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OVERVIEW

This integrated accounting system is designed to integrate information from other modules of the
Norcom suite of Transport Management Software to provide a detailed analysis of all financial
information.

The accounting suite of programs comprises of:

Debtors Analysis
Sales Analysis
Creditors

Subcontract Payments
General Ledger

Bank Reconciliation
Cash Control

Profit & Loss Control
Balance Sheet



OPERATOR PROMPTS

Add Button

Add

The add button enables you to add new records into a file. To add a record, select the add button,
this will give you a clear data screen to enter your new information. Use the TAB key to enter
through the fields. Select the save button to save your record.

Edit Button

:

Edit

The edit button enables you to edit existing records. To edit an existing record, select the record,
make the necessary changes and select save. You cannot alter any codes that have been set up;
you can only alter the information relating to the code.

Browse Button

Browse |

The browse button will allow you view all of the information entered into the current option. The
browse button will open the browse screen; you can then use the mouse to scroll through the
records that are displayed on entry of this option. To view an entry, highlight it using the mouse and
then click on display.

In most browse screens, you also have the ability to sort your information. To do this, click on the
headings of the grid, these are usually shown in blue. The heading will change colour to red and the

information will then be sorted by the selection you have made, e.g. by date, customer or invoice
number.

Browse Popup Menu

Dizplay r

Delete
Find
Frirt

Cancel

Right mouse clicking on the grid in the browse options accesses the above popup. These functions
of these options are the same as selecting the buttons.

GoTo Button

Goto |

The goto button allows you to jump from record to record without using the browse screen and is a
quick way to display the record that you are looking for. To display a record using the goto button,
select the goto button, type in a code or description of the record you wish to display and select the
goto button. Your record will now show on the screen.
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Save

Save

The save button will save the information you are entering. You can only save if all of the required
information has been entered. Some master files require mandatory information to be entered
before you can save the record.

Cancel

Cancel

The cancel button enables you to terminate an entry you are adding or editing. If you are adding a
record, the information will not be saved, and if you are editing a record, the original information will
be saved.

Delete

Delete |

The delete button allows you to delete existing records that are not updated to general ledger. For
Master records this option will only allow you to delete if there are no records attached to the file.
For data entry records, you can only delete entries that have not been updated to general ledger.
To delete a record, select on the record that you wish to delete and select the delete button. You
can also delete a record by using the "right mouse clicking" method.

Exit

Exit
The exit button will close the option you are in.

?

]

This button will open online help.

Display

Display |

The Display button will open the data entry screen at the record that was highlighted on selecting the
display button. You can also display a record by using the “right mouse clicking” option on the
record to bring up a popup menu.

Print

Prirnt |

The print button allows you to print reports from the options such as you master file information
reports. The print option will only print the selection criteria displayed on the screen. For example, if
you have used the find button to search for a particular group of records and that information is still
displayed on the screen at the time of selecting the print button, only that information will print.

11



Export to Excel
x

Mo Data Entry Reguired

Print ¢ Preview | Cancel |'?|

[~ Gave As...

All reports generated within the Transmate suite of programs have the ability to be exported to an
Excel file. After selecting the report data, select the print button, to display the print options dialogue
box. Place a tick in the field at the left-hand bottom of the printer prompt.

x

Mo Data Entry Required

¥ Save As Frint | Preview | Cancel |'?|

Fleaze Erter File Mame to Save the Repart To -
File: riame

Report Can Be Found In The Following Location -

IP:\TRANSMATE\TRANSMATE_REPORTS\
Save Az An Excel File |

The screen will display indicating a file name relative to the report selected and the directory path
where the file will be saved. The Excel file will be saved automatically to the Transmate_Reports
folder within the Transmate directory on the server, If required, the file name can be altered for easy
identification.

Update

pdate

The update button will update the transactions entered to relevant parts of the system. It will update
invoices to customers and contractors, vehicle revenue to your fleet cost reports and customer,
creditor and cashbook transactions to general ledger.

Find

Find |

The find button enables you to search for records via a key word or characters in the browse
screens. To find a record, select the find button and type in a relevant key word, select the search
button. To view the search results select view. Highlight the record you wish to view and select
display.

Next Page Buttons
K1
The next page button allows you to go to the next or previous page in multiple page options. You

can also go to the next page by selecting the tab at the top of the page.

Select All

The select all button will select all of the information in the list box.

12



Multi Selecting

In some areas of the system, it is possible to multi select records. There are three ways of multi
selecting.

Select blocks of data.
To select a block of data, use the mouse to select the first record in the block, hold down the shift
key and use the mouse to select the last record in the block that you wish to select.

Select individual records to create a block of information.
To select individual records to create a block, hold down the shift key and use the mouse to select
the records.

Select all and deselect unwanted records

Choose select all option, then holding shift key down and with the mouse click on entries that you
wish to delete from the list.
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USER SETUP

User Mame | ﬂ

Password |

Administration | Ok Quit | '?|

The user profile will initially be setup with a generic user on installation of the software, and
instructions on how to access this option will be advised to a person of authority as determined by
the purchaser.

This option allows you to set-up your employees with a user profile and applies security access to
the menu options. To access this option select the ‘administration’ button and enter the password
provided by Norcom, the select the browse button and add to enter a new user profile.

iusersetup X

| Fleetiate | Frainhithiate | Accounthiate |

UserMame  |USER NAME

Password IPASS‘INORD

Anplication  [accounthiate =l

[~ This User will not have acoess to add, alter or delete information in the master files for the above application.
[~ This User will not have acoess to addd, edit or delete information inthe Dektors Maintzin Accounts option.
[ This User will not have access to acld, edit of delete information in the Creditors Maintsin Accounts option.

™ This User will not have access to god, edit or delete infarmation in the Contractors Maintain Accounts aption,

Brovise Add Edit Save Cancel Delete Exit | 7 |

Users must be set up with a unique alpha/numeric user name to access the program. You can use
the same user name for different applications. E.g. If you have a person using multiple modules in
the Transmate suite you can have the same user name for each. Passwords are optional and case
sensitive, but for security of your business, we recommend passwords be used and these be set up
with 1-2 staff members only having access to the setup and knowledge of the passwords.

To add a new user, select add. Enter the user name, password if required and application. Next,
select the tab at the top of the screen for the appropriate application. You are now able to allocate
access to menu options for the user by placing a tick in the check box. Continue across all tabs until
all required check boxes are ticked. If the check box is not ticked, the user will not be able to access
that option from the menu.

To make changes to the access of options in a user profile, ensure that the login is not being used
for the application that you are about to make changes to, as access will be denied. When finished,
select save.

To make changes to the user name of a user profile, ensure that the login is not being used for the
application that you are about to make changes to, as access will be denied. You will need to
delete the user profile and re-enter a new one with the appropriate access options ticked.

When finished, select save
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GETTING STARTED

User Marne | j

Pasgword |

Administration | Ok it | ?l

To begin using the Transmate system you first select the application you wish to use. The log on
screen will appear. You must log on with a User Name and password as setup in the user profile,
and then click OK.

After logging on you need to select your Company name.

Payroll Default Details
Select Default Company for Session |YOUR COMPANY NAME ﬂ
Select Default Pay Date for Session |14m5:’201u
Select Pay Frequency for Session IWeekly ;[
Ok 7

After gaining access to the Accountmate system and before commencing to use the system, you will
need to set up your master files. Master files are shared throughout the modules of the Transmate
system. These include company records, chart of accounts, departments, route codes, vehicles and
employees.

MASTER FILE ORDER OF ENTRY

The most important master file in the Transmate system is the Chart of Accounts, which can be set
up in Accountmate and Freightmate. A standard chart of accounts has been included in the
program, and we suggest that you carefully check that the chart of accounts is suitable for your
business. You are able to add, delete or alter the list provided, or if preferred you can replace the
standard chart of accounts with your own, but this must be done prior to entering of any other data
into the Transmate software.

The second most important master file is the Company record; when a new system is installed,
minimal information is entered. You will need to check that the company record has the correct
company name, address, telephone numbers, etc as this information is used for generating all
stationery. You will also need to ensure that all the default general ledger code fields have been
filled in, making sure that the numbers in these fields relate to the chart of accounts you have set up,
as this information is used when generating transactions.

It is preferable to have the options in the Utilities Menu set up prior to entering any other master files,
as these ‘types’ and ‘categories’ can then be used in the master files to sub-categorize the records
in the master files.

From General Ledger Menu

Category Codes (used for adding sub-categories to profit & loss and balance sheet reports)
BAS Category Codes (standard codes set up as per the Australian Taxation Office
worksheet)

e Chart of Accounts (used to assign transactions to the general ledger for financial reporting)

e Budgets (optional, can be set up at later date, used for budget reporting)
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From Utilities Menu

Departments

Company (used in all data entry)

States (used in most master files)

Vehicle/Trailer Types (used mainly in Fleetmate reporting)
Charge Codes (used in pricing of consignments)

Customer Types (useful for reporting purposes)

Depots (useful for reporting purposes)

Credit Cards (can be set up to show details on remittances)
Payment types (for easy identification of transaction types)

Once these ‘utilities’ have been set up, the customers, creditors (both suppliers and contractors),
and other master file can then be created.

From Customer Accounts Menu

e Maintain Customers

From Creditor Accounts Menu

e Maintain Creditors

From Contractor Accounts Menu

e Maintain Contractors
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UTILITIES MENU

The utilities menu is used for entering of master files, some may be generic and accessible
throughout the Transmate suite of modules, and others will be specific to the module that they relate
to. The setup of these utilities will enable ease of entry by linking company, department, customer,
supplier, to enable ease of entry for invoicing, paying suppliers and for financial reporting. Using
your mouse select the option you wish to use.

ComMPANY RECORDS

The company records option is used to store all relevant company data for producing system-
generated invoices, purchase orders, repair orders, with company details, address, telephone
numbers, and ABN number. This option also records important data such as default general ledger
accounts, bank account details, superannuation guarantee %, all in one central area necessary to
ensure accurate posting of transactions to the general ledger and financial reporting and letterhead
details for producing documents.

To Set Up a Company

Company Browse

» Company _ (O]
Company | Mame Trading A= Address Address |«
MORCOM DEMO SYSTEM PO, BOK 1485 GEELOMG

w
1 | 3
Find Display Print Cancel | ? |

The company browse option allows you to list multiple companies. The Company record should not
be altered when people are keying data into the system as problems can occur with auto-generated
numbering. This can cause problems with the system causing accounts not to balance. Make sure
that when entering company records that all other users are out of the Transmate system. The
Company file browse window displays all of the information entered into the Company master entry
screen. You have the ability to find, display and print from this window. For more information on
these options, refer to Operator Prompts at the front of this manual.
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General
i

Company Name [ORCOM DEMO SSTEM

General | Accounting | Account Cont. | Auta. Mumb | Cither | Faocter hotes | Maotes | Cther Cont. Online Setup

— Contacts
Default Company |A Phone 1 |03 52573388
Trading As | Fhaone 2 |
Mame |MORCOM DEMO SvSTEM FIEIDE I
Address [P oBOX 1485 Phone 4 |
[cEELONG Fanx |0z 5257335
IVICTORIA Py Email Inorcom@transma{e.com.au
ACM Mumber |
Other Address |123 BEACH ROAD
Connote Route | - vl
|sunrey Bay
Ayerage Cost per Kim
[ic e g B | 4.0000
Standard Hourly Cost | 90.00

i

Birowyse | Ereviousl [t | Gota | Aol | Eclit | Save | Cancel | Delete | Exit |

There are multiple data screens for setting up your company details. The first is the general
information screen for recording trading name, address and telephone numbers. The information
printed on your company stationery is collected from this section of the database.

