 — INO00002
From date Todste [IEE=TEnE
2018/03M13 2019/02/28 Export Print < Debit Credit
Opening balances 0,00
10046 Unallocated  Unallocated GOo000* Sales INDOONNZ Install - Builtin cupboards INDDOONZ 2018/03/14 150000
10046 Unallocated  Unallocated DIMACDS  MAL Shap Decor Specialsts INDDDOD2 Irvwnice /18101 INDDDOD2 2018/03/14 L
10046 Unallocated  Unallocated T850010 Output VAT - 14% INDOONN2 Invoice AB-101 INDOOON2 2018/03/14 { o
1710,00 171000
Batch 10047 — INO00003
Fiom dals Todate WD
20180313 = 2019/02/28 = Export Print < Debit Credit
Opening balances 0,00
10047 Unallocated  Unallocated GO10000 Sales INODDDDZ Paint - Exterior INODDOD2 2018/03/15 1000,00
10047 Unallocated  Unallocated D1ABGRE Mr. AB Green INODDDDZ Irveoice /PH-101 INODDOO2 2018/0215 114000
10047 Unallocated  Unalocated Tesomo Dutput VAT - 14% INODDODZ Irwoice JPH-101 INODDOO2 2018/02/15
1140,00 114000
Batch 10048 — INO0O0004
From date To date D1 show carkra
2018/03/13 = 20M8/02/28 = Export Print < Debit Credit
Opering balances 0,00
10048 Unallocsted  Unallocated GO10000* Sales INO000D4 Install Builtin Cupboards INOOOO04 2018/03/16 1500,00
10048 Unallocsted  Unallocated DIMDAYI Mr. Mike Davies INO000D4 Invoice /B-102 INOOOO04 2018/03/16 1710,00
10048 Unallocated  Unsllocated 85000 Output VAT - 143 INODOD04 Inveice /1B-102 INOOODD4 2018/03/16 [ AT
171000 17000
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Account view
Accounts in the Debtor’s ledger:

|
& Mr. AB Green

D1ABGRE Mr. AB Green

T-Account view of transactions

Debit Credit
10045 201803132 INODODO1 Invoice/AB- IN110 1 140,00
NO0D001 .
10047 20180315 INOD0O0O2 Invoice/FH-101 1 140,00
MO000032
Totals 2280,00
] h .
am MAC Shop Decor Specialists
D1MACDS MAC Shop Decor Specialists Debit Credit
10048 20180214  INDODOOZ2 Imvoice/18-101 171000
NO00002
Totals 1710,00
]
&b Mr. Mike Davies
DIMDAVI M. Mike Davies Debit Credit
10048 20180218  [NOO0ODS Invoize/IB- 102 171000
MO00004 .
Totals 1710,00
Accounts in the General ledger:
=
44 Sales
G010000* Sales Debit Credit
10045 20180312 INOODOD1 Faint - Ecterior 100000
MO00001 .
1 -] 20180314 INDODOOZ Instsll - Buit- n cuptoards 1 500 00
NODD002 .
10047 20180315  INOODOO2 Faint - Ecterior 100000
MO00002 .
10048 20180316 INOODDO4 Install Buil-in Cupboards 150000
NODD004 .
Totals 5000,00
wdl Output Tax - 14%
TBS0010 Output VAT - 14% Debit Credit
10045 20180313 INDODOO1 Invoice/AB-IN110 140,00
NO0D0O1 .
10046 20180214 IND0DOD2 Invoice/IE-101 210,00
NOOD002 .
10047 20180315 INDODOD2 Invoice /PH-101 140,00
NODD0O2 .
10048 20180318  INDDDOD4 Invoice/IE-102 210,00
NODD0O4 .
Totals ‘ 700,00

i

Debits = Credits

[
Debit transactions in the Debtor's ledger (i.e. individual %% Debtor accounts).

Credit transactions in the General ledger (i.e. E Sales and wdi Output Tax (VAT/GST/Sales tax accounts)).
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DOCUMENTS / STOCK SETTING AND PARAMETERS

K.1- DOCUMENTS / STOCK SETTING AND PARAMETERS

FT1 The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South Africa,
the South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April 2078.

This MODULE, VAT based on 15% tax for taxable transactions as from 1 April 2018.
It is important that the required accounts and settings be absolutely correct before you proceed
with purchasing and selling of stock items in a Set of Books. If this is not done, you may find
incorrect results in TurboCASH. For example, the Cost of sales transactions may not be generated
when documents are posted to the ledger or the cost of sales may be calculated at average cost in
stead of latest cost, etc.

Setup of Documents is a once-off process:

1. Documents setup (Setup ribbon)- Check document numbers, messages, set layout files,
etc. - (See Chapter E.4.5 of MODULE E).

2. Groups (Setup ribbon) — Add the Cost of sales reporting group under Account group 1
(Reporting group 1). Also add Reporting groups 1 and 2 for Document groups and Stock
group 1 /2, where applicable. - (See Chapter E.4.4 of MODULE E).

3. Salesperson (Setup ribbon) — Add Salespersons. - (See Chapter E.4.7 of MODULE E).

4. Batch types (Setup ribbon) — Add Cost of sales batch (only to be used with Cost of sales
settings for the Default Stock type). - (See Chapter E.4.3 of MODULE E).

5. Stock information (Setup ribbon) — Unit prices, Selling price descriptions, Default selling
price.
For the purpose of this tutorial, we need to activate and set the cost of sales parameters,
if the Cost of sales were not set correctly when you created your Set of Books. - (See
Chapter E.4.6 of MODULE E).

[| ] VYou also have the option of ticking “use average cost” - if you wish you may leave this field not

A4 ticked in which case, “latest cost” will be used for calculating the value of your stock. Consult with
your accountant as to which method you should use. The value of your stock can affect your
profit and loss figures.

6. Accounts (Action ribbon) — Create a Cost of sales account for Trading stock. - (See
Chapter F.1 of MODULE F).

7. Creditors (Action ribbon) — Create a Sundry supplier account. - (See Chapter F.2 of
MODULE F).

8. Debtors (Action ribbon) — Create a Cash customer and Linking Debtors to a Salesperson.
- (See Chapter F.3 of MODULE F).

o You may print a Company information (Reports — Company info — Information) report to check
the Cost of Sales settings (Average cost or Latest cost) Selling price descriptions. This report will
also display the default headings and messages that will print on document layout files (i.e.
Invoices, Quotes, Credit notes, Purchases, Supplier returns and Orders).

TurboCASHS.1 - 2018 — Accounting Made Easy - 263



MODULE K - PROCESSING DOCUMENTS - TRADING STOCK

Your Set of Books should be set up to process documents for the purchase and selling of trading
stock items.

K.2- BASICS OF TRADING STOCK

g Before you start with this Chapter in the Tutorial, you need to be absolutely sure that all settings for Stock
items, Cost of sales and Documents are correct.
Please refer to (See Chapter E.4.6 of MODULE E) - Setup Stock information (with particular attention to
Cost of sales).

Suppliers Customers
(8 ) Purchase Document (Tom ) Sales Invoice
(@ Deseripnion | Price | Amaunt | | ary Description | Price Amount
[10 @ 500| 500 [ @ | 100 | 100

Subsidiary Ledgers

Creditor_Supplier Bill g ,é 151:;°=k Record SEETETEET
. uanty
Purchase 500 In [Out|Balance Cost| Total Sale 100|
10| | 10 |50 | 500 i
| 1| @ |Bo | 450
General Ledger
Cost of Sales Sales
Purchase 500| Sale 50 Sale 100
Balance 450
Creditor's Control Account|[  Stock Control Account || Debtor's Control Account
Purchase 500 || Sale 50 |Purchase500 || Sale 100

When you first set up TurboCASH, it is important that you either enter a purchase or do a stock take-on for
each stock item, before entering any invoices. By doing this you are giving TurboCASH the cost price of the
stock item.
The cost price is used to update the Cost of sales and Stock accounts, when an invoice is created. Therefore,
if TurboCASH does not have a cost price, the cost of sales account will be updated with a zero amount. This
will cause your gross profit to be over inflated.

@ It is important that the required accounts and settings be absolutely correct before you proceed with
purchasing and selling of trading stock items in a Set of Books.
If this is not done, you may find incorrect results in TurboCASH. For example, the Cost of sales transactions
may not be generated when documents are posted to the ledger or the cost of sales may be calculated at
average cost in stead of latest cost, etc.

If you generate documents from your stock item code file in TurboCASH, transactions will
automatically be generated when documents are updated or posted to the ledger as follows:

* Sales documents (Invoices and Credit notes) in the Sales journal (as linked to the
“Batch type" field of the Invoices and Credit notes tabs in Documents setup (Setup
ribbon).

*  Purchase documents (Purchases and Supplier returns) in the Purchase journal (as
linked to the “Batch type” field of the Purchases and Supplier returns tabs in
Documents setup (Setup ribbon).
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The transactions for the Default (Trading stock) stock type, is as follows:

Trading stock items (Default stock type)

Purchases (Purchase journal) Invoices (Sales journal)
DR - Stock item (net cost price - Input Tax excluded) DR - Debtor (full amount - Output Tax included)
DR - Input Tax (% of purchase price) CR - Sales (selling price - Output Tax excluded)
CR - Creditor (full amount - Input Tax included) CR - Output Tax (% of selling price)
Cost of sales journal
DR - Cost of sales (cost price)
CR - Stock (cost price)

The transactions for Supplier returns (Credit notes received from creditors (suppliers)) are exactly
the opposite than those of purchase documents (Invoices received from creditors (suppliers)).

The transactions for Credit notes (issued to debtors (customers / clients)) are exactly the opposite
than those of Invoices.

Trading stock items (Default stock type)

Supplier returns (Purchase returns journal) Credit notes (Sales returns journal)
DR - Creditor (full amount - Input Tax included) DR - Sales (selling price - Output Tax excluded)
CR - Stock item (cost price - Input Tax excluded) DR - Output Tax (% of selling price)
CR - Input Tax (% of purchase price) CR - Debtor (full amount - Output Tax included)
Cost of sales journal
DR - Stock (cost price)
CR - Cost of sales (cost price)

All other stock types (excluding the Bills of Materials (BOM) stock type), have no cost of sales
transactions.

The Bills of Materials (BOM) and the Bills of Materials (Production) (BOM (Production)) stock types, are
usually linked to trading stock items (components).

K.3- TAKING ON TRADING STOCK ITEMS

The opening balances for your stock items must be entered for each individual stock item - you
cannot simply enter the total from the trial balance. You need to inform the program of the
quantities on hand and the cost prices for each stock item.

TurboCASH will calculate the value of each stock item by multiplying the quantities on hand by the
cost price. After all the quantities and cost prices of your stock items are entered, the total value of
all stock items should be equal to the control figure (stock control account), as per your financial
statements.
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K3.1- Entering opening quantities on hand and cost prices

In practice you would now do a stock take and inform TurboCASH as to the numbers of each item
you have in stock. Unless your opening balances are actually entered into the system, TurboCASH
would never know how many items you had in stock to start with. For the purpose of this tutorial,
we have 5 drill presses and 4 compressors to take on.

a Example: List of stock items in the Stock ledger, is as follows:

LW:LD)CSMFMB&MZS February 2018

g Havrodlwowe Store

Quanfify Unid Value of Stock

Total

Stock Hewn | Stock Code| o0 Hanal | Cost Price|  on Hand

Ccr:zfve.mr 4 | 1 ooc.oo 4 000.00

Dritl Prosy =i 500.00 2 s00.00
b6 500.00

Only the total value (cost price of stock) is entered as the opening balance of your stock items.
To take on opening balances for your stock items:

1.  On the Action ribbon, select Stock items (F12).
2. Click on the Advanced mode button. The Advanced mode button's caption will change

to Default.

New
Delete
Edit
Save

Cancel

Default

Limit rows

Barcode

3 Report

Update type

Stack take-on

£ Search ltem code ‘ |Desmiminn ‘ |E #l1a desciiption -
[ Clear
Feparting gioup 1 Reparting group 2
Type | Bom _] Unalocated
| Hardware
| Labour
| Option .

Left |

Copy from itemn

50000 “«

[[] use barcode printer
Single line mode:

Stockgmlstockgmu()nhand Reorder |Avg. cost |Unit cost |Unit size |Discount |Selli

Description Date last action

4|
Diil press 2016/03/01 10:1531 IPuwev taals |Unallocated 5 10 50000 500,00 Each v 1
Install - Built-in cupboards | 2018/03/01 10:15:35 ILahuuv Unallocated 0 0 0.00 0.00 Hours v
Paint - Exterior 2018/03/01 101533 | Labour Unallocated 0 0 0.00 0.00]Hours v
BOM 2018/03/01 101542 | Bom Unallocated 0 0 150000 0.00/@ v
BOMPRODUCTION | BOM (Production] 2018/03/01 101545|Eum Unallocated 0 0 0.00 0.00 & v
General ledger 2018/03/01 101553 [ Labour Unallocated 0 0 0.00 0.00 v
OPTIONITEM Option itemn 2018/03/01 101559 IUulmn Unallocated 0 0 0,00 0.00 v
OPTIONITEM-NS | Option item (ho stack] 2018/03/01 101505'0;[\m Unallocated 0 0) 0.00 0.00 v
PURCHASES Purchases 2018/03/01 1011612 |Purchases | Unalocated 0 0 0,00 0,00 v
PURCHASES-NS | Purchases [no stock) 2018/03/01 10:16:17 IFurchases Unallocated 0 0 000 0.00 v
Sales 2018/03/01 10:16:24 ISa\es Unallocated 0 0) 0.00 0.00; v
SALESHS Sales [ro stock] 2018/03/01 101632 | Sales Unallocated 0 [i 0,00 0,00 v
L ] D]

Import £ Export - Adjust stock  Setings

Tab delimited

[ Enter s nest recard A Evpot
[ Auto detail on one record

| e ¥ Impatt [ Ory rew tems o acust)

3. Select the Stock take-on the “Update type" field (on the sidebar).

o You may click on any column heading and drag it. For example, to enter the Average cost (in the
"Avg Cost" column), simply click on the column heading and drag it next to the "On Hand"

column.

o You may select (tick) the "Power tools” in Reporting group 1, and click on the Search button to list
only the stock items linked to "Power tools”.
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4. Select “COMPRESSOR" to take on the compressors. Enter “4" for the Quantity on hand (in
the "On hand" column) and "7000" for the Average cost (in the "Avg. cost” column).

5. Select the stock code for the “DRILL PRESS" to take on the drills. Enter “5"” for the
Quantity on hand (in the “On hand” column) and “500" for the Average cost (in the "Avg.

cost” column).

6. Click on the Save button.

K.3.2- Printing stock item listing reports

To print a stock item listing report:

1. On the Reports ribbon, select Reports — Stock — Stock item listing. The “All selling
prices” report options will be displayed.

2. Select the "Stock item listing” from the list of reports.

m Stock item listing

Stock item listing

- O x

~| [JOpeninFOF

From

Reporting group 1

[3comp

Empty

Ta

Bom

[aoRILL

Hardware
| Labour

Sequence
Stock description

Shaow details

O

New page per item
0

Option
Paint

& Power tooks
Purchases
Sales
Took:
Unallocsted

0K ® Cancel

3. Select the following options:

From:

To:

Reporting group 1:

Show details:

New page per item:

\% Select the Stock item i.e. "3COMP" on the list.
J@ Select the Stock item i.e. "3DRILL." on the list.

\% Click on the "Power tools” tick box to view only those Stock items linked
to this Stock groupl. You may also remove the tick to view all items, if
the last Stock item is selected.

@ Leave blank.

@ Leave blank.

4. Click on the OK button.
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The report is displayed as follows:

L stock item listing - O X
Hd PH[ZAIRFERAR (o

Stock item lising A

From stock code: JCOMP To: 3DRILL

Sequence: Stock descripfion Show defails Ho

New page per item: No
Code Description Unit size On hand Quantities Value
- Unposted Onhand
3COMP Conpressor Each 3 4 4.000,00
I0RILL Dril press. Each 5 5 2500,00
Total Value: 6 500,00 v

@ You should have 6 500,00 of Stock on hand. This amount should balance with the stock records
and the stock control account in your previous accounting records.

Haowolymaun Havowowre Store
List of Stock Hewsy as af 28 February 2018

Quanfify Uit Value of Stoek.
Stock ftews | Stock Cotle| oo Hanol | CostPrice|  on Hamd

Carmfvmr BComp- 4 | 1 cocoo 4 000.00
Dirill Press 3Drill 5 500.00 2 500.00
Total 6 500.00

It is recommended that the source document (e.g. stock item list, etc,) be attached to this Stock
item List (take-on of opening balances) and that it be retained for record and audit purposes.

o This report only reflect the Quantities and value at cost price (Quantity x Cost price as in this case
the number and amount entered in the "Avg. cost” column for the Stock items).
It is good practice to retrieve a detailed report to check that you have entered all the details and
information correctly. To view additional information, select the "Show details” option. This will
list the Extra description, Manufacturer, Units, Net and Gross weight, Selling prices 1/2 /3,
Barcode, Reporting group 1/ 2 and preferred supplier 1/ 2.

@ It is also recommended that the All selling prices Stock item listing report is printed to check your
selling prices, before you start invoicing.

5. After viewing the report, click on the Close button to close the report preview screen.
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K.4- PROCESSING CREDITORS - ORDERS AND PURCHASES

The transactions will automatically be generated when purchase documents are updated or
posted to the ledger. It will automatically generate and update (post) the transactions to the
ledger in the batch types as set (linked) in the Documents setup (Setup ribbon) - Purchases and
Supplier returns tabs.

It the Tax (VAT/GST/Sales tax) rate increased (as in South Africa, from 14% to 15%), make absolutely sure
that the correct Tax (VAT/GST/Sales tax) rate is selected.

If the 14% Tax (VAT/GST/Sales tax) rate is still reflecting on the Tax lookup, it is recommended that the 14%
Tax (VAT/GST/Sales tax) rate be set to “Disabled” (once the 14% transactions are finalised) in the “Status”
field of Accounts on the Action ribbon.

K4.1- Creating an order

You may need to place an order with any of your creditors (suppliers).

When the Goods are received (or services are rendered), you may confirm the order against the
actual goods / services received.

Orders cannot be updated (posted) to the ledger and it generates no transactions. But, once the Order has
been converted to a Purchase document, it can be updated (posted) to the ledger.
Order 3 x Drill presses from A-ONE Suppliers:
ORDER: OR000001 - 2018/04/01
A-ONE Suppliers

3 Drill presses at 1500,00
Input Tax - 15% 225,00
Total 1725,00

To create an order:
1. On the Action ribbon, select Documents (F6).
2. Select "Orders" in the "Documents” field; if “Orders"” is not selected.

3. Click on the New button. The “Creditor accounts” screen is displayed:

& Creditor accounts o b
Filter column Value
New None v |tke  ~ Filter Clear [ Show disabled
Delete
Exit
S z|creditor code [Name First name | C Address Address2 __ |Address3 _|Postal o[ Telephone 1 |Telephon
CEIE 4ONE Supplirs Austin PO B0: 31318 |Mashaltown |Johannesbug 2000 |(011)838.8221 | (011) 8385
(B [ |28esTs BEST Suppliers |Ben Best P 0 Box 45532 |Hallway House 1695 (0111 310-3110
[ |zcoPen Opening balances - Credtor |
Open [ |2sumsu SUNDRY SUPFLIERS |
[ |2#ec0s 4BC Office Supplies |wiakers Penny PO Bo 8888 |Lakeviow Johanneshuig [2012 | [011)312.8357 | (0113129
[ |2eecse ABC-Senvice Centie |<avier Brown PO Box 3339 |Lakeside Johannesburg (2122 | (011)313-3397 | (011)313:9

4. Select the Creditor account ("A-ONE Suppliers").
5. Click on the Open or OK button.
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MODULE K - PROCESSING DOCUMENTS - TRADING STOCK

5.00 items onh hand..

Your refersnce Document group Date
Document graup 16 ~ | |2018/04/01 - Contra ascount Standard
Salesperson Document group Due date
Empty v 2018/05/01 >
Postal address Delivery address Message
Company [A-ONE Suppliers 4-ONE Suppliers
Contact [Mr. Andy Austin | [Mr Andy Austin v
Address [P0 Box 31318 Austin Street
Addhess 2 [Marshaltawn Warshallomn Tax teference
Address 3 | Johannesburg Johannesburg [306m1 2345 |
Postal code | 2000 20071
County | South Affica < South Afiica v ] |
= — + By
BES@ @ b LD
F e a» (%] +] ;
+Open fastadd  "D: Delete F12:°N: Insert |F7: Exclusive | 7. Inclusive & Discount FS: Comment F10: Delete all FT1: Copy

Description

Creditors
280-MES
Order no.

Fast add item [code/barcode/serial]

6.

Your reference:

Salesperson:

Document
group 1/2:

Date:

Due date:

Item no.:

Quantity:
Tax:

Discount:

Current balance 0.00 Gross weight 0,00 Exclusive total 1500.00
Available 12000,00 Net weight 0,00 Tan 225,00
Credit limit 12000.00 Total discount 0.00 Payments
Std disc® 0.00 Invoice total 1725.00 0.00
@ Cancel W 0K

Enter and / or select the following options:

% Enter "4562" as the reference for the order.

\% Select "Russell”. Salespersons are optional for orders. This field is to show
who handled the order.

Select "“Document group 1B".

@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups. (Setup ribbon).

\% Select "2018/04/01".

@ This date will be automatically be calculated. It is the "Date” plus the

number of days set in the Accounting information tab of the selected
creditor account.

o

Press the Enter key until you get to the transaction details screen (skip the
"Address, Delivery address” and "Message” fields).

P

Select "3DRILL". The description, Quantity (default 1), Tax account, Unit
Purchase or Cost price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive
icon is active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is
active) will be displayed.

Enter 3"

The default Input Tax account for the stock item will be displayed. When the
cursor is in this field, the Tax accounts lookup will be displayed. Confirm that
it is correct by pressing the Enter key.

0 o

0

Press the Enter key to keep it at the default 0% discount rate.
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7. Click on the OK button. A confirmation screen “"Do you wish to print this order?” will be
displayed.
8. Click on the Yes button.

K.4.2- Confirming / Converting an order to a purchase document

We have already placed an order with our A-ONE Suppliers - and the three drills are received on 7
April 2018. The order needs to be checked and converted into a Purchase document or a Goods
received note.

0 If you have already created invoices (whether they are updated to the ledger (posted) or not), you may
convert the Invoice to an Order. To do this, select the Invoice on the documents list and right-click and
select the "Documents — Convert invoice to order” option from the context menu.

You may then edit the order and convert it to a purchase document.

To convert an order to a purchase document:
0 You may also convert Orders to Purchase documents from the Input — Confirm (Action ribbon).

1. Access “Orders" in the "Documents” field; if “Orders” is not selected.
2. Select the order to convert and right-click.

Document entry

Documents Search by Vallie

P | [None - Lke ~| [ ][ Fer Clear | Limit rows
Al v ~ | [s000 P
Mew g
z|id_[Document no - [Date [Description [Account no. JAmount incl. [Tax amount_[Amount exdl. [P1
Edic 26| ORD0DO0T 2018/03/01  ABC-ServiceCentie | CZABCSC 114000 140,00 100000
B 3e|croooo0z 2018, 5,00 225,00| 1 500,00

Fiint

Salesperson 4

Setreporting group 1 P
Set reporting group 2

Documents Copy document

Print Confirm quotes and orders

Layaut il

Default ~ Others

Convert documents to single document

Layout fie 2 Plugin action Change account

EE O0OeS®
g% B go O

Plugin mass action Edit account

Send report tor Document links Create purchase on default supplier 1

Screen ~ R R

Create account from document details

3. Right-click and select the “Confirm quotes and orders" option on the context menu. A
confirmation screen "Do you wish to continue?” will be displayed.

4. Click on the Yes button to proceed. Another confirmation screen “"Do you wish to delete
this Order?" will be displayed.

5. Click on the No button not to delete the order.

If you click on the Yes button, the order will be deleted from the "Orders” list of the "Document
entry” screen.

Should you click on the No button the order will still be available on the Orders list of the
“Document entry” screen. You may then Copy the order, change the account, edit the account,
etc. before converting it to a purchase document.
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9 You may delete Orders in Edit — Delete — Documents (Action ribbon).

K4.3- Creating a purchase document

Once an Order is converted to a Purchase document (Goods received note), it must be checked to
see that the correct stock was received.

K.4.3.1- Editing a purchase document confirmed from an order

To edit a purchase document converted from an order:
1.  On the Action ribbon, select Documents (F6).

2. Select "Purchases” in the "Documents” field; if “Purchases” is not selected.

9

3. Select the purchase document on the list and click on the Edit button.
2A0NES Purchase PUO0000Z  A-ONE Suppliers,

Your reference Document group Date

Dacumert group 15 ~ | [201e/04/06 -

The purchase document, listed on the “Document entry” screen, was automatically created when
you have confirmed and converted the order to a purchase document.

5,00 items on hand..

Contra account Standard

Salesperson
Russell

Company
Contact
Address

Address 2

fddress 3

Postal code

Document group

Postal address

Due date
2018/05/05

Delivery addiess

Message

#-ONE Suppliers

4ONE Suppliers

M1, Andy Austin

| [Mr. Andy Austin <

PO Box 31318

Austin Strest

Ret:0R000002

Marshalltown

Marshallor

Johannesburg

Johannesburg

2000

2001

Taxreference

[s08012345

County | South Africa

~  South Afiica

BN

F8: Discount  F3: Comment  F10: Delete all F11: Copy

= =
s ] : A

e & |68 &5

- ab

+Openfastadd  “D:Delete F12 "M Insert | F7: Exclusive F7. Inclusive

Description

Creditors

Cunent balance 1725.00  Gross weight 000  Exclusive total 1500.00

240-NES Awailable 1027500 Net weight 0,00 Tax 22500

Purchase no. Credit limit 12000.00 Total discount 0.00 Payments
Std disc? 0,00 Irvvoice total 172500 0,00

Farst acd it de/barcode//serisl

Feicsten [coderbarcode/serial) I © Lorcel TS

The order number "OR000002", which was converted to this purchase document, is displayed in
the very last line in the "Message” field.

4. Enter and / or select the following options:

Your reference: .
f Enter "4562" as the reference of the creditor.

Date: @

Due date: @

2018/04/05 (should be displayed, as it is the date on which the order was
converted to a purchase document).

This date will be automatically be calculated. It is the "Date” plus the number
of days set in the Accounting information tab of the selected creditor account.
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5. The items and details of the order will be displayed on the respective fields. Check the 3
drills and the purchase or cost price is correct. You may edit it, if necessary.

6. Click on the OK button. A confirmation screen “Do you wish to print this purchase?" will
be displayed.

7. Click on the Yes button.

» You are now ready to enter the rest of your purchases.

K.4.3.2- Creating a new purchase document

We have also purchased two (2) compressors:
PU000004 - 2018/04/06

Invoice 3532 from

BEST Suppliers

2 Compressor 2 000,00
Input Tax - 15% 300,00
Total 2300,00

To create a new purchase document:
1. On the Action ribbon, select Documents (F6).
2. Select "Purchases” in the "Documents” field; if “Purchases” is not displayed.

3. Click on the New button. The “Creditor accounts” screen is displayed:

& Creditor accounts o %

Filter column Value

New Mone ~ | |Like v Fiker Clear [ Shaw disabled

Delete

Edit :

p— = creditor code [Name First name | C Address Address2 __ |Address3 __ |Postal o/ Telephone 1_|Telephon
DEEE 4-ONE Supplers Austin POBox 31318 |Marshallonn  |Johannesbuig (2000 |(011)838-9221 [(011) 6368

Cancel | [2eEsTs BEST Supplers |Een Best PO Box 45532 | Haliway House 1685 |(011) 310310
[ |2copen Opening balances - Credtor |

Open | |2sunsu SUMDRY SUFFLERS |
[ 208008 4BCDffice-Supplies |walters Penry POBox G888 |Lakeview Johannesburg (2012 |(011)312-9897 |[011312-9
BETE 4BC-Service Centre |avier Brawn PO B0 3333 | Lakeside Johannesbug (2122 |(011)313.9897 |(0113139

4. Select the Creditor account ("BEST Suppliers”).
Click on the Open or OK button.
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“Your reference
3|32

Salesperson
Ruszel

Company
Contact
Address

Address 2
Address 3
Postal code

2BESTS Purchase PUOD0004 BEST Suppliers,

Docurent group

Document gioup 1B

Document group

Postal address

Date

~ || 2018/04/06
Due date
2018/05/08

Delivery address

Message

1,00 items on hand..

Contra account: Standard

BEST Suppliers BEST Suppliers
Mr Ben Best | [MrBenBest -~
P 0 Box 45532 Best Stiest

Halfway House

Halfway House

1685

1686

Tax reference

1234587832

Countiy | 5outh Afica

~ || South Africa

i )

“D: Delete F12: "M: Insert | F7: Exclusive | F7: Inclusive

53

F3: Discount  F3: Comment F10: Delete all F11: Copy

5

+(pen fast add

Creditors

Curent balance 2300.00  Gross weight 000  Esclusive total 2000.00

2BE-5TS Awailable 7700,00 Met weight 0,00 Tan 300,00

Purchase ne. Credit limit 10000.00 Total discount 0.00 Fayments
Std dise% 0.00 Invoice tatal 2300.00 0,00

‘Fast add item (code/barcode/serial) I © Concel AR

6. Enter and / or select the following options:

v -
our reference Enter "3532" as the reference of the creditor.
Salesperson: . o
P \ﬁ@ Select "Russell”. Salespersons are optional for purchases. This field is to
show who handled the purchase.
D t
7 /cz)'cumen group % Select "“Document group TA".
@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups (Setup ribbon,).
Date:
\ﬁ@ Select "2018/04/06".
Due date:

@ This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected
creditor account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message"” fields).

It

emne % Select "3COMP". The description, Quantity (default 1), Tax account, Unit

price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is active - or
Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active) will be
displayed.

Quantity: B2 enter o

Tax: 2 7he default Input Tax account for the stock item will be displayed. When the
cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Discount: Press the Enter key to keep it at the default 0% discount rate.
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7. Click on the OK button. A confirmation screen “Do you wish to print this purchase?” will
be displayed.

8. Click on the Yes button.

| ] TurboCASH defaults to an average costing basis. Please ask your accountant whether to use this option or
to check the "use latest cost” option.

K4.4- Updating purchase documents to the ledger

Since we have not selected the "Auto-post documents on print” option on the Documents setup (See
Chapter E4.5 of MODULE E) we need to post the purchases manually.

To post or update your purchases:

1. On the Action ribbon, select Update ledger (F3). The "Update Invoice” screen will be
displayed.

2. Select “Purchases” and its name will change to “Update purchases” - listing all your
unposted purchases.

E} Update purchase - O X

Documents  Batches Select type
Purchaseno. __ |Date [Account _[creditor Reference ]

D REIE] 2018/04/05 | 2A0NES 4-ONE Suppliers 4562 Purchase >

[ |Pucoooos 2018/04/06 |2BESTS BEST Suppliers 352

[] Suppress open itern

Options

(@) From .. to
() Selected
From purchass
PLODO003 v
To
PLDO0004 -
2
Search by Purchase no
] Search " Updats A Cloze

Purchases in rows with a cream background (i.e. PU000003) have been printed.
Purchases in rows with a plain white or grey background (i.e. PUO00004), have not yet been
printed.

3.  Click on the “From... to” field and select -
From purchase:  PU000003
To: PU0O00004

4. Click on the Update button. TurboCASH will now write up your Purchases Journal for you,
as well as update your stock, creditors and Input VAT/GST/Sales tax. The following journal
entries are passed:

DR Stock (net amount)
DR VAT/GST/Sales tax (net amount)
CR Creditor (total amount)
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K4.5- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various

ways in which the transactions may be viewed, printed, exported and analysed.
To access the T-Account view of the transactions:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. Creditor account A-ONE Suppliers). Double-click on the selected

account; or right-click and select Show details on the context menu.

3. Click on the following to get specific views of transactions:

*  Batch number (e.g. 10049 or 10050 automatically generated). This will list only

the transactions for a specific batch (journal).

e Account code (e.g. G750-000 Stock control, T850-020 Input Tax - 15%, C2AO-
NES A-ONE Suppliers). This will list the transactions for a specific account.

+  Date - This will list the transactions for a specific date. If you double-click on a
date, the "From date” and "To date” will be changed to the selected date.

After posting the Purchase documents, the transactions should display as follows in the T-Account

viewer:
Batch view
Batch 10049 — PU000003 — A-ONE Suppliers
From date To date [IE=Ee
2018/04/01 2019/02/28 - Export Print <
Opening balances
10049 Unallocated Unallocated G750000 Stock contral PLUO0ODO3 Diill press PLO00003 2018/04/05
10043 Unallocated Unallocated TaE0020 Input WAT - Standard rate -1¢ PLI0000O3 Purchases /4562 PLO0ON03 2018/04/05
10049 Unallocated Unallocated C280MES A-0ONE Suppliers PLUO0ODO3 Purchases /4562 PLO00003 2018/04/05
Batch 10050 — PUO00004 — BEST Suppliers
From date To date (el R
2018/04/01 2013/02/28 Export Print <
Opening balances
10050 Unallocated Unallocated G75S0000 Stock contiol PUOOODD4 Compressor PUOOO0D4 2018/04/06
100580 Unallocated Unallacated Tae0020 Input WAT - Standard rate -1¢ PLIO00O004 Purchases /3532 PLODON04 2018/04/06
10060 Unallocated Unallocated CZBESTS BEST Suppliers PLIO0ONO4 Purchases /3632 PLODON04 2018/04/06

Dehit Credit
0,00
1500,00
225,00
(PP 172500
172500 172500
Debit Credit

0,00

2000,00

2300.00 230000
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Account view
Accounts in the Creditor’s ledger:

]
@& A-One Suppliers

CZAONES A-QONE Suppliers

T-Account view of transactions

Credit

10049 20120405 PUDD0002
FUI0D0002

|
@b BEST Suppliers

C2BESTS BE ST Suppliers

Rrchoses /4562

172500

Totals

1725,00

Credit

10050 20120406 PUDD0004
FU000004

Accounts in the General ledger:

tid
& Stock control

G750000 Stock control

Purchases /2632

220000

Totals

Debit

2300,00

Credit

10045 20120405 FUODI002

000002
10050 20180405  PUODDO0S
FUD0000S

Dril press

Corprassar

il Input Tax — Standard rate 15%

T250020 Input VAT - Standard rate -15%

1 500,00

200000

Totals

3 500,00

Debit

Credit

10048 20150405 PUO00003
FUOD0002

10050 20150408 PUOOD00S
PUODD004

Furchases /4562

Furchases /2532

22500

20000

Totals

i

Debits = Credits

525,00

Il
Debit transactions in the & Stock control account (i.e. Stock ledger) and il Input Tax (VAT/GST/Sales tax)

o
Credit transactions in the Creditor's ledger (i.e. individual & Creditor accounts)

K.5- PROCESSING DEBTORS - QUOTES AND INVOICES

If you are selling stock to a customer or debtor, it is best to create an Invoice using the
Documents - Invoices and not in the Batch entry - Sales Journal. By creating an Invoice
TurboCASH will automatically write up your Sales journal for you, credit the stock, credit the
Output VAT/GST/Sales tax and debit the debtor.

Invoices could also be used for any sales other than stock. Non-stock items could be captured through the
Batch entry - Sales journal (Action ribbon). An example of a non-stock item could be the sale of old or

obsolete furniture, which your business does not use any longer.

@ It the Tax (VAT/GST/Sales tax) rate increased (as in South Africa, from 14% to 15%), make absolutely sure

: that the correct Tax (VAT/GST/Sales tax) rate is selected.
If the 14% Tax (VAT/GST/Sales tax) rate is still reflecting on the Tax lookup, it is recommended that the 14%
Tax (VAT/GST/Sales tax) rate be set to “Disabled” (once the 14% transactions are finalised) in the “Status”
field of Accounts on the Action ribbon.
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K.5.1- Creating

a quote

Your Debtors or Customers may ask you for a quotation on your products for various reasons.
TurboCASH allows you to create a quote on the system. When the Debtor (customer / client)
accepts the quote, you may confirm the Quote and Convert it to an Invoice. You will not be able
update the Quote to the ledger, since it generates no transactions. But once the Quote has been
converted to an Invoice, it can be updated or posted to the ledger.

On 1 April 2018 Mr. Davies asked for a quote on a drill press.

To create a quote:

1. On the Action ribbon, select Documents (F6).
" " " PSR " .
2. Select "Quotes” in the "Documents” field; if “Quotes” is not displayed.
. " " T .
3. Click on the New button. The "Debtor accounts” screen is displayed:
& Debtor accounts
Filter column Walug
Hew Nane ~ | |Like Filter Llear [ Show disabled
Delete
Edit 5
E— =|Debtor code [Name First name | Contactperson |Address Address 2 Address 3 |Postal code[Telepl
PEIMDAY| k1. Mike Davies D avies F 0 Box 333 Halfway House 1685 (011]3
Eis=] | [1ROGSM M. Flager Smith |Fioger Smith Plot 539 Bower Fioad | Glen Austin Ext 3 | Midrand 1585 (@13
_1EA5HE CaSH CUSTOMERS
Open [ | 14BGRE hr. 4B Green IAndrew Green PO Box 1111 Lakeside Johannesburg | 2122 [011]3
| |1MACDS MAC Shop Decar Specialists IMac McKay PO Box 5555 Momingside Johannesburg | 2222 0113
| |1ooren Opening Balances - Debtar
" . "
4. Select the Debtor account (“Mr. Mike Davies")
5. Click on the Open or OK button.
* TMDAVI Quote QUODDD02  Mr. Mike Davies, 5,00 items on hand..
“our reference Docurment group Date
D101 Document group 18 | [2013/0a007 - Conira account Standard
Salespersan Document group Due date
Tracy ~ 2018/05/07 -
Postal address Delivery address Message
Compary | Mr Mike Davies Wr Mike: Davies This quote is valid for 14
Contact | Mr. Mike Davies | |Mr. Mike Davies ~ days only,
Address|P O Box 333 195 AZ Shieet
Addiess 2 | Halfway House Eastem dieas Tax ieference
fddress 3 Halfwway House 236012345 |
Postal code | 1685 1686
Country | outh Africa | [South Afiica ~ [
— — e
== ® @ Qﬂ =) H —;& - A
; y ) . 4
B & & € (4] &5
+0pen fastadd  “D: Delste F12: “N: Insert | F7: Exclusive F7: Inclusive F&: Discount F3: Comment F10: Delete sl F11: Copy  4dd to backorder
Z|Item no. Description Order Ship Tax Unit excl. |Disc% Amount >
B[+ f 1000,00
Price Hame Value.
Sefingprics1 AL
Selling price 2 1100
Selling price 3 1200
Debtars Cunent balance 573500 Giross weight 0.00  Esclusive toial 1000,00
MDY Available 4265.00 Net weight 0.00 Tax 150.00
CQuate no Credit limit 10000.00 Total discount 0,00 Payments
Sid disc? 0.00 Invoice total 1150.00 0.00
Fast add item [code/barcode/ serial) © conee 7 R
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6. Enter and / or select the following options:

Your reference: @ . blank
eave blank.

Sal ;
atesperson J@ Select "Tracy"; if not already selected. As Russell was set as the default

salesperson, his name should automatically be displayed. (You may select
any other salesperson if Tracy is not doing this quote).
Document

group 1/2- \% Select "Document group 1B".

@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups.(Setup ribbon).

Date:
ate Y setect 201810401

Due date:
@ This date will be automatically be calculated. It is the “Date” plus the

number of days set in the Accounting information tab of the selected debtor
account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

{n]

ftem no. \ﬁ@ Select "3DRILL". The description, Quantity (default T), Output Tax account,
Unit selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is
active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active)
will be displayed.

The default selling price for the Debtor account will be displayed. Make sure
that Selling price 1 is selected for the purpose of this tutorial.

Quantity: Confirm “1"

oo S

Tax: The default Output Tax account for the stock item will be displayed. When

the cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Discount: Press the Enter key to keep it at the default 0% discount rate.

7. Click on the OK button. A confirmation screen “Do you wish to print this quote?” will be
displayed.
8. Click on the Yes button.
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K.5.2- Confirming a quote - converting a quote to an invoice

On 7 April 2018, Mr. Davies confirms that he wishes to take the Drill press as quoted on 1 April
2018. We need to check or confirm the quote and convert it to an invoice.

To convert a quote to an invoice:

o You may also convert Orders to Purchase documents from the Input — Confirm (Action ribbon).

1. Access "Quotes” in the "Documents” field; if “Quotes” is not selected.

Document entry

Documents Search by Value

Quste | |Hone ~ e ~| [ 1] Fe Clear (Fifgame
Al v | [5000 “ s w
New g
f[id  [pocument : [Date [pescription [Account nof Amount incl.[Tax amount [Amount exdl. [Pri
Edit 31/ au000001 2 8/03/01 Mr. AB Green D1ABGRE 1140.00° 14000 1000.00
= Salesperson 3
&) Setreportinggroup1 ¥
) Set reporting group 2
[[1 Documents [1 Copy document
Layout file = Print ¥ | S Confirm quotes and erders
Default - Others » Create purchase on default supplier 1
Laypout file 2 @ Plugin action Convert invoice to order
>~ &4 Plugin mass action & Convert documents to single document
Send report to: Document links Redo discount on document
S > 2§  Change account
{2y Edit account
1= Frinter setup Create backorders to deliver
Copyto 4
4 Espatt

Create account from document details
A Gimala lina mads

2. Select the quote to convert and right-click.

On the context menu, select the “"Confirm quotes and orders” option. A confirmation
screen "Do you wish to continue?" will be displayed.

4. Click on the Yes button to proceed. Another confirmation screen "Do you wish to delete
this Quote?” will be displayed.

5. Click on the No button not to delete the quote.

a You may delete Quotes in Edit — Delete - Documents (Action ribbon).

If you click on the Yes button, the quote will be deleted from the Quotes list of the "“Document
entry" screen.

Should you click on the No button the quote will still be available on the "Quotes” list of the
"Document entry” screen. You may then Copy the quote, change the account, edit the account,
etc. before converting it to an invoice.

6. An information message "Document(s) created INOOOOO5 D1MD-AVI Mr. Mike Davies” will
be displayed.
Click on the OK button to close this screen.

Access the "Quotes” screen and edit the converted invoice, if necessary.
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K.5.3-

Creating an invoice

Creating an invoice

Once a Quote is converted to an Invoice, check that all the items on the quote are accepted. When
accessing the Invoice documents screen from the Documents - Invoices (Action ribbon) and the
debtor (customer / client) is selected, all available unposted Invoices for that debtor (customer /

client) are listed.

K.5.3.1-

Editing an invoice confirmed from a quote

To edit an invoice converted from a quote:

1. On the Action ribbon, select Documents (F6).

2. Select "Invoices” in the "Documents” field; if “Invoices” is not selected.

The Invoice, listed on the "Document entry” screen, was automatically created when you have
confirmed and converted the quote to an invoice.

3. Select the Invoice on the list and click on the Edit button. The screen for "Invoice entry” is

displayed:
* TMDAVI  Invoice INODDOOS  Mr. Mike Davies, 6,00 items on hand..
‘Your reference Document group Date
Do Dacument group 18 o 208/04/07 - Cantra account:Standard
Salesperson Document group Due date
Tracy v 2018/05/07 -
Postal address Delivery address Message
Company | Mr Mike Davies Mr Mike Davies 30 Days NettThis quote is valid for
Contact |Mr. Mike Davies | |Mr. Mike Davies days only.
Addiess|P 0 Box 333 195 AZ Street Ret0LUO00002
Address 2 |Halfway House: Eastern Areas Tax ieference
Address 3 Halfway House [336m12345 |
Postal code [1685 1686
Countty | South frica | | South Africa | \

+Open fast add

opla e

“D: Delete  F12: “N: Insert | F7: Exclusive

F7: Inclusive

3

F&: Discount  F9; Comment  F10: Delete sl F11: Copy

Price Name Value
Seling price 1 1000
Seling piice 2 1100
Seling piice 3 1200
Debtors Current balance 458500  Gross weight 000  Exclusive total 1000.00
1MD-A1 Available 5415.00 Met weight 0.00 Tax 150,00
Invoice na. Credit imit 10000,00 Total discount 0,00 Fayments
Std dise 0.00 Inveice total 1150.00 0.00
Fast add item [code/barcode/serial] © Carcsl R
Cancel of

9

The quote number "QUO00002", which was converted to this invoice, is displayed in the very last
line in the "Message” field.

Enter and / or select the following options:
]

P

Your reference: Enter "D-101" as the reference number.

Salesperson:
Check that "Tracy" is displayed.

Date:
"2018/04/07" (should be displayed, as it is the date on which the quote was

converted to an invoice).
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Due date:

@ This date will be automatically be calculated. It is the “"Date” plus the number
of days set in the Accounting information tab of the selected debtor account.

5. The items and details of the quote will be displayed on the respective fields. Check the
quantity and selling price for the drill is correct. You may edit it, if necessary.

The quantity ordered is the number of stock items the customer requested. The quantity shipped is
the number of items actually supplied. If the quantity ordered and the quantity shipped are not the

same, the difference will appear on the back order report.

6. Click on the OK button. A confirmation screen “Do you wish to print this invoice?” will be

displayed.

7. Click on the Yes button.

» You are now ready to enter the rest of your invoices.

K.5.3.2-

Creating a new invoice

Enter the rest of your Sales:

Salesperson - Tracy

Salesperson - Russell

Salesperson - Tracy

2018/04/09 2018/04/10 2018/04/11
Invoice INOO0006 Invoice INOO00O7 Invoice INO0O0O008
To: Mr. Smith To: Mr. Davies To: Mr. Smith
2 Compressors 3 000,00 1 Compressor 1500,00 2 Drill presses 2 000,00
Output Tax —15% 450,00 Output Tax —15% 22500 Output Tax —15% 300,00
Total 3450,00 Total 1725,00 Total 2 300,00
To create a new invoice:
1.  On the Action ribbon, select Documents (F6).
2. Select "Invoices” in the "Documents” field; if “Invoices” is not selected.
3. Click on the New button. The “"Debtor accounts” screen is displayed:
:. Debtor accounts
Filter column Walue
New Mone | |Lke v Filter Clear [ Show disabled
Delete
Use your mouse to pull a column here to group on that column
Edit
z[Debtor code [Hame First name |Contactperson |Address |Address2  |Address3 |Postal code|Telepl
e Y TG T Wice D avies MDavies S Talfmog Hoves TR [mnpa
Cancel TROGSM M. Roger Smith |Fioger Smith Plot 539 Boser Road | Glen Austin Ext 3 |Midrand 1685 0113
- | [1casHe CASH CUSTOMERS |
Open I 14BGRE br. 5B Green |Andrew Green PO Box 1111 Lakezide Johannesburg | 2122 (01133
ZTMAEDS MaC Shap Decor Specialists |Mac Mck.ay PO Box 5555 Marmingzide Johannesburg | 2222 (011)3

1DOPEN

Dpering Balances - Deblor |

4. Select the Debtor account ("Mr. Roger Smith").
Click on the Open or OK button.
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w 1ROGSM Invoice INOOD00&  Mr. Roger Smith, 5,00 items on hand..
You reference Document goup Date
Document group 1B ~| [2ma/dma - Cantra account:Standard
Salesperson Document group Due date
Tracy v 2018/05/03 S
Pastal address Delivery address Message
Company [Mr Fioger Smith Hr Roger Smith 30 Days Nett
Contact [Mr Fioger Smith | [Mr Fioger Smith v
Address|Plot 539 Bover Road Plot 53 Boer Fload
Address 2 | Blen Austin Ext 3 Glen AustinExt 3 Tan reference
Address 3 |Midiand Mickand |342E'23455 |
Postal code | 1665 1686
County | South Afica ~ | South Afica < |

B oD@ e 3 3B

+Dpen fastadd  “D:Delete F12: “M: Insert |F7: Exclusive | F7:Inchssive  F8: Discount F3: Comment F10: Delete all F11: Copy

=[Ttem no. Description

DB
Debiors Curent balance
1R0-GSM Awailable
Inveice no. Credit it

Std dirc?
Fast add item [code/barcode/seid])

Order Ship [ Tax Unit excl. |Disc% [Amount |
150000

Piice Name Value

Selingpicel 71500

Selingpice2 1600

Selingpice3 1700

5750.00  Gioss weight 000  Exclsive fold 3000.00
625000  Netweight 0,00 Tax 450,00
12000,00 Total discount 0,00 | Paments
Invoice toll 3450,00 0.00
© Cancel VOK

If you would like to include a longer description than the description field allows you can press
the F9 key for a comment and type in a comment on that line.

6. Enter and / or select th

Your reference:

Salesperson: \.ﬁ@
Document \.ﬁ@

group 1/2:
P

Date: \./@

Due date: @

Item no.:

o

Order / Ship
(Quantities):

Tax:
Discount:

e following options:
Enter "C-102" as the reference for the debtor.
Select "Tracy"; if not already displayed.

Select "Document group 1B".

Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups.(Setup ribbon).

Select "2018/04/09".

This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected debtor
account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Select "3COMP". The description, Quantity (default T), Tax account, Unit
selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is active
- or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active) will be
displayed.

Enter "2".

The default Output Tax account for the stock item will be displayed. When
the cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Press the Enter key to keep it at the default 0% discount rate.
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7. Click on the OK button. A confirmation screen “Do you wish to print this invoice?" will be
displayed.
Click on the Yes button.
Enter your sales to create invoices INOO0007 and INO0O0O008.

I"T“I Once you have completed all your invoices, check to see that you are:
& *  Selling to the right person.

*  Selling at the right date.

*  Selling the right item requested.

*  Selling the right quantity requested.

*  Selling at the right price.

e  Selling at the correct tax rate.
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K.5.4- Updating your invoices to the ledger

Since we have not selected the "Auto-post documents on print” option on the Documents setup (See
Chapter E4.5 of MODULE E) we need to post the invoices manually.

Check all your Purchases to see that they are correct and have been updated to the ledger, before you
update the Invoices to the ledger.

To post or update your invoices:
1. On the Action ribbon, select Update ledger (F3).

2. Invoices are displayed by default - listing all your unposted invoices. If not, select

" . "
Invoices”.
L Update invoices - m} x
Documents  Batches Gelect ype
Invoice no. Date Account Debtor Reference -
[ #|INOOOOOS 2018/04/07 | MDAV i Mike Davies D1m Invoice >
|_|IMODOO0E 2018/04/09 |1ROGSM tr. Roger Smith c102
|_|INooooo7 2018/04/10 | TMDAYI M1, Mike Davies C103 [] Suppress open item
| |INOOO00E 2018/04/11 | 1ROGSM tdr. Roger Smith D-102 Dptions
(@ Fiom o
() Selected
From invoice
IMOO0D0S e
To
IM0000E ™
4
Search by Invaoice no.
[ ~ Update E3d Close

Invoices in rows with a peach background (i.e. INO0O0O0S8), have been printed.
Invoices in rows with a plain white or grey background (i.e. INOOOOO5 to INOO0O0O07), have not yet
been printed.

3.  Click on the “From... to" field and select -
From invoice: INO00005
To: IN000008

4. Click on the Update button. TurboCASH will automatically write up your Sales journal. It
will control Sales, Cost of sales, Output VAT/GST/Sales tax and Stock.

The following journals are passed:
DR Debtor (total amount)
CR Sales (net amount - selling price)
CR VAT/GST/Sales tax (net amount)
DR Cost of sales (cost price)
CR Stock (cost price)

TurboCASH5.1 - 2018 — Accounting Made Easy - 285



MODULE K - PROCESSING DOCUMENTS - TRADING STOCK

K.5.5- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.
2. Select an account (e.g. Debtor account Mr. Mike Davies). Double-click on the selected
account; or right-click and select Show details on the context menu.
3. Click on the following to get specific views of transactions:
*  Batch number (e.g. 10051, 10053, 10055 or 10057 for Sales transactions

automatically generated). This will list only the transactions for a specific batch
(journal).

a If the Cost of sales is activated, TurboCASH will generate the following 2 batches for
each Invoice:

1. Sales batch — This is the journal (batch type) linked to the Invoices in
Documents setup (Setup ribbon) (e.g. Batch number 10051, 10053, 10055,
and 10057).

2. Cost of sales batch — This journal (batch type) selected on Stock information
(Setup ribbon). The Cost of sales account is selected on the Ledger tab for
Stock items (e.g. Batch number 10052, 10054, 10056 and 10058).

*  Account code (e.g. G100-000 Cost of sales account, G750-000 Stock control,
T850-010 Output Tax -15%, D1MD-AVI Mr. Mike Davies). This will list the
transactions for a specific account.

«  Date — This will list the transactions for a specific date. If you double-click on a
date, the "From date” and "To date” will be changed to the selected date.

After posting the Invoices, the transactions should display as follows in the T-Account viewer:

Batch view
Sales (Selling prices)
From date To date [ show contra
2018/04/01  « 2018/02/28 - Export Print < Diehit Credit
Opering balances 000
10051 Unalocated Unallocated GO10000* Sales IM00000S Drill press INOOO00S 2M8/M04/07 1 000,00
10053 Unalocated Unallocated GO10000* Sales IM0O000E: Compressar INO0A00s 2018/04/03 300000
10055 Unalocated Unallocated GO10000* Sales IM000007 Compressar INO0ana7 2m8m410
10057 Unallocated Unallocated GO10000* Sales IMO0000E Drill press INOOO008 2M8/04/11
000 7 500,00
Cost of sales (Cost prices)
From date To date LI 8how contia
MBOT v | 2013402728 - Expart Debit Creit
Dpening balances 0,00
10052 Unallocated Unallocated G100000* Cost of zales cos-poc *COST OF SALES /D101 INOOD00S 2018/04/07 500.00
10054 Unallocated Unallocated 100000~ Cost of sales cos-poc= “COST OF SALES /C-102 INODAOE 2018/04/03 200000
10056 Unallocated Unallocated G100000* Cost of zales cos*ooce “COST OF SaLES /C-103 INOOD0O7 2018/0410 1 000,00
10058 Unallocated Unallocated G100000* Cost of zales cos-poc *COST OF SALES /D-102 INOOD0OE 2018/04/11 100000
450000 000
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0 TurboCASH calculates Cost of sales according to either Average cost or Latest cost, depending on your
selection on Stock information. (Setup ribbon).
Cost prices and Quantities are determined by the following:
o Opening stock balances entered.
*  Purchase documents posted (updated).

g If the Cost of sales is activated, TurboCASH will generate the following 2 batches for each Invoice:

*  Sales batch — This is the journal (batch type) linked to the Invoices in Documents setup (Setup
ribbon).

*  Cost of sales batch — This journal (batch type) selected on Stock information (Setup ribbon).
Account view (Selling prices)
Accounts in the Debtor's ledger:

9
&b Mr. Mike Davies

D1MDAVI Mr Mike Davies

Debit Credit
10051 20120407  INDDODOS Invoice /D101 118000
HO0D00S .
10055 20180410 INDDODOT Imvoice/C- 102 172500
NODD0OT
Totals 287500

[ A
&& Mr. Roger Smith

D1ROGSM Mr. Roger Smith

Debit Credit
10052 20120402 INODODOE Invoice/C-102 245000
NODOD0S .
10057 20120411 INODOOOE Invoice/D-102 220000
NODODOS .
Totals 5750,00
Accounts in the General ledger:
[
Zaa Sales
G010000" Sales Debit Credit
10051 20180407 INODDDOS Cril press 1 000,00
NOODD0S .
10052 20180402 INODDDDE Compres sor 3 000,00
NODDDDS .
10055 20180410 INODDDO7 Compressor 1 500,00
NOODOOT .
10057 20180411 INODDDOS Cril press 200000
NOQ000S .
Tetals 7 500,00
= | 9
Output Tax - 15%
T860010 Output VAT - 15% Debit Credit
10051 20180407 INOODOOS Imvoice/D-101 150,00
MO00005 .
10052 20120409 INODO0OS Invoice /C-102 450,00
NOO000E .
10055 20180410  INOODOOT Invoice/G-103 22500
MO00007 .
10057 20120411 INODDOOS Invoice/D-102 200,00
NOO0008 .
Totals 1125,00

i

Debits = Credits

[
Debit transactions in the Debtor’s ledger (i.e. individual & Debtor accounts).

Credit transactions in the General ledger (i.e. L:*:. Sales and = Output Tax (VAT/GST/Sales tax) Accounts).

g The Cost of sales transactions are not applicable to those Stock types dealt with in MODULE J.
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Account view — Cost of sales (Cost prices)
Accounts in the General ledger:

E’;'-‘- Cost of sales

G100000* Cost ofsales

Debit Credit
10052 20180407  INODODOS *COST OF SALES /D-101 500.00
10054 20180402  INODODOS COST OF SALES /C-102 200000
cosooc B
10056 20180410 INDODDOT "COST OF SALES /G 103 100000
CosDOoCc B
10058 20180411 INODDOOS COST OF SALES /D-102 100000
Totals 4 500,00
i
& Stock control
G750000 Stock control Debi Credit
10052 20180407 INODDDOS “COST OF SALES/D-101 500 00
(ee =y e og .
10054 20180402 INDDDDODS “COST OF SALES/C-102 2 00000
CosDoc .
10056 20180410 INODDDOT “TOST OF SALES/C-102 1 000 00
CosDoc .
10058 20180411 INDDODOS “COSTOF SALES/D-102 100000
Totals | 4 500,00

i

Debits = Credits
|

Debit transactions in the —s= Cost of sales account

[e—
Credit transactions in the & Stock control account (i.e. Stock ledger).

0 Any quantities and cost prices will automatically be updated for all stock items on the invoices.
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INTRODUCTION TO THE CALENDAR

L.1- INTRODUCTION TO THE CALENDAR

The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South Africa,
the South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April 2018.

This MODULE, VAT based on 15% tax for taxable transactions as from 1 April 2018.

In TurboCASH, you may use the Calendar to perform various actions. For example, you may record
appointments with your debtors (customers) and creditors (suppliers), set and process repeating
documents (Invoices and Purchases). This will allow you to optimise your planning and generate
Invoices for hours registered with your debtors (customers / clients).

In addition to this, you may also add any tasks, events and manage your contacts.

You may set the reminder, to allow a pop up screen to remind you of these actions well in advance.

You may then click in the Open item button of the "Reminder” screen to perform this action, as scheduled.
If the Reminder was not activated, or if you wish to adjust the reminder, select the "Event”, and select the
“Edit event...” option on the context menu.

To launch the calendar and add an event:
1.  On the Action ribbon, select Calendar.

You may set the Calendar to launch by default when opening a Set of Books. To do this; select
the "Show calendar” option on Setup — System parameters (Setup ribbon).

Oy Calendar Create invaices for hours
| a0
Calend 4 Display days I Timeslot (] May 2018 ‘
enset Mon Tue wed Thu Fri sat sun
° o5 |week 18 ~ 5 7 ] 3 n 5 5
.. a4 » p| Wednesday, May 02 18
) = 7 ] 9 10 1 12 13
00
Contacts —_ 19
14 15 16 17 18 13 0
il
=] 800 f Dentit 21 2 23 2 = E3 27
= 21
Tasks 900 Repeating invoices 2 & = B 3 i 8 9
C2ABCOS | ABC-Dffice Supplies | Tracy | Oider 4 5 & 7 3 9 10
23

10 00| DIABGRE |Mr. AB Green | Fiussel | Creditfimit

|| D1ABERE [Mr A8 Greon | Russel | Faint House Task ot TubolaSH
[ 5/10/2018 - Print Bark statemenits

00
1100 5
7 512/2018 - Cash flow

12 00

13 00 DIMDAWI | Mr. Mike Davies | Fussell | Payment Add event...
|| D1BGRE | Mr. AB Green | Russel | Follow up Edit event..

14 00 D1CASHC | CASH CUSTOMERS | Tracy | Special sale Delete event...
" | DIROGSM |Mr. Rager Smith | Tracy | Quots Create Invoice

15 00 I DROGSM | Mr. Rager Smih | Tracy | Creditimit

PFint —

0 These events in the Calendar are available on 2018/05/02 in HANDYMAN-B Set of Books.
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MODULE L - CALENDAR / PLANNER

The context menu (right-click) allows you to select the following:

a) Add event - create new appointments for creditors (suppliers) or for debtor
(customer / client) appointments (up to six (6) categories). You may also
generate documents (Repeating invoices or Quotes “Hours").

b) Edit event — Edit / change or reschedule any of these events.

c) Delete event — Permanently delete / remove a selected event.

d) Create Invoice — Create invoices for any of the six (6) categories of debtor
(customer / client) appointments.

@ Multi-user Calendar plugin may also be purchased for Multi-user versions.

2. Select a date and right-click on a time slot. On the context menu, select the “Add event...”
option. The “Untitled — Event” screen is displayed:

Untitled - Event x

Event  Plugins

Appointment

Subiect [G 1 [Empty [Empty ]
BB Flepealing nvoices Lasation| ~]
[ Debtor sppointment rocassne:

== Creditor appoiniment

I

ours
-
B Debior appointment 2 % tppointment recunence

Category

Salesperson

S Debtor apporntment 3 "
Start| B Debtor appeintment 4 e ~ None i o=
Endtime 201/05/02 ® [0830 ~ @
0 [remnder 15 Bl ER
TurboCASH Cancel

3. To register (create) an appointment; you need to select one of the categories to use the
different functions. The categories, are as follows:

Category Description / Function

Appointment This allows you to create general appointments and set reminders for
these appointments (events).

Repeating invoices This allows you to set repeating invoices for debtors (customers / clients).

You may create repeating invoices for a specific debtor or a debtor group.
Debtor appointment (up  This allows you to set appointments (events) for debtors (customers /

to six (6) categories) clients). You may also add notes, etc. and set reminders. You may create
up to 6 categories of appointments for your debtors (customers / clients).

Creditor appointment This allows you to set appointments (events) for creditors (suppliers). You
may also add notes, etc. and set reminders.

Hours You may use the hours to create invoices for a debtor (customer / client).

Debtor appointments - All events for the six (6) categories are listed in the Appointment tab for a
selected debtor (customer / client) account.

Creditor appointments - All events are listed in the Appointment tab for a selected creditor (supplier)
account.

v For the purpose of this tutorial, the Invoices for hours and Repeating invoices will be discussed here.
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REPEATING INVOICES

REPEATING INVOICES

Should you need to invoice a debtor (customer / client) or specific debtors (customers / clients) on
a regular basis (e.g. monthly, etc.), you may use the “Repeating invoices” category to schedule and
process the repeating invoices with a few mouse-clicks.

Once the Repeating invoices is scheduled, you need to reopen the Repeating invoices event to set

your repeating invoices.

To set repeating invoices:

1. Select a date and right-click on a time slot. On the context menu, select the "Add event...”
option. The "Untitled — Event” screen will be displayed.

Untitled - Event
Evert  Plugins

Appaintmert

x

Subject [Repeating invoices

Category | B Riepeating invoices ~

Location|

Selesperson: | Russell

3 [Reminder 15 2

[] &0 day event
Start time [ 2018/05/02 @ (0300 ~
Endtime 2018/05/02 @ [0330 -

hinwtes 0

~ | Processno: Please save this tepealing invoice first After
teopening you ean add clients ta the invoice.

~
K dppoiniment recuiience

Monthly by day ~ 0

Repeat urkil| 2019/05/02 ]

TurboCASH

Cancel

2.
Subject:

Category:
Salesman:

All day event:

P

Start time:

End time: @

Appointment recurrence:

Repeat until:

Reminder:

On the "Untitled Event” screen, enter and / or select the following:

@ Leave blank. If you click on the OK button, "Repeating invoices” will

be displayed in the "Subject” field.

Leave blank.

J@ Select "Repeating invoices”.