Please ensure that only the following characters are used in the address details. A-Z, 0-9, space, &,
/, apostrophe, ", and hyphen. Please make sure that there are no full stops. Suburb, state and
postcode details are to be in correct fields not in the first address line.

To move between these screens use either the next page arrows located at the bottom right hand
corner of the screen, or use your mouse to click on the page tab at the top of the screen.

Accounting
=

Company Name [NORCOM DEMO SYSTEM

General Accourt Cont. | Auto. Numkb | Crther | Foater Motes | Motes I Cther Conit. | Online Setup
Fiscal Year — Accounts
‘Year Beginning W Sales 195 -
Dehtars 662 hd
=calmenth Creditors 833 hd

Debtors Month I 5 Contractors aad hd
Creditors Manth I 9 il &0 =
Favroll Month I 3 Wages 470 -
Contractors Manth I 7 Group Tax 471 -

—Depart it Payroll Clearing |4?1A 'I
Debtors Departrment oo -
PPS 473 >
Creditors Department |00 = Contractor Earnings 455 -
Contractars Department IUU | Confractor Insurance  [47 -
Bank Departmant o hd P&L Appropriation &1 -
Storage Department Juli] 5 Storage |1953 'I
Payroll Department 13 h Incorne frarm YWorkshop |195 -1
A
Browyse | Brevious | [t | Goto | Al | Eclit | Save | Cancel | [Delete | Exit |

The second screen is for the setting up of your fiscal year, fiscal month, departments and general
ledger default codes. An entry must be made in each field of this screen to ensure that all
information flows to the general ledger correctly.
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Accounting Continued
=

Company Name [NORCOM DEMO S STEM

General | Accounting | Auta. kumkb | Cither | Foater hotes | Motes | Cther Cont. | Online Setup
—GST Accounts Continued
GST Registered 7 WES -
Wine Tax feiez] 5
ABN |1 2345678310
Luxury Car Tax 739 -
Branch Mumber oo
Sales Tax eisie] 5
Current GST Percentage % | 10.00 ) ;
FAYG With Holding Tax a94 -
Current GET Expiry Imng;zmg
PAYG Tax Installment a94 -
Mew GST Percentage % | 1500
FBT Tax 892 hd
GST Default Account aa7 -
Deferred Company Tax 793 -
With Halding Tax % | 48 50 X
Superannuation Contral {455 -
GST Inclusive % | 11.00 q
Superannuation Expense |453 vl
ATO ECI File Version |
Warkcare 470 -
Fuel Rehate Revenue 196 -
Fuel Rebate Caontral 85 -
Fuel Rehate Department -
R oo _‘I_’I
Browyse | Brevious: | [dest | Goto | bt ] | Eclit | Save | Cancel | [elete | Exit |

The third screen is for setting up of general ledger codes and tax information relevant to reporting of
the Business Activity Statement for the tax department. It is essential that the fields relating to GST
and withholding tax are completed correctly so that the information can be collected for BAS
reporting and also to ensure that all information is properly updated to the general ledger.

ABN — Should be entered in the format of numbers only with no spaces.

Branch — (used in Paymate for identifying files sent to the ATO). Some companies have a branch
allocated by the ATO. If you are unsure please check with your accountants as this field is required
when creating the EMPDUPE file for the ATO when submitting the PAYG summaries.

ATO ECI File Version — (used in Paymate for identifying files sent to the ATO) insert the ECI
version you are currently using. If this field is left blank the system will default to Version.10

Current GST Expiry — this option has been added for our New Zealand clients use only
New GST % - this option has been added for our New Zealand clients use only

Fuel Rebate Revenue — A system journal can be generated from Fleetmate to calculate amount of
fuel rebate to claim from ATO

Fuel Rebate Control — the general ledger code entered here links to the BAS report and balance
sheet

Fuel Rebate Department — also required for correct allocation to the financial reports
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Auto Numbering

& Company |
Company Name [NORCOM DEMO S STEM
General | Accounting | Account Cont. Cther | Foater Motes | Motes | Cther Cont. Online Setup
Consighment Number | 100071 4 IMPORTANT !!!
X If you have cancelled an inwoice from Freightmate,
Imoice Mumber | 209 PLEASE DO MOT alter the invoice starting number
. =0 you can use the invoice number again. If you
IRy Oty RIGIEED I 10000013 o this, problems will arize in the system that you
Purchase Order Mumber I 53 will be unable to carrect.
hanifest Mumber I 100254 Thiz applies to all start numbers. If you have any
. X gueries regarding this please call Morcom.
Export Receival Advice Number| 0
Debtars Credit Mumber | 33
. Edlit &ute Mumbering Infarmation Only.
Debtars Dehit Number | 24
. S At Mumbreting Infarmstion Cnl
Debtars Invoice Murmber |A L" E -
Contractors Recipient Invoice I 27 ¥ | Do ot hawe leading Zeros onmanifest number.
Repair Order Invaices I W I 20 ¥ | Do ot haye leading Zeros on consignment numker.
Custormer Service Mo, I g I~ Do not have leading zeras on Staremate Movement
Remmitance Mumkber | 59
10|
Browyse | Brevious: | [dest | Goto | bt ] | Eclit | Save | Cancel | [elete | Exit |

The fourth page is for setting up of your computer generated numbering system. This page has
separate editing access to the rest of the Company records. Once the starting numbers have been
set, these should not be altered as problems can arise in all areas of the system if the numbers are
duplicated.

Other
i

Company Name [NORCOM DEMO SYSTEM

General | Azcounting | Account Cont. | Autto. Mumb | Footer Notes | Motes I Cther Cont. Online Setup

Biark ICEIA FreeCargo D |
Bank 1.0 |1 11111 Send FreeCarao Email To
BB |o62-508 I

My Email that the Freecargo Data will come To
Our Accourt Number |1 2345678 I

Group Tax Mumber I
- This iz the main Company of all my Companies [~

Chep Account Mumber I

i i FPS Payee Mumber I o .
Storemate - Allowe for muttiple Products per Location [

' Charge by Product  © Charge By Product Type Super Guarartes % I g0
Notionial Tax Amourt | 000 Termination Tz % | 50.00
Tax Installment Rate I 0.o0
Base Instalimert Income I 0.o0

POD Location |

2

Browyse | Ereviousl [t | Goto | Al | Eclit | Save | Cancel | [Delete | Exit |

The fifth screen is for the recording of your company bank for the purpose of creating an EFT file
from creditors, contractors and payroll for uploading to your banking software, and super guarantee
% for calculating of superannuation within the payroll system.
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Footer Notes

& Company |
Company Name [ORCOM DEMO SvSTEM
General | Accourting | Account Cont. | Auta. Mumk | COrther Foater Motes | Motes I Cther Cant. | Cnling Setup
Invoice Maotes Statement Notes
invoice notes from company file will print globally on al ;I Statement notes will print globally on all statements ;I
invoices
E [
Manifest Motes Payroll Payslip Motes:
= =l
E [
POD Return Instructions Office Use Only
2 =l
E [
10|
Brovyse | Brevious | [est | Gota | Aol | Eclit | Save | Cancel | [Celete | Exit |

In the sixth screen you have the ability to enter footer notes which will print out globally on all
documents generated. You also have the option in the customer master file and the employee
master file to print individual notes for a particular customer or employee that will print at the bottom
of their individual payslip.

Notes
& Company |
Company Name [NORCOM DEMO S STEM
General | Ac:counting | Account Cont. | Auto. Mumb | Cther | Footer Motes Motes | Cther Cont. | Online Setup
Motes
=
E
2]
Browyse | Brevious | [desxt | Goto | Aled | Edit | Save | Cancel | [Delete | Ezxit |

The seventh screen can be used for the recording of any general information relating to your
company.
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Other Continued
i

Company Name [NORCOM DEMO S STEM

General | Accounting | Account Cont. | Auto. Mumb | Cther | Foater Motes Motes

Online Setup

PayMate Pay Slips - Entitlements
¥ Shiowe snnusl Leave W Show RDO's

¥ Shiovw Personsl Leave

I

Browyse | Brevious: | [dest | Goto | bt ] | Eclit | Save | Cancel | [elete | Exit |

The other continued page allows you to select what payroll entitlements to print on your Payslips in
Paymate.

Online Set-up
=

Company Name [NORCOM DEMO S STEM

General | Accounting | Account Cont. | Auto. Mumb | Cther | Foater Motes | Motes | Cther Cont.

Transmate Online

Your Web Code |N0Rcom

Email Details

Email Address that the Transmate Online Files will come to -

Inorcom@transma{e.com.au
Bicc-Email Address that the Transmate Onling Files will come to -

Mumber Of Days of Consignment History To Uplosd I u]

" Microsoft Outlook Express &+ Microsoft Outlook

Browyse | Brevious: | [dest | Goto | bt ] | Eclit | Save | Cancel | [elete | Exit |

The online setup page is used with our web entry system. Transmate Online is not a generic option
within the Transmate system. You will be advised on the use of this option if Transmate Online is
included in your software.
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DEPARTMENTS

x|
Departments | Description | Company |-
DEFALULT A
uli] DEFALLT B

=
| | 3

Frint | Find | Dizplay | Cancel |'?|

The purpose of Department functions within Transmate is to group specific transactions into a
reportable item. This is accomplished by first setting up a department for each of the profit centres.
Every transaction is then allocated a department that is specific to its profit centre. Department
reports are then used for reporting the activity of each of the departments, which are a
representative of your profit centres.

Departments are an important tool of the Transmate software due to the flexibility of their use in
breaking down information into more specific categories.

Setting up Departments

If you have more than one company, the department codes must be set up in each company to
ensure that management accounts are generated correctly.

i
Department Code Iun Description |DEFAULT
iy [ State F =
Brovse |Erevi0us| et | Gotn | Add | Edit | Save | Cancel | el ete | Exit |

Select the most appropriate department names and department codes that clearly distinguish your
profit centres. For instance, if you have profit centres in Melbourne, Sydney and Perth your
department codes could be setup as: MEL, SYD and PTH., or this can be utilised for reporting on
different departments, for example, separating the revenue and costs to specific departments; e.g.
admin, interstate, local and payroll into administration, drivers and workshop.
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VEHICLE / TRAILER TYPES

x|
“ehicle § Trailer Types -
SPREADER
TAUTLIMER
UTE
=
L ol
Find | Display | Cancel |7'|

The Types Master file browse window displays all of the information entered into the vehicle types
master entry screen. You have the ability to display, delete and find from this window. To enter a
new vehicle type select display. This will open up a new screen in the vehicle type master file.

Vehicle Types Master File Entry
x

Wehicle [ Trailer Type  [PRIME MOVER

l_éEchude all Wehicle & Trailers with the above vehicle type fromi
the Cost Summary and Yehicle & Trailer Proft & Loss Reports in Fleethate.

[~ Exclude from Uszage Exception Report

Browee |Ere\ri0us| et | Goto | Adid | Edit | Save |Cance| | Deletel Exit |

The Vehicle Type master file entry screen is used to enter in all the information about your Vehicle
types. The information entered into this option is used in the vehicles master entry screen and the
trailers master entry screen. It enables you to select the type of vehicle or trailer from this list, rather
than having to retype it for every vehicle or trailer.
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CHARGE CODES

i Charge Codes =

Charge Codes -

K
LTS
MT
ouT
PL
T

4 >|
Print | Find | Display | Cancel | '?|

The charge codes master file is used to enter your charge codes. The charge code is used to link
the product, customer and route code for setting up of standard and customer pricing when entering
your consignment notes. Select display and the following window will open.