J@ Select “Russell” as the salesperson.

J@ Select "2018/05/02". This is the date and time as selected on the

Calendar from where the "Untitled - Event"” screen was launched. If
this date is not correct, you may select the correct date.

Field disabled.

\% Select "Monthly by day".

@ The default will be one year as from the "Start time".

@ Leave blank. You may activate it and set the "Minutes, Hours" or

“Days" to remind you in advance to process repeating invoices.
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MODULE L - CALENDAR / PLANNER

3. Click on the OK button to register and save the "Repeating invoices — Event”.

4. Reopen the "Repeating invoices — Event” to add your debtors (customers / clients). The
Repeating invoice tab will be added to the "Repeating invoices — Event” screen. Click on
the Repeating invoice tab.

Repeating invoices - Event x
Event Repealing invoice  Pluging
Message
New
Edit
Processlist Invoice date |2018/05/02 [1)~
Delete Account na. Description Document gr Documentno.  Reference
P EBERETTT M 4B Green Unallocated INDDOON3 PH-AD!
Process selected b '
Pracess al

TurboCASH Cancel

5. You may enter a Message (up to 3 lines) to display on the invoice. This message will be
displayed on the “Message” fields in the "Document entry” screen's header section and
will be printed on the printed invoice.

6. Select the Invoice date “2078/05/02"; if not correct. This is the date on which, the
invoice(s) will be created.

7. Click on the New button.

L3 Repesting invoice — =] >

Type

Copy invoice ~
Debiors

D14BGRE | Mr. 4B Gresn

Documents

INDODODZ | PH-101 ~

8. Select the following options:

Type:
P % Select "Copy invoice” (default option).
Debtors:
evtors \% Select "Mr. AB Green".
Documents:

% Select "INO00003".

o If you select the "Copy invoice to group 1" option as the "Type”, you may to select a specific Debtor
reporting group 1.

9. Click on the OK button. The details of the debtor will be listed in the Process list.

10. Click on the Process selected button. Once the process is finished, a confirmation
message “Document(s) created!" will be displayed.
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REPEATING INVOICES

11. Click on the OK button.

I'T'I It the Tax (VAT/GST/Sales tax) rate increased (as in South Africa, from 14% to 15%), make
> absolutely sure that the correct Tax (VAT/GST/Sales tax) rate is selected.
If the 14% Tax (VAT/GST/Sales tax) rate s still reflecting on the Tax lookup, it is recommended that
the 14% Tax (VAT/GST/Sales tax) rate be set to "Disabled” (once the 14% transactions are
finalised) in the “Status” field of Accounts on the Action ribbon.

12. Click on the OK button of the Repeating invoices — Event (e.g. "Monthly Invoices") screen.

13. Click on the Documents — Invoices. The Invoice will be created as INO0O0009, as per this
example. Edit the Invoice, if necessary.

o This Invoice may then be viewed on the “Document entry” screen as Unposted.
You may also view and print the Invoice on the Documents tab of the Debtor account (Action
ribbon).
Once the Invoice is posted (updated to the ledger), it will be listed as a debit transaction on the
Transactions tab of the “Debtor account”.

o The Repeating invoice — Event will be displayed in Red colour on the time slot of the scheduled
day. The Day in the calendar will also be underlined and displayed in a Red font.

L.3- CREATING INVOICES FOR HOURS

The Calendar (Planner) allows you to schedule appointments with debtors (customers / clients)
and generate quotes for appointments / services rendered. This combines your electronic dairy
with the quotes and invoicing features in TurboCASH5.

You may then send them the quote for the time. Once the appointment is finished / completed,
you may convert the quote to an invoice and edit it before posting the invoice to the ledger.

For example, if you have scheduled a 3 hour appointment, and it took only 2 hours, you may edit
the invoice (converted quote) change the number of hours from 3 to 2 hours.

To create invoices for hours:

1. Select a date and right-click on a time slot. On the context menu, select the “Add event..”
option. The “Untitled — Event” screen will be displayed.

2. Select the "Hours" category. A field “"Hours" will be added to the "Untitled — Event”
screen.
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11.

Untitled - Event hat
Event  Pluging
Appointmet
Subject [DTABGRE | Mi A8 Green | Russell| Paint House: |
Category | I Hous ~
Debtor [D1ABGRE | Mr A8 Graen | Location|Green Stiest 2123 Johanresburg Lakeside ~]
Salesperson: | Russell ~ | Processno:
~
[] &0 day evert R/ Appointment recurence
Start ume|2mam5mz m\ 10:30 vl Mone - o=
End time | 2018/05/02 @ [ - (i)
(1 []Reminder 15 S Minutes ¢
TurboCASH Cancel

Click on the “Hours" field and select a debtor (customer / client) account.
Select "Russell” as the salesperson.

The Debtor code, description and name of the salesperson (and Description, e.g. "Paint House", if
entered in the "Subject” field), will automatically be inserted in the "Subject” field.

Select the "Start time" and "End time" for the appointment. If this is event is for the whole

day, you may tick the "All day event” field.

0 Appointment recurrence should be "None". Trying to select any of the recurring options will
display an “Error Hours cannot be repeated”.

Click on the OK button to register the event and add it to the Calendar. This event will be
may be viewed and if the reminder was set, you will be reminded of the event.

When ready to process the quote, click on the Create invoices for hours button.

== Calendar Create invaices for hours

The "Hours between date” screen is displayed:

L3 Hours ... — [} et

From date
[2018/05/02 -]

Ta date
[2018/05/02 =R

Stock item

[4LPaINTE |3

+ OK € Cancel

Select the dates “"From date” and "To date".
Select the Stock item. The Stock code will be displayed.

Click on the OK button. The Quotes will be generated. Once the process is finished, an
information message "Quote(s) generated!" will be displayed.

Click on the OK button.
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12. Click on the Documents — Quotes. The Quote should be created as “QU000003", as per
this example.

* 1ABGRE Quote QUOD0D03  Mr. AB Green
Your reference Document group Date
Ermpty w | 2018/05/02 - Contia aceount Standard
Salesperson Document group Due date
Russel ~ 2018/06/01 -
Postal address Delivery addiess Message
Company | M. B Green br. AB Green
Contact | Andrew Green ~ | |Andrew Green v
Address| PO Box 1111 Green Street
Address 2 | Lakeside Lakesids Tax reference
Address 3 |Johannesburg Johannesburg ‘111””” ‘
Postal code | 2122 2722
Countty | Eppty ~ | Empty ‘

¢ @ &R 50

EWP

+Open fastadd  “D: Delete F12 “N: Insert | F7. Exclusive | F7: Inclusive  F8: Discount  F3%: Comment  F10: Delete all F11: Copy  Add to backorder

Standard rate - 15%

Price Name:

Selling price 1
Selling price 2 550
Selling price 3 [=i1]

Debtors Current balance 3710.00 Gross weight 0.00 E velusive total 1000.00

14B-GRE Available 629000  Metweight 0.00 Tax 150,00

Quate o Credit limit 10000.00 Total discount 0.00 Payments
Std disc% 0.00 Invoice tatal 1150.00 0.00

Fast add it de/harcode/serial

| ast add item [code/barcode/serial) : @ (B K

It the Tax (VAT/GST/Sales tax) rate increased (as in South Africa, from 14% to 15%), make
absolutely sure that the correct Tax (VAT/GST/Sales tax) rate is selected.

If the 14% Tax (VAT/GST/Sales tax) rate s still reflecting on the Tax lookup, it is recommended that
the 14% Tax (VAT/GST/Sales tax) rate be set to "Disabled"” (once the 14% transactions are
finalised) in the “Status” field of Accounts on the Action ribbon.

13. Edit the Quote, if necessary. You may print these quotes and send them to your debtor
(customer / client). For the purpose of this tutorial, “2" hours and "7 000,00" is the selling
price.

This Quote may then be viewed on the "“Document entry” screen as Unposted (not converted to an
invoice).

You may also view and print the quote on the Documents tab of the Debtor account (Action
ribbon).

Once the quote is is converted to an invoice and the invoice is posted (updated to the ledger), it
will be listed as a debit transaction on the Transactions tab of the Debtor account.

The Hours — Event will be displayed in Magenta colour on the time slot of the scheduled day. The
Day in the calendar will also be underlined and displayed in a Red font.
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L.4-

CREATING INVOICES FOR DEBTOR APPOINTMENTS

You may also create invoices for any of the six (6) categories of appointments scheduled with
debtors (customers / clients).

To create invoices for debtor (customer / client) appointments:

1.
2.

On the Calendar, select any of the six categories of debtor appointments and right-click.
On the context menu, select the “Create Invoices” option. A new “Invoice entry” screen,
displaying all the information and details for the debtor (customer / client) account will
be displayed.

B\ TMDAVI X INODDDDS  Mr. Mike Davies, 5,00 items on hand..

“Your reference Document group Date
AP-ES/2018 Empty w1 2M805/03 - Contia account: Standard
Salesperson Document group Due date
Ruszel ~ 2018/08/02 -
Postal address Delivery address Message
Company | M. Mike Davies Mr. Mike Davies 30 Diays Nett
Contact |Mr. Mike Davies | |Mr. Mike Davies -
Address|P 0 Box 333 195 A7 Stieet
Address 2 |Halfway House Eastern areas Tax reference
Addess 3 Haltway House 336012345 |
Postal code [ 1685 1686
Countty | Empty ~ | Empiy ~ [ |

By TS & B E RD

+0pen fast add  “D: Delste F12: “N: Insert | FT: Exclusive F7: Inclusive F& Discount  F3: Comment  F10: Delete all F11: Copy

Unit excl. |Disc%

1,00 |Output VAT - 15%

Price Name

Seling price 1 I
Selingpice2 1100
Selingpriced 1200
Debtors Cunent balance 824500 Gross weight 0.00  Exclusive total 1000.00
MD-AYI Availsble 1755.00 Nt weight 0.00 Tax 150,00
Inveice no, Cieditimit  10000,00 Total discount 000 | Payments
Std dise 0.00 Invaice total 1150.00 0.00
Fast add item [code/barcode/seiiall © Coreel @R

F/r"l It the Tax (VAT/GST/Sales tax) rate increased (as in South Africa, from 14% to 15%), make
: absolutely sure that the correct Tax (VAT/GST/Sales tax) rate is selected.
If the 14% Tax (VAT/GST/Sales tax) rate is still reflecting on the Tax lookup, it is recommended that
the 14% Tax (VAT/GST/Sales tax) rate be set to "Disabled” (once the 14% transactions are
finalised) in the "Status” field of Accounts on the Action ribbon.

Enter and / or select the following options:

Your reference: B enter "AP-6/5/2018" for reference to the appointment.
Salesperson:
P \/@ Select "Russell”; if not already displayed.
D t
; /c;'cumen group \% Select "Document group TA".
@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups (Setup ribbon).
Date:

\'% The system date will be displayed. Select "2018/05/03" for the purpose of
this tutorial.
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Due date: @

0

Item no.: \f@

Order / Ship @
(Quantities):

Tax: 0
Discount: jm
Click on the OK button.

displayed.

Click on the Yes button.

REMINDERS

CREATING INVOICES FOR DEBTOR APPOINTMENTS

This date will be automatically be calculated. It is the "Date” plus the

number of days set in the Accounting information tab of the selected
debtor account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Select "4L-PAINT-E". The description, Quantity (default 1), Tax account,

Unit selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is
active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active)
will be displayed.

Leave at the default “1" for 7 hour.

The default Output Tax account for the stock item will be displayed.
Confirm that it is correct by pressing the Enter key.

Press the Enter key to keep it at the default 0% discount rate.

A confirmation screen "Do you wish to print this invoice?” will be

The "Reminder” screen is automatically launched at the intervals set (if the Reminder is activated).

If the date and / or time is in the past (earlier than your system's date), the header OVERDUE! and
the date end time of the event will be displayed.

The options to manage the reminder of an event or appointment are:

1.

Dismiss - Click to turn t
the event or appointme

any time select the event or appointment and | 1.
edit it to turn the reminder on.

Snooze - Click to be reminded later. You may
also adjust the time intervals to be reminded
later, e.g. 5, 10, 15, 30, 45 minutes, 1 to 8 hours,

1 to 6 days or 1 week, b
Open item - Click to ed

he Remlnder Opt|0n for OVERDUE!: 2018/05/02 15:00 X
nt off. You may later, at | sus=

[D1ROGSM | Mr. Roger Smith | Tracy | Erecit kit | Dismiss

Snooze

Click Srooze to be reminded again in: | 5 minutes ~

efore clicking on this button.

it the event or appointment. You may finalise or reschedule the

appointment. You may also deactivate or activate the reminder again.
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L.6-

PRINTING A REPORT FOR EVENTS IN THE CALENDAR

The Hours report for the entries in the Calendar will display a list of all the appointment types for a

selected period or selected date(s).

a Repeating invoices will not be included in this report.

To print the calendar report:

1. On the Reports ribbon, select Reports — Calendar. The "Hours" screen is displayed:

Creditor appointment

Month 4 Months
2 Moriths B Months
3 Moriths “ear

&

Haurs

]

0K

L3 Hours - m] x
—
Hre <~ [JOpeninPDF (26
Date
Perperiod  Free selection Agenda
Display
2018/03/01 7 2013702026 ~ ht”’ Gpece e
Periads =4

© Cancel

2. Select the Categories for the Appointments (events) to include in this report.

3. Select the periods on the Per period tab or date(s) on the Free selection tab.

4.  Click on the OK button. An example of the "Calendar - Hours" report, is as follows:

m Hours

Ma pHM|za

R IFERQARX

e

- O X

Calendar - Hours

B Repeating invoices
[ Debtor appointment
[ Creditor appointment
I Hours

I Debtor appointment 2
I Debtor appointment 3
I Debtor appointment 4
3 Debtor appointment 5
E Debtor appointment &

Period: Agenda: Yes Debtor appointment Yes
2018/03/01 - 2019/02/28 Hours Yes Creditor appointment: Yes
TurboCASH
Starttime End ime Minutes Details
2018/05/02 08:00: 00 09:00:00 60 Dentist
201840540 0: 10:00:00 30 ABC-Ofice-Supplies PO Box 8888 Lakeview Johannesburg 2012
(011)312-6987 ABC-Ofice-Supplies
10:30:00 30 Mr. AB Green PO Box 1111 Lakeside Johannesburg 2122 (011)314-8997 Mr.
AB Green
2018/05/02 10:30:00 12:30:00 120 Wr. AB Green PO Box 1111 Lakeside Johannesburg 2122 (011)314-8987 Mr.
AB Green
2018/05/02 13:00:00 13:30:00 30 Mr. Mike Davies P O Box 333 Halfeay House 1685 (011)315-1225 Mr.
Wike Davies
2018105102 13:30:00 14:00:00 30 Mr. AB Green PO Box 1111 Lakeside Johannesburg 2122 (011)314-8997 Mr.
AB Green
2018/05/02 14:00:00 14:30:00 30 CASH CUSTOMERS  CASH CUSTOMERS
2 14 ) 15:00:00 30 Mr. Roger Smith Plot 533 Boxer Road Glen Austin Ext 3 Midrand 1685
(011) 3101677 Wr. Roger Smith
2018/05/02 15:00:00 15:30:00 30 Mr. Roger Smith Plot 533 Boxer Road Glen Austin Ext 3 Midrand 1685
(011) 3101677 Wr. Roger Smith
Minutes 240
Minutes 240
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L.7- CONTACTS

Lists all contacts for debtors (customers / clients) as well as contacts for creditors (suppliers).
You may add, edit and or delete contacts in the Calendar.

Contacts can also be added, edited or deleted using the following options on the Action ribbon:
e Contacts
»  Debtors — Contacts tab.
*  Creditors — Contacts tab.

R ® o Contacts Create irvoices for hours =
D. P
[Busting, Andy | [Davies, Mike | [McKay, Mac | 123
Calendar #-0ME Suppliers Mr Mike Davies MAC Restaurant a2
P O Box 31318 P OBox333 PO Box 5555 _be |
. . Marshalltown, Johannesburg 2000 Halfway House, 1685 Marmingside. Johannesburg 2222 d
.‘ Home: (011) 8389221 Home: [011) 3151228 Hame: (011731 4-5557 ef
Contacts Telex: (011] 838-9223 Other. 053 286-8763 Other: [011714-6558 a
E-mail: aaustini@aones.com Telex: (M1 3151226 Telex: [017)314-5559 T
[BestBen I E-mail: mike@pinksoft.co.2a E-mail mac@pinksoft co.za T
=_ BEST Suppliers [Green, Andrew | [Penny, walters | T
- P 0 Box 45532 AR Green ABC-OFFICE-SUPPLIES
Tasks Haliway House, 1685 PO Box 1111 5 L
o mith, Roger
Home: (@11] 310-3110 Morningside, Johanneshurg 2222 Mr Rogst Srth 0
Telex: (01310311 Home: [0117314-9357 Plot 539 Boser Fioad _op |
E-mail: bebest@best.com Other. [0711)314-3338 . q
Glen Austin Ext 3, Midiand 1685
[Brown, awier | Telesx (M7)314-3333 Home: [011) 3101677 s
$0vZ-Consuting Erma:  green@pioftcoza Telex (011310678 t
E-mail roger@self. com uv
w | v

The Print button not implemented.
Reports for contacts can be printed in the following options on the Reports ribbon:
. Reports — Contacts - Lists all contacts for debtors (customers / clients) as well as contacts for
creditors (suppliers).
*  Reports — Debtors — Listing - Lists only contacts for debtors (customers / clients).
*  Reports = Creditors = Listing - Lists only contacts for creditors (suppliers).

L.8- TASKS

You may add, edit, or delete tasks (to do list), and set a completion date when the tasks should be
completed. You may also add some notes to each task to remind you of additional steps,
procedures, phone numbers, etc.

Task list -TurboCASH
All tasks (excluding the deleted tasks, will display as follows: [ 5/10/2018 - it Bank statements

*  Expired tasks - Will display in a red font colour. [Pl SHAIEAge sndis
[ 512/208 - Cash flow

*  Tasks marked as completed - The field is ticked and
the task displays a stripe through it. The task will also
be displayed in a grey font.

TurboCASHS.1 - 2018 — Accounting Made Easy - 301



MODULE M - BANK RECONCILIATION

IN THIS MODULE

MODULE M - BANK RECONCILIATION.......ccccececeecececcccecncccsescsescscsccccece .302
M.1- INTRODUCTION TO THE BANK RECONCILIATION.....ccceterreceenreceeaeeeseeeeeeeenes 303
M.2- BANK RECONCILIATION PROCESS ........oierereeenerneeenesneeeeessssessssssssesessssssssessessessenes 304

M.2.1- Reconciling your cash-book with bank statements..............ccccoiiii 304
M.2.2- Processing bank Charges............c.ueoioiiiiiii e 306
M.2.3- Printing the bank reconciliation report..............ccociiiiiiiiii e 307

M.3- TROUBLESHOOTING DIFFERENCES............ccooimiirmiincniniicsinniscscssnsssssesesssssssssns 309




INTRODUCTION TO THE BANK RECONCILIATION

M.7- INTRODUCTION TO THE BANK RECONCILIATION

TurboCASH allows you to match your Cash-book with your bank statement. You will always find
that the bank costs and interest paid/received does not appear in your Cash-book. The same
applies for debit orders and electronic payments as well as moneys paid directly into your bank
account by your customers or other parties. This bank reconciliation helps you to identify these
transactions and enter them into your general ledger.

In this tutorial, the manual bank reconciliation reconciling printed bank statements with the cash-
book (payments and receipt batches) will be discussed.

Bankimport plugin is a commercial plugin.

It allows you to import a valid bank statement file into TurboCASH. It will import bank transactions and
save you hours of data entry. You can simply link transactions to your debtors, creditors or other accounts.
And with a simple mouse click, link the payments to the right invoices. (See - BankOnline Plugin).

The bank reconciliation is carried out for a number of reasons, such as:

. It checks to see that the transactions, which you have entered into TurboCASH, are the
same as the transactions, which went through your bank.

* It checks to see that these transactions which went through the bank are the same as
those going through your TurboCASH program.

. It checks to see whether you or the bank is, in fact, correct.

* It will list all your outstanding cheques and receipts, thus giving you a reconciled bank
balance, which would be the actual amount you would have in the bank, had all your
transactions gone through the bank.

For the purpose of this tutorial, you have received the following bank statement:

Handyman Hardware Store ABC Bank - Registered Bank
27 Olitants Raod PO Box 111
Emmarentia Johannesburg
Johannesburg 2000
cik Date of Statement: 1 April 2018
Bank Statement No. 5 Page 1 0f 1
Bank Statement for the period 1 March 2018 to 31 March 2018
Date Transaction Description Reference Debit Credit Balance
01 March 2018 Balance brought down 3 193.00
01 March 2018 Deposit D5000 S 000.00 8 193.00
16 March 2018 Depaosit D5001 3 000.00 11 193.00
30 March 2018 Cheque 106 342.00 10851.00
30 March 2018 Cheque 107 570.00 11 281.00
30 March 2018 Cheque 108 750.00 9531.00
30 March 2018 Cheque 109 150.00 9 381.00
30 March 2018 Cheque 110 285.00 9 096.00
30 March 2018 Cheque m 100.00 8 996.00
31 March 2018 Service Fee SF 45.00 8 951.00
Definition . Interest Unpaid Other Bank
of Codes Deposits | pacgived | Cheques Cheques Debits Charges
CO - Commission & 000.00 000 | 219700 0.00 Q.00 45.00
DO - Debit Order E
INT- Interest Important Natice 3
5F - Service Fee Staternents are accepted as correct unless queried within 30 days. Any cheques reflected on this
UC - Unpaid Cheque staterment, which are not attached, will be ineluded with your next statement.
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M.2-

BANK RECONCILIATION PROCESS

Hints when doing the Bank reconciliation:

M.2.1-

Check that you have all the pages and that they run sequentially.

Use the last day of the month and amount as per the bank

statement - this will be your closing date (include items until) and bank balance.
Start at the beginning of the bank statement and not in the middle.

Use a ruler to make it easier to do the reconciliation line by line and "tick" every
reconciled item on your statement.

If you find an error, go back to your Cashbook and try to correct it immediately. Do not
simply carry on doing the reconciliation.

Reconciling your cash-book with bank statements

9

If you have entered any repeating transactions for your payments and receipts batches, copy them to a
normal batch to a normal batch, as they will not be reflected in the above list of Cashbook transactions if
they are not at this stage updated or posted to the ledger.

To do a bank reconciliation:

1.
2.
3.

On the Action ribbon, select Reconciliation (Alt + F2).
Select the Cashbook you wish to reconcile, i.e. "ABC - Bank".

Press the Enter key. The "Bank account recon options” screen is displayed:

E} Bank account recon options >
Bank account | ABC - Bank \/
Include iterns untl | 2018/03/31 -
Laszt tatal g 426,00
Bank balance
+" Recaoncile E3d Close

Select and / or enter the following:

Bank account:
\% Select "ABC — Bank".

Include items until: s@ Select “2018/03/31"

Bank balance:
ank patance Enter "8 951,00" (closing balance of your bank statement).

Click on the OK button and the "Reconcile bank account” screen displaying the name of
your current account will be displayed listing all your transactions in this Cashbook for
the selected period, i.e. “07 to 31 March 20718". These entries represent your unreconciled
items.

304 - TurboCASH5.1 - 2018 — Accounting Made Easy



Reconciling your cash-book with bank statements

m Reconcile bank account Current bank account: B810-000 ABC -... O X
= c Q 11 [l - =l
5 g i 53 = E
LConsolidate | Show statement Search Beconcile Unreconcile Process Report
‘Batch type |Referenoe |Date |Amm|nt |D§cr‘|pt'|nn Amount |Reonnciled |
Payment 106 2018/03/01  |6O0-010 2w Chairs 242,00 v
Payment 105 2018/03/01 | 6OC-0N0 1x Desk 570,00
Feceipt D&000 201840301 505000 Cazh received from awner 5000001 w
Receipt D&001 TMA-CDS Papment received - Thank pou
2018 Payment received - Thank you
Payment m 2018403/30 820-000 Petty cash - Increase float
Payrent 110 2018/03/30 230000 ‘waltons - Paper and pens 285,00 v
Payment 109 2018403730 210010 Petral - Mercedez Benz 150,00 v
Payment 108 2018/03/30 248-CO5 Payment on account 7h0.00 "]
Payment 107 2018/03/30 | 220:000 Fent - April SF0.00 v
10 TotalPosted Receipt item 5233,00
Bank balance 8951.00
Receipts 0.00
Paymerts -570.00
I D e e Recanciled 1422300
Transactions 8996,00
Difference 45.00

g Before beginning your bank reconciliation you may set up the following functions:
o Show Statement — The BankOnline Plugin - Not implemented at this stage for

TurboCASH5. You may use the Bankimport plugin - Import Bank statement option
(if the "Default bank reconciliation method” field is not selected on Setup —
System parameters. (Setup ribbon).

e Search - Click on the Search icon and a window will appear at the bottom of the
“Reconcile bank account” screen. This allows you to locate an item by Date,
Reference or Amount.

. Reconcile — Click on the Reconcile icon to reconcile all items, or specific items by
reference or date.

O Unreconcile — Click on the Unreconcile icon to unreconcile all items, or specific
items by reference or date.

© Process — Click on the arrow of the Process icon to select one of the following:

*  Apply reconciled process all items selected (ticked) in the Reconciled column.

o Transfer unreconciled to batches - This will transfer all items not selected (not
ticked) in the Reconciled column) to the Payments and / or Receipt batches.

© Report — Print the Bank reconciliation report.

To reconcile items:

1. Type in the reference: D5000 (as per your reference in the Cashbook) and press the Enter
key - The amount (5 000,00) and entry will be highlighted in a different colour. If your
TurboCASH corresponds with your bank statement, press the Enter key.

2. You will notice that a tick appears next to the entry. If you can't remember the reference
number, you can reconcile by amount. Just click to the amount field and enter the
amount. Ensure that you mark your bank statement accordingly.
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3. You are now ready for the next line on your bank statement.
Reference: 106
Amount: 342,00

4. Press the Enter key to tick. Continue until you get to the bank charges.

Once you have "ticked” all possible entries - click on the arrow on the Process button
and select the "Apply reconciled” option. All reconciled items will disappear from the list
and you will be left with a list of unreconciled items.

M.2.2- Processing bank charges

You would only know what your bank charges are when you actually receive your bank statement
from the bank. Any bank charges that have to be paid must be entered into your "Payments
journal”, and only interest received must be entered into your "Receipts journal".

It is always a good idea to use a reference number; such as your Bank statement number; so as
have a reference to the specific bank statement.

You now need to go back to your Payments journal and enter your bank charges. Press the Esc
key to exit the reconciliation.

g Before exiting the batch, make sure that you have clicked on the "Apply reconciled” option on the Process
button to save the "ticks” and reconcile the ticked items.)

To enter the bank charges and finalise the bank reconciliation:

1. On the Action ribbon, select Batch entry (F2).

2. Select the ABC-Payments journal and click on the Open button.
3. Enter the Alias (batch name) as “ABC-PaymentsBS5".
4

Enter the following transaction:

Reference: BS5

Date: 2018/03/31

Description: Bank charges - Bank statement no.5

Account: G200-000 - Bank charges

Tax: Select "No tax" for the purpose of this tutorial.

I"T'I VAT/GST/Sales tax may be applicable to some charges on your bank statement, if you
“" are registered as a VAT/GST/Sales tax vendor.

Amount: 45,00 DR

In practice, it is easier to enter any bank charges, debit orders, interest, etc. into your
Payments or Receipts journals before starting the reconciliation.

5. Balance the batch. After entering the transactions and balancing the batch, the Payments
batch, is as follows:
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Processing bank charges

L ABC-Payments - [ABC-PaymentsBS5] O X
Batch enty  Posted batches
Changs aliss — F+ - L - O =i
(] [ ] = i J d [ ]
i | @ e ) EE 460 | SO |2 -
“D:Delete “M:Insst F5: Balamce  FB:Post  F7: Exclusive | F7: Inclusive | FB: List  F3: Process F10: Setup
Account Contra account: Inclusive amourt: Exclusive amount: Fieference total
5200000 Bank charges B810-000 ABC - Bank R45.0 R45,00 R45.00
No Reference  |Date [Description Account Tax Debit Credit (Open item
» 1|B55 2018/03/31 Bark charges - Bank statement no.5 | G200000 Bank charges | T Emply 45,00
L 2 2018/03/31 Bark charges - Bank statement o5 BE10000 ABC - Bank Bal 45,00
2 45,00 45,00
o

6. Post the batch.
7.  Exit the "Batch entry” screens.

M.2.3- Printing the bank reconciliation report

Go back to your bank reconciliation and reconcile your bank charges. (To do this, tick the
Unreconciled item and click the Process icon and select the “Apply reconciled” option) on the The
Difference in the bottom right-hand corner of the “"Reconcile bank account” screen should now

reflect a nil balance.

Once you have completed your bank reconciliation, you must check that your Cashbook is, in fact,

in balance.

1. Click on the Report icon. The "Bank account recon options” screen is displayed.

G Bank account recon options
Send report to

Screen v 1 : Igl Printer zetup

Bank account | ABC - Bank

Include items until |2078/03/31 -
8381.00

Last total

Bark balance |

L

+" Reconcile

pet

9

your previous selection criteria.

All the data of the Bank account, Date, Bank balance, etc. should still be the same as per your

2. Click on the Open or Reconcile button. The “Bank reconciliation report as at 2018/03/31"

is displayed:
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recon - O X
g

M «ff P |lc=ac|ROIFREEQX L

Bank reconciliation reportasat ~
2018/03/:

B810000 [ABC - Bank)
Batch type: ABC-Payments
Batch type: ABCReceipts

Bank balance as per bank statement 8951,00

Outstanding: ABC-Payments
Date

Reference  Description Account De bit Credit
20180301 105 “1x Desk G00-010 0.00 570,00 -570,00
Total: 0.00 570,00
Unposied payments
Date Reference  Description Account Debit Credit
Unposied receipts
Date Reference  Description Account Debit Credit
Reconciled bank balance 8 381,00
Bank balance according to TurboCASH at
2018103131 8 381,00

Difference: 0,00

TurboCASH will subtract any unreconciled payments and add any unreconciled receipts from the
bank balance according to the bank statement, thus giving a reconciled balance.

3. After studying and printing the report, you may close the report.

4. Click on the Close button of the “Bank account recon options” screen to exit (close) these
screens).
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M.3- TROUBLESHOOTING DIFFERENCES

0 If there is a difference between the reconciled balance and the balance according to TurboCASH, there is an
error, in the "Payments" or the "Receipts” journals. Search for the error and correct it.
A few examples that can possibly cause a difference:
*  Your closing bank balance is incorrectly entered on the “Reconcile bank account” screen
(Reconciliation option (Action ribbon)); or on the “Bank account recon options” screen.
* Incorrect date entered ("Include items until" field) on "Bank account recon options” screen.
*  Errors in posting — these errors should have been detected when your bank reconciliation
was done.

If everything else fails you may sometimes have to look at your Cash-book and link up the source
documents to check if you have entered all your transactions correctly. You could also have
posted an amount incorrectly e.g. as 64,00 and entered it as 46,00.

You may need to print the posted batch transactions for the period on the following options to
trace the errors:
»  Print a "Batch transactions per period” report for the Payments and Receipt batch and the
(Reports — Batch entry (Reports ribbon)) (select the period of your Bank reconciliation).

*  Print a "Batch transactions type report — Posted batches" report for the Payments batch
and / or Receipts batch (Batch entry - Posted batches tab (Action ribbon)). Select the
correct batch and double-click on it. Click on the Print button.

*  Print transaction reports for the Bank account. (Reports — Ledger — Transactions /
Transactions - Standard / Transactions — Extra details (Reports ribbon).
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MODULE N - BUDGETING

N.1- BUDGETING

The budget feature is used to enter and edit budget figures in TurboCASH, which can be
compared with actual income and expenses. Budgets are a guide as to what you want to achieve;
for instance what income you expect to generate (sales forecasts and income from other sources)
and a plan for your expenses you need to incur to achieve that income. Budget figures can be
flexible so as to take into account seasonal trends in business.

Budget figures can be added for all accounts, except the following accounts:
1. Main accounts — Budget figures need to be entered for each sub-account.

2. Debtor's control account — Need to enter Credit Limits for each debtor (customer /
client) account on the Accounting information tab (Debtors (Action ribbon)).

3. Creditor's control account — Need to enter Credit Limits for each creditor (supplier)
account on the Accounting information tab (Creditors (Action ribbon)).

Budget figures can be added for the following features (extra columns will be added in the
Budget tab of the Accounts (Action ribbon):

*  Cost centres — Cost centre 1 and 2 added in Groups - Cost centre 1/ 2 (Setup ribbon).
*  Projects - Projects added in the Groups — Projects (Setup ribbon), and if activated.
Budget figures are displayed on the following options and / or reports:
* T-Ledger analyser (Reports ribbon).
*  User reports — If User reports were designed to print budget figures.

For the purpose of this tutorial, we need to enter the following budget:

ACCOUNT ALLOCATION | DESCRIPTION | ANNUAL | MONTHLY
070-000 Sales -120 000 -10 000
7100-000 Cost of sales 48 000 4 000
GROSS PROFIT 72 000 6 000
200-000 Bank charges 480 40
205-000 Depreciation 600 50
210-010 Fuel & oil 1200 100
210-020 Maintenance 1800 150
210-030 Repairs 2400 200
220-000 Rent 6 600 550
225-000 Salaries 6 000 500
230-000 Stationery 120 10
TOTAL EXPENSES 19 200 1600
NET PROFIT -52 800 -4 400
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0 Cost of sales and Gross Profit are only applicable to Trading stock in MODULE K.

If you do not deal with Trading stock and do not wish to complete MODULE K, enter the amounts (for the
purpose of this tutorial) as follows:

o Sales account figure as -72 000 instead of -120 000.

o Cost of sales account — Do not enter any figure
Net Profit should still be 52 800 for the year and 4 400 for March.

o The net profit need not be entered, as it will automatically be calculated.

N.2- ENTERING THE BUDGET FIGURES

To enter your budget figures:
1. On the Action ribbon, select Accounts.

L3 Accounts — ] x

Sart None 2

§ Y (Y

[}
~ -y, REPORTING GROUP ROOT Account wpe | Ledaer

G010000 sales Account o, 010 000 =
[@] 6100000 Cost of sales Desciiption [Sales
{@] 6200000 Bank charges Acsount gtoup 1 | Incame %
[@] 6205000 pepreciation Account group 2 | Income2 ~
[@7 6210000 Motor wvehicle expenses Hecount type [ — Subeaccounts
[@] 6215000 maintenance of tools Status | Enabled ~ Openitem account | Mo ~
[@] 6220000 Rent Link tax | Empty =7
[@] 6225000 salaries and wages Posted 12|
[ @] G230000 Stationery
~[@] 6235000 Sundry expenses Budget | Bank links
505000 capital Total amaunt Periods  ‘Vear
120000 | [12 | [2m8

2 6510000 retained income
m Set period budget
=L" 6520000 Installment agreements
=I* G600000 Furniture & fittings - Net value - — £'3 b 4 a

=g G610000 Motor vehicles - Net value

& o7

& 6700000 pebrors control

=Z" G735000 Pos - Transfer [ pate Amount | iptic Date last action

~z= 6740000 pos - Ti11 2015/02/01 10000.00-| Gen 2018/04/15 08:11.00
6745000 POS Payment . 2018/01/01 10000,00- Gen 2018/04/15 08:11:00

4 - ra [ |2marz/a 10 000,00 Gen 2018/04/15 08:11:00

“%" 6750000 stock control [ |2mas/o 10 000.00-| Gen 2018/04/15 08:11:00

[ |zmarioso 10000,00- | Gen 201804415 08:11:00
[ |zos/09/m 10 000,00 | Gen 2018/04/15 08:11:00
[ |2msro8/m 1000000 | Gen 2018/04/15 08:11:00
[ |2masorion 10000,00- | Gen 201804415 08:11:00

5810000 ABC - Bank
B820000 Petty cash

BB

b

B830000 XYZ-Bank

5

=7* GB50000 VAT - Comtrol - 14% [ |zmas06/01 10 000,00 Gen e 201870415 D8:11:00
/01 -

=" GB60000 VAT Control - 15%

& [ [2masoa/01 10 000.00-| Gen 2018/04/15 08:11:00

& 6900000 creditors control [ |zmeroz/m 10 000,00-| Gen 2018/04/15 08:11:00

=" 6999000 suspense

12 -120000,0C

E3 Close

N

Select the first account, i.e. “Sales” and enter the budget figure. Enter the annual amount
of =720 000 in the "Total period budget” field.

3. Click on the Set period budget button. A confirmation message "Delete old budget for
year 2018?" will be displayed.

4. Click on the Yes button to delete and replace the budget figures for the year.
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0 The — sign will display the amounts as credit figures on all reports, etc.

For a debit amount just insert the annual amount without the "=". The amount will automatically
be divided this amount into 12 months in the debit or credit fields, depending on whether a “~" or
Credit sign have been entered in the "Amount” field.

v Each month can be overwritten so that the budget can be flexed month by month to
accommodate seasonal trends and spending patterns of your business. The system will keep a
running total for you, so that as you are flexing the monthly budget, you can see the effect on the
annual amount.

Budget figures can also be entered for Balance sheet accounts (Capital, Liabilities and Assets),
which may be used as a guideline to control the balances on these accounts.

5. Click on the Save button (next to the “"Account no."” field).
@ If you do not click on the Save button, any budget figures entered, or changed, will not be saved.

Select the next account and enter the budget figure.

Continue on your own using the budget on the previous page until you have completed
entering your budget figures.

8.  When you are finished entering all your budget figures, click on the Close button (on the
titlebar).
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ENTERING A BUDGET FOR SPECIAL EVENTS

ENTERING A BUDGET FOR SPECIAL EVENTS

On 31 May 2018 we need to budget 5 000,00 extra sales for a special promotion sale. You may
enter budget figures for specific dates and / or periods.

To enter budget figures for special events:

1. On the Action ribbon, select Accounts.

L3 Accounts

G100000
6200000
G205000
G210000
6215000
6220000

505000
6510000
520000
6600000
G610000
700000
735000
6740000
745000
750000

pLDDLBoD N B E

B810000

5

d

B820000

5

b

B830000

5

6850000
GB60000
6900000

Eio o]

=" 6999000

Sart None. =2

Aozt sateuith ||
F % =
7 2. BNy
L L] REPORTING GROUP ROOT
[ &1 G010000 sales

cost of sales
sank charges

pepreciation

motor vehicle expenses
maintenance of tools

Rent

salaries and wages
stationery

Sundry expenses

capital

retained income
Installment agreements
Furniture & fittings - Net value
Motor vehicles - Net value
pebtors control

POS - Transfer

Pos - Till

POS - Payment

stock control

ABC - Bank

petty cash

xvz-sank

VAT - Control - 14%

VAT control - 15%
creditors control

Suspense

Account wps | Ledast

Desciiption [Sales

Aecount group 1| Insame

Aecount group 2 | Income2

Budget  Bark links
Tatal amount

Account ype | Income stalement

Link tax | Empty

Periods ‘ear

120000

| [12 | [2ms

Set period budget

Use your mouse to pull a column here to group on that column

— a =
[ Enpand sfter refresh
AR save
Accaunt na. 0101 0o
Sub-accounts
Status | Enabled ~ Openitem account | Mo ~
* b 4 4

Reference

Date last action

10000.00-| Gen
10000.00- Gen
10 000.00-| Gen
10000,00- Gen
10000.00-| Gen
10000.00- Gen
10000.00- Gen
10000,00- Gen
10000.00- Gen
o Snecial pomotor]
10000.00- Gen
10000.00- Gen
10000.00- Gen
“25000,00

2018/04/16 08:11:00
2018/04/15 08:11:00
2018/04/15 08:11:00
2018/04/15 02:11:00
201804415 08:11:00
2018/04/15 08:11:00
2018/04/15 08:171:00
2018/04/15 02:11:00
2018/04/15 08:11:00
2018/04 15:12
2018/04/15 08:171:00
2018/04/15 02:11:00
2018/04/15 08:11:00

E3 Clese

2. Select the “Sales” account. On the Budget tab, click on the |: button to create a new
record.

3. The system date will automatically be displayed. Enter or select the date (i.e.
"2018/05/31") for the special event.

4. Enter the amount for the budget (i.e. "-5 000" ) in die "Amount” column.

Enter the reference (i.e. “Sale") in the “Reference” column.

6. Enter the description (i.e. “Special promotion” ) in die "Description” column.

Click on the |:| button to save the new budget for "2018/05/31".
Click on the Save button.

@ If you do not click on the Save button, these budget figures, or any changes will be lost.
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N.4- PRINTING BUDGET REPORTS

Once any budget figures are entered or edited (and saved) (Accounts (Action ribbon)), these
figures will automatically be updated to the applicable accounts and will be available in the T-
Ledger analyser and any reports which supports budget figures.

Budgets may be viewed, printed and / or exported from the following options:
*  T-Account analyser 1/ 2.

. Budget option for the Trial balance, Income statement, Balance sheet and Standard
column balances.

*  Budget vs actual.
+  T-account viewer (Budget listing).

*  Budget vs actual (3 periods) (Reports ribbon - Reports — Ledger — Budget).

N.4.1- Printing budget listing reports

This option, if selected, will list only the budget figures (Budget listing) in the Trial balance, Income
statement, Balance sheet and Standard column balances report types.

To view and analyse budget listing:

1. On the Reports ribbon, select T-Ledger analyser 1.

Perperiod | Free selection

Groups Repart type
Bepert Display Mene | Trial balance ~
201 g/nafm /£ 2018/08/31 ~ |grore =er0 halances Budget
Expart F;\”;i:iylh ) 4 Morths “iewer Debtors / Creditors  []  Cost centre 1
Print () 2 Months () B Months Include opening balances O ~
= O 3 Months Ovear Cost centre 2
~ “ REPORTING GROUP ROOT 1 4 400,00
. *G010000 sales | 10 000,00
*G100000 cost of sales 4 000,00 | Show details
*G200000 Bank charges 40,00 |
*G205000 Depreciation 50,00 |
~ *G210000 Motor vehicle expenses 450,00 |
#G210010 Fuel and oil 100,00 |
*G210020 Maintenance 150,00 |
#G210030 Repairs 200,00 |
*G220000 Rent 550,00 |
*G225000 salaries and wages 500,00 |
*G230000 Stationery 10,00 |
& G700000 Debtors control 0,00 |
& G900000 creditors control 0,00 |
4] |
2 1 Met Profit/Loss  C -4 400,00

Balance D 0,00

2. Select the "Budget” option (tick). This option is available for the Income statement, Trial
balance and Balance sheet report type.
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Printing budget listing reports

Select the period from 2018/03/01 to 2018/03/31 to view the budget figures for a
specific period, e.g. "March 2018".

g To view the annual budget figures, select the period from 2018/03/01 to 2019/02/28.

Click on the Report button to refresh and generate the budget figures.

To view the budget figures for sub-accounts, e.g. click on the + icon next to G210-000 Motor
vehicle expenses. This will display the figures for each sub-account.

If any of these budget figures need some adjustment, click on the Accounts (Action
ribbon); select the applicable accounts and edit or enter the necessary figures.

Click on the Print button.

The example of the Tail balance, listing the budget for March 2018, is as follows:

N.4.2-

L] detail — O X
M < ipM|lEacBo(FRERIAR] K
Budget Trial balance Period 2018/03/01 /2018/03/31 2
Totals
Debit Credit Debit Credit
REPORTING GROUP ROOT 440000
010000 Sales 1000000
100000 Costofsales 400000
200000 Bark charges 4000
205000 Deprecistion 50,00
210000 Nbtor vehicle expenses 450,00
210010 Fuel and oil 10000
210020 Meintenance 150,00
210020 Repairs 20000
220000 Rent 550,00
228000 Ssleries and wages 500,00
220000 Stetionery 10,00
Totals 5600,00 10 000,00
Net profit 5 600,00 10 000,00
4 400,00 v

Printing budget listing report from the T-Ledger viewer

To print a list of budgets in the T-Account viewer:

1.

If the Budget option is selected on the Trial balance, Income statement, Balance sheet
and Standard column balances report types in the T-Ledger analyser 1 or 2, you may
right-click and click on the Show details option. This will display the budget figures in
the T-Account viewer.

Select the dates (e.g. from “20718/03/01 to 2019/02/28" from and to to include in the
budget figures, if necessary.
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Balance -125 000.00

3 T-Account viewer GO10-000 Sales - [m]
Fiom date Tadate [8how contia
2018/03/01 2015/02/28 - Enport Print < Debit Credit
Operning balanees 0.00
0 Unallocated Unallocated GO100007° Sales Gen 2018403701 10 000,00
0 Unallocated Unallocated GO100007° Sales Gen 2018/04/00 10 000,00
0 Unallocated Unallocated GO100007° Sales Gen 2018405701 10 000,00
0 Unallocated Unallocated GO700007 Sales Special promation Gale 2018/05/0 5 000,00
0 Unallocated Unallocated GO10000- Sales Gen 201 8/06/01 10 000,00
0 Unallocated Unallocated GO10000- Sales Gen 2018407 /01 10 000,00
0 Unallocated Unallocated GO10000- Sales Gen 20r18/08/01 10 000,00
0 Unallocated Unallocated GO10000¢ Sales Gen 2018409/ 10 000,00
0 Unallocated Unallocated GO10000¢ Sales Gen 2018410/mM 10 000,00
0 Unallocated Unallocated GO10000¢ Sales Gen 2018411/m 10 000,00
0 Unallocated Unallocated GO10000 Sales Gen 208A2/m 10 000,00
0 Unallocated Unallocated GO10000 Sales Gen 2019401/ 10 000,00
0 Unallocated Unallocated GO10000 Sales Gen 2019/02/0 10 000,00
<
0.00 125 000.00

3. Click on the Print button. You may also click on the Export button to export the budget

figures to a spreadsheet.

E} ledgerdetail - O

M < i M|sAag RO IFEFAR] Lo

Pt

T-Account viewer

G010000* Sales De bit Credit Cum
[] 20180201  Gen 10000,00  -10000.00
] 20180401  Gen ' 10000,00  -20000.00
] 20180501  Gen ' 10000,00  -30000.00
] 20180501 Sake ISpacsaI promaton 5000,00  -35000,00
] 20180601 Gen ' 10000,00  -45000,00
] 20180701  Gen ' 10000,00  -55000.00
] 20180801 Gen ' 10000,00  -65000.00
] 20180801  Gen ' 10000,00  -7T5000.00
] 20181001  Gen ) 10000,00  -85000.00
] 20181101 Gen ) 10000,00  -85000,00
] 20181201 Gen ' 10000,00  -105000.00
] 20120101 Gen ' 1000000 -115000,00
] 20120201 Gen ' 10000,00 -125000.00

Totals 125 000,00
125 000,00

N.5- PRINTING BUDGET PERFORMANCE REPORTS

The following two (2) reports are available to print budget vs actual figures:
1. Budget vs actual report (T-ledger analyser 1/ 2).
2. Budget vs actual (3 periods) report (Reports — Ledger — Budget (Reports ribbon).
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Printing the Budget vs actual report

N.5.1- Printing the Budget vs actual report

This report will display the following:

1. Trial balance — The actual figures on the Trial balance - totals of transactions as posted
(updated to the ledger) in batches (journals), sales documents (i.e. Invoices, Point-of-Sale
Invoices and Credit notes) and purchase documents (i.e. Purchases and Supplier returns).

2. Budget — Once any budget figures are entered or edited (and saved), these figures will
automatically be updated to the applicable accounts and will be available in the T-Ledger
analyser and any reports which supports budget figures.

3. Difference - The difference amount actual trial Trial balance vs the Budget figures.
4. Percentage — The difference expressed as a percentage.

To print a budget vs actual report:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select the "Budget vs actual” report type. This option is available for the Income /
Expenses, Trial balance and Balance sheet report type.

Per period  Free selection

: Report type
BReport Display Budget vs actual w
2S00 J 202 e _—
i Periods ~, Cost centre 1
() Month ) 4 Months
Bint 2 Months E Manths Include opening balances [ ~
) 3Months ®) Vear Cost cantre 2

~
Code Mame Trial balance Budget Difference %
GO10000  Sales 000 1750000 0,00 125000,00 -107 500,00
G100000  Cost of sales 4500,00 000 48 000.00 000 4350000 938
G200000  Bark charges 45,00 oon 480,00 0,00 435,00 938
G205000  Depreciation 150,00 0o 600,00 oo 450,00 25,00
G2100M10  Fuel and oil 150,00 000 7120000 oo 106000 1250
G210020  Maintenance 10,00 000 180000 0,00 980,00 45,00
G210030  Repairs 1200,00 000 240000 0,00 120000 50,00
G220000  Rent 500,00 000 B600.00 0,00 610000 758
G225000  Salaries and wages 000 000 600000 oo 600000 100,00
G220000  Stationeny 300,00 0o 120,00 oo 180,00 260,00
GEOS000  Capital 0,00 5000,00 0,00 000 500000 100,00
GEOOOMO  Furiture fittings & cost 3 800,00 0,00 0.00 000 -3800.00 100,00
GEOO020  Furriture fittings -Ace. deprec. 0,00 50,00 0.00 0,00 50,00 100,00
GB10020  Maotor wehicles -Accum. depreciation 0,00 100,00 0.00 0,00 100,00 100,00
G700000  Debtors contral 17 025,00 0o 0,00 Qoo 1702500 100,00
G750000  Stock control 000 100000 0,00 oo 100000 100,00
BE10000  ABC-Bank 518800 000 0,00 ooy 518300 100,00
BE20000  Petty cash 33.00 0,00 0.00 0,00 -33.00 100,00
TES0010  Output AT - 142 0,00 140000 0.00 0,00 140000 100,00
Ta50020 Input WAT - Standard rate - 14% 812,00 oon 0.00 0,00 81200 100,00
TEE0020  Input VAT - Capital goods - 14% 112,00 0o 0,00 oo 11200 100,00
TEEOD10  Output VAT - 15% 0,00 112500 0,00 000 112600 100,00
TEEO020  Input VAT - Standard rate - 15% 525,00 000 0.00 0,00 525,00 100,00
GS00000  Creditors contral 0,00 897500 0,00 0,00 857500 100,00

Met Profit/Loss 0 984500 5780000 47 955,00
Tatals 0,00 57 800,00 57 800,00

3. Toview the annual budget figures; select “Year” and the period from 2018/03/01 to
2019/02/28.
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Select the period from 2018/03/01 to 2018/03/31 to view the budget figures for a specific period,
e.g. "March 2018".

4. Click on the Report button to refresh and generate the budget figures.

To view the budget figures for sub-accounts, e.g. click on the + icon next to G210-000 Motor
vehicle expenses. This will display the figures for each sub-account.

5. If any of these budget figures need some adjustment, click on the Accounts (Action
ribbon); select the applicable accounts and edit or enter the necessary figures.

6. Click on the Export button.
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Exporting the Budget vs actual report

Exporting the Budget vs actual report

9

(updated) to the ledger, e.g. HANDYMAN-B.

If you click on the Print button, an error "Type conversion error 'Val'Expression TrpExpression46” will be
produced when printing the "Budget vs Actual” and "This year vs Last year” report if transactions are posted

These two reports can print on all Sets of Books which does not have any posted transactions, e.g.

HANDYMAN, HANDYMAN-A.

This will create an “Export.txt” file which you may save with any name, to any location (file or

folder) on your system.

If your system's default App for Spreadsheets, is configured correctly, it will open the file automatically in the
default Spreadsheet App, e.g. Excel, OpenOfficeCalc, etc.

In this example, Notepad, is the Default app for Comma Separated Value (*.csv) files.

| Export - Motepad
File Edit Format View Help

Created on 2018/05/17 23:56:14
Per period 2018/03/01 / 2019/02/28 Groups None
Per period Year Budget False

Ignore zero balances True Include opening balances
Viewer Debtor / Creditor False Opening balances
Code HName Trial balance Budget

6010000 Sales 9,00 17 508,00 8,08 125 600
6100000 Cost of sales 4 500,00 2,08 48 ooe,o
6200000 Bank charges 45,00 9,00 480,00 0,00
6205000 Depreciation 150,08 ©,00 600,00 0,00
6210018 Fuel and oil 150,60 0,00 1 200,00

6210020 Maintenance 810,00 0,00 1 8oe,ae

6210030 Repairs 1 200,00 2,00 2 400,00
(220000 Rent 500,80 0,80 6 600,00 8,00
6225000 Salaries and wages 8,00 6,08 6 00a,00
6230000 Stationery 300,00 0,00 120,00 0,00
6505000 Capital @,00 5 000,00 8,008 0,00
(600010 Furniture fittings @ cost 3 800,00

(600020 Furniture fittings -Acc. deprec. 8,00
610820 Motor vehicles -Accum. depreciation 8,08
6700008 Debtors control 17 025,00 8,008 0,00
6750000 Stock control 8,00 1 @0@,00 0,00
6810088 ABC - Bank 5 188,00 a,08 9,00
B820000 Petty cash 33,00 9,00 2,008 9,00
7850018 Output VAT - 14% 8,00 1 400,00

T850020 Input VAT - Standard rate - 14% 812,00 0,00
7850030 Input VAT - Capital goods - 14% 112,00 ©,00
T860018 Output VAT - 15% 8,00 1 125,00

T860020 Input VAT - Standard rate - 15% 525,00 0,00

(900080 Creditors control 8,00 8§ 975,00
a 0 a 2 a 2
Net Profit/Loss @ 9 845,00 8
Totals @ @08 @ 57 300,00

Report t

only

Differen
00

0

435,00
450,00
0,00
0,00
2,00

6 100,00

-180,00
5 000,00
0,00
50,80
100,00
0,00
8,00
8,00
-33,00
0,00
8,00
8,00
0,00
0,00
8,00

8

57 808,0
-57 800,

ype

False
False

ce

-107 500
9,00
9,38
25,60

1 950,00
999,00

1 260,80

0,00
250,00

0,00
0,00
9,00

-17 @25,
1 060,00
-5 188,
100,00
0,00
0,00
9,00
0,00
8,00
0,00

]
-]

O X

Budget vs actual

%
00 14,00

13 500,60 9,38

12,50
15,00

50,00
7,58
6 080,00 100,00
100,00
0,00
8,00
8,00
00

-3 gee, 00
50,00 100,00
100,60 100,00
100,00
100,00
160,00

100,00

0

1 400,00
-812,00 100,00
-112,00 108,00
1 125,00
-525,00 108,00
3 975,00

100,00

100,00
100,00

-47 855,00
0

]
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N.5.1.2-  Printing the Exported Budget vs actual report

Opening and printing the “Budget vs Actual” report in a Spreadsheet.
1. Locate the saved file, e.g. "Export.txt" file on your system and right-click.

2. Select "Open with..." and the Spreadsheet App.

Name Date modified Type Size

5] Expo+ 20120519 0D: 18 Text Document 2KE
=] Expe Cr= Text Document 2ke
) expe Print CSV File 2KB
) expe Edit CSV File 2KB
Tl expq [[1] Open with Brackets CSV File 2KB
[£] Reaq [of Edit with Notepad++ Text Document 1KB

EB Scan with Windows Defender...

1 Share
Open with > | ¥ Dots and Boxes
25| WinMerge 7 Notepad
Restore previous versions [&] MotePad++
. > | % OpenDffice4.1.5
| OpenOffice Calc
Cut =
E| wordPad
Copy
[E] Search the Store

Create shortcut
Delete

Rename

Choose another app

Properties

OpenOfficeCalc.

4. On the "Text Import" screen, the “Tab" option in the “Separated by" section should be

selected.
Text Import - [Bxportd] %
e
Character set Westem Europe (Windows- 1252/ WinLatin 1) 1
Cancel
Language [Defaut - English (South Afica) -]
From row 1 : Help

Separator options

Other options
[] Quoted field as text

[ Detect special numbers

() Fived width
(® Separated by
[ Tab [ Comma [ Other
[ semicelon [ Space
[ Merge delimiters Text delimiter v

Fields

cowmntpe [ H
|Standard [standard Stan ~

1 [reated on 2018/05/17 23:56:14
2 Per period 2018/03/01 / 2018/02/28 Grov
3 per period fear Budc
4 [gnore zero balances True Incl
5 Viewer Debtor / Creditor False Oper
3
7 [ode Name Tric,,
Ha i B

The selected exported report file will be opened in the selected Spreadsheet, e.g.
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6.

The report file should display as follows:

@ Export.txt - OpenOffice Calc

File Edit View Insert Format Tools Data Window Help

E-E-H= M EARYVE KR B0 @RS by HEEBE Q0
D adal |B7 U|ls===E L% ¥ s 0-2-4-
AE=T
r— :
Created on 2018/05M17 235614
Per period 2018/03/01/ 2019/02i28 Groups MNone Reporttype Budgetys actual
Per period Year Budget False
Ignore zero balances  True Include opening balancerFalse
‘Viewer Debtor/ Creditor False Opening balances only False
Code Name Trial balance Budget Difference %
G010000 Sales 0,00/ 17 500,00 0,00 125 000,00 -107 500,00 14,00]
100000 Costofsales 4 500,00 0,00 48 000,00 0,000 43500000 9,38
200000 Bank charges 45,00 0,00 480,00 0,00 435,00 9,38
G205000 Depreciation 150,00 0,00 600,00 0,00 450,00 25,00
6210010 Fuel and oil 150,00/ 0,000 1200,00 0,00 1050,00 1250
210020 Maintenance 810,00 0,000 180000 0,00 990,00 45,00
G210030 Repairs 1200,00| 0,000 240000 0,00 1200,00 50,00
220000 Rent 500,00 0,000 &600,00 0,00 6100,00 758
G225000 Salaries and wages 0,00 0,00 6 000,00 0,00 6 000,00 100,00
6230000 Stationery 300,00 0,00 120,00 0,00  -180,00 250,00
505000 Capital 0,000 5000,00 0,00 0,00 5000,00 100,00
GE00010 Furniture fittings @ cost 3 800,00 0,00 0,00 0,00 -3800,00 100,00
G600020 Furniture fitings -Acc. deprec, 0,00 50,00 0,00 0,00 50,00 100,00
610020 Motor vehicles -Accum, depreciation 0,00 100,00 0,00 0,00 100,00 100,00}
G700000 Debtors control 17 025,00 0,00 0,00 0,00 -17 025,00 100,00
G750000 Stock control 0,000 1000,00 0,00 0,00 1000,00 100,00
B810000 ABC - Bank 5 188,00 0,00 0,00 0,00 -5188,00 100,00
B820000 Petty cash 33,00 0,00 0,00 0,00 -33,00 100,00|
T850010 Qutput VAT - 14% 0,000 1400,00 0,00 0,00 1400,00 100,00
T850020 Input VAT - Standard rate - 14% 812,00 0,00 0,00 0,00 -812,00 100,00}
T850030 Input VAT - Capital goods - 14% 112,00 0,00 0,00 0,00 -112,00 100,00
T860010 Output VAT - 15% 0,000 1125,00 0,00 0,00 1125,00 100,00]
T860020 Input VAT - Standard rate - 15% 525,00 0,00 0,00 0,00  -52500 100,00
200000 Creditors control 0,000 8975,00 0,00 0,000 8975,00 100,00
0 0 0 o o [ 0|
Net ProfitLoss 0 9 845,00 0 57 800,00 -47 955,00 0]
Totals 0 0,00 0 57 800,00 -57 800,

9 You may wish to edit some formatting. In this case, the amount columns are aligned to the right.

Set the print range and print the report.
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An example of the printed exported "Budget vs actual" report, is as follows:

Created on

Per period

Per period

Ignore zero balances
Viewer Debtor / Creditor

Code

G010000
G100000
G200000
G205000
G210010
G210020
G210020
G220000
G225000
G230000
GE05000
GEOD01D
GE00020
GE10020
GTO0000
GTS0000
BE10000
B220000
Ta50010
TB50020
TB50030
Tae0010
TBE0020
GE00000

2018/0817 23:.56:14
2018/03/01 F 2012/02/28
Year

True

False

Mame

Sales

Cost of sales

Bank charges
Deprecistion

Fuel and oil
Maintenance

Repairs

Rent

Salaries and wages
Stationery

Capital

Furniture fittings (@ cost
Furniture fittings -4cc. deprec.

Muotor vehicles -Accum. depreciation

Debtors confrol

Stock control

ABC - Bank

Petty cash

Cutput VAT - 14%

Input WAT - Standard rate - 14%
Input VAT - Capital goods - 14%
Cutput VAT - 15%

Input VAT - Standard rate - 15%
Creditors control

Net ProfitLoss
Totals

Sheeat1

Groups

Budget

Include opening balances
Opening balances only

Trial balance
0,00
4 500.00
45.00
150.00
150,00
810.00
1 200.00
500.00
0,00
300.00
0.00
3 200,00
0.00
0,00
17 025.00
0.00
5 188.00
33,00
0,00
812.00
112.00
0,00
525.00
0.00
i} 1]
o
1]

MNone
False
False
False

17 500,00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

5 000.00

0,00

50,00

100,00

0.00

1000.00

0.00
0,00

1400.00

0.00
0.00

112500

0.00

B 975,00

B 845.00

0.00

Report type  Budget vs actual

Budget
0,00 125 000,00
48 00D0.00 0.00
480.00 0.00
600.00 0.00
120000 0.00
1&00.00 0.o0
2.400.00 0.00
6 600,00 0.00
6 000,00 0.00
120.00 0.00
0.00 0.00
0,00 0,00
0.00 0.00
0,00 0,00
0.00 0.00
0.00 0.00
0.00 0.00
0,00 0,00
0,00 0.00
0.00 0.00
0.00 0.00
0,00 0.00
0.00 0.o0
0.00 0.00
o o
1] 57 BOO.0D
o 57 B00.00

-107 500,00
43 500.00
435.00
450.00

1 050,00
680,00
1200.00

6 100,00

G 000.00
-180.00

5 000.00
-3 800,00
50.00
100,00

-17 025,00
1000.00
-5 188.00
-33,00
1400.00
-812.00
-112.00
112500
-5625.00
8975.00

o

-47 955,00
-57 &00.00

Difference %

14,00
9,38
0,38

25,00

12,50

45,00

50.00
7.58

100,00
250,00
100.00
100,00
100,00
100,00
100,00
100,00
100,00
100,00
100,00
100,00
100.00
100,00
100,00
100,00
o

[+]

o
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N.5.2- Printing the Budget vs actual (3 Periods) report

The Budget vs Actual (realisation - 3 periods) report lists the Income and Expense account
balances and budget figures for three (3) periods as comparative figures.

Only the transactions in documents and batches which are posted (updated) to the ledger will be
included in this report.

Budget figures are entered and edited in the Accounts (Action ribbon).

If you have activated Cost centres and have entered the budget figures for Cost centres, you may
select (tick) the Cost centres to print this report for your Cost centres.

To print a Budget vs actual (3 periods) report:
1. On the Reports ribbon, select Reports — Ledger — Budget.

L Budget vs actual - O x
Budget vs actual ~ ["]Openin POF é
Date Date
Perperiod  Free selection Perperiod  Free selection Include zero balances
Display Display
2018/03/01 / 2018/03/31 ~ 2018/04/01 / 20118/04/30 ~
Periods Peirinds Balances
tonth 4 Months tonth 4 Months
2 Months B tonths 2 Months E Months
3 Months ear 3 tonths Year
Date Cost centre 1 Cost centre 2

Ferperiod  Free selection

Display

2018/05/01 / 2018/05/31 ~
Periods

Honth 4 Months
2 Months E Months
3 Months ‘ear

o OK © Cancel

2. Select the following options:

a) Period - Select up to three (3) periods on the Per period tabs. You may click on the
Free selection tab to select a specific date or a range of dates to include balances

and budget figures in the report.

b) Include zero balances - If this option is not selected (not ticked), it will list only the
expense and income accounts which has balances and / or budget figures. Tick this
option to include all accounts including those with no actual transactions and / or
budget figures).