Charge Code Master File Entry

=& Charge Codes |
Charge Codes IKG I_ [~ volume v wieight
I charge Code is Inactive Select Only One
Browvse | Erevious | et | Goto | Add | Edit | Save | Cancel | Delete | Exit |

Select Add to enter a new code. Charge codes can be selected to calculate per item, volume or
weight. If you no longer have a use for a charge code it can be de-activated.
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CUSTOMER TYPES
=

Type  |[Description | -
CAZH O DELIVERY

B T DAYS ACCOUNTS
C 30 DAY ACCOUNTS
| INTEREST

L. o’

Display | Print Cancel |'F'|

The Customer type browse window displays all of the information entered into the Customer type
entry screen. Setting up customer types enables you to generate reports by customer type such as
debtors aged trial balance, sales summary, debtors banking summary, sales analysis, debtors’ top
sales, customers no longer trading and debtors’ transactions for period reports.

To open a fresh data entry screen, select the display button.

Customer Type Master File Entry

li Customer Type Entry ﬂ
Customer Type I,a, Diescription |c,a,gH Ot DELIMERY
Browse | Erevious | Mext | Gota

Edit | Save | Cancell Delete | Exit |

Setting up customer types can be of value for accounts payable staff when contacting customers
regarding outstanding accounts, as the aged trial balance report can be run by customer type.
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STATES
]

State Code | Description |;
RS MEWY SOUTHVWALES

MT

DA,

TASMAN A,

WICTORLS

WWESTERN AUSTRALLS

-

4| | >
Display | Frint | Cancel | '?|

The state code master file allows you to setup codes that relate to your particular business and
these are then used in many areas for example when setting up driver rates and trip rates. To open
the data entry screen, select the display button. The following screen will appear.

State Master File Entry
x|

State Code WIC

Description |vicToRI2:

Tirmezaone UTC+ 10.00
[ Daylight Savings

Starts [ o3 = Jam =] |FrsT | |sunpay = JarrL =l
Ehdis g1 =l fem =l |FRsT =l [sumoav =] JocToeer =l

ElrowselEre\riousl st | Gt | batu ] | Edit | Save |Cance|| Deletel Exit |

Each state can be allotted an appropriate time zone and daylight saving time.
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DEPOTS

]
Depot Code | Depat Name [Aeress [Acress [+]
MELBOURNE
YD SYDHEY
]
4 | 0|
Find | Display | Print | Cancel |9|

The Depot Master File browse window displays all of the information entered into the Depot master
entry screen. This information can be used to link vehicles to a particular depot for costing
purposes. To open a fresh data screen, select the display button.

Depot Master File Entry
=

Depot Codes | Motes | Depot Code  |MEL

Diepot Code MEL

Depot Name IMELEIOURNE Fhone I
Fax |

Address |

Contact |

L

EIrowselEreviousl Talext | Goto | Add | Edit | Save |Cance|| Deletel Exit |'?|

The Depots master file entry screen is used to enter in all the information about your depots. This
option has 2 screens of information. These are depot codes and notes. The depot code must be a
unique alpha/numeric code.
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CREDIT CARDS

[ credit card O] x|
Mumber rame Type Expiry Date |Elank -
12435 3675 9101 1121 JOHN CITIZEM WIS4 1214 MAB

-

»
Display Print Cancel | ‘?l

When accounts are paid to suppliers, the facility to record the credit card details on a remittance can
be a great asset. The invoices can be selected for payment, transactions flagged to show that they
will be paid by credit card and when the remittance is printed, the credit card details will be printed
on the remittance advice. This can then be sent to the supplier for processing.

Setting up Credit Card Information

|i Credit Cards 5'
Credit Card Mumber |1245 SR7E 9101 1121
Mame on Card IJOHN CITIZEM
Type [viza
Bank [neg
Expiry Date |12r-|4 Credit Limit I 5000.00
Brawse |Ereviuus| et | Gto | A | Edit | Save | Cancel | DElete | Exit |

Select the display button on the previous screen, then select Add. Enter the credit card details,
expiry date and credit limit of card. Then save.

In the chart of accounts, a separate general ledger code will need to be set up for the credit card
account; this will need to be ticked as a bank account, to enable reconciliation of the credit card
account through the bank reconciliation option.
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PAYMENT TYPES
10l x|

Payment Type AI
BPA™Y

CAZH
CHEQUE
CREDIT CARD
EFT

Display | Print | Cancel | ?l

Setting up Payment Types
x|

Payment Type |E|pmr

EIrowselEreviousl Iext | Goto | Add | Edit | Save |Cancel| Deletel Exit |'?|

Select display on the previous screen, select Add and enter the payment type. Save.
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REMOVE CONTRACTOR RECIPIENT DETAILS

“ Remove Contractor Recipient Details |
. e |

Company IA vl Date Range % Transaction Dste { Due Date
Contractor | 'I v Al I”—
Invoice I i IH—FA”

Co | Type | Contractor | Iroice | Date | Due Date | Dehit | Credit | Femove -

A CARMOR 100192 272008 ) 23100 0.00

A CAMMON TEST1 17062009 17 1100.00 000 [

A CARMOR 100230 16022010 23022010 1067 .22 0.0 -

-
A F

Exit |

Select Al

Deszelect Al | Remove Selected Details

All manifests updated from Freightmate along with any manual invoices, credit and debits will show
in the Contractor Accounts Menu in the option for printing Recipient Created Tax Invoices if the
contractor master file has been selected for Recipient Invoices. A Recipient Created Tax Invoice
would be issued if the contractor does not supply an invoice.

In the event of transactions not being required to be printed on an RCTI, these transactions can be
removed from the Print Recipient Tax Invoices area by ticking the transactions here in the Utilities
menu and then selecting the remove selected details button. Once removed, these transactions
cannot be restored for printing on a Recipient Created Tax Invoice.
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REMOVE CONTRACTOR TAX DETAILS

%]

4

Company I A vI Date Range ("~ Transaction Date (% Due Date ey |
Contractor | 'I ¥ Al l”—
Imvoice | -] Al IH—FA”
o | Type | Contractar | Imvvoice | Date | Due Date | Drehit | Credit | Remove -~
A Cinhd 100197 2805/2003  30.06/2009 1131 .90 0.00 [
A CamM 1234 13/08/2009 13082009 0.00 o.0a r

o

Select Al | Dezelect All |

Remove Selected Detailz

Exit

All manifests updated from Freightmate along with any manual invoices, credit and debits will show
in the Contractor Accounts Menu in the option for printing Tax Invoices if the contractor master file

has NOT been selected for Recipient Invoices.

If the contractor supplies a tax invoice for work

completed and has purchased goods on your company’s account, e.g. fuel or tyres, a Tax Invoice
would be issued prior to the cost of the purchases being deducted from his payment.

In the event of transactions not being required to be printed on an RCTI, these transactions can be
removed from the Print Recipient Tax Invoices area by ticking the transactions here in the Utilities

menu and then selecting the remove selected details button.

cannot be restored for printing on a Recipient Created Tax Invoice.
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MAINTAIN RECONCILE BANK DETAILS

’i Bank Reconcilliation ¥iew =10l x|
Diate: Bank Acct.  |Journal Irioice Checue Reference |Descrip1ion |A|:I
0501 72011 G50 Debtors Receipts i2
2400172011 G&0 Debtors Receipts 1]
2400152011 G0 | | Q00000 123 Creditars Paymert 0

1 | 3|
Display Frint Cancel | '?|

This option should only be used for initial set up of the bank reconciliation, in particular,
entering of opening balances and unpresented transactions.

After selecting the maintain reconcile bank details option, a browse screen will appear. This screen
contains all entries that are in the bank reconciliation file. To view a transaction, highlight the
transaction, and then click on display.

You have the ability to add, edit, save, cancel and delete transactions from this option.

[ Add / Alter Bank Reconcilliation Details =l
Cormpary [ =1 Irvaice I—
Date [2am1 2011 Chegue foomooa
Month | 0 Reference 123
Year | Description |CREDITORS: Py MENT
Bank Acct. [e20 Armaount [ o000

Account Type Dehit

Journal |

PLEASE MOTE : If wou alter the details in this section the changes will MOT be attered in the General Ledger.

" Presented  Date Presented [

Browse | Add | Edit | Save | Cancel | Delete | Exit | ? |

When editing a transaction, you must ensure that the details you wish to edit do not alter the original
transaction significantly. For example, you may edit the cheque number or description, but it is
unwise to alter the date, debit/credit field or the amount, as this will then cause an imbalance
between the bank reconciliation and the general ledger.

If you need to make an adjustment to an entry that affects the bank reconciliation, the adjustment
should be done through the area that the original entries were generated. For example, a debtors

receipt should be adjusted through the debtors accounts, cashbook entries adjusted through the
cashbook and so on.
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DELETED PURCHASE ORDER REPORT

%" Deleted Purchase Orders |
Company Ja x| " AlCompanies
Furchase Order |1000200 x| " AllPurchase Orders
Suppliet |TELSTR x| I Al Suppliers
Date Range Jom 2010

|31nzm0i0
[™ Consolidate Report

I Save As.... Print Preview Cancel | ? |

The deleted purchase order report will list the details that were on the purchase order before it was
deleted. ltems displayed are purchase order number, deleted by, date/time deleted, company, order
date, supplier, reference, invoice number, invoice date, part number, department, costcode, general
ledger account number, description and amount, total of purchase order and grand total of report.
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CUSTOMER ACCOUNTS
MAINTAIN CUSTOMERS

From the customer accounts menu you have the ability to control all aspects of customer accounts
maintenance, from entry of customer data base, through to invoicing, statements, receipting and
general ledger updating of all customer records, including invoicing updated from Freightmate.

Setting Up a New Customer

[ customers iy ] 4
Custamer Cocle Customer Type blatme | Address il
c

CUSTO CUSTOMER MAME PO BOX

v
4
Cancel | ? |

4 |

Find Display Print

To enter a new customer, select display, then add.

General Information

EE Customer

Accounting 1 | Accourting 2 | Accourting 3 | Imvoice § Statement Motes | Motes | Cther | Cther Cont. | Other Cont. |

]

Custamer Code ICUSTD1 Parent Account |
g |CUSTOMER TIENE Delivery Address
Address [FoBox |sTReEET
| EENENEG |siBURE foTy
[sTatE [cope |sTaTE CODE
E-Mail Address Icustomer@webaddress.com.au
Fhone Mumber 1 |0312345573 Phone Mumber 3 |
Fhone Contact { ICONTACT MAME Fhone Contact 3 |
FPhone Mumber 2 |03 101 1123 FPhone Mumber 4 I
Fhone Contact 2 |CONTACT MAME Fhone Contact 4 |
Facsimile Mumber |03 937E 5437
Account Open Date |02,r12,r2010 Account Close Date | I
]
Create Sender || Browse Bresviaus [4Est | LEl ] | Al | Elit | Save | Cancel Delete Exit 7

The general tab is for recording customer name and postal address, delivery address and phone
This information is accessed for printing of invoices and statements sent to your

numbers.
customer.
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Accounting

zl

General  Accounting 1 |Accourmng2 | Accourting 3 | Invoice / Statement Motes | Motes | Cther | Other Cont. | Other Cont. |

Recharge Percentage | | 000 Insurance % 0.00

Account Status | Insurarice Department | |

Customer Type C

I LI Insurance GIL Code | vI
Trading Terms | 30
Cubic Conversion |

Default GiL Account 135 | =

Customer Rating | i

Bank Jnas

Branch Mame IADDRESS

BSB Jos3-555

Account Ma. |sa7asaaz

Account Name IACCOUNT I MAME OF

K1

Creste Sender | Browwse | Breyious: | [dezt | ot | A | Ediit | Save | Cancel | Delete | Exit | ? |

On the accounting tab, you can record customer type, trading terms and general ledger default
account as well as your customers’ bank details.

Accounting 2

B8 Customer =]

General | Accounting 1 Accourting 2 |Ac:c:0untin93 | Invoice / Statement Motes | hMotes | Cther | Cther Cort. | Other Cont. |

ustomer Accounts - Caloulate Account Fees

Discount % 0.a0
[~ Accounting Fee 7

Discount Departrment | I~ Interest 7
Discount G iL Code |—;[
Days From Invoice Date l—g
Minimum Charge Per Docket 000
Minimum Charge Department l—;[
Minimum Charge GiL Code l—;[

Waximum Value per Invoice n.oo

Je o

Creste Sender | Browse Cancel Delete

Brevious: et | Gita Al | Eclit | Save Exit |‘?|

The third screen is for recording of discount rates and minimum charges for your customers.
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Accounting 3

%

nt Motes | Motes | Cther | Gther Cont. | Cther Cont. |

i F,
Fees

Fuel Surcharge % | 1265 Credit Limit § n.0o
Fuel Surcharge Dept og - Credit Limit Status IIN-ACTIVE vl
Fuel Surcharge Gil Code 197 -

Fuel Surcharge Expiry |31;12r2011

GST Information

ABM Mumber ABMN NUMBER
¥ GST Registered [~ GET Exemnpt

[~ Recipient Invoice Applies ? [~ Export Sales

I

CreateSenderl Browwse | Ereviousl [dezt | ot | A | Ediit | Save | Cancel | Delete | Exit |‘?|

The fourth screen is for setting up of fuel surcharge levy percentage and GST information and ABN
number, credit limit amount and credit limit status.

Invoice / Statement Notes

x

General | Accounting 1 | Accounting 2 | Accourting 3 | | Motes | Cther | Cther Cort. | Other Cort. |

Imvoice Motes

hotes entered here will be printed on this customer's invoices only ;I
=
Statement Notes
Naotes entered here will be printed on this customer's statements only ;I
[
** Please naote that these notes will only appear for the selected Customer = _|_|
4| r

Create Sender

Brouvse Breviaus

Cancel

[det | Gt

Al | Ecit. | Save

Delete

Exit |‘?|

On the fifth screen you have the ability to enter notes for invoices or statements. These notes will
only print out on the individual customer invoices and statements. If you wish to enter notes for all
customers, this can be done by using the invoice/ statement notes option in your company records.
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Customer Notes

General | Accounting 1 | Accounting 2 | Accourting 3 | Invaoice ! Statement Motes Motes | Cther | Cther Cort. | Other Cort. |
Motes
This zection is for recording any information relating to the customer that you may want to keep ;I
[
Print: Motes | _‘I _’I

=]

CreateSenderl Brayse | Erewousl =28 | Gota | A | Eclit | Save | Cancel

| Delete | Exit 7

The sixth screen is for recording of general information about your customer.

Other Information
1I
General | Accounting 1 | Accounting 2 | Accounting 3 | Invaoice ! Statement Motes | Mates Gther |O‘ther Cont. | Cther Cont. |
Contact Marme # 1 |03123455?3 Export Data To FreeCargo 'l
Contact Phone #1 IJOHN CITIZEM
Industry Code I vl
Contact Marne # 2 |
Customer Status IACTIVE - l
Contact Phone # 2 |
Staremate
Accounts Contact |ACCOUNTS PAYABLE % Handling Charges to Calculate from Additional Charges
Phone |03 1234 5555 " Handlling Charges to Calculate from Storage Pricing
Anticipated Dollar Yalue | .00
Quote Date | I
State |vicToRA |
Trustee |
1|
Creste Sender | Browse Previous et | Gito Al | Eclit | Save Cancel Delete Exit 7

The seventh screen is for recording additional contact names and phone numbers. There is also a
facility for customer status. If status of inactive is selected, the customer code will not be listed
accessible for use in any data entry screens.

The ‘accounts contact and phone number’ can be printed on a customer aged trial balance making
accounts receivable easier.

38



Other Continued

;B Customer

Information entered into this screen is linked to the Transmate Online module and is not part of the
core Transmate suite of products. For information on Transmate Online, contact Norcom.

Other Contd. 2

& Customer

0241272010

| Soonderekastumer ety ™

The date that terms and conditions were supplied to a customer can be recorded her.
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Create Sender / Receiver

i New or Updated Sender',Receiver Details x|

Code ICUSTEH

Name  |CUSTOMER NAME

Address  |STREET
|=uBLRE £ I
|=TaTE CODE

Contact IACCOUNTS PAY SBLE

Phone Mumber ||:|31234 Z57S

Facsimile Mumber ||;|3 9576 5432

Save Cancel

From the customer master file, there is a facility to create a sender/receiver if required.

On the bottom left hand side of the customer data entry screen, select the ‘create sender/receiver’
button. This information will create a new record in the sender/receiver master file using the delivery
address details entered. If no delivery address details are entered on the customer file, the
sender/receiver record will be created with the postal address.

If a customer changes address, the sender/receiver can also be updated at the same time as the

customer record is updated, this will over-write previous information in both areas, eliminating the
need to enter the information in two separate areas.
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CUSTOMER LISTING BY CUSTOMER TYPE

G'-' Customer Listing By Customer Type 5[
Customer Type |c j [ Al

¥ Do Mat Show In-Active Customers

[~ Save As Prirt | Preview | Cancel |9|

List Details

To generate a customer listing by type, select the type from the drop-down combo box, you can
exclude inactive customers if required. The report can be generated for an individual customer type
or all types. The report will list customer code, customer name and address, phone number and
anticipated dollar amount.
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STANDING INVOICE ENTRY

Standing (or recurring) invoices are able to be set up and invoiced to a customer multiple times.
This option would primarily be used for non-freight charges, for example if your company rented
premises to another company.

To Set-up a Recurring (Non-Freight) Invoice

On the customer accounts menu, select Standing Invoice Entry. To add a new standing invoice,
select the add button to open up a new data entry screen.

Standing Invoice Entry |
Cormpany [ =] | Customer [cusTo =1
Reference | |cusTOMER MAME
Batch Mo, | [P oBox

|sUBURE J CiTY
Customer Motes
This section is for recording any ;I ISTATE CoE
infarmation relating ta the customer that
vou may wart to keen. x| | ABM AB MUMEER:
Mett | 000 GST | 000 Invoice Total 0.00
LastInvaice Date | 1/ Last Invaice Mumber |

Hrowse | Add | Edit: Cancel | Delete | Exit |

Enter reference number and batch number if required and then select the customer code and save.

Standing Invoice Entry |
Cormpany |A Ll Custormer [cUsTo j I
Reference | |cusTOMER MAME
Batch Mao. Ip o RO

Add Details x| |——

Customer Motes

Thiz section iz for \?/ Do yaou wish ko add details to this Invoice now ? ICODE
information relsting -
yau may veant to k

Yes | Mo |
et I OO0 Gl | OI0 MYOTCE TOTET | 0.00
LastInvaice Date | 1/ Last Invaice Mumber |

Hrowse | Add | Edit: Cancel | Delete | Exit |

A message will display asking if you wish to add details to the invoice now. Select yes.
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‘& Invoice Details |
—Imvoice Description

The function of this option is primarily for non-freight invoicing to customers. ;I
=
Yehicle | ;' General Ledger |195 ;'
Trailer | LI Depatment |gg -
Amount | =00.00

Save & ey | Save | Cancel |

Enter the information that is required on the invoice, general ledger code, and department code and
ex-gst amount, you can also assign the revenue on this invoice to a vehicle or trailer. The invoice
description field is unlimited allowing for detailed information to be entered on the invoice.

If multiple details are required on the invoice, select the ‘save & new’ button to display a fresh
invoice details screen, or select save to save and exit.

Standing Invoice Entry |

Compary I,a_ ~] | Customer |cusm1 jil
Reference | |CUSTOMER HAME
Batch Mo. [ |poBox
|suBURB /oIy
Customer Motes
|sTaTE CODE

|

Thiz =ection is far recording any

information relating to the customer that
wou may sweant to keeg. ;I ABMN ABM MUMBER

Mett | 50000 GST | 5000 Invoice Total | 550,00
Last Imice Date | I Last Invaice Mumber |

Description G Code | Dept. | Amourt | -
The function of this option is primarily for non-freight inea 195 Ju] 50000
=
Edit GST | Update Standing Invoices |
Add | Edit | Save | zancel | Delete | Exit |

This screen combines the invoice header and invoice details screens as one record.
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Standing Invoice Entry

Company |,.v_~., ﬂ Customer |cusTor j 7 |
Reference | |cUSTOMER NAME
Batch Mo. | |poBox
SUBURB / CITY
Custamer Motes ! |
N ) B 1 STATE CODE

o]

information relating to B Edit GT AHER il

yau may want to keer R

— et I 500.00
Nett | 5 @sT  =m | 55000

Last Invoice Date

Imvoice Total

I 550.00

| | it Amorit -
The function of this of Save Cancel 500.00

Edit GST I Update Standing Invaices |
Browse | Add | Edit | Save | Zancel | Delete | Exit |

By selecting the ‘edit GST’ button, you are able to alter the GST if required.

If details on the invoice required alteration from time to time, select the ‘edit’ button, if no changes
are to be made to the header records, select the ‘save’ button. To edit the detail lines of the re-
curing invoice, right mouse click on the detail line you wish to edit and then select ‘edit detail’. Enter
invoice adjustments as required and then select ‘save’.

To Update a Standing Invoice Ready for Invoicing

Once a standing invoice is entered, there is no need to re-enter it, although the invoice details can
be used over and over again. To ‘re-use’ an invoice, select the ‘Update Standing Invoices’ button on
the screen above to open the browse screen below that lists all the standing invoices.

=
Carmpany m Batch I— v Al Wi |
Update Date  [02n 22010
Company Customer I Amarit |
A CUETM CUSTOMER MAME 530,00 | —
-
Select All Update Invaices Cione |

44




Enter in the date you require to be printed on the new invoice and select the invoices to be re-used
by highlighting them and clicking on the ‘update invoices’ button.

5
CDmpan\,fIA v[ Elatchl v &l Wigwy |

Update Date [0z 22010

Custamer

Update |
\?r) Standing Invoices have been selected to be updated. Do wou wish o continue ?
Yes | Ma I

|

Done |

A message will display advising that ‘the invoices have been selected to update, do you wish to
continue?’ Select yes, a new invoice number will automatically be assigned to the invoice and you
will be returned to the previous screen.  The invoices are now sitting in the invoice entry area
waiting to be printed and updated into the debtors’ accounts. Select exit and go to the next item on
the debtors’ accounts menu — Invoice Entry.

Selectall | Update Imvoices |
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INVOICE ENTRY

Invoice details stored in the standing invoice entry option, are processed through to the invoice entry
option ready for printing.

Manual non-recurring invoices are also able to be entered directly into this option, in the same way
that the standing invoices are entered; an invoice number will be assigned when the transaction is
saved.