¢) Balances - If this option is not selected (not ticked), it will list the expense and
income accounts which has balances and / or budget figures. Tick this option to
show only the actual transactions totals and / or budget totals of expense and
income accounts for the selected period or dates.
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d) Cost centre 1 - Will be listed if you have activated Cost centres and created Cost
centre 1 (Groups (Setup ribbon)). You may select any of these Cost centres, to
include in the report.

e) Cost centre 2 - Will be listed if you have activated Cost centres and created Cost
centre 2 (Groups (Setup ribbon)). You may select any of these Cost centres, to
include in the report.

3. Click on the OK button.

The Budget vs actual (realisation - 3 periods) report, should be displayed as follows:

E} Budget vs actual - O X
= [E= [E= .
M PHzagReIFERQAKXL IS o
Budget vis realisation 3 periods Include zero balancez No Y
Balances No
Periods 01032018 01042018 01-05-2018
3103-2018 30-04-2018 31-05-2018
*Expenses
Account no. / Description Actual Budget Actual Budget Actual Budget
200000 Bank charges 45,00 40,00 0.00 4000 00 4000
205000 Deprecizton 150.00 50,00 0.00 5000 000 50,00
210010 Fueland oil 150.00 100,00 0.00 100,00 000 100,00
210020 Mantnance 810,00 150,00 0,00 150,00 000 150,00
210020 Repairs 1200.00 200,00 0,00 200,00 000 200,00
220000 Rent 500,00 550,00 0,00 550,00 000 550,00
225000 Salanizs and wages 0,00 500,00 0,00 500,00 000 500,00
220000 Sttionery 300,00 10,00 0,00 1000 000 1000
Total - *Expenses 3155.00 1600.00 0.00 1 600.00 0,00 1 600,00
Actual - Budget 1 555,00 -1 600,00 -1600,00
*Income
Account ne. / Description Actual Budget Actual Budget Actual Budget
010000 Sales -10 000,00 -10000.00 -T 500,00 -10 000,00 000 -15 000,00
100000 Costof sakes 0,00 4000,00 4 500,00 4 00000 000 4 000,00
Total - *Income -10 000,00 -6 000,00 -3 000,00 £ 000.00 000 -11000.00
Actual - Budget -4 000,00 3 000,00 11000,00
Net profit / Net loss: Actual -6 845,00 -3 000,00 0,00
Net profit / Net loss: Budget -4400,00 -4 400,00 -3 400,00
Net profit / Net loss: Actual - Budget -244500 1400,00 9400,00 ¥

The details, is as follows:

1. Header section - Report name and Periods as selected on the Periods in the "Report
options / parameters” screen.

2. Expenses - A list of the accounts (created as Income and Expense account type and
linked to the Expenses group / financial category). If the “Include zero balances” field is
selected (ticked), all expense accounts will be listed (including those accounts with no
actual transactions and or budget figures. If the “Balances” field is selected (ticked), only
the “Total - *Expenses” will be displayed.
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Income - A list of the accounts (created as Income and Expense account type and linked
to the Income group / financial category). If the “Include zero balances” field is selected
(ticked), all income accounts will be listed (including those accounts with no actual
transactions and or budget figures). If the "Balances” field is selected (ticked), only the
“Total - *Income” will be displayed.

Totals -

a)

b)

9

Net Profit / Net Loss: Actual - This is the total of the Expenses less the Income
totals for posted batches and documents. A negative figure indicates a Net Profit
and a positive figure displays a Net Loss for the selected periods (dates).

Net Profit / Net Loss: Budget - This is the total of the Expenses less the Income
totals for the budget figures as entered / edited (Accounts (Action ribbon)). A
negative figure indicates a Net Profit and a positive figure displays a Net Loss for the
selected periods (dates).

Net Profit / Net Loss: Actual - Budget - This is the total of the Net Profit / Net
Loss: Actual less the Net Profit / Net Loss: Budget totals. A negative figure
indicates that the posted batches and documents exceeds (overspend) the budget
figures for the selected periods (dates). A positive figure indicates that the posted
batches and documents is less than the budget figures (available) for the selected
periods (dates).
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0.7- INTRODUCTION TO REPORTS

I"T1 The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South Africa,
h 4 the South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April 2018.

This MODULE, the reports includes VAT based on 14% tax for taxable transactions up to 31 March 2018
and 15% for taxable transactions as from 1 April 2018.

TurboCASH allows you to generate a wide range of standard reports, each with various options to
select. These reports are an exceptionally powerful tool for use in managing and controlling all
aspects of your business. Reports are grouped into the various types. All reports are generated on
the Reports tab.

0.2- OPTIONS TO PRINT REPORTS

As the principles to generate reports are basically the same on all report option / parameter
screens, it is a good idea to discuss the output media ("Send report to") in this chapter. To print a
report, click on the Reports ribbon and select the specific report you wish to print. You can
generate these any of these reports on the following mediums:

Send report to Brief description

Screen Displays the report on your screen, from where you can page and scroll through the
report. You may also print the report or save it after you have previewed it.

Printer Prints the report directly to the printer specified in the Printer icon (Setup ribbon).

File TurboCASH Report Export utility allows you to Save the report in a directory and in
certain formats, you specify.

E-mail Send the report over the Internet as an e-mail message.

Fax Send the report as a Fax to a specified recipient.
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0.2.1- Send to - Screen

The “Reportman preview" screen is displayed when printing a report to the screen. Reports and

Documents are stored in the following directories (folders):

Reports - ...\plug_ins\reports\systemreports

Documents - ..\plug_ins\reportsyDOCUMENTS/DOCUMENTS

] detail

M < irMlecagRo|FRERQAR| Lo

O X

Income statement Period 2018/03/01 / 2018/03/31

Totals
Debit Credit

Debit

Credit

REPORTING GROUP ROOT 6 845,00

010000 Sales

200000 Bank charges

205000 Depreciation

210000 Motor vehicle sxpenses 2160,00
210010 Fueland oil

210020 Meintenance

210030 Repairs

220000 Rent

220000 Siationery

4500
15000

150,00
81000
120000
500,00
200,00

1000000

Totals

Nt profit

3155,00

10 000,00

& 845,00

W

The icons are grouped into five (5) sections (i.e. Navigation, Output, Settings, Zoom and Search)

and the Close button. These icons are as follows:
1. Navigation - ® <[ > M|

a) First (Home) — Goes to the first page of the report.

b) Previous (Page up) — Goes to the previous page of the report.

c¢) Page number - Displays the page number of the page in the "Report preview”
screen. You may enter a specific page number and hit the Enter key on your

keyboard to jump to that specific page.

d) Next page (Page down) — Goes to the next page of the report.

e) Last page (End) — Goes to the last page of the report.

2. Output -

a) Print (Ctrl+P) — This will launch the “Print” screen. You may select another
printer (than your system's default printer), select a specific page and change

the number of copies, if necessary.

b) Save (Ctrl+S) — This will launch the "Save Metdfile as” screen. On this screen, you

need to do the following where necessary:

i) Select the directory (folder) where you need to save this file, if

necessary.
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Send to - Screen

ii) Enter a file name.

iii) Select a file type if another file type than the default file type (PDF file —
Compressed) is required. The following Report meta file types are
available:

*romf
*pdf
*pdf
*xls
*xls

* txt
*bmp
* html
* html
*svg
*csv
*txt
*romf
*exe

Report Metdfile

PDF file — Compressed

PDF file — Uncompressed (default)
Excel file

Excel file (one sheet)

Text file

Bitmap file

Html file

Html file (single)

Scalable Vector Graphics file
Comma Separated Value file
Custom Text file

Executable Meta file uncompressed
Executable meta file

Microsoft Excel (Office) required to save reports (Save report as a meta file report from
the "Reportman Print preview” screen) to an Excel spreadsheet or Excel (one sheet)

spreadsheet (*x[s).

E-mail (Ctrl+E) — This will generate a Portable Document Format (pdf) file. It will
also launch a blank E-mail message (using your system's default e-mail
program) and insert the report (or document) as an attachment.

g The name of the report (or document) is automatically generated (for example,
REPC526.pdf). It will also automatically be inserted in the "Subject” field and displayed
in the titlebar of the e-mail message.
It is recommended that you add your own sensible subject to this in the "Subject” field.
You still need to select a recipient (and other recipients, if necessary) and type a
message before clicking on the Send button.

3. Settings RO

a)

b)

Show report page setup (F11) — This will display a “Dialog” screen on which
you may do the “Page setup, Print setup” and "Options” (i.e. select the "“Preferred

save format").

Show report parameters (F12)- This is the selection or options screen, on
which you may select the options to include or exclude data in the report.

Should the report have no report parameters (when it prints directly when you click
on the Print button of the “Reportman” screen), the report has no options to change.
This icon will then be inactive.

If the report has an active Report parameters icon, you may click on it to change the
report parameters. This will change the content of the report.
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4. Zoom_ | ﬂ__ hr- hw‘ e BN
a) Shows the report in real size (F6) — This will display the report in the actual
size when it is printed.

b) Adjusting the paper to fit the window width (F7) — The report will be
stretched to fit the entire Preview window. If you resize the report (e.g. click on
the Maximize button or on the Restore down button of the "Reportman preview”
screen's titlebar), it will automatically be resized.

c) Scale to full page (F8) — This will display the full page (length and with) in the
window.

d) Zooms out the view (- numeric keypad) — Each click will reduce the size.

e) Zooms in the view (+numeric keypad) — Each click will increase the size.

5. Search (Ctrl+F3) - |I:| . |

Enter text, numbers, amounts, special characters, etc. to find the matching results in the
report.

To close the "Reportman preview" screen, click on the Close button. Alternatively, click on the
Close button of the "Reportman preview" screen's titlebar.

0.2.2- Send to - Printer

If you have selected the "Send report to" Printer option and you click on the OK button, the
report will be printed automatically by the printer you have selected in the Printer icon (Setup
ribbon), without having a chance to preview the report. If you wish to print more than one copy of
the report, you may select the number of copies to be printed before you click on the OK button.
For all the other report output options, you cannot select the number of copies, since they will
only be generated in 1 copy.

0.2.3- Send to - File

If you have selected the "Send report to" File option and you click on the OK button, the very same
“TurboCASH Report Export” screen as discussed above will be displayed. You will not be able to
preview the report before you can save it.

0.24- Send to - E-mail

If you have selected the "Send report to" E-mail option and you click on the OK button, the
“Sending E-mail and Fax report “screen will be displayed. Your e-mail should already be set up in
the Setup — Internet (Setup ribbon). Enter the subject and select the e-mail address from your
address book and click on the Send button.
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Send to - Fax

0.2.5- Send to - Fax

If you have selected the "Send report to" Fax option and you click on the OK button, the “Sending
E-mail and Fax report” screen will be displayed. Your Fax drivers should already be set up in your
Windows operating system.

In addition to these reports, which you can use, you also have the further option as to export these
reports or data in these reports via the Export utility to further analyse your data in spreadsheets,
word processing, presentation programs, etc. You can use the reports and exported data to draft
powerful presentations, business plans, etc.

0.3- REPORTS IN THE T-LEDGER ANALYSER

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, exported and analysed.

The options, is as follows:

1. Transactions and balances — These are the balances of transactions as posted (updated
to the ledger) in batches (journals), sales documents (i.e. Invoices, Point-of-Sale Invoices
and Credit notes) and purchase documents (i.e. Purchases and Supplier returns).

There are six (6) report types, which may be selected (i.e. Trial balance, Income statement,
Balance sheet, Standard column balances, Budget vs actual and This year vs last year)
which may be printed and exported to spreadsheets.

In addition to this, there are 6 report types which may be exported to spreadsheets (i.e.
Column balances, Column balances Debit/Credit, Column balances debtor, Column
balances creditor, Column balances debtor Debit/Credit, and Column balances creditor
Debit/Credit.)

2. Budget — Budget figures as entered in the — Accounts (Action ribbon). This option, if
selected, will list only the budget figures (Budget listing) in the Trial balance, Income
statement, Balance sheet and Standard column balances report types. The Budget vs
Actual is the budget performance report. It will list and compare the budget figures
versus the actual posted (updated) transactions.

3. T-Account viewer — You may select a specific account, group, etc. to view the
transactions in the T-Account viewer. To do this, right-click on a selected account, and
select the "Show details” option on the context menu.

The T-Account viewer may also be selected on the Reports — T-Account viewer menu. When launching it
from the Reports ribbon, you may select the following:

. Account — Select a specific account.

. From date and To date — Select a specific date or a range of dates to view data.
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You may click on the following to get specific views of transactions:
*  Batch number (e.g. 10012, etc. automatically generated). This will list only the transactions for a
specific batch (journal).
. Account code (e.g. GO10000 Sales, B810000 ABC - Bank, T850010 Input VAT/GST/Sales tax, etc.).
This will list the transactions for a specific account.
*  Date - This will list the transactions for a specific date. If you double-click on a date, the “From
date” and "To date” will be changed to the selected date.

To print reports in the T-Ledger analyser:
1. On the Reports ribbon, select T-Ledger analyser 1/ 2.

Per period  Free selection

) Graupz Report tupe
Beport Display MNoke ~ | | Trial balance w
2FD,1 5}33;’01 J AT - lgnare zero balances [ Budget O
e C‘;E;ﬂh O 4 Months Viewer Debtors / Creditors []  Cost centre 1
Erint () 2 Months () B Months Include opening balances O a
— (0 3 Months ®'ear Opering balances only [ Costcentie2
2. Select the following options:
Option Description
Report type: 1. Trial balance — List of all accounts in the chart of accounts. This will include:
o
. =& _ Income / Expense;
il
. & - Asset / Liability / Capital accounts;
v
« 5 - Retained earnings / income;
&

. &b - Debtor's control; and

- Creditor's control accounts.

2. & Income/ <& Expenses — List only those accounts which is reported on the
Income statement.

3. Balance sheet — List only those Accounts, which is reported in the Balance sheet.
This will include:

(S
. & - Asset / Liability / Capital accounts;
v
. ¥ - Retained earnings / income;
| 4
. @b - Deptor's control: and
A
. &bk - Creditor's control accounts).

4. Standard column balances — Lists the debit and credit account balances in the
Trial balance and the Income statement and Balance sheet accounts in separate
columns.

5. Budget vs actual — Lists the budget figures entered in the Accounts (Action ribbon)
versus the actual totals of all transactions in posted batches and documents.

6. This year vs last year — This will list the actual totals of all transactions in posted
batches and documents in this year periods versus the actual totals of all
transactions in posted batches and documents posted to last year periods
(previous financial years).
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Budget:

Cost centre 1/ 2:

Groups:

Period:

REPORTS IN THE T-LEDGER ANALYSER

Description

7.

10.

11.

12.

Column balances — Lists all accounts in a spreadsheet view. These are the
Accounts reported in the Trial balance (this includes both the accounts reported in
the Trial balance, Income statement and Balance sheet).

Column balances debtors — Lists the balances of all accounts which is created and
maintained in the Debtors (Action ribbon) in a spreadsheet view. The total of
these accounts are reported in the Debtor's control account on the Trial balance
and the Balance sheet.

Column balances creditors — Lists all accounts which is created and maintained in
the Creditors (Action ribbon) in a spreadsheet view. The total of these accounts
are reported in the Creditor's control account on the Trial balance and the
Balance sheet.

Column balances D/C - Lists all debit and credit account balances in a
spreadsheet view. These are the Accounts reported in the Trial balance (this
includes both the accounts reported in the Trial balance, Income statement and
Balance sheet).

Column balances debtors D/C — Lists the debit and credit account balances of all
accounts which is created and maintained in the Debtors (Action ribbon) in a
spreadsheet view. The total of these accounts are reported in the Debtor's control
account on the Trial balance and the Balance sheet.

Column balances creditors D/C — Lists all debit and credit account balances which
is created and maintained in the Creditors (Action ribbon) in a spreadsheet view.
The total of these accounts are reported in the Creditor's control account on the
Trial balance and the Balance sheet.

This will list all accounts for which budget figures were entered (and / or edited) in the
Accounts (Action ribbon).

The Cost centres (2 Groups) will only be available, if Cost centres are added in Groups (Setup
ribbon); and if activated.

Select one of the following options:

None — This is the default. This will list all accounts for the selected Report type
according to the Account numbers (codes) in numerical order.

Reporting group 1 - Lists all accounts according to the Account reporting group 1
as created in Groups (Setup ribbon).

Reporting group 2 — Lists all accounts according to the Account reporting group 2
as created in Groups (Setup ribbon,).

Reporting group 1 and 2 — The sequence in which the groups and accounts are listed, may
be changed in Groups. (Setup ribbon).
This is done by selecting the groups on the list and use the Move up or Move down buttons.

Select "Per period" or "Free selection”

Per period — Select a period (Month, 2 Months, 3 Months, 4 Months, 6 Months
or Year.
Free selection — You may select or enter any date or dates.
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Option

From:
To:

Ignore zero
balances:

Include opening
balances:

Opening balances
only:

Report button:

Export button:

Print button:

Description

The periods will automatically filter and display the periods matching the selected option in
the “"Per period” radio buttons.

On the "Free selection” tab, you may select any date or dates in the "From date” and "To
date” fields.

If this field is not selected, all accounts will be listed for the selected reports type. If you select
(tick) this field; only those accounts with balances will be included in the report.

If this option is selected (ticked), it will include the opening balances of those accounts which
have opening balances. If this option is not selected, the opening balances will not be
included in the report.

If the “Include opening balances"” option is not selected; this option will not be displayed. If
this option is available; you may select (tick) this option to include only the opening
balances. All other balances will then be ignored.

This will generate the report as per your selection of the report parameters.

This will export the report to a comma separated value (*.csv) file format. The exported data
will automatically be opened in your system's default spreadsheet (if configured) e.g. Excel.

Click to print the report.

3. Select a group or account and right-click on it. On the context menu, select the “Show
details" option. This will launch the T-Account viewer.

0 The T-Account viewer may also be selected on the Reports — T-Account viewer menu.

How to print the trial balance, income statement and balance sheet are discussed in detail. It is a good idea
to look through each report, making sure that you understand it.
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0.3.1- Trial balance

The Trial balance will reflect all your accounts (Accounts (Action ribbon)), which were created as
Balance and Income / Expenses type for the Ledger, Bank and Tax account types.

To print a trial balance:
1. On the Reports ribbon, select T-Ledger analyser 1 or T-Ledger analyser 2.

Per period  Free selection

Groups Report type
Bepott Dieplay Reporting group 1 ~ | Trial balance -
AN AR Ignors zero balances Budgst O
Espot g”;:f“h O Honths Viewer Debtors / Creditors [ ] Cost centre 1
o O 2Months O & Manths Includs epsring balsnces ] ~
= O 3Months O rear Cost centre 2
v -_ REPORTING GROUP ROOT 0,00 | |«
v g #1ncome | 10 000,00
#*G010000 sales | 10 000,00
v /.r_‘i #Expenses 3 155,00 |
*G200000 Bank charges 45,00 |
#G205000 Depreciation 150,00 |
v *G210000 Motor vehicle expenses 2 160,00 |
#G210010 Fuel and oil 150,00 |
*6210020 Maintenance 810,00 |
*G210030 Repairs 1 200,00 | o
*G220000 Rent 500,00 |
*G230000 stationery 300,00 |
v /'E#(ap‘ita'l I 5 000,00
=" G503000 capital | 5 000,00
[ T S |
v =7 6850000 VAT - Control - 14% | 476,00
=T8500].0 QuUTpUT VAT - 14% | 1 400,00
1] | EE
2] [ Net Profit/Loss  C-6845,00

Balance DB 845,00

2. Select the following options:

Report type:
pore P JEj Select "Trial balance”.
Per period:
pert J@ Click on the "Month" option and select “2018/03/01 — 2018/03/31".
You may also click on the Free selection tab and enter or select the dates in
the "From date” and "To date” fields.
Groups:

J@ Select Reporting group 1.

Ignore zero balances: . . . .
g % Select (“tick”) this option, to list only the balances of the accounts we

have entered for the selected period.
If this option is not selected (“not ticked"), all accounts listed in your chart of
accounts will be displayed and balances will be listed.
Viewer Debtors /

. \% Remove the "tick” to list only the totals of the Debtor's and Creditor's
Creditors

control accounts.
If this field is selected, "ticked" it will list the totals of the individual Debtor
and Creditor accounts.
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3.
4.

Include opening
balances:

Opening balances

only:

% Do not select (“tick”) this option, to list only the balances of the

accounts we have entered for the selected period.
If this option is selected (“ticked"), the opening balances entered in MODULE
H will be included in the report.

% Do not select (“tick”) this option, to list only the balances of the

accounts we have entered for the selected period.
If this option is selected ("ticked"), only the opening balances entered in

MODULE H will be included in the report.
Click on the Report button.

Page 1 -

Click on the Print button. An example of the printed report, is as follows:

L detail
M < I M|sa

RS |IFE

|'|I= ;)\\_

2

e

o

- O X

Trial balance Period 2018/03/01 / 2018/03/31

Debit

Totals

Credit

Debit

Credit

REPORTING GROUF ROOT

Income

010000 Sales

Expenses

200000 Bank charges

205000 Deprecistion

210000 Motor vehicle expenses
210010 Fuel and oil

210020 Meintenance

210020 Repairs

220000 Rent

220000 Sistionery

Capital

505000 Capital

Current liabilities

850000 VAT - Control - 14%

350010 Cutput VAT - 14%

850020 Input VAT - Standard rate - 14%
850030 Input VAT - Cspital goeds - 14%
200000 Creditors control

Fixed assets

500000 Furniture & fitings - Netvalue
800010 Furniture fitings @ cost
£00020 Furniture fitings -Acc. deprec.
810000 Motor vehicles - Net value

3155,00

2160,00

350,00

3750,00

10 000,00

5000,00

5426,00

476,00

100,00

4500
150,00

150,00
81000
120000
500,00
20000

81200

380000

10 000,00

500000

140000

485000

50,00
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Page 2 -
L detail - O %
L = (= [
H‘IZ ’H|=“ |E\:‘||’I I'I..I'Iw.-"_}\\ﬁ)e \‘\b
Tral balance Period 2018/03/01 / 2018/03/31 ()
Totals
Debit Credit Debit Credit
810020 Motor vehicles -Accum. depreciation 100,00
Current assets 1362100
700000 Debtors control £40000
810000 ABC - Bank 518800
820000 Pettycash 2200
Totals 2150000 21 500,00
Net profit 3 155,00 10 000,00
6 845,00 v

The net profit should be as follows if the following MODULES are completed and posted:
MODULE A-J and MODULE M -"Month - 2018/03/01 — 2018/03/31" 6 845,00
MODULE A-K and MODULE M -“Year - 2018/03/01 — 2019/02/28" 9 845,00

The Cost of sales were introduced in this tutorial in MODULE K — April 2018. It will therefore not be included
in March 2018. It should be included if the report is printed to include April 2018.

In this tutorial, a Net profit should be printed.
Should you make a Net loss, the Net profit label will change to Net loss and will be displayed in a Red font

colour on the screen, as well as the printed report in the "Reportman preview" screen.
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0.3.2- Income statement

The Income and Expenses report will reflect all your accounts (Accounts (Action ribbon)), which
were created as Income / Expenses type for the Ledger account type.

To print an income statement:
1. On the Reports ribbon, select T-Ledger analyser 1 or T-Ledger analyser 2.

Perperiod  Free selection

Groups Feport type
Beport Display Feporting group 1 ~ || Income statement e
2}21 s;ga;m #2018/03/31 ~ lgnore zem balances Budget D
Export eriods
Manth 4 Monthg Costioenti=ll
Brint 2 Months E Months »
= 3 Manths Year Cost centre 2
w
w [ ] REPORTING GROUP ROOT 6 845,00
v [§] #1ncome 10 000,00
*G010000 sales | 10 000,00
d #
~ ! EXpenses 3 155,00
*G200000 Bank charges 45,00 |
*G205000 Depreciation 150,00 |
v #G210000 Motor vehicle expenses 2 160,00 |
*G210010 Fuel and oil 150,00 |
*G210020 mMaintenance 810,00 |
*G210030 Repairs 1 200,00 |
#G220000 Rent 500,00 |
®G230000 stationery 300,00 |
[«
3 2 1 Met Profit/dLoss  C -8 845,00

Balance D 0,00

2. Select the following options:

Report type:
portbp % Select "Income statement”.
Per period: . .
pert \/E‘j Click on the “Month" option and select "2018/03/01 — 2018/03/31".
You may also click on the Free selection tab and enter or select the dates in the
“From date” and “To date” fields.
Groups:

\% Select Reporting group 1.
Ignore zero

. % Select (“tick") this option, to list only the balances of the accounts we have
balances:

entered for the selected period.
If this option is not selected (“not ticked"), all Income and Expense accounts listed in
your chart of accounts will be displayed and balances will be listed.

3. Click on the Report button.
4. Click on the Print button.
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An example of the printed report, is as follows:

3 detail - O X
= P = (e [
Kad PHzapROIFEFQRX L
Income statement Peried 2018/03/01/ 2018/03/31 2
Totals
Debit Credit Debit Credit
REPORTING GROUP ROOT 684500
010000 Ssles 1000000
200000 Berk charges 4500
205000 Depreciation 150,00
210000 Mbtor vehicle expens es 2160,00
210010 Fuel and oil 150,00
210020 Meintenance 21000
210030 Repairs 120000
220000 Rent 500,00
220000 Stationery 200,00
Totals 315500 10 000,00
Net profit £ 84500 v
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0.3.3- Balance sheet

The Balance sheet will reflect all your accounts (Accounts (Action ribbon)), which were created as
Balance type for the Ledger, Bank and Tax account types.

To print a balance sheet:
1. On the Reports ribbon, select T-Ledger analyser 1 or T-Ledger analyser 2.

Ferperiod  Fras selection

Groups Repart type:
BRepart Display Reparting group 1 ~ | | Balance sheet v
- ZPEI:'?;dI]SE/m AT Ig.nole zero balances Budget 1
= @® Month ) 4 Months Viewer Debtars / Creditars  []  Cost centre 1
Brint ) 2 Manths () & Months Include opening balarces ] ~
= O 2 Months OYear Opering balances anly [ Cost centre 2
v :_ REPORTING GROUP ROOT 6 845,00 | =
v /'E#cap'ita'\ | 5 000,00
“1" 6505000 capital | 5 000,00
~ “%" GB50000 VAT - control - 14% | 476,00
=T850010 output VAT - 14% | 1 400,00
=T850020 Input VAT - standard rate - 14% 812,00 |
&l T850030 Input VAT - Capital goods - 14% 112,00 |
& 6900000 creditors control | 4 950,00
v /E)J#Fixed assets 3 650,00 |
v “L" G600000 Furniture & fittings - Net value 3 750,00 |
“1" 6600010 Furniture fittings @ cost 3 800,00 |
=1" 6600020 Furniture fittings -Acc. deprec. | 50,00
w =Z" G610000 Motor vehicles - Net value | 100,00
“I" 6610020 Motor vehicles -Accum. depreciation | 100,00
&#curr'em: assets 13 621,00 |
&% 6700000 Debtors control § 400,00 |
E BBL0O000 ABC - Bank 5 188,00 |
il T BB20000 Pettv cash ‘ 33.00 | mlﬂ
2 1 Met Profit/Logs D 0,00

Balance D 684500

2. Select the following options:

R t type:
eportpe \'ﬁ@ Select "Balance sheet".
P jod:
er period VB Click on the "Month” option and select *2018/03/071 - 2018/03/31".
You may also click on the Free selection tab and enter or select the dates in the
“From date” and "To date” fields.
G :
roups % Select Reporting group 1.

Ignore zero

] J@ Select ("tick") this option, to list only the balances of the accounts we have
balances:

entered for the selected period.
If this option is not selected (“not ticked"), all Balance sheet accounts listed in
your chart of accounts will be displayed and balances will be listed.
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Viewer Debtors /

. J@ Remove the "tick” to list only the totals of the Debtor's and Creditor's
Creditors

control accounts.
If this field is selected, “ticked" it will list the totals of the individual Debtor and
Creditor accounts.

Includ 1
neuae opening J@ Do not select ("tick”) this option, to list only the balances of the accounts we

balances:
have entered for the selected period.
If this option is selected (“ticked"), the opening balances entered in MODULE H
will be included in the report.
Opening sftj ) N .
Do not select ("tick”) this option, to list only the balances of the accounts we

balances only:
7 have entered for the selected period.

If this option is selected ("ticked"), only the opening balances entered in MODULE
H will be included in the report.

3. Click on the Report button.
4. Click on the Print button.
An example of the printed report, is as follows:

L detail - O X

M < rMecagRe|FEFELR Ao

Balance sheet Period 2018/03/01 / 2018/03/31 ~

Totals
Debit Credit Debit Credit

REPORTING GROUP ROOT 684500
Capital 500000

505000 Capital 500000
Current liabilities 542600

£50000 VAT - Control - 14% 476,00
250010 Cutput VAT - 143% 140000
850020 Input VAT - Standard rate - 14% 212,00
850030 Input VAT - Capital goods - 14% 112,00
800000 Creditors control 485000

Fixed assets 365000

©00000 Fumniture & fittings - Netvalue 375000
600010 Fumniture fitings (@ cost 280000

800020 Fumiture fittings -Acc. deprec. 5000
©10000 Motor vehicles - Net value 10000
510020 Motor vehicles -Accum. depreciation 100,00

Current assets 13 621,00
700000 Debtors control 840000

§10000 ABC - Bank 518500
£20000 Pettycash 3300

Tetals 18 345,00 11 500,00

Net profit 6 845,00 v

g The net profit should be as follows if the following MODULES are completed and posted:
MODULE A-J and MODULE M -"Month - 2018/03/01 — 2018/03/31" 6 845,00
MODULE A—K and MODULE M -"Year - 2018/03/01 — 2019/02/28" 9 845,00

a The Cost of sales were introduced in this tutorial in MODULE K — April 2018. It will therefore not be included
in March 2018. It should be included if the report is printed to include April 2018.
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i

0.4-

In this tutorial, Net profit should be printed.

Should you make a Net loss, the Net profit label will change to Net loss and will be displayed in a Red font
colour on the screen, as well as the printed report in the "Reportman preview" screen.

LEDGER REPORTS

The following reports are available to manage all the accounts in the general ledger:

1.

0.5-

Budget - Budget vs actual (3 periods) This report lists
the Income and Expense account balances and budget
figures for three (3) periods as comparative figures.

Graph - Profit / Loss per week - Net Profit and Loss per
week in a bar chart.

Listing - List the General ledger accounts (Chart of
accounts).

Transactions - Transactions, Transactions - Standard and
Transactions - Extra details.

DEBTOR REPORTS

Start Action Reports Setup Lse
=l = T EETe
e L= S5 Srpring

Reports | User  T-ledger T-Ledger

- reports- analyser 1 analyser 2

.} T-Ledger analyser 1 Reports

[ Paint-of-Sale

m} Ledger r é Eudget

EZ Debtors v | 0o Graph

[eg Creditors 3 Listing

A sales 3 Transactions

The following reports are available to manage the accounts in the debtor's ledger:

1.

Graph - Debtors per week - Invoices and Debit
transactions, Credit notes and Credit transactions as well
as the difference per week in a bar chart.

Age analysis - Various age analysis reports.

Listing - Contacts, Listing, List delivery address, List
postal address or List details, Tax and company
registration numbers and the Credit control listing (Credit
limit vs current balance and available balances as at the
date and time of printing) report.

Print labels - Postal and delivery address labels.

Transactions - Transactions - Open item, Transactions -
Standard and Transactions - Extra details.

Start Action Feports Setup Use
=2 £ | B2 B
i . = " Siprint
Reports | User  T-ledger T-Ledger

- reports- analyser 1 analyser 2
"} T-ledger analyser 1 | Reports
L] Paint-of-Sale
@ Ledger 3
I-_@I Debtors » [“]EI Graph
E Creditors 4 @ Age analysis
[ sales J Listing
&Y Plugins 3 @ Print labels
& Stock 4 Transactions
|;| Point-of-5ale + | B outstanding

Outstanding — Debtor statements, Debtor statements — Outstanding, Due date and

Outstanding at date.
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CREDITOR REPORTS

CREDITOR REPORTS

The following reports are available to manage the accounts in the creditor's ledger:

1.

0.7-

Graph - Creditors per week - Purchases and Credit
transactions, Supplier returns and Debit transactions as
well as the difference per week in a bar chart.

Age analysis - Various age analysis reports.

Listing - Contacts, Listing, List delivery address, List postal :
address or List details, Tax and company registration
numbers and the Credit control listing (Credit limit vs
current balance and available balances as at the date and
time of printing) report.

Print labels - Postal and Delivery address labels.

Transactions - Transactions - Open item, Transactions -
Standard and Transactions - Extra details.

Reparts

Stat  Action
: =l =l
T L -
Reports | User  T-ledger

- reports- analyser 1

|;| Point-of-5ale
3 Contads

- v v v v v ¥

Setup  Ust

T ETa
—  Ciprint

T-Ledger
analyser 2

Reports

(0o Graph

Age analysis
Listing

I\é‘l Print labels

Transactions
.% Outstanding

Outstanding — Remittance advice, Remittance advice — Outstanding, Due date and

Outstanding at date.

BATCH REPORTS

Batch reports for unposted batches may be printed from the F8:List option on the "Batch entry”

screens.

Once a batch or a document is posted (updated), batch reports may be printed from the following

options:

0.7.1-

Reports — Batch entry menu (Reports ribbon).
Batch entry — Posted batches tab (Action ribbon).

Reverse posted batch/document — Details tab — (Tools — Global processes menu

(Setup ribbon)).

Batch reports (Reports menu)

The following two (2) reports are available:

1.

Batch transactions per period — Print the transactions of posted invoices, credit notes,
purchase and supplier return documents as well as posted batch transactions (i.e. sales
journal, purchase journal, payments journals, receipts journals, general journals, etc.) for a

specific selected period and for a selected batch type.

Batch type report - Documents - Print the transactions of all posted invoices, credit

notes, purchase and supplier return documents for a specific selected period.
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0.7.1.1-  Batch transactions per period report

Print the transactions of posted invoices, credit notes, purchase and supplier return documents as
well as posted batch transactions (i.e. sales journal, purchase journal, payments journals, receipts
journals, general journals, etc.) for a specific selected period and for a selected batch type.

To print a batch transactions per period report:

1. On the Reports ribbon, select Reports — Batch entry. Documents (listing the batch
transactions generated by documents only) is by default displayed.

2. Select "Batch transactions per period” report.

] Batch transactions per period - O X
Batch tranzactions per period w []Openin PDF %
Date Batch entry
Per perind | Free selection Sales jnl. b
Display Show balancing entries
2018/03/01 / 2018/04/30 ~
Periods Each period separately
Month 4 Monthz |
2 Months B Months
3 Months Wear
W OK (&) Cancel

3. Select the following options:

Per period:
er perto VB Tick on 2 Months” and select 2018/03/01 - 2018/04/30"

Batch entry:
aren enty \'/Ej Select "Sales jnl."

Show balancing entries:
J @ Leave blank. By default, this option is not selected. It will only list

the transactions entered into batches and / or the totals of
documents and totals for each amount column. If this option is
selected, it will list all the balancing entries.

Each peri tely:
ach period separately \'/Ej Select (tick) this option to print each period on a new page.

4. Click on the OK button.
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Batch transactions per period report

An example of the “Batch transactions per period” report, is as follows:
Page 1 -

E Batch transactions per period - O

A pr|lcagRe|FEFARIL_ 14|

Batch type report : Salesjnl.

Period: Show balancing entries No
2018/03/01 - 2018/04/30 Each period separately: Yes
Period: 2018103
Batch Date Reference Description Tax account Tax Debit Credit
no. IAlias
Account
‘Contra account
10028 20180307 INVOO1 Faint - Bxtarior T850-010 140,00 1140,00
SBales1803
DIAB-GRE Mr AB Gresn
010-000 Sales
10028 2018/030% INVOO2 Insl- Builtin cupboard T850-010 210,00 1710,00
‘Sales1803
DiMA-CDS  MAC Shop Decor Specalists
010-000 Sales
10028 2010310 INVDOZ Faint - Exterior T850-010 140,00 1140,00
‘Sales 1802
DIAB-GRE Mr AB Gresn
010-000
10028 Z01B/03IZ  INVDO4 Instal - Builtin cupboard T850-010 210,00 171000
‘Sales 1802
DIMD-AV! Mr. Mike Daves
010-000 Sales.
10040  2018/0313  INDDDOD1 Inwoice /AB-INITO T850-010 140,00 1140,00
INDDDODT
D1AB-GRE Mr AB Green
010-000 Sales.
10041 2018/03414  INDDDODZ Inwoice /IB-101 Ta50-010 210,00 1710,00
INDDDOD2
DMMA-CDS  MAC Shop Decor Specilists
010-000
10042  2018/0345  INDDDODS Inwoice /PH-101 T850-010 140,00 1140,00
INDDDOD3
DIAB-GRE Mr AB Gresn
010-000 Sales
10043 2018/03416  INDDDOD4 Inwoice /IB-102 T850-010 210,00 1710,00
INDDDOD4

DIMD-AVI W Mike Dsves
010-000  Sskes

Tatd 140000 11 400,00 0,00
10 T00.00
Page 2 -
Q Batch transactions per period - O
B ¢ ] ==
P sagROITREFEARXIL  I4]e
Batch type report: Salesjnl.
Period: Show balancing entries No
2018/03101 - 2018104130 Each period separately: Yes
Period: 2018/04
Batch Oate Reference Description Tax account Tax Debit Credit
no. I Alias
Account
Contra account
10046 2018/0407  INODODOS Invoice /D101 Tee-010 150,00 1180,00
INODDDOS
DIMD-AVI  Mr. Mike Dsves
010-000 Sakes
10048  2018/0405 INODDODOE Invoice /C-102 Ta60-010 450,00 3450,00
INODDD0E
DIRO-GSM  Mr. Roger Smith
010-000
10050 20180410  INDDODOT Inwoice /G-103 Ta60-010 22500 1725,00
INODODOT
DIMD-AVI  Mr. Mike Dsves
010-000 Sales
10082 2018/0411  INODODOS Inwoice /D-102 Tee-010 300,00 2.300,00
INODDDO2
D1RO-GEM  Mr. Roger Smith
010-000 Sakes
Teaadl 112600 862500 0,00
750000
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This report will list the following:

1.
2.
3.

0.7.1.2-

Batch no. - The batch id or number as automatically generated.
Date — Date of the transaction.

Alias - In the case of documents, the document number will be listed. In the case of
batch transactions, the Alias as entered on each “Batch entry” screens will be displayed. If
no Alias is entered on "Batch entry” screens, the Alias (Batch name) will be the same as
the Batch type).

Account — The account which was selected for documents or in the Account lookup on
“Batch entry” screens.

Contra account - The account which was selected as the Contra account on the
F10:Setup on “Batch entry” screens.

Tax account column — Tax account code.
Debit column - Debit transaction amount.
Credit column — Credit transaction amount.

Batch type report - Documents

Print the transactions of all posted invoices, credit notes, purchase and supplier return documents
for a specific selected period.

To print a batch type report - documents report:

1.

On the Reports ribbon, select Reports — Batch entry. "Documents” (listing the batch
transactions generated by documents only) is by default displayed.

m Batch transactions per period — O x
Batch ransactions per period ~|  [dopeninfoF =
Date Batch entry
Per period Free selection Sales . ~
Display Show balancing entries
2018/03/01 / 2013/04/30 ~
Periads Each period separately
Marith 4 Morths
2 Manths & Morths =
IManths Year
" 0K (]

Select the following options:

Per period:
e peno B Tick on “Month* and select *2018/03/01 - 2018/03/31"

Show balancing entries:
@ Leave blank. By default, this option is not selected. It will only list

the transactions entered into batches and / or the totals of
documents and totals for each amount column. If this option is
selected, it will list all the balancing entries.

Each period tely:
ach pertod separatey. \/@ Select (tick) this option to print each period on a new page.

Click on the OK button.
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An example of the “Batch type report — Documents”, is as follows:

L3 Documents — O x
M 4 i M|sa | Re|Fi & Y
Batch type report - Documents -~
Period: Show balancing entries No
2018/03/01 - 2018/03/31 Each period separately: No
Period: 2018/03
INOO00D01 : Sales jnl AB-IN110
Batch no. Date Reference Description Tax Tax De bit Credit
Account account
Contra account
10045 20180313 INODDOO1 Paint - Exterior 100000
GO10-000 Sales
10045 20180313 INDDO001 hvoice /AB-INT10 T850-010 140,00 114000
D1AB-GRE Mr. AB Green
010000 Sales
10045 20180313 INODDOO1 hvoce /AB-IN110 140,00
TE50-010 Ouput VAT- 14%
Total 14000 1 140,00 114000
140,00
PU000001 : Purchase jnl AAB234GP
Batch no. Date Reference Description Tax Tax De bit Credit
Account account
Centra account
10043 201803/14 PUODOODT  Maintenance 40000
G210020 MainEnance
10043 201803/14 PUODOODT  Repairs 60000
G210-030 Repairs
10043 20180314 PUDDOOO1 Purchases AAB234GP T850-020 -140,00 114000
C2AB-CSC ABC-Service-Centre
210-020 Mainten ance
10043 20180314 PUDDDOO1 Purchases AAB234GP 14000
T850-020  Input VAT - Standard rate - 14%
Total 000 2 280,00 228000
INDODOD2 : Sales jnl 1B-101
Batch no. Date Reference Description Tax Tax De bit Credit
Account account
Contra account
10046 20180314 INDODDO2 nsll- Buit-in cupboards 150000
GO10-000 Sales
10046 20180314 INDDDDO2 nvoce/IB-101 T850-010 210,00 171000
D1MA-CDS MAC Shop Decor Specialiss
010-000 Sales
0048 201803714 INDODNOZ  hvoce/IB-101 21000
T850-010 OCutput VAT- 14% v

This report will list the following:

1.

Document heading — Document number, Batch type and Reference (as entered in the
“Your reference” field of "Document entry” screens).

Transaction details -

a)
b)
o)
d)

e)
f)
9
h)
i)
i)

Batch no. - The batch id or number as automatically generated.

Date — Date of the transaction.

Reference — The document number will be listed.

Description — Document number / Your reference (as entered in the "Your reference”

field of "Document entry” screens).

Account — The account which was selected for documents.

Contra account - The account for the document type.

Tax account column — Tax account code.
Tax — Tax amount.
Debit column — Debit transaction amount.

Credit column — Credit transaction amount.
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0.7.2- Batch reports for posted batches

If you have entered the aliases (batch name), it will be easy to identify and view or print the correct
batch transactions.

For example, if “OpenBalances, DopenBalances, COpenBalances" and "Depreciate1803" were not
entered in the "Change Alias" field of the General journal, these four (4) batches would have been
displayed as "General jnl". As per this example, it is easy to identify the batches as Opening
Balances for the General ledger (BatchID10027), Debtor Opening Balances (BatchID10034),
Creditor Opening Balances (BatchlD10035) or Depreciation for “March 2018" (BatchlD10037).

To print a posted batch report:
1. Select the Batch type (F2) and select the General jnl (as per example).

2. Click on the Posted batches tab. The "Batch entry” screen, will display as follows:

3 General jnl. - [General jnl.] o «
Batchenty Posted batches

Batch entry

Use your mouse to pull a column here to group on that column

ID Alias (batch name) Date Line count Documentid |Date - Date +
10042|D epreciate1 803 2018/08/29 E 0/ 2018/03/31 2Mm8/03/31
10041 |COpenBalances 2018/08/29 12 0 2m7iz/3 2msa/0z/28
10040|D 0penBalances 2018/08/29 12 0 2mviz/n 2me/0z/e8
10034|0penk alances 2018/08/29 12 0 2018/02/28 2ms/0z/28

4

3. Double-click on a selected batch. The transactions for the selected batch will be listed.

L General jnl. - [General jnl.] 5 9
Batchenty Posted batches

Balchenty Details

Bint

Use your mouse to pull a column here to group on that column

Account
GEOD020 Furmitire, fitings ee. deprec

803 )
3|DE1803 2m

.00 . 75.00-

4|DE1803  |218/03/31 | Depreciation-Vehicles Delivery van | GE10020 Motor vehicles Accum. depreciation | 205000 - 00 250 25.00-
2018/03/31 | DepreciationFumiture & fitings | 205000 Depreciation - 50,00 0.00 50,00 v
2018/03/71 | DepreciationehiclesMerc G205000 Depreciation - 75,00 0.00 7500 v
2018/03/31 | DepreciationVehicles Delivery van |G205000 Depreciation - 2500 0.00 2500 v

3 150,00/ | 150,00 0,00

4. Click on the Print button to print the Posted batch transactions.
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Batch reports for posted batches

| Roe|FEE R e

0.8-

Handyman Hardware Store
27 Olifants Road

Emmarenta

Johannesburg

2195

Company reg. no.
Tasx reg. no

335012345
445010111

Phone:

(D11} 310-1250 E-mai oy siE My pnet
Fax: {011) 210-2000 Websit: wrbocashnet
Batch type report - Posted batch BaichiD 10042
Batch typeid - 4
Batch ype : General jnl. Batchno. : BO000002
Alias (batch name) : Depreciate1803 File name : badn
Date Reference Description Account  Contra Tax Debit Credit
account
20180331 DE1803 De preciation-Furniture & fittngs GE00-020 G2 05000 0,00 000 50 00
Furmniure fittings deprec.

2018/03/31 DEIS0Z De preciation-V ehicles-Mero

2012/03/31 DEIS03 De praciation-\ ehicles- Delivany van

20180331 ===== “Depreciaton-Furniture & fitings
2018/03/31 ~——— -Depreciaton-V shicles-Merc
2018/03/31 ~——— ~Depreciaton-V ehicles-Deliver y van

G205-000
Depreciation

5-000
Deprecistion

Total

7500

2500

5000

7500

2500

The fol
1.

The Tax report (Reports — Tax menu) does not include the Sales batch. It only includes Sales documents
(i.e. Invoices and Credit notes). Transactions on other Batch types may cause similar errors.

The reason for this, is the “Consolidate balancing” option on the Standard tab of the F10:Setup on the
"Batch entry” screen. When setting up the batch and the “"Consolidate balancing” option is selected (ticked)
if Tax is enabled in a batch, the following Information message is displayed:

“Consolidating lines and using tax will mess up your tax report!
Please make sure you do not use tax or do not consolidate lines”

Click on the OK button and click on the F10:Setup icon and deselect (remove the tick from the "Consolidate
balancing"” field on the Standard tab of the "Options for this batch” screen.

Balance the Batch again.

Before you print tax reports to submit your Tax (VAT/GST/Sales tax) returns, you need to post (update) all
batch transactions and documents (i.e. invoices, credit notes, purchase and supplier return documents) for

the tax period.

lowing tax reports are available:

Tax per period report — This report is used to complete the Tax (VAT/GST/Sales tax)
returns. It will list a summary of the Output tax less the Input tax and the total tax payable

/ refundable.

Tax report - Reference / Document no. - This report will list the details of accounts and
transactions of all posted (updated) batch and document transactions, on which Tax

(VAT/GST/Sales tax is applicable. It will display the Tax code and description as well as the
contra accounts for each transaction.
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3. Tax list debtor with tax id - This report will list a total exclusive of tax, tax amount and
inclusive amount of tax) for the Invoices less Credit notes for debtor (customer / client)
accounts for selected period(s) or date(s). It will also display the Company and Tax
registration numbers for each for debtor (customer / client) accounts.

4. Tax list creditor with tax id - This report will list a total exclusive of tax, tax amount and
inclusive amount of tax) for the Purchase documents less Supplier returns for creditor
(supplier) accounts for selected period(s) or date(s). It will also display the Company and
Tax registration numbers for each for creditor (supplier) accounts.

[I'] The Tax excluded and Tax amount in the Report total of the Tax report - Reference / Document
A4 no. report, should balance with the Total - Output tax — Input tax of the Tax per period report, if
the same periods are selected.

o It is recommended that these tax reports are printed and archived (PDF) for record and audit
pUrposes.

0.8.1- Tax per period report

To print tax per period reports:
1. On the Reports ribbon, select Reports — Tax.

2. Select the Tax per period report. The “Tax list debtor with tax id” report is the default
report.

3. Select the “Tax per period" report.

GTBX per period - O X

Tak per period ~ []OpeninPDF

Date Show details
Fei period | Free selection
Display Show tax separately

2018/03/01 / 2018/04/30 ~
PPPPPPP

Morth 4 Manths
2Manths & Manths
3 Manths Year

4. Select the following:

P jod:

er period B Tick on 2 Months” and select *2018/03/01 / 2018/04/30"

Show details:

@ Leave blank. By default, this option is not selected. It will only list the totals

exclusive of Tax (VAT/GST/Sales tax) for each tax code.
If this option is selected, it will list all transactions and documents including the
account code, account description, country and tax reference of the debtor or
creditor account (if applicable).

Show tax

separately: @ Leave blank. By default, this option is not selected. If this option is selected,

each tax code will print on a new page. It is recommended, that this option
should only be selected, when the “Show details” option s selected.
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Tax per period report

o For the purpose of this tutorial, we assume that our tax registration certificate indicates that we
need to pay Tax (VAT/GST/Sales tax) every 2 months.

5. Click on the OK button.

An example of the “Tax per period” (no details) report, is as follows:

L Tax per period - O x
WM« P Z2Aa|RO IFREFQAR e
Tax per period ~
Periods Show details No
2018103101 - 2018104/30 Show tax scparately: No

T850010 Output VAT - 14%
Output VAT - 14% T850010 10 000,00 1 400,00
T850020 Input VAT - Standard rate -14%

Input VAT - Standard rate - 14% T850020 T seom  -sizao
T850030 Input VAT - Capital goods - 14%

Input VAT - Capital goods - 14% T850030 T @ 41200
T860010 Output VAT - 15%

Output VAT - 15% T860010 7 500,00 112500
T860020 Input VAT - Standard rate -15%

Input VAT - Standard rate - 15% TB60020 -3500,00 -525,00

Total: Output tax - Input tax 7400,00 107,00

@ It is recommended that the details should also be printed and saved for record purposes.
@ It is important to print the details to check the details of your transactions.

The detailed tax report (“Show details” and “Show tax separately” options selected) for the same
period, is as follows:
Page 1 — Output tax - 14%

m Tax per period

[m] X
Hd PHagROFERRAR (o
Tax per period ~
Periods Show details Yes
2018103101 - 2018/04/30 Show tax ssparately: Yes
T850010 OQutput VAT -14%
G010000 Sales
Date Reference  Batch Code / Description / Country / Tax reference Amount excl Tax amount
no.
MBOIOT === 10038 D1ABGRE Mr. AB Green 111111111 100,00 14000
201210309 10038 D1MACDS MACShop Decor Sy £EEEEE 150000 21000
10 10038 D1 ABGRE Mr. AB Green 11 1 100,00 14000
_— 10038 DIMDAVIMr. Mike Davies 338012345 150000 21000
NODDOOT 10045 D1 ABGRE Mr. AB Green 100,00 14000
N00002 10048 D1MACDS MAC Shop De: 150000 21000
NODDOD3 10047 D1 ABGRE Mr. AB Green 11 1 100,00 14000
NO000D4 10048 DIMDAVIMr. Mike Davies 238012345 150000 21000
Total: G010000 - Sales. 10 000,00 140000
Output VAT - 14% T850010 10 000,00 1400,00 v
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Page 2 — Input tax — Standard rate -14%

Q Tax per period -
M < 2p M| gRACIFERAR]
Tax per period
Periods Show details Yes
201810301 - 2018/04/30 Show tax separately: Yes

T850020 InputVAT - Standard rate - 14%
G210020 Maintenance

Date Reference  Batch Code /Description / Country i Tax reference Amount exel.
no.
2018/0305 === 10035 C2ABCSC ABGC-Service-Centre 3133333333 -40000
20180314 PLOO0ODT 10043 C2ABCSC ABC-Service-Cante 3233233333 40000
Total: G210020 - M aintenance -800,00
G210030 Repairs
Date Reference  Batch Code /Description / Country iTax reference Amount excl.
no.
2018/0305 === 10035 C2ABCSC ABC-Service-Centre 31331133133 680000
20180314 PLOOOODT 10042 C2ABCSC ABG-Service-Centre 3133333333 80000
Total: G210030 - Repairs -120000
G220000 Rent
Date Reference  Batch Code JDescription / Country f Tax reference Amount excl
no.
20180130 107 10038  G220000 Rent -E00.00
Total: GZ200D0 - Rent 500,00
G230000 Stationery
Date Reference  Batch Code JDescription / Country f Tax reference Amount excl
no.
20180520 110 10038 G230000 Sationery 25000
20180331 PCVOO1 10035 G230000 Sttionery <5000
Total: G230000 - Stationery -300.00
GB600010 Furniture fitings @ cost
Date Reference  Batch Code /Description / Country i Tax reference Amount exel.
no.
20180308 =" 10025 C2ABCOS ABC-Office-Supples 4344444444 150000
20180315 PUDO00DZ 10044 C2ABCOS ABC-Offios-Supples 4424424444 -150000
Total: G&0DI0 - Furniture fittings @ cost 300000
Input VAT - Standard rate - 14% T850020 -5 800,00

Page 3 — Input tax — Capital goods - 14%

G Tax per peried

W 4] P cag|Re|IFERFER Lo

Tax amount

-5800
-5600

-11200

Tax amount

-8400
-B400

-168.00

Tax amount

-T000

7000

Tax amount

-3500
-TD0

-4200

Tax amount

21000
21000

42000

812,00

Tax per period

Periods Show details Yes
2018/03/01 - 2018/04/30 Show tax separately: Yes

T850030 InputVAT - Capital goods -14%
G600010  Furniture fitings @ cost

Date Reference  Batch Code /Description | Country i Tax reference Am ount excl
2018/03/01 105 IO;SDB GED0010 Fumiture fitings @ cost -50000
2018/03/01 108 10038  GB00010 Fumniwre fitings @ cost -30000
Total: GEDN0 - Furniture fittings @ cost 80000

Input VAT - Capital goods - 14% T850030 -800,00

Page 4 — Output tax — 15%

L Tex per pericd

W Iy

Tax amount

-7000
-4200

11200

112,00

ReO|IFEFER| -]

Tax per period

Periods Show details Yes
2018103101 - 2018/04/30 Show tax separately: Yes

TB60010 Output VAT -15%
GO010000 Sales

Date Reference  Batch Code / Description | Country / Tax reference Am ount excl.
no.

2018/0407  NOODDOS 10051 DIMDAVIMr. Mie Davies 333012345 100000
2018/0409  NOODD0S 10053 DIROGSM Mr. Roger Smith 342023455 300000
2018/04/110  NODDDOT 10055 DIMDAVIMr. Mike Davies 338012345 150000
20180411 NODDD0E 10057  DiROGSM Mr. Roger Smith 142023488 200000
Total: GO10000 - Sales 7 500,00
Output VAT - 15% T860010 7 500,00

Tax amount

15000
45000
22500
30000

112500

1125,00
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Page 5 — Input tax — Standard rate -15%

3 Tax per period

W «f P =a

<o

| =

Tax per period report

IFRERR )

Tax per period

Period Show details Yes

=
2018i03/01 - 2018/04/30

Show tax sepamtely: Yes

TBE0020 InputVAT - Standard rate -15%
G750000 Stock control

Date Reference  Batch Code /Description /Country / Taxreference

201804105 PUDDDOD3
201804108 PUDDDOD4

10047  CZAONES A-ONE Suppliers 308012345
10050 C2BESTS BEST Supplers 1234567692

Total: GT50000 - Stock control
Input VAT - Standard rate -15% TB60020

Total: Output tax - Input tax

Am ount excl Tax amount

-150000
-200000

-22500
-30000

-3500.00 -52500

-3500,00 -525,00

7 400,00 1076,00

]

| ] The Tax excluded and Tax amount in the Report total of the Tax report - Reference / Document no. report,
should balance with the Total - Output tax — Input tax of the Tax per period report, if the same periods are
selected.

0.8.2- Tax report - Reference / Document no.

This report will list the details of accounts and transactions of all posted (updated) batch and
document transactions, on which Tax (VAT/GST/Sales tax is applicable. It will display the Tax code
and description as well as the contra accounts for each transaction. If the same periods is selected
as on the Tax per period report, the Exclusive and Tax amount totals should balance.

To print tax list debtor with tax id reports:

1. On the Reports ribbon, select Reports — Tax.
2. Select the Tax per period report. The “Tax list debtor with tax id” report is the default
report.
3. Select the "Tax report — Reference / Document no."” report.
m Tax report - Reference / Document no. — ] *
Tax report - Reference / Document no ~ []0peninPOF
Date
Perpeiod  Free selection
Display
201870301 # 201 8/04/30
Periads
% Marth § 4 Mariths
2 Months E Months
I Manths Year
o OF. © Cancel
4. Select the following on “2 Months" and select "2018/03/01 / 2018/04/30".
o For the purpose of this tutorial, we assume that our tax registration certificate indicates that we
need to pay Tax (VAT/GST/Sales tax) every 2 months.
5. Click on the OK button.
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An example of the “Tax report — Reference / Document no." report, is as follows:

Page 1 -

3 Tax report - Reference / Document no. - ] X
N PHIEAZRCIFERAR Lo
Tax report - Reference | Document no. A
Periods 2018103101 - 2018/04/30
Reference Code {  Description [/ Country 4 Tax reference
b D1ABGRE N Mr AB Green I mn 1
Date Batchno.  Description (Tax code} Taxexclided  Tax amount Code / Description
Output VAT - 100000 140,00 GI10000 Sales
Output VAT- 150000 210,00 G1000D Saes
Output VAT- 100000 140,00 GO10000 Sakes
Output VAT- 150000 210,00 GO10000 Sales

Reference totak 5000,00 700,00

Reference Code I Description [/ Country i Tax reference
IN0OOOO1  DYABGRE N/ Mr AB Green If L AAR R RN

Date Batchno.  Deseription (Tax code] Taxexelided  Tax amount Code / Deseription
2018/03/13 10045 Output VAT - 14% (850010 ) 100000 140,00 GO10000 Sales
Reference total 1000,00 140,00

Reference Code I Description /1 Country if Tax reference
IN00OOOZ  DIMACDS #  MAC Shop Decor Specialists 1/ Il 66666666

Date Batchne.  Description (Tax code) Taxexclided  Tax amount Code /Description
2018/03/14 10048 Output VAT - 14% (850010 ) 150000 210,00 GO10000 Sales
Reference total: 4500,00 210,00

Reference Code I Description /1 Country i Tax reference
IN00OOO3 DYABGRE N/ Mr ABGren I L AAR R RN

Date Batchno.  Description (Tax code} Taxexclided  Tax amount Code / Description
2018/03/15 10047 Output VAT - 14% (850010 ) 100000 140,00 GO1000D Sales
Reference total: 4000,00 140,00

Reference Code I Description /1 Country i Tax reference

IN0OOOO4  DAMDAM # Mr Mike Daves W 338012345

Date Batchno.  Description (Tax code) Taxexclided  Tax amount Code / Description

20180318 10048 Output VAT - 14% (550010 ) 150000 210.00 GO10000 Sales [¥]

Page 5 — (Last page) Totals

] Tax report - Reference / Document no. — ] x

N« sipMleacg|Re|IFER QR Lo

Tax report - Reference / Document no. ~
Periods 2018/03/01 - 2018/04i30
Reference Code I/ Description 1/ Country /1 Tax reference
PUODOD04 C2BESTS /i  BEST Suppliers i i 1234567892
Date Batch no. De scription (Tax code) Taxexcluded  Tax amount Code / Description
2018/04/08 10050 Input’ T - Sandard rate -15% -200000 -300,00 GT50000 Stock control
(850020 )
Reference total: .2 000,00 .30000
Report total: 7 400,00 1 076,00 ™

Once again, the Tax excluded and Tax amount in the Report total of the Tax report - Reference / Document
no. report, should balance with the Total - Output tax — Input tax of the Tax per period report, if the same
periods are selected.
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This report will list the following for each transaction on which Tax (VAT/GST/Sales tax) is
applicable:

1.

0.8.3-

Reference and account detail -

a)

b)
9
d)

e)

Reference — Document number or reference as entered in batches.
0 Balancing entries in batches are indicated as ******** eight (8) asterisks.

Code - Account code
Description — Name of the account.

Country — The name of the country, if selected on debtor (customer / client) and
creditor (supplier) accounts).

Tax reference — Tax reference number, if entered on debtor (customer / client) or
creditor (supplier) accounts).

Transactions detail —

a)
b)
Q
d)
e)

f)

Date — Date of the transaction.

Batch no. - The batch id (number) as automatically generated.

Description — Tax account and tax code.

Tax excluded — Amount of the transaction exclusive of Tax (VAT/GST/Sales tax)
Tax amount — Tax amount for the transaction.

Code / Description — Contra account code and account name (description).

Tax list debtor with tax id / Tax list creditor with tax id

The following two (2) reports will list the totals of documents for selected periods (as well as the
registration numbers):

1.

Tax list debtor with tax id - This report will list a total exclusive of tax, tax amount and
inclusive amount of tax) for the Invoices less Credit notes for debtor (customer / client)
accounts for selected period(s) or date(s). It will also display the Company and Tax
registration numbers for each for debtor (customer / client) accounts.

Tax list creditor with tax id - This report will list a total exclusive of tax, tax amount and
inclusive amount of tax) for the Purchase documents less Supplier returns for creditor
(supplier) accounts for selected period(s) or date(s). It will also display the Company and
Tax registration numbers for each for creditor (supplier) accounts.
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To print tax list debtor with tax id reports:

1.
2.

On the Reports ribbon, select Reports — Tax.

Select the Tax per period report. The “Tax list debtor with tax id" is the default report.

Tax list debtor with tax id

E} Tax list debtor with tax id

~

- O X

[ Gpen inFOF

Date
Ferperiod  Free selection

Display

Periods

2018/03/01 / 2018/04/30 ~

onth 4 Months
2 Months B Months
3 Months Year

Sequence
Debtor code

o7 OK

& Cancel

3. To print the similar report for creditors, select the “Tax list creditor with tax id" report.
4. Select the following:

Per period:
er perto VB Tick on 2 Months” and select 2018/03/01 / 2018/04/30"

Sequence:
4 % Select "Debtor code”

For the purpose of this tutorial, we assume that our tax registration certificate indicates that we
need to pay Tax (VAT/GST/Sales tax) every 2 months.

5. Click on the OK button.

An example of the "Tax list debtor with tax id" report, is as follows:

L3 Tax list debtor with tax id - O >
LI PH2Aac|ROIFEFIAR .
Tax list debtor with tax id ~
Tax report - Debtorlist - Tax reg. no. - Company reg. no.
From: 2018/03/01 To: 2018104130 Sequence: Debtor code
Code Nam & Taxreg. no. Com pany reg. no. Total Total Total
Taxexcluded Tax Tax included
DIABGRE Mr.ABGresn 111111111 220027232 2 000,00 28000 228000
DIMACDS  MACShop Decor Specisists. TITTTTT 1 500,00 21000 171000
DIMDAV|  Wr. Mik= Daves 36012245 543212245 4 000,00 58500 458500
DIROGEM Mr. Roger Smith 342023456 58105681045 5 000,00 75000 575000
Report total: 12 500,00 1825,00 14325,00 v
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REPORTS TO MANAGE AND ANALYSE DOCUMENTS, STOCK, SALES AND PURCHASES

0.9-

REPORTS TO MANAGE AND ANALYSE DOCUMENTS,
STOCK, SALES AND PURCHASES

A range of reports are available on the Reports menu to manage, analyse and control your stock
items, sales and purchases. You may generate these reports to see how the transactions in this

tutorial will be displayed in the reports.