On the customer accounts menu, select Invoice Entry. To add a new invoice, select the add button
to open up a new data entry screen.

Enter reference number and batch number if required and then select the customer code and save.
A message will display asking if you wish to add details to the invoice now. Select yes.

Enter the information that is required on the invoice, general ledger code, and department code and
ex-gst amount, you can also assign the revenue on this invoice to a vehicle or trailer. The invoice
description field is unlimited allowing for detailed information to be entered on the invoice.

If multiple details are required on the invoice, select the ‘save & new’ button to display a fresh
invoice details screen, or select save to save and exit.

Invoice Entry x|
Cormpany [ ~| | customer [custor le
Date [o2mzi2010 |CUSTOMER MaME
Inyoice Mo, | 20000026 |PoBOx
Invoice Status IENTERED ISLIEILIREI TCITY
Reference | |=TaTE CODE
Batch Mao. | ABM 2B MUMBER:

Customer Notes | Tris section i= for recording any informstion relating to the custamer that you d
may want to keep. _I
-

Ne#l S0000 GFET | 5000 fvodce Tola! | 550.00

Description | GiL Codle | Dept. | Arnaurt |;
The function of thiz option is primarily for non-freight inva 195 aa 500.00

|

Edit GST | Print/ Update Invoices |

Browse | Add | Edit | Save | Cancel

When all details have been entered, select the ‘Print/Update invoices’ button.

46



Print / Update Customer Invoices

¥ Print / Update Invoices E
Campany IA L” NORCOM DEMO SYSTEM iewy |
Comp. Ilnvuice Mo. IDate I Customer IStatusI Amaunt I

& AO000OO2E6 021252010 CUST  CUSTOMER MAME E 250.00 ;I
[~
Select All Update Invoices Print Invoices | Done |

All of the invoices entered into the Invoice Entry Screen and all the invoices updated from Standing
Invoice Entry will be listed in the above browse screen. The ‘status’ of E indicates the invoices have
been entered, to print the invoices select the invoices to print by either individually selecting them or
by selecting using the ‘select all’ button, then select the ‘print invoices’ button. When the invoices
have been printed the status in the browse window will change to P.

When invoices have been printed and checked, they are ready to update into the debtors accounts.
Select the invoices to update by either individually selecting them or by using the ‘select all’ button,
then select the ‘Update Invoices’ button.

The invoices that were updated will no longer show in this browse screen. To exit this option, select
the ‘Done’ button.
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MAINTAIN ACCOUNTS

The Maintain Accounts option has 2 uses. The first is to view information regarding your customers’
accounts and the second is to add transactions to your customers’ accounts. All transaction entered
into the system and updated from Freightmate and Invoice Entry, maintain accounts and bulk receipt
entry will list here. Transactions are easily identifiable, as invoices will show as blue transactions,
payments as red, debit adjustments are light blue and credit adjustments are green.

Viewing Customer Account Information

You have several different ways to view information on your customers. You are able to sort by
company code, customer, invoice number, reference number, date range, transaction type, whether
the transaction is paid or not and whether the transaction has been updated to the general ledger or
not.

Once you have selected the criteria, select the view button to view the information. The information
will appear in the grid below the sorting criteria. The grid will show you the company code (Co),
updated or not (UD), type (‘I'=Invoice, ‘P’=Payment, ‘D’=Debit, ‘C’=Credit), date, customer, invoice,
debit amount, credit amount, invoice balance, age, month, description and cheque number.

The colour of the transaction will change according to the type of transaction to make it easier for
sorting. You can sort this information by company code (Co), updated or not (UD), type (‘I'=Invoice,
‘P’=Payment, ‘D’=Debit, ‘C’=Credit), date, customer and invoice. To sort the information, use the
mouse to click on the headings on the grid. The fields you can sort by have blue writing and if it is
red, that field is currently sorting the data. You can print the information selected by selecting the
print button. You have the ability to display, edit and delete these transactions.

To Display Customer Transactions

To display any transactions, select the transaction to display and either select the display button or
right mouse click on the transaction and select display. Select exit when you have finished viewing
the transaction.

Maintain Accounts Data Entry

& Debtors Accounts 1Ol x|
Companty | ¥ &1l Companies  Invoice " Paid  Undated
Customer | 'l 7 | ¥ &l Customers " Payment  UnPaid & Mot Updated
) & &
s ce | vl IV allinvices " Dehit Adjustment et B
Reference | vI ¥ &l References  Credit Adjustment | Sum Transactions |—ssu.oo
& All Transactions Sum GST 5000
Date Range I i
IV &)l Dates - :
| I Wiew | Frint |
Co | UD | Type Dot Customer Irvoice Batch Dehit Credit Balance GET |Cheque|A
A F | 021252010 AN000026 550.00 0.00 550.00 50.00
=
4 >|
Motes | Add | Edit | Dizplay | Delete | Ezxit | ? |

Specific transactions can be filtered to allow for easier viewing of individual customer accounts. By
removing the "All" tick beside a code box and entering a specific code or invoice number you are
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able to refine your search. Transactions can also be filtered by date range, transaction type and
status.

The fields at the top of this screen allows for easy searching of transactions, by using combinations
of customer, invoice number, transaction type, whether the transaction has been updated to the
general ledger of whether it has been paid or not.

Build a Report

To generate a report of the data in the browse window above, select the combination of information
required, and then click on the “View’ button. All other information will be filtered out of the browse
screen, leaving only the transactions selected. To print this report, select the ‘Print’ button. You can
print, preview to screen, or export the report to Excel.

Transaction Notes

& Debtors Accounts -3l x|
Company | v &l Companies " Invoice  Paid  Updated
Custamer | 'l 7 | ¥ &l Customers  Payment  UnPaid & Mot Updated
; i e
It | vl IV &llinvoices " Dehit Adjustment Eat] Ereii
Reference Iﬁ ¥ &l Reterences O Credit Adjustment | Sum Transactions 550,00
Company IA Ireedice Ma. IAggggggs t |
Customer CUSTEH Transaction Type IINVOICE
AI
Motes
Notes can be added to a transaction here] ;I J
>
hegue[~
A F
Save | Cancel |
| | »
Motes I Add | Edit | Display | Delete | Exit | 7 |

A handy tool is the ability to add ‘notes’ to any transaction by highlighting the transaction and then
selecting the Notes button, you can add extra information to a transaction. Whenever the cursor is
placed over that transaction, the notes will come into view.
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CUSTOMER INVOICES

To Enter a Manual Debtors Invoice

i Debtors Select Transaction T x|

" Pavment
" Dehit Adjustment
= Credit Adjustment

" Journals

Ok Cancel | ? |

Customer invoices can be generated from several different areas of the Transmate software
modules, Freightmate, standing invoice entry, invoice entry and through maintain accounts.

To add a maintain accounts invoice, select the ‘add’ button on the maintain accounts screen, then

select ‘invoice’ and click OK to open the invoice data entry screen. Once you have selected invoice
select ok to continue.

5
Customer JcusTm =] |[cosTomer name
Company |A LI Reference |
Description IEIrief deszcrition of invoice
Date |oz2n22010 Batch I
Ingurance % | o.0a Invoice Mumber |5Ar.,1p|_E
Insurance GST | 0.00 Total Insurance Amuunt' 0.00

Customer Notes Thiz section iz far recording any information relating to the customer that you may swant to ;I

keep.

Nett § | 000 GST § | 000 Invoice Amoum$| 0.00
Save | Exit | °* |

The first section of the invoice you will need to enter is the invoice header information. You must
enter a customer code, company code (this will automatically be inserted, depending on which
company you selected as your default company on start-up of the program) and date. You will need
to enter an invoice number, as no number will be automatically generated in this option. The
description is optional in this first screen and will not print on the invoice. The date entered must be
relative to the debtor month number that is in the company records file. Future dates can be entered
but no past transaction can be entered. The invoice number must be unique and be outside of the
invoice number range set in the company records for auto-generated invoice numbers. An alpha
prefix will ensure that the numbers never duplicate, although the same invoice number may be used

for a different customer. Once all of the correct information is entered select the save button to
continue or exit to cancel the entry.
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¥~ Debtors Invoice |

Customer [zosTor ] 7 |[cosTomeR NamE

Company |A Ll Reference |

Description IEIrief dezcrition of invoice

Date |oznze010 Batch I

Ingurance % | 0.00 Invoice Mumhber |5Ar.,1p|_|5

Insurance GST | 0.00 Total Insurance Amuunt' 0.00

Customer MNotes This =ection iz for recording any information relating to the customer that you may want to ;I
keep.

&
Nertt § | 000 GST § | 000 Invoice Amount$ | 0.00
Daocket Ma. Docket Date | Description |General Ledger | Department | Amourt | <
I GET aa7 oo 0.00
Edit
Delete i

Right Mouse Click on GHd to add Detalls to invoice

Cancel

Calculste Inzsurance | I~ Manually Alter 35T Amount Save | Exit | 7 |

To add details to the invoice, move the mouse pointer to the grid area and right click to display a
pop-up menu. Select ‘add’ to bring up the invoice details entry screen, enter the invoice description,
general ledger code, and department code and ex-gst amount, you can also assign the revenue on
this invoice to a vehicle or trailer. The invoice description field is unlimited allowing for detailed
information to be entered on the invoice.

i Debtors Invoice Detail |

Description ;'

=
Yehicle | Ll General Ledger |195 ;|
Trailer | ;| Department |nn ;|
Equipment | ;' Amount I oo

Save | Zancel | ?l

If multiple details are required on the invoice, repeat the process by right-mouse clicking the white
grid area and selecting the ‘add’ option again to display a fresh invoice details screen, when finished
select save to save and exit.

To Edit a Debtors Invoice

You can only edit invoices that have not been updated to the general ledger. If an invoice has been
updated from Freightmate you cannot edit it. If the invoice was generated in invoice entry option you
can edit the reference, description and date fields only. If an invoice has been generated in debtors
accounts from the maintain accounts option, either select the transaction to edit and select the edit
button or use the right mouse click action. You cannot alter the customer and invoice number. Alter
the information on the header and select save. Right mouse click to edit the details information or to
add or delete transactions. Once all information is edited select exit.
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To Delete a Debtors Invoice

You cannot delete transactions that have been update from the ‘Freightmate’ module, updated to the
general ledger or have other transactions such as debit, credit or payment transactions against that
invoice number. If the invoice has other transaction against it, you must delete the other transaction
first. To delete the invoice, select the invoice and either select the delete button or right mouse click
on the transaction and select delete. You will be asked to re-confirm the deletion.

To Re-Print a Debtors Invoice

To re-print a debtor invoices entered through standing invoice entry, invoice entry or maintain
accounts, select the debtor invoice that you wish to print and right mouse click on the transaction. A
pop-up menu will display, select print.
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CUSTOMER PAYMENTS

To Enter a Debtors Receipt

Customer payments can be entered through the maintain accounts option and also through the bulk
receipt entry.

s Debtors Select Transackion x|

" Invoice
@ Payment
" Debit Adjustment
= Credit Adjustment

¢ Journals

Ok Cancel | 7 |

To add a maintain accounts payment, select the ‘add’ button on the maintain accounts screen, then
select ‘payment’ and click OK to open the payment data entry screen.