0.9.1-  Stock item reports

The following reports are available to manage the stock items:

1. Reorder - Stock Reorder Report to list only those stock

items that needs to be reordered. The Current Stock

Levels lists all the current stock levels.

2. Print labels - Print the Barcode or the Yagoda barcodes.

Stock item listing - Print lists of All selling prices report
(Selling price 1/ 2 /3), and the Stock item listing report
listing the Quantities Cost prices. A list of Tax classes may
also be printed. You may select to print extra details for

these reports.

4. Backorder — Print a list of any stock items that are on

backorder.

5. Stock In / Out - The following two (2) reports:

a) Stock In / Out - Documents - Displays a summary

Feparts | Setup

Start  Action
== =l
Bd e P E

Reports | User  T-Ledger

- reports~ analyser 1

L] Point-of-Sale
3 Contacts

@ Calendar

WL Batch entry

of sales and purchase documents for each stock
item. The "Show details” option will list and display the document dates and

document numbers for each stock item.

Uzer tab

g—h T-Accouni

— I%'l Printer
T-Ledger
analyser 2

Reparts

E’é Reorder

S Print labels

[£] stockitem listing
B’é Backorder

gt StockIn/ Out

b) Stock In / Out - Displays a list of the stock items and the quantities in and out as
well as the total prices. The “Show details” option will list and display the document
dates and document numbers for each stock item.
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0.9.2- Document listing reports

The following reports are available to print lists of documents:

1. Document listing — Select Invoices, Credit notes, Quotes, Purchases, Supplier returns and

O rd ers. Start  Action Reportz |~ Setup User tab
2. Document listing per account =EL T T Bt
. Lad e — — ﬂ.g!IPnnher
a) Sales documents — Select to list only posted | Fs ts=r  Tiedeer s i
or unposted Invoices or Credit notes or U 8 | T-Ledger analyser 1 fleports
unconfirmed / open / confirmed Quotes. E EZpioteate
Ledger 13
b) Purchase documents — Select to list only B2, Debtors .
posted or unposted Purchases or Supplier [ Creditors v
returns or unconfirmed / open / confirmed LA sales b
OrderS @{l Flugins 3
’ & stock »

3. Unprinted document listing — This is similar to | L paint-of-sate s
the Document listing per account reports. It will list| & Contacs

all documents which have not yet been printed for | & "
% Batch entry

each debtor (customer / client) account. [ Purchases .
Eﬁ Company info

f‘;‘ Currencies

Documents 4 Documents listing
@ Sales analysis r jocument listing per account  »
Tax Unprinted document listing 4

0.9.3- Sales reports

Various reports are available on the Reports — Sales menu
to analyse each of the sales documents (i.e. Quotes,
Invoices and Credit notes). The reports for Invoices are as

Start Action Repoarts Setup User tab

i E ] '—“ —‘: T-Account viewer
d -i’ﬂ : :

fO”OWS' Reports | User TJ?dger TJ?dger @Pnnh&r Rey
. - reparts- analyser 1 analyser 2 desi
. " s Reports
1. Graphs - Invoices per week — Quantities and o S =
R Point-of-3ale
Invoices per Week — Turnover.
m] Ledger 13
2. Debtors — Debtor — Invoices per period — ki | Debtors D
Quantities. kg Creditors :
) ) . Fg sales v ||BR guotes v g Grapn
3. Sales - Invoices per period — Quantities and 2 Plugins b |EB iwoices  » |RE Debtors
Invoices per period — Turnover. d stock > |EB Creditnotes >[4 sales
[l Point-of-Sale 3 & tems

4. Items - Items per period.
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Sales analysis reports

Sales analysis reports

Various reports are available on the Reports — Sales
analysis menu to analyse sales documents.

Sales documents per period (Reporting groups):

Five (5) reporting groups (i.e. Debtor group 1, Debtor group
2, Document group 1, Document group 2 and
Salespersons):

1.

Quotes per period — This will list the transaction
details of confirmed (posted) quotes only for a
selected period or date(s).

Credit notes per period — This will list the
transaction details of posted credit notes only for a
selected period or date(s).

Invoices per period — This will list the transaction
details of posted invoices only for a selected
period or date(s).

Sales per product — Stock group 1 and Stock
group 2 are also available to analyse the sales and
returns of trading stock items (default stock type).

Sales per period - This will list both the

transaction details of posted invoices and credit
notes for a selected period or date(s).

Stat  Action Reports |~ Setup [Jger tab

: ! .l == = T-Account views
: A 3 3
& —- — — @ Printer
Reports  User  T-ledger T-Ledger
- reports- analyser 1 analyser 2

T-Ledger analyser 1 Reports

Point-of-5ale

<& Creditors

B qE & &l & B L

o
o
* v ¥y v v v v

Calendar

'% Batch entry

[-4] Purchases >

1556 Company info

f; Currencies
Documents 3

@ Sales analysis

-

Ej Quotes per period
Tax B Credit notes per period
[-g Purchase analysis  » Invoices per period

&, Sales per product
@ Sales per period

TurboCASH5.1 - 2018 — Accounting Made Easy - 361



MODULE O - REPORTS

0.9.5- Purchases reports

Various reports are available on the Reports — Purchases menu to analyse each of the sales

documents (i.e. Purchases, Supplier returns and Orders). Stat  Acton | Repats | Seup  Usertab
The reports for Purchases are as follows: Z| = 1 T EE T-Account viewer /j
.. ‘Lv. L= — ﬂg!lPr\nter L
1. Graphs — Purchases per week — Quantities and | Reperis| User  Tdedger | Tdedger Repart
| - reports- analyser 1 | analyser 2 designer ‘
Purchases per Week — Cost. F T-ledger analyser 1 Reparts
. . . Point-of-Sal
2. Creditors — Creditor — Purchases per period — E L::g: o
Quantities B2 Debtors ,
N [a Creditors »
3. Items - Items per period. @ sae ,
4. Purchases — Purchases per period — Quantities = Pusis '
. Stock
and Purchases per period — Cost. b '
|;| Point-of-5ale »
3 Contacts
@ Calendar
% Eatch entry
-4 Purchases 3 Burchase documents b | [[; Graph
5 Company info g Orders b |[& creditors
% Curendies E& supplier returns b | ltems
Documents 3 Purchases
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0.9.6- Purchase analysis reports

Various reports are available on the Reports — Purchase analysis menu to analyse purchase
documents.

Purchase documents per period (Reporting groups):

Five (5) reporting groups (i.e. Creditor group 1, Creditor St Acton | Repots | Senp  Usertsh
group 2, Document group 1, Document group 2 and B IEREN B i ]
Salespersons): Rool| v Tisigw | Thaige T Report
reports- analyser 1 | analyser 2 designer
1. Orders per period — This will list the transaction ! medgeranaser Reports '
details of confirmed (posted) orders only for a E 'f::’;t:f-Sale '
selected period or date(s). 5Z pebtors v
2. Purchases per period — This will list the ;:t :
transaction details of posted purchases only for a | pusies v
>
'

selected period or date(s). O petorsot

3. Supplier returns per period — This will list the & Confacs

. . . [ Calendar
transaction details of posted supplier returns only | w ey
for a selected period or date(s). Purchases v
Eﬁ Company info
4. Purchases per product — Stock group 1 and F) @
Stock group 2 are also available to analyse the Documents ’
. . sales analysis r
purchases and supplier returns of trading stock Tax
items (default stock typE). Purchase analysis || B3 Orders per period
. . Purchases per period
5. Purchases and supplier returns per period - B3 [ uppier returns per periaa
This will list both the transaction details of posted &b Purchases perproduct
Purchases and supplier returns per period

purchases and supplier returns for a selected
period or date(s).
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INTRODUCTION TO OPEN ITEM PROCESSING

P.1- INTRODUCTION TO OPEN ITEM PROCESSING

TurboCASH allows two basic methods of age processing of Debtor and Creditor transactions.
These age type processing methods are:

+ Balance brought forward -

Debtor (customer / client) accounts - The credit transactions (payments
received, debtor allowances, credit notes or any other credit transaction) are
allocated to the oldest outstanding debit transaction (opening balances,
invoices, etc.) amount.

Creditor (supplier) accounts - The debit transactions (payments made to
creditors, creditor allowances or supplier returns documents or any other debit
transaction) are allocated to the oldest outstanding credit transaction (opening
balances, purchases, etc.) amount.

* Openitem -

Debtor (customer / client) accounts - Open item is by default not activated.
To activate Open item processing for a debtor (customer / client) account, select
(tick) the "Open item" field on the Accounting information tab of a selected
debtor (customer / client) account.

The credit transactions (payments received, debtor allowances, credit notes or
any other credit transaction) may be linked to any selected outstanding debit
transaction (opening balances, invoices, etc.) amount.

Creditor (supplier) accounts - Open item is by default not activated. To
activate Open item processing for a creditor (supplier) account, select (tick) the
“Open item" field on the Accounting information tab of a selected creditor
(supplier) account.

The debit transactions (payments made to creditors, creditor allowances or
supplier return documents or any other debit transaction) may be linked to any
selected outstanding credit transaction (opening balances, purchases, etc.)
amount.

General ledger accounts - Accounts (Action ribbon) “Open item account” field
— Default is No. You may set it to Yes.

The "Open item account” option is not available for the Retained earnings / income,
Debtor's control and Creditor's control accounts.

You may link debit transactions to credit transactions or credit transactions to
debit transactions.
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MODULE P - OPEN ITEM PROCESSING AND REPORTS

Open item linking relates debit transactions posted to an account to credit transactions which are
posted to the same account.

TurboCASH stores two amounts for transactions to open-item accounts; the amount of the
transaction as well as an "outstanding amount".

When you process the receipts journal and enter the amount for an Open item debtor, the "Open
item selection” screen will be displayed, where you may select to link a receipt to a specific
transaction or outstanding amount.

When you process the payments journal and enter the amount for an Open item creditor, the
“Open item selection” screen will be displayed, where you may select to link a payment to a
specific transaction or outstanding amount.

You may also edit or unlink the existing links, or even convert a specific account to the "Balance
brought forward" method, where any payment or receipt will be set off against the oldest
outstanding amount.

P.2- OPEN ITEM PROCESSING - FILTER / SELECT ACCOUNTS

There are various options to filter and manage the details, totals and transactions of open item
accounts. To access the Open item link feature, click on the Open item link icon (Action ribbon).

There are three (3) tabs, i.e. Totals, Transactions and Unposted batches to manage open item
accounts.

P.2.1- Totals tab - Select / Filter accounts

To edit open item links:
1. On the Action ribbon, click on the Open item link icon. The Totals tab will be displayed.

2. Click on the Filter button to list all those accounts for which Open item is activated and
for which transactions are posted.

G Open item link [m] X
Totals  Tiansactions  Unposted batches
Search by YWalue
~ bke v | [Fe ] Clear Expott liitrows
5 Ledger ] Debtors ] Creditors | Shaw calours Find invalid [MRED] PR
Use your mouse to pull a column here to group on that column
Account Description Account type L ction total Total
1ABGRE Mr. AB Gireen 1 2 560,00 2 560,00
MDAV Mr. Mike Davies 7 095.00 7 095.00
M
280NES A-ONE Suppliers 2325,00- 2325,00-
4 4 660,00 4 660,00

3. Ifan account is in white or gray rows, the accounts have no outstanding or unlinked
transactions.
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Totals tab - Select / Filter accounts

0 Accounts displayed in orange, indicates that there may be transactions which is not linked.
These accounts may need some actions in the Open item link processing.

4. Filter options - You may select (tick) or deselect (remove the tick) to list only Ledger,
Debtors or Creditor accounts.

g Account type

1 - Debtor accounts - Open item account field selected (ticked) in Debtor - Accounting
information tab.

2 - Creditor accounts - Open item account field selected (ticked) in Creditor - Accounting
information tab

0 - General ledger - Open item account field set to Yes in Accounts.

3 - Bank accounts - Open item account field set to Yes in Accounts.

4 - Tax accounts - Open item account field set to Yes in the Accounts.

P.2.2- Transactions tab

The Transactions tab will list the transactions for open item accounts.

L3 Open item link O X

Totals  Transactions  Unposted batches

Search by Walug

~ Like l:l Filter Clear Export aroup limitrowss

| R | Debtor +*] Creditor ‘ Open transactions only ] 200 N

Use your mouse to pull a column here to group on that column

Description Reference Batch entry Transaction to|Due Due date Date Account type

Mr. Mike Davies IN00O007? Invoice /C-103 172500 172500/ 2018/05/10 2018/04/10 1
INDODO0S Invaice /D-101 1150,00 1150,00/ 20 8/06/07 2018/04/07

A-ONE Suppliers FUO00003 Purchases /4662 172500 1 726,00-| 2018/05/05 2018/04/05 2]

ABC-Dffice-Supplies 108 Payment on account 7R0,00 0,00|2m8/04/29 2018/03/30
:

Mr. Mike Da
M1, AB Green
1

4 660,00 4660,00

Filter options:

1. Search by - Select any of the column headings and an operator (e.g. Like (default), =, <,
>, <=, =>, 0or <> ) and enter a value. Click on the Filter button. Only those transactions

matching your specified values will be listed. To clear the values, click on the Clear
button.
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2. Account type - Select (tick) or deselect (remove the tick) to list the accounts for the
selected account type(s) (Ledger, Debtors or Creditors).

3. Open transactions only - By default, this option is not selected and will list all
transactions, including those with a 0,00 balance. If this field is ticked, it will list only those
transactions with a value of more than 0,00 in the "Due" column.

4. Group - Click on the group button to group the transactions on the list by "Month, From
today, By date" and "By year".

o You may also drag columns to the "Use your mouse to pull a column here to group on that
column" row.

5. Limit rows - 200 rows is the default number of rows or transactions to be listed. The
number of rows may be specified (decreased or increased).

6. Export - This button will create an Export.txt (Text files), which you may change the name
and folder and save it. A Comma separated (CSV) file format is also available. Exported
files can be used in a spreadsheet.

P.2.3- Unposted batches

The Unposted batches tab will list all transactions linked to open item accounts (i.e. ledger,
debtors and creditors) in batches, which have not yet been posted (updated) to the ledger.

L3 Open item link O x

Totak  Transactions  Unposted batches

Use your mouse to pull a column here to group on that column

Account | Description [Account type |Reference  [Batch entry Transaction total| Due Due date Date [Amount entry  |Batch name

VITREGRE 1M1, AB Gieen 1/ 10T Faint - Exerior TI4000 114000 2018/04/06 | 2018A03/07 1140,00| ABCReceipts1803
18BGRE  |Mr AB Giean 1| INv003 Paint - Exterior 114000 1140,00/2018/04/03  |2018/03/10 860,00 ABCReceipts1803
20BCOS ABC-Office-Supplies 2/PUDDZ Install - Built-in cupboards 1710,00- 171000 2018/04/05 2018/03/06 750,00 | ABCPayments1803
3 570,00 570,00 1250,00

If any transactions are processed for open item accounts, and is not linked, these transactions will
not be listed on the Unposted batches tab.

When processing transactions in batches and an open item account is selected, the “Open item
selection” screen list all the outstanding transaction. For example, if a payment is received, you
may select to link the receipt to outstanding amount(s) in batches as well as documents.

If a transaction in unposted batches is linked to outstanding amounts in the “Open item selection”
screen the transaction line will be displayed in a yellow background.

You may remove linked transactions (right-click on selected transaction(s)) and select Remove on
the context menu. A confirmation message "Continue action Unlink transaction?" will be displayed.
Click Yes to remove the link. This will clear the links in the “Batch entry” screen.
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Unposted batches

Q

Batchenity  Posted batches

B ._ :‘-ﬁ gﬂ D 1 h?' [y’

[ ]
#BCReceipt=1803 | @ ab 10 ".D—I
| “D: Delete  “M:Insert F5:Balance FE: Post  F3:List  F3 Process F10: Setup
| |Account Contra account: Inclusive amourt: Ewclusive: amount: Reference tatal) |
D1ABGRE Mr. AB Green B810-000 ABC - Bank -R2 000.00 -R2 000.00 -R2 000,00
PO Box 1111 Lakeside

Johannesburg 2122

| Mo |Re‘[ere||ce ‘Date |Descriptio|| Account Debit Credit |Ope|| item ‘

5 000,001

1|D5000 2018/03/01 Cash received from owner 5508000 Capital

E} Open item selection

- O X
TABGRE Mr. AB Green
A
Fayment received - Thank you (EEE [ e
Open item link Payment difference
This entry is already linked!
Date Reference Description Enter amaunt Dutstanding Arnount Payment reference
2018/03/07 INVOO1 Paint - Exterior 114000 1140,00 1140,00) ABCReceipts1803

1140,00¢ 1140.00 1140.00¢

I bamendscount | [ Sheow sl e

Outstanding

Open item selection

Enter amount
BE0.00:

1 140,00 1 140,00

Ed Close

P.3- OPEN ITEM PROCESSING - SELECTED ACCOUNTS

After selecting and double-click on a selected account on the Totals or Transactions or
Unposted batches tabs, the "Open item link" screen for the selected account will be displayed.

Since the Creditor — Open item processing is basically similar to the Debtor open item processing, the
Creditor open item processing will not be discussed in this tutorial.
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P.3.1- Selected account — Default view

If no transactions are linked for the open item debtor account, all the transactions will be listed.

L open item link a X
1ABGRE
il e il e e
£ (6 (813 =
Rz o | L% HE
Clarlivks GenBBA  Unink | | Piocoss | Staloment  Closs  Ewpoit
Diehit
| Date Description Amount Link
3| I ERECETH Faint - Ederor 1140,00 1140,00
INVO03 20180310 Paint - Exterior 114000 1140.00 Il
1N00D001 FUELEGE Imvoice JABNT10 114000 114000 O
INODD FELENE Imvoice JPH-1D1 1140,00 1140,00 0
4550,00]| 560,00 | 0,00
Cragi
= |pate | Description Amount | JLink
1| pgom [207em3n6 |Payment ceived - Thark you 200000 200000 O
‘ -2000,00] | -2000,00]| 0,00
Total amotnt 0.00
| [ s | ‘ Tkl atstanding 0o
= Total ledger 2560.00
Fi U‘ Difference/&maunt 0.00
et Difference/Outstand, 0.00

If the payment received transaction are linked for the open item debtor account, only the
transactions with outstanding amounts will be listed.

m Open item link a X
14BGRE
e e ke e ke
AT < )
[ e
@ 2 ESS
Clearlinks Gen BB/F  Unlink Process | Statement  Close Export
Dehit
Z| Reference Date ipki Amount Link
M| INVO03 2018/03/10 Paint - Exterior 114,00 280,00 O
INDOO00T 2018/03/13 Invpice AAB-IN110 140,00 1140,00 ]
INO00003 2018/03/15 Invice /PH-101 1140,00 1140,00 |
[ 3420,00 2 560,00
Credit
:El Reference Date : ipi |Amu||r|t | ‘Ijnk
<No data to display>
Total amount 0.00
| [ vsean ‘ Totalcutstanding 000
‘ S Total ledger 2560,00
Fi U‘ Difference/Amount 0.00
et Difference/Dutstand 0.00
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Selected account - Default view

See — Chapter 1.5 of MODULE | - RECEIVING PAYMENTS FROM YOUR DEBTORS - Entering payments from
Yyour debtors (customers / clients)
Mr. AB Green paid 2 000,00 (1 140,00 for INVOOT and 860,00 for INV003), -

. Deposit D5001 -2 000,00 - Outstanding amount = 0,00

. Invoice INVOOT — 1 740,00 - Outstanding amount = 0,00

. Invoice INV003 — 1 140,00 - Outstanding amount = 280,00 (Invoice amount T 140,00 less 860,00
partial settlement = 280,00).

The following icons are available to process and manage Open item links:

1.

Clear links - This option will clear the open item links for a selected debtor or creditor
account.

Gen BB/F - This option will clear all the open item links, and generate the ageing as
balance brought forward account for a selected debtor or creditor account.
Unlink - This option allows you to unlink a selected transaction (a receipt or credit note,

which is linked to an invoice in the case or a debtor, or a payment or supplier return
linked to a purchase transaction in the case of a creditor).

Process - Select (tick) the debit and credit transaction(s) to be linked. You then need to
click on the Process icon. A screen “Enter amount” may be displayed on which you need
to over-type the amount, if necessary.

Any linked transaction(s) will be removed from the debit or credit sections of the “Open
item link"” screen.

Statement - Click to view the selected debtor or creditor account in a statement layout
with the ageing labels (e.g. Current, 30 days, 60 days, etc.).

Export — This will export the transactions in a Text (Export.txt) file or a Comma separated
value (Export.csv) file.

Close — The "Open item link" screen will be closed for the selected account.
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P.3.2- Statement view

If you click on the Statement icon, it will list all the transactions, including those transactions with
a 0,00 balance, as well as any outstanding amount(s) which is not the same value as in the Amount
column.

E Open item link O X
148GRE
. i i e &
YA =
€ & || o || e G
Clearlinks GenBB/F Unlink Process || Statement | Closs  Export
Include tems since Current date
=| Refe Date Description Amount  |Outstanding Batch name
=
N E = Reference ipti Amount [Batch name
|201e031e D501 | Papment received - Thank you | 1140.00 ABCReceipls 1803
M P Bt —a s Xk [4] »
=] INvD3 [2018/03/10 [Paint - Exterior 114000 230,00[ S ales1 303 I
=[pate [Reference ipti [Amount [Batch name
»|2018/03416 |D5001 | Payment received - Thank you 860,00/ ABCRieceipts 1803
e P B+ —a s xS »
[=] D500 [2018/03/16 [Payriert received - Thark you 2100000 0,00]ABCReceipts1803 [
E| Date Reference ipi Amount Batch name
2016/03/07 INvODT Fairt - Exfetior 114000 3ale<1803
2018/03410 INvO03 Faint - Exferior 850,00 Sales1803
[ s - kT [4] 3
=/ INODO00T [2018/0313 [Irvvoics /AE-N110 1140,00 1140,00INOO000T [
=[pate [Reference [Descripts [Amount Batch name
<No data to display>
MU P B+ —a s Xo kT 1] b
=/ INDD0003 J2018/08/15 [Invoice /PHA 0T 114000 1140,00[IN0D0003 ]
[ Date [Reference ipti [amount Batch name
«No data to display >
M pw+ — o/ x| Kl »
‘ [s | | 2s60,00]| 2560,00 ‘
Over 90 days 0,00 | 60 days 2 560,00 | 30 days 0,00 Current 258000 | Due 2 560,00
L T vsen T ansencing o
= Total ledger 256000
e 0 Difscenceimount 000
Difference/Outstand 000

Select the dates “Include items since” and the “Current date” to view the transactions for specific
dates or periods.

Select a transaction (with Outstanding amounts of 0,00 or any outstanding amount which is not
the same as the Amount (transaction amount). If you click on the + icon, the details of the linked
transaction(s) will be displayed.
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ADJUST PAYMENT DATES / RECEIVE PAYMENT

P.3.3- ADJUST PAYMENT DATES / RECEIVE PAYMENT

P.3.3.1- Adjust payment date

The Payment date (due date) is automatically calculated by adding the number of days (entered in
the "Due date” field on the Accounting information tab of Debtor/ Creditor accounts) to the date
of the document (i.e. invoices, credit notes, purchase and supplier return documents) and the
transaction dates entered in batches.

P.3.3.2- Receive payment

The Receive payment feature, will automatically generate the transactions to the receipts batch for
a selected transaction and print a combined receipt / payment advice (if selected). The transaction
will automatically be posted updated to the ledger.

P.4- OPEN ITEM REPORTS

P4.1- Open Item reports summary

P.4.11- Debtor reports

The following reports for Open item processing is available:
*  Debtors — Transactions — Transaction list — Open item
*  Debtors — Age analysis — Balances detail history (open item)
*  Debtors — Outstanding — Debtor statements — Outstanding
*  Debtors = Outstanding — Due date
*  Debtors — Outstanding — Outstanding at date

P.41.2- Creditor reports

The following reports for Open item processing is available:
*  Creditors — Transactions — Transaction list — Open item
»  Creditors — Age analysis — Balances detail history (open item)
*  Creditors — Outstanding — Creditor remittance advice — Outstanding
*  Creditors — Outstanding — Due at date
Creditors — Outstanding — Outstanding at date

’ Since the Creditor — Open item reports is basically similar to the Debtor open item reports, the Creditor
open item processing will not be discussed in this tutorial.
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P4.2- Debtor age analysis reports

You may need to analyse your debtors (customers / clients) accounts on a regular basis. It is
recommended that the age analysis reports are printed after all batches and documents are
posted (updated).

P.4.2.1- Balances detail

The Debtors — Age analysis — Balances detail report will list - All the Debit and Credit
transactions (irrespective of Open item transactions processed (Credit transactions linked to Debit
transactions)).

To print debtor age analysis details reports:

1. On the Reports ribbon, select Reports — Debtors — Age analysis. The Balances detail
report options is displayed:

E} Balances detail - O X
Balances detail ~ []Openin POF
Date of ageing From account
20e/0430  [lv [o128GRE |
Days overdue To account
oo |
Number of days overdue Sequence
an Description ~
Show transactions Show contact details
New page per account
w7 0K Cancel

2. Enter or select the following:

Dat ing:
ate of ageing B Select the date te. *2018/04/30"

D due:
s overate Enter '30"

Numb d due:
umber of days overdue. Enter 30"

From account: . .
\/6 Select the first account on the list.

To account:
% Select the last account on the list.

Sequence: o
4 \/@ Select “Description”.

Show transactions:
Leave blank. Only the totals will be printed. To print the

transactions, you may select this option.

Show contact details:
Leave blank.

| | B

New page per account:
Leave blank.

3. Click on the OK button.
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Balances detail

An example of the “Debtor age analysis — Balances detail” report, is as follows:

G Balances detail - O X

MKad rzagRoFEFQRXIL 14|

Debtor age analysis - Balances defail ~

Fromaccount D1ABGRE To: D1ROGSM

Period 1: 2018/04/30 Sequence: Description
Period 2: 2018/03/31 Show transactions: No
Period 3 : 2018/03/01 Show contact details No

New page peraccount No

Debtor group: Debtor group 18

DIMDAVI  Mr. Mike Davies Total Period 1 Period 2 Period 3
- 130} 130} (80} +
Open item: Yes 7 095,00 2 875,00 3420,00 800,00
DIROGSM Mr. Roger Smith Total Period 1 Period 2 Period 3
’ . (30} 30} (60} +
Open item: No & 750,00 5 750,00 0,00 1000,00
Total- Debtor group: Total Period 1 Period 2 Period 3
Debtor group 18 130} 130} (60} +
13 845,00 8 625,00 3 420,00 1.800,00
Debtor group: Debtor group 1C
DIMACDS MAC Shop Decor Specialists Total Period 1 Period 2 Period 3
’ . (30} (30} {60} +
Open item: No 2420,00 0,00 2420,00 0,00
DIABGRE Mr. AB Green Total Period 1 Period 2 Period 3
-~ (30} (30} (80} +
Open item: Yes 2 560,00 0,00 2 560,00 0,00
Total - Debtor group: Total Period 1 Period 2 Period 3
Debtor group 1C (30} 130} (50} +
4980,00 0,00 4980,00 0,00
Report total: Total Period 1 Period 2 Period 3
(30} 30} (60} +
18 825,00 8 626,00 8 400,00 1.800,00 v
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P.4.2.2- Balances detail history (Open item)

This report is basically similar to the Balances detail report. The balances detail (Open item) report
will list all the transactions as well as the Outstanding amount. It will list the details of transactions
linked (e.g. fully paid invoices) with an outstanding amount of 0,00.

To print debtor age analysis details (open item) reports:

1. On the Reports ribbon, select Reports — Debtors — Age analysis. The Balances detail
report options will be displayed.

2. Select the Balances detail history (open item) report.

Q Balances detail history (open item) — O X
Balances detail history [open item) ~ [_]0penin FOF
[Drate of ageing Fram account
2me/mds0 v [D148GRE |
Days overdus To account
o |
MNuraber of davs averdue Sequence
30 Drescription ~
Show transactions Show contact details
New page per account
+ 0K ® Cancel

3. Enter or select the following:

Dat ing:
ate of ageing B Select the date te. "2018/04/30"

D due:
ays overdue Enter 30"

Numb d due:
umber of days overdue Enter 30"

From account:
% Select the first account on the list.

To account:
% Select the last account on the list.

Sequence:
9 JEj Select "Debtor code”.

Show transactions:
Leave blank. Only the totals will be printed. To print the

transactions, you may select this option.

Show contact details:
Leave blank.

New page per account:

| V| B

Leave blank.

4. Click on the OK button.
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P.4.2.3-

Transactions - Balances detail vs Balances detail (open item) reports

Transactions - Balances detail vs Balances detail (open item) reports

Balances detail report - Transactions

All the Debit and Credit transactions will be listed (irrespective of Open item transactions
processed (Credit transactions linked to Debit transactions)).

D1ABGRE Mr. AB Green

Open item: Yes
Reference Date Amount
WY 001 20180307 140,00
Wy 03 20180310 140,00
NODDOD1 201803113 140,00
HODD003 20180315 140,00
D501 20180318 -2 000,00

Total

2 560,00
Description
Psint - Exteror
Faint - ExErior
hvoice AB-INT1D
hvoice PH-101

Period 1

Period 2
(30}
2 560,00

{30y
0,00

Fayment received - Thankyou

Peried 3
(60} +
0,00

Balances detail history (open item) report - Transactions

All the Debit and Credit transactions will be listed. The outstanding amounts will be displayed
including 0,00 for transaction that is fully settled.

Code Name Total
MABGRE Mr. AB Green 2 560,00 Open item: Yes
Reference Oate Description Amount Dutstanding BatchlD  Transaction
id
NV 001 2018/03/07  Psint- Exterior 114000 0,00 10036 324
NV 003 0  Psint- Bcerior 114000 280,00 10036 k. i]
NOD 0 13 Inwoice AB-N110 114000 1 140,00 10045 arg
NOD 0003 /15 Inwoice /PH-101 114000 1 140,00 10047 385
D501 18 Payment received - Thank you -200000 0,00 10037 a7
Total 2 560,00 2 560,00
Period 1 Pericd 2 Period 3
30} 30} (60} +
0,00 2 560,00 0,00

See — Chapter 1.5 of MODULE | - RECEIVING PAYMENTS FROM YOUR DEBTORS - Entering payments from
Yyour debtors (customers / clients)
Mr. AB Green paid 2 000,00 (1 140,00 for INV0OT and 860,00 for INV0O03), -

*  Deposit D5001 -2 000,00 - Outstanding amount = 0,00

o Invoice INVOOT — 1 140,00 - Outstanding amount = 0,00

. Invoice INV003 — 1 140,00 - Outstanding amount = 280,00 (Invoice amount 1 140,00 less 860,00

partial settlement = 280,00).
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P.4.2.4- Show contact details option

You may select the “Show contact details” option to view the details for each debtor included in
the report.

Code Name Total
MABGRE  Mr.AB Green 2 560,00 Open item: Yes
Reference Date De s cription Amount COutstanding BatchlD Transaction
id
NV 001 2018/03/07  PFaint- Boeror 114000 0,00 10038 324
My 003 2018/03/10  PFsint- Beror 114000 280,00 10038 32
MNODQD01 20180313 Invoice AB-NI10 114000 1140,00 10045 £
NODOD03 20180315 Invoice PH-101 114000 1140,00 10047 385
DEQD 20180318  Psyment received - Thank you -2000,00 0,00 10037 T
Total 2 560,00 2 560,00
Period 1 Period 2 Period 3
(30} {30} (B0} +
0,00 2 560,00 0,00
Postal address Delivery address Inform ation
PO Box 1111 Green Sresf Language : English
Lakeside Lakeside Confact
Johannesburg Johannes bung Telephone 1 : {011)374-8387
2122 2123 Telephone 2 : (011)314-8358

Fax :(011)314-9338

E-mail : greeni@ pink soff.co.za
Web=zite : wrbocash net

Com pany reg. no. - 222222222
Tax reg. no. - 111991971

P4.3- Debtor statements

You may send debtor statements to your debtors (customers / clients) on a regular basis. It is
recommended that the statements are printed after all batches and documents are posted
(updated). The following two (2) debtor statements may be printed:

+  Debtor statements — All the Debit and Credit transactions are listed (irrespective of
Open item transactions processed (Credit transactions linked to Debit transactions)).