\ Debtors Payment |

Custamer  |cusTo x| |lcusTomer nawme

Company I,a, ;l Payment Type ICHEQUE LI

Cheque [111393 Drawer |ACCOUNT IN MAME OF

Bank I Branch |#DDRESS

BSH |oa3-555 Account Mo |987RS4321

Customer Thiz section iz for recording any information relating to the customer that you may wart to keep. ;l

Motes

Date Jozm 200 Dste [ Invoice [ Invnice Balance &llocated -

Bank Ascount lh 021252010 0000026 550.00

Amount I 550,00

Allocated I 0.00

Un-Allocated I £50.00

Bath IEIATCH =
Save | Cancel | ? |

Select the customer code and company code, a list of invoices outstanding will appear in the grid
box. Invoices will only appear if there is an outstanding balance on the invoice. On the left-hand
side of the screen, enter the date that the funds were received into your bank, enter the payment
type, cheque number, drawer, bank, branch, BSB and full amount received from the customer.

To allocate the money, place your cursor in the field on the right-hand side of the screen beside the
invoice that has been paid and in the ‘allocated’ field, enter the amount paid by the customer for that
particular invoice. Continue to allocate all of the money until the amount in the ‘un-allocated’ field on
the left-hand side of the screen reaches zero. Part-payments on invoices are accepted; just enter
the amount actually paid beside the invoice. The ‘allocated’” amount will increase and the un-
allocated amount will reduce automatically as you enter the amounts against the invoice balances.

If a customer has overpaid an account, the amount must be allocated to an invoice. If the amount
you are allocating to that invoice is greater than the invoice amount, it will leave that invoice in credit.
Once all of the information is entered, select save.

Tip:  When entering debtors’ receipts, the use of the ‘batch’ field is useful when reconciling the
debtors’ accounts and also the bank reconciliation. It is suggested that the batch number relate to
the type of deposit made to your account, i.e. for cheques that are banked on a specific date. As the

53



field allows for 10 digits, a suggestion would be ‘CHQ-ddmmyy’, for cheques deposited and ‘EFT-

ddmmyy’ or ‘customer code’ for money received electronically.

What if | am Unable to Allocate All the Money?

When the record is saved, if there is an amount other that zero in the unallocated box, you will be
prompted that there are funds unallocated, if you chose to proceed, a system generated invoice ‘UN-
ALLOC’ will be created. Funds assigned to the UN_ALLOC invoice can be allocated to a valid

invoice at a later date.

x
Custamer [cusTm =l “CUSTOMER MIAME
Campany |El Ll Payment Type | LI
Chegue JaLLoc Drawer |ACCOUNT I MaME OF
Bank Jrag Branch |aDDRESS
BSB |08s-555 Account Mo [a67654321
K X
cusomer - T ey
Motes
P Al of the money has not been allocated.
o LI
Do you wish ko create an Un-allocated Invoice For the remaining money 7
Date el locsted -
I— Yes Mo |
Bank Account [g
Amount | 2000.00
Allocated I 0.00
Un-Allacated I 2000.00
Batch [ _
Cancel | ¥ |
Printing a Debtors Receipt
x|
Custarner  [cusTot =] |[eustomeramE
Company |A ;' Payment Type ICHEQUE ;'
Chegue J111393 Drawer |ACCOUNT I MaME OF
Bank Jnap Branch |#DDRESS
B5SH |oaa-555 Account No |aa7Es4321
Custamer This section L= ES10E =] nay want to keep. ]
Motes
\:{/ ‘Wwould wou like to print & Receipt for this Payment? LI
Date |02r1 202010 e | . 1DCED| Allocatsegu DD| -
Bank Accaunt |530 : :
Amount | 550,00
Allocated I 550.00
LUn-Allocated I 0.00
Batch IEIATCH =
Cancel | ¥ |

When the payment is saved you will be prompted to print a receipt. Select yes to print or no to save

the payment without printing the receipt.
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To Re-Print a Debtors Receipt

To re-print a receipt at a later date, select one of the payment transactions that relate to the payment
received, right-mouse click and select ‘print’ from the pop-up menu. A receipt will print listing all
transactions relating to the payment received.

To Edit a Debtors Payment

You can only edit payments that have not been updated to the general ledger. To edit an existing
transaction, either highlight the transaction to edit and select the edit button or use the right mouse
click action. You cannot alter the customer and invoice number. You can only alter the date and the
cheque number fields.

To Delete a Debtors Payment

You cannot delete payments that have been updated to the general ledger. To delete the payment
that has not been updated, select the payment and either select the delete button or right mouse
click on the transaction and select delete. You will be asked to re-confirm the deletion.
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CUSTOMER DEBIT ADJUSTMENTS

To Enter a Debtors Debit Adjustment

i Debtors Select Transaction T¥p x|

 Invoice

" Payment

i
 Credit Adjustment

" Journals

Ok Cancel | 7 |

To enter a debit adjustment, select add on the maintain accounts view screen and then select ‘Debit
adjustment’ on the select transaction type screen.

€+ Debtors Debit |

Custamer [cusTor ﬂi"cusmMER PIAME

Campany |A =1

Irvoice |ano000ze DebitNote No. — fooooonze
Date |312r2010 Batch [
Description | Adjustment - brief description

Custamer Notes [This section iz for recording any information relating to the customer that you may wart to kesp | ;I

|
Nett § | 000 GST§ | 000 Debit Amount$ | 0.00
Save | Exit | G |

Enter the customer code; the company code will automatically be inserted depending on which
company you selected at logon.

¥ Debtors Debit |

Custarer [cusTon |2 ||eusTonter name

Company & =

Invoice IADDDDUQE LI Dehit Wote Mo. |DDDDDDQ?

BEll &, pebit Details A
Deser  —pahit Description

Custo & more detailed description of the reazon for the debit afjustment can be entered, this - keep. j‘
figld iz free-form and the amount of information thet can ke entered is not limited by the

field size. LI
Nett § —
General Ledger |195 ;l
Department [ | Amount | SO0t =
GET
E.Sa\te & Mew | Sawe | Cancel |

Right Mouse Click on Grid to add Details to Debit

Pririt Dbt Mote | [~ Manually Alter 35T Amount Save | i | g |

Select the invoice number that you want to allocate the debit adjustment to and enter a date for the
transaction. The date must be relative to the debtors month number. Insert a description for the
debit adjustment, a general ledger code and an amount. Extra information can be printed on the
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debit note by entering extra details in the grid box at the bottom of the screen. When all the
information is entered, select the 'print debit note' option. This will print the debit note and save it.

To Edit a Debtors Debit Adjustment

You can only edit debit transactions that have not been updated to the general ledger. To edit an
existing transaction, either select the transaction to edit and select the edit button or use the right
mouse click action. You cannot alter the customer and invoice number. Alter the information and
select save.

To Delete a Debtors Debit Adjustment

You cannot delete debit transactions that have been updated to the general ledger. To delete the
debit, select the debit and either select the delete button or right mouse click on the transaction and
select delete. You will be asked to re-confirm the deletion.
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CUSTOMER CREDIT ADJUSTMENTS

To Enter a Debtors Credit Adjustment

+ Debtors Select Transaction T¥pe x|

" Invaice

= Payment
" Dehit Adjustment

= Journals

Ok Cancel | ? |

To enter a credit adjustment, select add on the maintain accounts view screen and then select

‘Credit adjustment’ on the select transaction type screen.

[z
Custamer JeusTor | |lcusTomer name
Company |,n_ x|
Irwaice [20000026 3 CreditNote No. Jooooooss
Date |oanzmotn Batch I
Description |aciustment - brief description

Customer Notes |14z section is for recording any information relating to the customer that vou may wart to keep. ;I

=
Nett § | 000 GST § | 000 Gredit Amount § | 0.00

Enter the customer code. The company code will automatically be inserted. Select the invoice
number that you want to allocate the credit adjustment to. An invoice humber must be selected,
enter a date relative to the debtor month number for the transaction. Insert a description, a general
ledger code and an amount and when all the information is entered select save. Extra information
can be printed on the credit note by entering extra details in the grid box at the bottom of the screen.

5
Cusiomer |cuETo =] 7 JcusTomER MaME
Company [ =]
Irmvoice |ancoonze ~| Credit Hota No.  [eonoonas
Dala =

Daserip Cradit Description

Cusionr A, e dedaded] decberiplion of the resson for the credl sdustment Can be srdersd, thit __:J lep. =
Fald 5 Tre-Toevs g e mound Of nvioemetion that can be enfered b2 nol lmled by the ?
]

i SaTtr
L =l
MNert 5 General Ledger [155 =] 0.00
Dapartmeant foo x| Amaount | 2500

a:awa&hlewl Save I Cancal I

Rl Mouss CUCK on Grig i adhd Dedadls o Creadf

Frink Credit Nots | ™ Manualty Alter GST Amount I S I Ext |ﬂ
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When all the information has been entered select the 'print credit note' option. This will print the
credit note and save it.

To Edit a Debtors Credit Adjustment

You can only edit credit transactions that have not been updated to the general ledger. To edit an
existing transaction, either select the transaction to edit and select the edit button or use the right
mouse click action. You cannot alter the customer and invoice number. Alter the information and
select save.

To Delete a Debtors Credit Adjustment

You cannot delete credit transactions that have been updated to the general ledger. To delete the
credit, select the credit and either select the delete button or right mouse click on the transaction and
select delete. You will be asked to re-confirm the deletion.
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CUSTOMER JOURNAL

To Enter a Debtors Journal

i Debtors Select Transaction T x|

" Invoice
= Payment
" Dehit Adjustment
 Credit Adjustment

Ok Cancel | ? |

The debtors’ journal option would be used to re-allocate a transaction entered against the wrong
customer’s account, or if the charge on an invoice was charged to the incorrect customer. By
entered the debtors journal, however, it will not reflect back into the reports in Freightmate to record
the change in which customer was charged.

To enter a debtors journal adjustment, select add on the maintain accounts view screen and then
select ‘Journals’ on the select transaction type screen.

+ Debtors Journal Adjustment |

Credit Customer |Accum ﬂ|ACCESS SALES PTY LTD

Dehit Custamer JcusTon = |[cusTomER namE

Campary [a =] Date |03 22010

Credit Invoice |nnngmrg ﬂ Credit Mote Mo, |

Diebit Invoice IADUDUDQE j Diebit Mote Mo, |

Description Ilncorrect customer charged

Chegue | General Ledger |195 Ll
Batch | Department |nn Ll
Journal Amount | 50.00 Total Journal Amount

525.00

GET Armount | 500

Frinted Journal Mote Description

Invoice raized for incorrect customer. ;l

| -
Save Cancel | ? |

Enter the customer that the charge is to be credited off, and then add customer code that will receive
the charge. The company code will automatically be inserted. Debtors’ journals must be allocated
against existing invoice numbers for both customers. Select the debit invoice number that you want
to allocate the credit adjustment to and the debit invoice number to re-allocate the charge. An
invoice number must be selected, enter a date relative to the debtor month number for the
transaction. Insert a description, a general ledger code and an amount and when all the information
is entered select save. Extra information can be printed on the credit note by entering extra details
in the grid box at the bottom of the screen. When the ‘save’ button is selected, there will be a debit
adjustment and a credit adjustment saved into the respective customer accounts.
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BuLK RECEIPT ENTRY

@~ Debtors Bulk Receipt Entry 1ol x|
Company |A - Invoice ~| ¥ &1 Date Range | T EE—
Il s
UETTHED |CUSTD1 - T &n  Batch Mo | a0 | I
I Fitter By Parert Accourt Reference = ¥ &

Customer Type | ¥ a1 i) | i
Total Cutstanding I 110,00 Receipt Date 034202010 Process Receipts
Receipt Amt I 110.00 Allocated Amt. I 110.00 Un-Allocated 0.00

Invoice | Date | Description Balance | Pay | Allocated [Payment Type |ChequeMo.|  BatchNo.  [Refer=
A0000026 02122010 Debtors Invoice 11000 cd

: ! o]

Select All | Deselect All |Disp\aylnvuicsDﬁails| Print Receipt | Exit 7

The bulk receipt entry screen allows you to enter customer receipts by using the tick boxes to
allocate transactions. You can select by customer, invoice and date range and group by parent
account. Enter the receipt amount and receipt date, and then select the tick boxes to allocate
payments against each invoice being paid, if the amount to allocate is not the same as the invoice
balance, the allocated amount can be edited accordingly.

Beside each invoice amount you have the option of entering payment type, cheque number, batch
number, reference number, bank, branch, BSB and account number to each of the transactions
selected for payment. When all the money has been allocated, click on process receipts.

& Create Debtors Receipts |

Thiz will create Receipts far all of the transactions thatyau
have selected.

The Receipt date will be - |23mmu1n

The Receipt rmonth will be - | B
The Receipt year will bhe - |1g_11
Batch Mumber - |

Are you sure you want to continue ?

Select Bank Account  [580 ]

Cantinue | Cancel |

The screen above will appear where you will need to nominate a bank account and a batch number
if required. Select 'continue' and this will allocate the transactions to the customer account.

Tip:  When entering debtors’ receipts, the use of the ‘batch’ field is useful when reconciling the
debtors’ accounts and also the bank reconciliation. It is suggested that the batch number relate to
the type of deposit made to your account, i.e. for cheques that are banked on a specific date. As the
field allows for 10 digits, a suggestion would be ‘CHQ-ddmmyy’, for cheques deposited and ‘EFT-
ddmmyy’ or ‘customer code’ for money received electronically.

If the batch numbers have been allocated on the previous screen, leave the batch field on the
update screen blank.
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GENERAL LEDGER UPDATE

"‘S» Debtors Update Transactions to General Ledger ﬂ
Company Code IA 'l ¥ Date Range ¢ Month and Fiscal Year |
Custorner | vl v Al

Date Range | i
Invaice Number | <] s v All Dates
I i
Batch Mumber | v Al
| Clnvoices  { Payments " Debits Credits (% &l Transactions | Wi e |
** Please make sure that you click the VIEWY button atter every selection change** ** Credits and Payments will show as a negative *
Co | Type | Date Customer I Imvoice | Description | Amount |
2| 02M 22010 CUSTOMER MAME A0000026 Dehtors Invaice 250.00 =
L P 02M 22010 CUSTOMER MAME A0000026 Dehtors Receipt -550.00

=

General Ledger Report Bank Reconcilliation Grouping
' Summatized (" Detailed (" Mone | % Dste, Batch, Bank Account ¢ Dste, Customer, Bank ¢ Date, Bank Account ¢ MNone

Frint | SelectAIIl Update | Cancel |'?|

To update transactions to general ledger you have the ability to filter by customer, invoice number,
batch, date range, fiscal month and year or transaction type, or you can select 'all' or multi-select.

Multi-selection of trans-actions to update can be done by selecting a block of data or by selecting
individual records to create a block of information.

Select your filter criteria and then select view. All other transactions will be filtered out of the view
screen.

If the selection criteria for the general ledger update are changed, please ensure that the
‘'view' button is selected after each selection change to refresh the data selection.

When you have made your final update selection, choose the type of general ledger update report
you want to print. You have the option of detailed, summarised or none, then select the update
button. All the transaction you have selected will then be updated to the general ledger.

When updating payments, you will need to define the way the transactions appear in the bank
reconcilliation report.

The options are:

Grouped by date, batch and bank account
Grouped by date, customer and bank account
Grouped by date and bank account

None

You also have the ability to print a report prior to updating transactions. To do this select the print
button, select the report criteria you wish to print. You can either print or preview this information.
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BATCH LISTING

x|
Bateh || = Al

[~ Sub-Total by Batch

I Save As.. Print | Preview | Cancel |9|

Report Details

The batch listing report shows all transactions that have been assigned a batch number, the report
lists the batch number, company, updated date, type, date, customer, customer name, invoice
number, debit amount, credit amount, balance and month.
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SHow AGED TRIAL BALANCE

%% Debtors Aged Trial Balance ]

Campany IA LI [ &l Companies
Custamer Type | =] v &l Types
Customer | LI 7 | v &0l Customers

Az at

ITODA‘H vl ITC?ID.E\“rr vI

™ Display Invoice Details [ 14 Day aging [ 7 Day Aging LATE
MACOMTH
o Group By Parent Account

Customer Sort By Details Sort By
& Customer Code &+ Date
i Customer Mame " Invoice Numhber

[T Show Contacts and Phone Rumbers

 Currert € 30Days { B0Days { 90Days { 120Days  (* Al |

[~ Save As.. Print P revie Zancel | 7

The debtor aged trial balance lists all outstanding balances for the criteria selected.

If you select the report to generate by a date, or as at today’s date, the transactions will age
according to the date selected. Transactions will advance to the next age every 31 days from the
date on the transaction.

To view ageing by fiscal month, choose the 'as at' option to be 'month’.

If you have entered transactions but they do not appear on the report, check the dates of the
transactions to ensure that you have selected the correct date range for the report.

You can sort by customer code or customer name, date or invoice number. Transactions do not
have to be updated to the general ledger to view them on this report. You can print and preview the

report.

The debtors aged trial balance can be generated using several viewing options.

A combined report can be generated if you have more than one company listed in your
Accountmate system.

A summarised report can be printed showing only the total amounts for each ageing per
customer.

For debt collection, the invoice numbers can be displayed, along with the accounts contact
and phone number.

Customers that have been assigned a ‘parent account’ can be grouped together in the aged
trial balance.

The report can be generated for a specific ageing, i.e. if you only need the details of the 120
day outstanding.
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Report Details

Depending on the selection criteria the report will display customer code, customer, name, phone
number, contact person, invoice number, invoice date, ageing at current 30, 60, 90, 120 days and
total due.

Alternatively the report can be aged at 7 day ageing or 14 day ageing.
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PRINT STATEMENTS

f' Statements ﬂ
Company o =lnorcompEmO SvaTEM
Date Range |D1f12r2010 To [3Az22010

Age Statements By & Maonth © Date

Order Statements By (+ Date (" Invoice Number

Customer Code | Customer Mame
22001 ACCESS SALES PTY LTD s
CUSTO CUSTOMER MAME

Select Al | Previeww | Pririt | Exit |

To print statements for your customers select the company code, the date range of transactions and
if you wish to print a balance forward or open item statement. You can select individual statements
to print or select all.

If you wish to print balance forward statements, the opening balance box must be ticked.
Statements are only printed if the customer has an outstanding balance or has transactions in the
date range selected (balance forward only).

If you choose to print open item statements then the opening balance tick must be removed. Open
item statements will only show outstanding balances on invoices.

66



BANKING SUMMARY

5
Caompany Ila\ >| [ Al Companies
Batch I I [

Customer Type | ~| ¥ Al Types
Date Range i
! ™ All Dates
|11
™ Show as Banking Slip
[~ Save As.. Print Preview Cancel | ? |

To generate a banking summary, select the required criteria and then select print, preview or save
as an Excel file.

The summary will list date, customer, invoice number, batch, cheque, drawer, bank and branch and
payment amount.

Banking Slip

To use this report as a banking slip, select the tick box. The same report will generate, showing
details of your company name, your company BSB and your company account number. The details
of the payments will show the date, cheque number, drawer, bank, branch and payment amount.
This report can be printed and issued to your bank when making a deposit, eliminating the need for
completing a deposit slip.
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SHOW SALES ANALYSIS

fSales Analysis ﬂ
Cormpany ||1\ [~ All Companies
Customer | vl | [ Al Customers
Customer Type | Ll [+ &ll Types
Date Range i

I [~ &l Dates
|14

v Dizplay Invoice Details [ Include Dehits

[ Exclude GST [ Include Credits
[ Group By Transaction Type

[~ Save fs... Print P review Cancel | ? |

The sales analysis report allows you to list all invoices entered for your customers. You can select
the company or all, customer or all, customer type, date range and if you wish to see the invoice
details, include debit, credits and GST or not. You can print this report, preview or save the report to

Excel.

Report Details

The report will display the selection criteria at the top of the report and list the customer code and
name, invoice numbers, date, transaction type and amount. If debits and credits are included in the

report, these can be subtotalled for each customer.
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SHOW 13 MONTH SALES ANALYSIS
23

Company lﬁ
Customer [~ | ¥ AlCustomers
Year |1|:|11—
Month [ &

[“include a Second Years Totals:

Year | -

I_ Dont Show Customers with Zero Totals
" Include Dehits & Credits
|7 Diont Show In-Active Customers

I- Save Ag. Frint | Freview | Cancel | ? |

The 13 month sales analysis report shows a bigger picture of the sales over a selected period.
You can select the company, customer or all, fiscal year and month, include second year’s totals
and include debits and credits. You can print this report, preview or save the report to Excel.

Report Details

The report will display the selection criteria at the top of the report and list the customer code and
name, and total sales amount month by month for the period selected and if a second year’s totals
have been selected, these will list beneath the original figures as a comparison. The report will list in
the order of the original month selected i.e. month 6, the report will list across from November
through to December, with the December (2™ years totals) alongside and a grand total figure. At the
bottom of the report will be grand total amounts for the 12 months and the 13 months for each year
in the selection.
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SHOW CUSTOMER SALES SUMMARY

x
Campany |A x| [ Al
Customer Type | = v Al

" Include Debits & Credits

*' Fizcal Morth and Year " Date Rance |

Monih [T~

Fiscal Year |1E|-11

tonth I I

Date Range I = Al

I
Year | I
Date Range 7 = A
i i 9
[~ Save As.... Print | Preview Cancel | ; |

The customer sales summary will show you all sales for all customers for a month, including debits
and credits if required.  Unlike the two reports described above, the sales summary is a more
flexible report, where you can select a particular month, a particular date range and also compare
the figures against the total for the yearly date range. The report shows you customer code and
name, month to date figures and year to date figures. You can print, preview or save this report to
Excel.
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DEBTORS UNPAID LISTING

]
Campany || [~ All Companies
Customer | 'I | [ Al Custormers
Date Range I

I [~ Al Dates
| ri
[ Save As. Print | Premview Cancel | ¥ |

A date range can be selected to generate the debtors’ unpaid listing report. The report can be
selected by company or all, customer or all and date range or all dates and will subtotal by customer
and lists the invoice date, customer code and name, invoice number and invoice balance.

DEBTORS TOP SALES
B
Company |,a_ j [~ All Companies
Custormer Type | j v &l Types
Date Range I
I [~ All Dates
|11
™ Include GET
™ Include Debits & Cradits
¥ Do Mot Show In-Active Customers
[ Save As... Print Prewieny Cancel | ? |

The debtors’ top sales report will list customer sales for a given period from highest to lowest. It can
be selected to by customer type, include debits and credits and to exclude inactive customers.

The report will list the selection criteria at the top of the report and company, customer code,
customer name and total amount of sales.

INVOICE REGISTER

1-'-' Debtors Invoice Register ﬂ
OmpEny - ompanies
© [ anc i
Custamer I =] B aicustomers
iriggin I | ¥ a0 drigins
Starting Invoice Ma. I ;I
|7 All Invoices
Laszt Inwoice ha. I ;I
Dste Range I I
[ &Nl Dates
|11
[~ Save As... Frint | Preview Cancel | ? |

The debtors invoice register will list invoices generated in Freightmate as well as Accountmate
invoices. The report can be selected by customer, origin, invoice number range and date range.