* Debtor statements — Outstanding — Only the outstanding Debit and Credit transactions
are listed.
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P.4.3.1-

Debtor statements - Outstanding

Debtor statements - Outstanding

To print debtor statements:

1.

3.

4.

On the Reports ribbon, select Reports — Debtors — Outstanding. Debtor statement
(default report) will automatically be selected. This default debtor statement will print all
transactions debits and credits.

Select the Debtor statement — Outstanding report to print only the outstanding
amounts of transactions not linked in Open item processing.

Debtar statement - Outstanding

m Debtor statement - Outstanding

= [} X

v D Open in PDF %

D ate of ageing
ek [
Days overdue

a0

Mumber of daps overdue

a0

From account

[D1286RE

To acoount

[[][piroEsm

Sequence
Description

+" OK ) Cancel

Enter or select the following:

Date of ageing:

Days overdue:

Number of days overdue:

From account:
To account:

Sequence:

Click on the OK button.

J@ Select the date i.e. "2018/04/30".
Enter "30".
Enter "30".
% Select the first account on the list.
% Select the last account on the list.

% Select "Description”.
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An example of the “Debtor statement”, is as follows:

L] Debtor statement - Outstanding — O *
M4 Prr|sag B FERQARKXA[ I4]e
~
Mr. AB Green Handyman Hardware Store
PO Box 1111 27 Olignts Road
Joha b E mmarentia
2222":'”'?3 urg Johannesburg
2185
Phome: {011) 310-1390
Account no. : D1ABGRE i (0t 2105000
Conisct : Andrew Green . it
E-m=il: mymEilEmyisp et
Taxereg. no.: 111111111 Websie:
Conpanyreg. no. : 222222222 =
Telephone 1 - (011)314-9957 Company r=g. no.: 138012345
Telephone 2 - (011)314-5558 Tax reg m’_" - 442010111
Fax : [011)314-9395 = -
E-m ail - green@pinksof.coza
Website -
Statement
Staterment to: 2018/04/30 Period 1:2018/04/30 Due amount: 2 560,00
Pericd 2: 2018/03/31
Period 3: 2018/03/01 Due date: 2018/05/30
Reference Description Am ount Outstanding Paym ent date
IM/003 Fsint - Exctarior 114000 280,00 20180409
INDED O Inwoice /AB-INT10 114000 114000 20180412
MDD e Inwoice PH-101 114000 114000 201804114
Due amount Pericd 1 Pericd 2 Period 3
{30} {30} {60} +
2 560,00 0,00 2 560,00 0,00
Credit limit: 10 000,00
Balance : 2 580,00
Available : 7 440,00
Statement message:
Please refer any gueries to our accounts 2.5% INTEREST WILL BE CHARGED
department ON ALL OVERDUE ACCOUNTS
Due amount: 2 560,00 Handyman Hardware Store - Bank account
Due date: 2018/ 05/30 Bank name:
Branch code:
Bank account no.: [v]

The information, is as follows:

1. Header (Left) - Debtor information as entered / edited on the debtor account - Debtors
(Action ribbon).

2. Header (Right) - Company information as entered / edited on Company info (Setup
ribbon).

o If the Company logo is loaded in the "Options” screen of Company info (Setup ribbon), the logo
will be displayed instead of the Company name, Address (4 lines) and Telephone and Fax
numbers.

3. Statement to - The date as entered (selected) on the “parameters” screen. The periods
number of days specified on the “parameters” screen is displayed. The outstanding totals
for each period is displayed as a summary for the periods at the end of the transaction
section.

380 - TurboCASH5.1 — 2018 — Accounting Made Easy



Debtor statements - Outstanding

Transactions - This displays the date, reference, description and amount for each
transaction. The payment date for each transaction is the date of the transaction plus the
number of days entered in the “Due days” field on the Accounting information tab of
the debtor account.

Credit limit - The amount as entered in the “Credit limit" field on the Accounting
information tab of the debtor account. The Balance at is the current balance of the
debtor account of all posted transactions and documents as at the date of printing of the
Debtor statements. The Available amount is calculated the Credit limit less the Balance
at amount as at the date of printing of the Debtor statements.

Statement message - This consists of two (2) sections:

a) Statement message (Left) - Up to three (3) lines as entered on the Delivery
address tab of the debtor account.

b) Statement message (Right) - Up to three (3) lines as entered on the Statement
setup tab on the Documents setup (Setup ribbon).

Due amount, Due date and Banking details - The amount payable and the date on
which the payment is due. The Banking details (Bank account 1) as entered on Company
info (Setup ribbon) will be displayed on the Debtor statement.

0 The Banking details (as entered in the Company info (Setup ribbon) is not available in Creditor
remittance advices.
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P.4.3.2-

Debtor statement vs Debtor statement — Outstanding

Debtor statement - All the Debit and Credit transactions are listed (irrespective of Open item
transactions processed (Credit transactions linked to Debit transactions)).

Statement to: 2018/04/30 Feriod 1 : 2018/04/30 Due amount: 2 560,00
Period 2 - 201803/31

Period 3 : 201803/01 Due date: 2018105130
Date Reference De s cription Amount Paym ent date
2018/0307 INWOD1 Paint - Exterior 1 140,00 2018/0405
2018/0340 I 003 Paint - Eeterior 1 140,00 2018/0405
2018/0312 INCDDOD1 Inwoice /A B-INT1 1 140,00 2018/04112
2018/0315 INCDDOD2 Inwoice /PH-101 1 140,00 2018/04114
2018/0346 DE0D1 Payment received - Thank you -2 000,00 2018/0445
Due amount Period 1 Period 2 Period 3
{30} {30} {60} +
2 560,00 0,00 2 560,00 0,00

Debtor statement — Outstanding — Only the outstanding Debit and Credit transactions are listed.

Statement to: 2018/04/30 Period 1:2018/04/30 Due amount: 2 560,00
Pericd 2 : 2018/03/31

Period 3 : 201803/01 Due date: 2018/05/30
Date Reference Description Am ount Outstanding Paym ent date
20180340 INVDD3 PFaint - Bxterior 1 140,00 280,00 20180409
20180343  INDDODD1 Invoice (A B-INT1D 1 140,00 114000 Z018/0412
2018/0345  INDDODO3 Inwoice [PH-101 1 14000 114000 2018/04/14
Due amount Period 1 Period 2 Period 3
(30) (30} (80} +
2 560,00 0,00 2 560,00 0,00

See — Chapter 1.5 of MODULE | - RECEIVING PAYMENTS FROM YOUR DEBTORS - Entering payments from

Yyour debtors (customers / clients)

Mr. AB Green paid 2 000,00 (1 140,00 for INVOOT and 860,00 for INV003), -

*  INVOOT -1 140,00 - Will not be listed, as invoice INVOOT is fully settled.

. INV003 -7 140,00 - Will be listed, as invoice INV003 is not fully settled. An amount of 280,00
will be outstanding (Invoice amount 1 140,00 less 860,00 partial settlement = 280,00).
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MODULE Q - REPORTMAN

Q.7- REPORTMAN INTERFACE

All document layout files and reports are installed and stored in the ...\plug_ins\reports folder of
your installation directory.

To access the Report designer:

Select the Report designer on the Reports ribbon; or on the Setup ribbon. The “Report designer”
will list all layout files and report folders as follows:

m Report man
Copy report
Edit
Delete

Mew report

Mew folder
Explorer folder
Refresh

Help

Parameters
Create parameters and open

Print preview

No refresh after save

Select test document id

a

x

[

debcred
~ -[&] DOCUMENTS
: & DOCUMENTS
EMaillrvoice
LT3 Empty
GEMERAL
L3 Hew
parcel
remittance
REFDRTS
Subscriptions
v &, systemreparts
4 ﬂﬂ Ledager
F Budget
“|llly Graph
- Listing
H Tranzactions
E Dehtors
E Creditors
[l Sales
(25 Plugins
o Stock

Pairt-of-5ale
£ Contacts

-] Calendar
-~ WL Batch entry

Purchases
g Company infa
%3 Currencies
~[E] Documents
[l Sales analysis
B Tax
-- Purchase analysis

&, uzemeparts

The buttons and options, is as follows:

1. Copy report — If you need to edit a layout file or report, you need to select a file. If you
click on a report or layout file, and you click on the Copy report button, it will create an
exact copy (e.g. Copy of Reportname) of the report *.rep and the parameters *.dfm (if the
report has parameters) file(s).

I"TW It is recommended that you do not edit an existing layout file or report, but create a copy and
edit the copy until you get the required results.

I"TW You may then rename the report. If you have any customised reports, you may create folders in
“ the ..\plug_ins\reports\userreports\ folder and copy your reports to your folder. These reports
may then be accessed from User reports (Reports ribbon).
Document layout files cannot be printed from any other folder than the
. \plug_ins\reports\DOCUMENTS\DOCUMENTS folder.
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REPORTMAN INTERFACE

Edit — Launches the "Report manager designer” screen, where you may edit an existing
report or layout file or create or edit a new report or layout file.

Delete — This will delete a selected layout file or report (*.rep) file (and the parameter
(*.dfm) file, if applicable).

I'/r Please make sure that the correct report is selected. Deleting the incorrect report, the report will
¥ be permanently lost.

New report — This will launch a blank report with no datasets using the
..\plug_ins\reports\New.rep template file. When you save the New.rep file, it will save it as
New.rep in the folder in which the New report button was clicked on.

You may click on the New.rep and click again to rename the report.
If the New.rep is in the "Reportman designer” screen, you may use the File = Save as menu to
save the report with your own name.

New folder — This will create a New folder in the selected folder. You need to double-
click to rename the New folder.

Explorer folder - If a report is selected it and you click on this button, the folder
containing that report will be launched in Windows Explorer or your system's default file
browser.

Refresh - This will refresh the display (list of folders and files) in the “"Reportman” screen.

The "No refresh after save” option is by default selected (ticked). If this ticked is removed, it will
automatically refresh the "Reportman” screen when a report or layout file is selected. This may
slow down your system.

Help - This button is inactive. The off-line Reportman help can be accessed from the
.../plug_ins/reportman/doc/indexes.html file in the TurboCASHS5 installation directory.

You may access the online help at http.//reportman.sourceforge.net,

If you focus on a specific area of the "Reportman designer” screen, a "?" will be added to the
cursor, it will launch the specific topic at sourceforge (e.g.
http.//reportman.sourceforge.net/doc/refcommon.html).

Parameters - If a report has parameters, and you click on the Parameters button, the
“Parameters” screen for the selected report will be launched.

Create parameters and open — This will launch the “"Reportmanager designer” screen on
which you may edit the parameters (Report — Parameter definition menu) and
Datasets (Report — Data access configuration menu).

If a report has no parameters and you click on this button, it will display an error message, e.g.
"No params found. create one first C:\TCASH5\plug_ins\reports\userreports\Custom
Reports\New.dfm"

You then need to close this message and click on the Parameters button to create parameters. If
you find another report with similar parameters, you may copy the parameter *.dfm file to the
folder of your report and rename it to the name of your report.

You then need to edit the parameters and report.
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11. Preview - Click to preview a document layout file or a report. If a report has parameters,
it will launch the report "parameters” screen on which you may select the options to

preview the data in the report.

0 While editing a document layout file or a report, you may click on the Preview@] icon of the
Report manager designer screen.

12. Select test document id - If you click on the Preview button if document layout files (in
the ...\plug_ins\reports\DOCUMENTS\DOCUMENTS folder) are selected the last document
processed or printed will be previewed. If you click on this button you may select any
other posted or unposted document to preview.

Q.2-

REPORTS FILES AND FOLDERS

All document layout files and reports are installed and stored in the ..\plug_ins\reports folder of
your installation directory.

When launching the Report designer, all report folders are displayed as follows:

m Report man
Copy report.
Edit
Delete

Mew report

ey folder
Explorer folder
Refresh

Help

Parameters
Create parameters and open

PFrint preview

Mo refresh after save

Select test document id

O X

[43

debcred
v -[E] DOCUMENTS
i -[E DOCUMENTS
EMaillrwvaoice
i--[2# Empty
-~ | GEMERAL
T8 New
parcel
remittance
REPORTS
Subscriptions
w % spstemreports
R m Ledger
Budaget
~[|[ly Graph
m Listing
Transactions
-B8 Deftars
[e& Creditors
Sales
gl Flugins
gy Stock

g Faint-of-Sale
Corntacts
. Calendar
E Batch entry
-lgl Purchages
g Company infa
3 Cumencies
- Documents
@ Sales analysiz
-] Tan
Purchase analysis
&. userneports

The directories (folders and files are as follows):

1.  Document printing — All the layout files for printing documents are stored in the
..\plug_ins\reports\DOCUMENTS\DOCUMENTS folder.
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Press the F1 key and search (Search titles only) for layout files. See "Layout files for Sales
documents” and "Layout files for Purchase documents”.

Press the F1 key and search (Search titles only) for "Working with Reportman”. This will introduce
you to the Reportman interface and to customise document layout files.

2. Reports — Reports menu — These reports are stored in the systemreports folder.

Reports — User reports menu — These reports are stored in the userreports folder. Users
are encouraged to create and / or edit existing reports, but it is recommended that these
be copied and stored in the ...\plug_ins\reports\userreports\ folder.

Reports — T-Ledger analyser and Reports — T-Account viewer — Seven (7) reports are

stored in the ...\plug_ins\reports\GENERAL\ledgerview folder. These are:

a)
b)
o)
d)
e)
f)

9)

budgetvsactsimple — Budget vs actual and This year vs last year reports.

colbal — Not used.

colbalopen — Not used.

colbalopenonly — Not used.

colbalsimple — Standard column balances report.

detail — Trial balance, Income statement and the Balance sheet.

ledgerdetail - Print button on the T-Account viewer.

5.  Reports generated from inside the TurboCASH5 program on various screens are
stored in the ...\plug_ins\reports\GENERAL\documents folder. These are:

a)

Batch processing - Batch entry (F2) (Action ribbon):

i)

abbreviations — Abbreviation definitions as set in the Batch entry —
F9:Process option (Action ribbon). If you click on the Print button of the
Abbreviation screen, a list of Abbreviation definitions will be printed. The
abbreviations listed on this report, may be used to automatically fill the
description column in the document lines when processing documents
(invoices, credit notes, quotes, purchases, supplier returns and orders).

batch — Batch Listing on the Batch entry - F8:List — This will print a list of
all transactions in an unposted batch.

postedbatch - Batch Listing on the Batch entry — Posted batches -
Details tab — Print button - This will print a list of all transactions in a
posted batch.

paycreditor - Prints the Creditor payments report when clicking on the
Print button in the "Payments Debtors / Creditors" option (Batch entry —
F9:Process).

paydebtor — Prints the Debtor payments report when clicking on the
Print button in the "Receive Payments / Creditors” option (Batch entry -
F9:Process).
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vi) receipt — Prints a receipt if the “Create receipt” option is selected for
Receipt batches in the Batch entry — F9:Process (and if the "Print” option is
ticked).

vii) recon — Prints the Bank reconciliation report when clicking on the Report
icon of the Reconcile bank (Reconciliation (Action ribbon)).

b) Documents (Documents (F6)) (Action ribbon):

i) barcodes — Context menu - Quick link to print the barcodes of the stock
items selected on documents.

i) labels - Context menu - Quick link to print the postal address labels (and
Contact name) of the debtors (customers / clients) selected on sales
documents or creditors (suppliers) selected on purchase documents.

iii) labelsdelivery — Not implemented yet. This is similar than the labels report,
but should print delivery addresses in stead of postal addresses.

c¢) Point-of-Sales (Standard) - Input — POS Invoice (Ctrl + F6) (Action ribbon):

i) oldpossales — This sales report prints from the Process - Reports or
Cashup option on the POS Invoicing screen.

i) oldposcashup - This cashup report prints from the Process - Reports or
Cashup option on the Input — POS Invoicing screen (Action ribbon).

d) Others

i) datacheck — Prints the Data integrity check report from the Tools — Data
integrity check menu (Setup ribbon).

i) groups — Prints the list of the Account group 1/ 2, Debtor group 1/ 2,
Creditor group 1/ 2, Stock group 1/ 2, Document group 1/ 2, etc. when
clicking on the Print button of a selected group on Groups (Setup ribbon).

iii) payments — Prints a Receipts / Payments advice when the Receive
payment context menu option is selected (and the “Print" option is ticked)
on the Open item link - Transactions tab (Action ribbon) or on the “Open
item link" screen for a debtor (customer / client) or creditor (supplier)
account.

iv) Userlog — Prints the Userlog report when clicking on the Log report
button on the Access control (Setup ribbon).
6. REPORTS
a) CREDITOR - (Action - Creditors (F5) menu) — Selected creditor label (Postal
address) and Selected creditor delivery label (Delivery address). Print when you
right-click on a selected creditor (supplier) account from the list.

b) DEBTOR - (Action — Debtors (F4) menu) — Selected debtor label (Postal
address) and Selected debtor delivery label (Delivery address). Print when you
right-click on a selected debtor (customer / client) account from the list.
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Q.3-

Q)

d)

9)

REPORTS FILES AND FOLDERS

STOCK - (Action — Stock items (F12) menu) — Barcode and Yagoda barcode.
Print when you right-click on a selected stock item or stock items from the list.

PROJECTS - If projects have been activated and transactions have been
entered in batches and documents, you may print five (5) reports (i.e.
Transactions, Hours, Stock items, Statements and the Total report). Budgets can
also be entered for Projects, but it needs to be added to these reports.

HORECAPOS - This folder contains the reports for the HORECAPOS and
RETAILPOS Plugins.

SUBSCRIPT - This folder contains the Subscriptions report. (See the
Subscriptions folder — This folder contains the report, emailtemplates, layouts
and Sql for the Subscriptions Plugin).

REPORTS FOLDER (Discontinued Reports) - The BATCHREPORT, CONTACTS,
COSTCENTER, GL and TAX folders contains old reports not used in TurboCASH5.

Folders and reports for Plugins

a) Emaillnvoice and debcred folders are used for the E-MailPro Plugin
b) parcel — This is not used at this stage — It is reserved for a Send Parcel Plugin.
c) remittance — This contains the list report, emailtemplates and layouts for the
Reminders Plugin.
d) Subscriptions - This folder contains the report, emailtemplates, layouts and Sql
for the Subscriptions Plugin.
LAYOUT FILES

The layout files selected for each document type on the Documents setup are the global default
layout files that will be used to print documents.

Specific layout files may also be selected for:

Each debtor (customer / client) account by selecting a different layout file in the Layout
file 1 (Invoices), Layout file 2 (Credit notes), Layout file 3 (Quotes) - Debtors (Action
ribbon).

Each creditor (supplier) account by selecting a different layout file in the Layout file 1
(Purchases), Layout file 2 (Supplier return), Layout file 3 (Orders) - Creditor (Action
ribbon).

0 The global settings will be over-ruled.
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In addition to these settings, you may also select a different layout file when printing documents
on the "Layout file" fields of the following options in the (Action ribbon):

«  Document menu - Selection screen (Print button)
*  Debtors (Documents tab)
¢ Creditors (Documents tab)

Layout files are stored in the ..\plug_ins\reports\DOCUMENTS\DOCUMENTS directory. These may
be edited using the Reportman (accessed from the Report designer on the Reports ribbon or on
the Setup ribbon).

Layout files have been designed to be displayed in the Language file (Switch language (Start
ribbon)). If you change the language, the layout file will be displayed in the selected language.

I’ﬁ Should the correct tax terminology (e.g. Sales tax, VAT, GST) not be displayed on layout files, you need to
“" select the correct language / country file.

For your convenience, the names of the layout files as well as the internal translation languagelD
are listed.

Q.3.1- LAYOUT FILES FOR SALES DOCUMENTS

All layout files are translatable via the language files, except the following available in English
language only:

Debtor (customer / client) layout files — English only

Name LanguagelD
Invoice English (no codes) TRN_906262
Invoice English (10 code) TRN_906261
Invoice English (15 codes) TRN_906191

These layout files will display TAX instead of VAT/GST/Sales tax.

The rest of the layout files are translatable via the language files. It will display the tax terminology
for the selected country e.g. en-South-Africa will display VAT, af-Afrikaans will display BTW, en-
Australia and en-New-Zealand will display GST, en-American will display Sales tax, etc.

The language in which these layout files can be printed, may be set in the “Language” field -
Debtors (Action ribbon).
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Print no stock codes

Q.3.1.1-  Print no stock codes

If you do not wish to print stock codes on documents, you may select the following layout files:

Debtor (customer / client) layout files - No stock codes

Normal A4 Format A4 Plain format
Name LanguagelD Name LanguagelD Name LanguagelD
Invoice (no codes) TRN_906194  Invoice A4 (no codes) TRN_906212  Invoice A4 Plain (no TRN_906230
codes)
Credit note (no TRN_906195  Credit note A4 (no TRN_906213  Credit note A4 Plain (no  TRN_906231
codes) codes) codes)
Quote (no codes)  TRN_906796 Quote A4 (no codes) TRN_906214  Quote A4 Plain (no codes) TRN_906232

If you need to display your Banking details on an Invoice, you may select the Invoice Bank details (no
codes) - (TRN_906192) layout file.

o If you need to print a Delivery note, you may select the Delivery note (no codes) - (TRN-906181) layout file.

-

Q.3.1.2-  Print stock codes (up to 10 characters)

If you enter less than 10 characters in the “Stock code” field and less than 25 characters in the stock
“Description” field on Stock items (Action ribbon), you may select the (10 code) - series of
document layout files:

Debtor (customer / client) layout files - 10 digit stock codes

Normal
Name LanguagelD
Invoice (10 code) TRN_906200

Credit note (10 code) TRN_906201

Quote (10 code)

i/

TRN_906202

-

A4 Format

Name LanguagelD
Invoice A4 (10 code) TRN_906218

Credit note A4 (10 code) TRN_906219

Quote A4 (10 code) TRN_906220

A4 Plain format

Name LanguagelD
TRN_906236

TRN_906237

Invoice A4 Plain (10 code)

Credit note A4 Plain (10
code)

Quote A4 Plain (10 code) TRN_906238

If you need to display your Banking details on an Invoice, you may select the Invoice Bank details (10 code)
- (TRN_906260) layout file.

= If you need to print a Delivery note, you may select the Delivery note (15 code) - (TRN-906182) layout file.
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Q.3.1.3-  Print stock codes (up to 15 characters)

If you enter up to 15 characters in the “Stock code” field and up to 35 characters in the stock
“Description” field, on Stock items (Action ribbon), you may select the (15 code) - series of
document layout files:

Debtor (customer / client) layout files - 15 digit stock codes
Normal A4 Format A4 Plain format

Name LanguagelD Name LanguagelD Name LanguagelD
Invoice (15 code) TRN_906206 Invoice A4 (15 code) TRN_906224 Invoice A4 Plain (15 code) TRN_906242

Credit note (15 code) TRN_906207 Credit note A4 (15 code) TRN_906225 Credit note A4 Plain (15 TRN_906243
code)

Quote (15 code) TRN_906208 Quote A4 (15 code) TRN_906226 Quote A4 Plain (15 code) TRN_906244

o If you need to display your Banking details on an Invoice, you may select the Invoice Bank details (15 code) -
(TRN_906193) layout file.

= If you need to print a Delivery note, you may the select Delivery note (15 code) - (TRN-906182) layout file.

Q.3.1.4- Layout files no tax

Layout files have been designed to be displayed in the Language file (Switch language (Start
ribbon)). If you change the language, the layout file will be displayed in the selected language
(including the Tax (VAT/GST/ Sales tax) terminology.

Should the correct tax terminology (e.g. Sales tax, VAT, GST) not be displayed on layout files, you need to
select the correct language / country file.

We have also included a set of document layout files which does not contain the tax terminology if you are
not registered as a VAT/GST/Sales tax vendor.

Debtor (customer / client) layout files - No Tax (VAT/GST/Sales tax)

No stock code Stock code (15 digits)
Name LanguagelD Name LanguagelD
Invoice No Tax (no codes) TRN_906248 Invoice No Tax (15 code) TRN_906254
Credit note No Tax (no codes) TRN_906249 Credit note No Tax (15 code) TRN_906255
Quote No Tax (no codes) TRN_906250 Quote No Tax (15 code) TRN_906256

:‘g If you need to print a Delivery note, you may select the Delivery note (no codes) - (TRN-906181) or
— Delivery note (15 code) - (TRN-906182) layout files.
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Q.3.1.5-  Point-of-Sale (POS) layout files

The following layout files are available for Point-of-Sales:
1. POS-STARTSP100 - (TRN_906183) - Prints on till slip printers.
2. POS - (TRN_906184)
3. POS 2 - (TRN_906185)
4. POS A4 - (TRN_906186)

Q.3.2- LAYOUT FILES FOR PURCHASES

All of these layout files are translatable via the language files. The language in which these layout
files can be printed, may be set in the “Language” field — Creditor (Action ribbon).

Q.3.2.1-  Print no stock codes

If you do not wish to print stock codes on documents, you may select the following layout files:

Creditor (supplier) layout files - No stock codes

Normal A4 Format A4 Plain format
Name LanguagelD  Name LanguagelD Name LanguagelD
Purchase (no codes) TRN_906197 Purchase A4 (no codes) TRN_906215 Purchase A4 Plain (no TRN_906233
codes)

Supplier return (no TRN_906198 Supplier return A4 (no TRN_906216 Supplier return A4 Plain (no TRN_906234
codes) codes) codes)

Order (no codes) TRN_906199 Order A4 (no codes) TRN_906217 Order A4 Plain (no codes) TRN_906235

Q.3.2.2-  Print stock codes (up to 10 characters)

If you enter less than 10 characters in the “Stock code” field and less than 25 characters in the stock
“Description” field on Stock items (Action ribbon), you may select the (10 code) - series of
document layout files:

Creditor (supplier) layout files - 10 digit stock codes

Normal A4 Format A4 Plain format
Name LanguagelD Name LanguagelD Name LanguagelD
Purchase (10 code) TRN_906203 Purchase A4 (10 code)  TRN_906221 Purchase A4 Plain (10 TRN_906239
code)

Supplier return (10 TRN_906204  Supplier return A4 (10 TRN_906222 Supplier return A4 Plain ~ TRN_906240
code) code) (10 code)

Order (10 code) TRN_906205 Order A4 (10 code) TRN_906223 Order A4 Plain (10 code) TRN_906241
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Q.3.2.3-  Print stock codes (up to 15 characters)

If you enter up to 15 characters in the “Stock code” field and up to 35 characters in the stock
“Description” field on Stock items (Action ribbon), you may select the (15 code) - series of
document layout files:

Creditor (supplier) layout files - 15 digit stock codes
Normal A4 Format A4 Plain format
Name LanguagelD Name LanguagelD Name LanguagelD
Purchase (15 code) TRN_906209 Purchase A4 (15 code) = TRN_906227 Purchase A4 Plain (15 code) TRN_906245

Supplier return (15 TRN_906210  Supplier return A4 (15  TRN_906228 Supplier return A4 Plain (15 TRN_906246
code) code) code)

Order (15 code) TRN_906211 Order A4 (15 code) TRN_906229 Order A4 Plain (15 code) TRN_906247

Q.3.2.4- Layout files no tax

Layout files have been designed to be displayed in the Language file (Switch language (Start
ribbon)). If you change the language, the layout file will be displayed in the selected language
(including the Tax (VAT/GST/ Sales tax) terminology.

Should the correct tax terminology (e.g. Sales tax, VAT, GST) not be displayed on layout files, you need to
select the correct language / country file.

We have also included a set of document layout files which does not contain the tax terminology if you
are not registered as a VAT/GST/Sales tax vendor.

Creditor (supplier) layout files - No Tax (VAT/GST/Sales tax)

No stock code Stock code (15 digits)
Name LanguagelD Name LanguagelD
Purchase No Tax (no codes) TRN_906251 Purchase No Tax (15 code) TRN_906257
Supplier return No Tax (no codes) ~ TRN_906252 Supplier return No Tax (15 code) TRN_906258
Order No Tax (no codes) TRN_906253 Order No Tax (15 code) TRN_906259
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Q3.3- UNIVERSAL LAYOUT FILES

These three (3) Layout files can be used for both sales documents (i.e. Invoices, Credit notes and

Quotes) for debtors (customers / clients) as well as purchase documents (i.e. Purchases, Supplier
returns and Orders) for creditors (suppliers).

Universal layout files

No codes 10 codes 15 codes
Name LanguagelD Name LanguagelD Name LanguagelD
Document layout (no  TRN_906278 Document layout (10 TRN_906276 Document layout (15  TRN_906277
codes) code) code)

@ If you need to print the Universal - Document layout files (One (1) Layout file for all document types), it is
recommended that these document types are edited and / or translated to the singular on the Types tab of
Setup — Tools — Customise language. (Setup ribbon). These Document layout files will print the document
type in the plural (if it is not changed to the singular).

For example, if you print an Invoice, it should display Invoice and not Invoices on the printed
layout file.

@ If you need to print the Universal - Document layout files (One (1) Layout file for all document types), the
Banking details of your Company as entered in Company info (Setup ribbon) will be printed on purchase
documents (i.e. Purchases, Supplier returns and Orders) for creditors (suppliers).
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Function keys - TurboCASH main program

R.1- _ Function keys - TurboCASH main program

Key Description Menu (Ribbon) Function

F1 Help Help — Help (Action) Access the Help file.

F2 Batch entry Batch entry (Action) Enter transactions in your respective batch types.

F3 Update ledger Update ledger (Action) Update invoices, credit notes, purchases and
supplier returns.

F4 Debtors Debtors (Action) To create, edit, delete debtor (customer / client)
accounts.

F5  Creditors Creditors (Action) To create, edit, delete creditor (supplier) accounts.

F6  Invoices Documents (Action) The Invoicing screen will be displayed on which

you may start processing invoices. You may also
select to process any of the following documents:
. Credit notes
*  Purchases
*  Supplier returns
. Quotes
. Orders
The last accessed Document type will be launched
(if the Set of Books is not re-opened).

F10  Creation wizard Create Set of Books (Start) Launches the Creation wizard screen on which you
may select an option to create or copy a Set of
Books.

F12  Stock items Stock items (Action) Maintain stock items.

R.2- Alt + Other ke_ys

Key Description Menu (Ribbon) Function
F2 Reconciliation Reconciliation (Action) Do a bank reconciliation and to print the
bank reconciliation report.
(0] Open Open (Start) Open a Set of Books.
Q Exit TurboCASH Exit TurboCASH (Start) Exit your TurboCASH program.
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R.3- Ctrl + Other keys

Key  Description Menu (Ribbon) Function

F4 Calculator Calculator (Setup) Access the calculator.

F5 Company Info Company Info (Setup) Enter or edit information regarding the
company and to set defaults for the
company.

F6 POS Invoice Input — PQOS Invoice (Action) To start processing Point-of-Sale invoices.

L Open item link Open item link (Action) Options to link receipts to specific invoices for

debtors and payments for creditors to certain
supplier invoices or purchases.

Open item link processing are also available
for general ledger accounts.

R.4- _ Function keys - Batch entry screens

Key  Description Function
F5 Balance Balance the batch
F6  Post Post the batch
F7 Exclusive / Inclusive Enter VAT/GST/Sales tax Exclusive or Inclusive
F8 List List the batch
F9  Process Process the batch
F10  Setup Setup entry defaults for the batch.

R.5- Function ke!s - Document ently screens

Key  Description Function

F7 Exclusive / Inclusive Enter VAT/GST/Sales tax Exclusive or Inclusive

F8 Discount To enter discount

F9 Comment Insert a comment.

F10  Delete all Delete all the transactions and comments entered in the document.

F11  Copy Copy the transactions from a selected invoice.

F12  Delete line Delete selected transaction(s) and / or comment(s) entered in the document.
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