The report details the selection criteria at the top of the page and lists company code, origin, invoice
date, invoice number, customer code and customer name, total ex GST, ex GST amount and total
invoice amount including GST.
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CusTOMERS NO LONGER TRADING

]
Company I,a, =l
Customer Type | Ll v All Types
Date Range I
I [~ All Dates
| i1
[~ Save As... Frint | P review | Cancel | ? |

The customers no longer trading report can be generated by customer type and date range. Details
of customers that have not traded within the date range selected include customer code, customer
name, customer address contact person, phone number and date of last invoice.

CREDIT LiMmIT
5
Company [ -
Anproaching Limit By | 5000.00
I— Save As Print | P e ey | Cancel | v |

Credit limits can be set for individual customers, by entering the credit limit in the customer master
file on the ‘accounting 3’ tab, and changing the credit limit status to ‘active’.

When the credit limit report is generated, enter an amount into the ‘approaching credit limit by’ field
and then select preview or print.

The report lists the credit limit amount, customer code and customer name, phone number credit
limit, invoices in Freightmate that have not been updated to the debtors accounts, outstanding
debtors invoices, total unpaid invoices and remaining amount of limit.

DEBTORS TRANSACTIONS
x
Campany |A =] [~ All Companies
Custamer | =] [ All Customers
Invaoice [ x| T Allnvoices
Reference [ x| " AllReferences
Department | Ll [~ All Departments
Transaction Type | Ll [~ Al Types
Date Range I
I [ All Dates
| 14
" paied € Un-Paid ' Both | | " Updated Mot Updsted % Both |
tin el e ance :
[~ Save As.. Print Previ © I ?

The debtors’ transactions report is a handy one for refining report details. The report can be
selected by a variety of different combinations and will list company code, customer code,
transaction date, transaction type, invoice number, invoice description, debit and credit general
ledger accounts and debit and credit department codes and line item amount.
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AccoUuNTs NoT UPDATED TO GENERAL LEDGER
xl

Campany |,a, tanth 5

[~ Save As... F'rlnt P reiety | Cancel | ? |

The accounts not updated to general ledger report allows you to list all of the transactions not
updated to the general ledger for a particular period prior to updating to the general ledger. You can
print or preview this information or save to Excel.

SHOW AcCcOUNT MOVEMENTS THIS MONTH
x|

Campany |A—
Manth [
Fiscalfear W
Transaction Type I—;, ¥ All Transaction Tvpes
CustomerType [~ ~| ¥ All Customer Tynes

¥ Display Transaction Details

[ Save As. Print | P reswien | Cancel |9|

The show account movements this month allows you to view all of the transactions entered for a
fiscal month. You have the ability to select the company or all, fiscal month, type of transaction or all
and if you wish to display invoice details or not. You can print this report for any fiscal month. You
can print or preview the information.

EnD OF MONTH
x|

Company Code IA Manth | 5

| Rollover Month Cancel | ?l

The end of month option will close off the current month and increase the month number by one in
the company records. An end of month cannot be done if there are still transactions for that fiscal
month waiting to be updated to the general ledger. Each company must be done individually. This
option must only be done at the close off time for the month and only done once.

If a message is displayed stating ‘there are transactions not updated, you can NOT rollover month’
select the ‘ok’ button and go to the ‘accounts not updated to general ledger’ report to view a list of
the transactions waiting to be updated to check what is waiting to update. If ok, go to the update
general ledger option and update them.

Once the transactions have been updated to the general ledger, select the ‘end of month’ option
again and select ‘rollover month’.
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How To:

Balance Debtors Accounts and Reconcile to General Ledger

At the end of month when all transactions have been updated from Freightmate and all receipts and
adjustments have been entered you will need to check that all transactions have been updated to
the general ledger. Once all transactions have been updated to general ledger, the accuracy and
flow of data can be checked by the following procedures.

a. Print the Show Account Movements This Month — summarised report.
b. Print the Customer Aged Trial Balance as at end of month.

c. You will then need to check the balance as at the end of the month in the Maintain
Accounts screen by selecting all transactions between 01/01/1900 and the last day of
the month you are checking.

d. Figures obtained at a, b & ¢ above should all agree.

i. If there is a variance between the aged trial balance and the maintain accounts
screen, the problem will be a date issue. To locate the transaction concerned, print an
aged trial balance as at the end of month you are reconciling, and select the tick box to
display transaction details. Scan through and you will find an invoice that is dated
after the month end you are reconciling. This could be a payment or debit/credit
adjustment that is dated prior to the invoice date.

Run a debtors aged trial balance, select the 'month' that you are balancing and the year,
and display the invoice details, scan through the report and check for a date that is later
than the end of month you are reconciling. There will be transactions outside the date
range you are checking; even if the balance on the invoice is $0.00, there will still be a
problem with that particular transaction.

When you have located the trasaction, you will need to do adjustments to re-align the
dates so that the invoice date is the earlier date and all others are either the same as
the invoice date or later.

ii. If there is a discrepancy between the maintain accounts and the movements for the
month report, You then need to check off the monthly movements on the monthly
transaction report against the movements for the same period on the “Maintain
Accounts” screen by selecting all transactions with the date range being the first day of
the month to the last day of the month. If there is a discrepancy you will need to identify
where this has occurred. This can be done by selecting invoices and checking this
against the invoices on the monthly movement report. Follow the same procedure for
debits, credits and payments.

e. Print a General Ledger Trial Balance for the current month, current year.
If there is a discrepancy between the subledger figure and the general ledger figure, go
into the general ledger menu and run an account inquiry to check for any journals or
cashbook entries that have been coded against the trade debtors control account in
error.

Cancel an Incorrect Debtor Receipt

There is an exception to the rule when making an adjustment to the value of an invoice. For
instance, if a receipt has been either entered to the wrong date, wrong customer or for an incorrect
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bank account or amount, the debit adjustment required must have the general ledger code of the
bank account that the funds had been originally coded to, and no GST is to be calculated on this
entry. This will effectively reverse the original entry from both the customer account and the bank
reconciliation. You are then able to process the transaction again using the correct information.

When reconciling the bank account, balance off the credit transactions for the original payment and

the debit adjustment for the reversal. The debit adjustment, when ticked off as presented along with
the original payment will have a nil effect on the bank reconciliation.
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To Re-Allocate Previously Un-allocated Amounts

\ Debtors Payment x|
Custamer JcusTor | "CUSTOMER HAME
Company |El ;l Payment Type | LI
Cheque | Diraner |ACCOUNT M MaME OF
Bank Jrag Branch |sDDRESS
BSH |0&3-555 Account Mo |a87R54321
Custamer This zection iz for recording any information relating to the customer that wou may wart to keep. =
Motes
=l
Date |2aum82011 Date [ invaoice Invoice Balance | Mlocated |
Bl AeEaut Ih 150752011 123456 2000.00 200000
290852011 UN-ALLOC -2000 .00 -2000.00
Arnount 000
Allocated I 000
Un-Allocated I o000
Batch | =
Save | Cancel | ? |

Select the customer code and company code, a list of invoices outstanding will appear in the grid
box. Invoices will only appear if there is an outstanding balance on the invoice including any
unallocated amounts.

On the left-hand side of the screen, enter the date that the funds were re-allocated to valid invoices,
the amount to allocate will be $0.00. To re-allocate funds to a valid invoice, place your cursor in the
field on the right-hand side of the screen beside the invoice to be cleared and in the ‘allocated’ field,
enter the amount to be cleared from the invoice balance, firstly entering the negative amount against
the ‘UN_ALLOC’ invoice and then proceeding through the list of unpaid invoices, continue to allocate
all of the amounts until the amount in the ‘un-allocated’ field on the left-hand side of the screen
reaches zero.
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CREDITOR ACCOUNTS

From the creditor accounts menu you have the ability to control all aspects of creditor accounts
maintenance, from entry of creditor data base, through to purchase orders, invoicing, allocating
vehicle costs, receipting and general ledger updating of all creditor records.

MAINTAIN CREDITORS

The Creditor Master File browse window displays all of the information entered into the Creditor
master entry screen. You have the ability to display, find and print from this window.

Setting Up a New Creditor

.':"‘ Creditors / Supphers |- (O] x|
Supplier Mame Address Address o

1

Slgh

Find Dizplay Frint Cancel | 7

To enter a new creditor/supplier, select the display button, and then add.

To print the information, select your print button. You have the ability to print and preview the
information and the report can be sorted by clicking on the field name at the top of the grid. When
the heading name turns red, the information is sorted in that order. When you select the print
button, the report will be sorted in the order that is currently selected.

General Information

i Creditors / Suppliers ll

General |Other| Notes | Mame  [TELSTRA CORPORATION LIMITED
Supplier Code ITELSTR Fhone 1 |132_253
Mame |TELSTRA. CORPORATION LIMITED FPhane 2 [
Address IGpo B 9901 Fhone 3 I
|MELBOURNE Fhane 4 |
Jwic Jatm Fan Mo, | —
Contact | ABMN Mumber |
Default Account |450 j |V GST Registered [ G2T Exempt
Department | j
Tyee | =
A
Browyse |Erevi0us| I8 (=i | Gt | Add | Edit | Save | Cancel | Delete | Esit |'?|
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The general tab is for recording creditor name and postal address, phone numbers, ABN number
(this must not be left blank), and contact information. This information is accessed for printing of
remittance advices.

Other Information
5
ceneral | Other | notes | Mame  |TELSTRA CORPORATION LIMITED
BSB |111_222 Account Type |c
Account Mumber |554321 ACH Mumber |051 775 556
Account Mame |TELSTRA Supplier Status IACTIVE vl
Trading Terms |—21 % From Invaice Date € Fram Eom P ayment Type Im

Ernail Address |

Wieh Address Iwww.telstra.com.au

kI

Cancel | Delete | Exit |'?|

Browse |Erevi0us| I =i | Gotn | Add | Edit

This screen is for recording of you supplier’s bank details, trading terms and extra contact details.

Notes

i Creditors / Suppliers =]

Mame ITELSTRA CORPORATION LIMITED

General | Other

MNotes

|

Erint Motes | ﬂj

BrowselEreviousl I =i | Gotn | Add | Edit | Save |Cance|| Deletel Esit |'?|

The notes screen is for recording of general information about your supplier.

Viewing Creditor Information

To find a record, select the find button and type in a combination. Select the search button. To view
the search results select view.

To print a list of suppliers, sort the data in the order you wish to print the report, by clicking on the
heading of the grid. The heading will turn to red, indicating that order the data is sorted. This option
will only print what is currently displayed in the grid. For example, if you have used the find button to
search for a particular group of records and that information is still displayed on the screen at the
time of selecting the print button, only that information will print.
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PURCHASE ORDERS

Purchase orders can be raised in Accountmate via the creditor accounts menu or Fleetmate via the
Purchase Order menu.

Enter Purchase Order

The purchase order data entry screen is a replica of the creditor invoice entry screen enabling
seamless conversion from purchase order to invoice. In the purchase order details screen you have
the ability to allocate to stock control, recharge to contractors and also recharge to employees if you
wish. This option allows you to raise purchase orders that can be printed and issued to your
suppliers. To add a new purchase order, select the Add button. The following screen will appear.

€* Purchase Order x|

Company [a | | DeliverTa- | =l Browse
Purchass Order [ooooooss |NORCOM DEMO SYSTEM i
Order Date [13m1 2011 [P0 BOX 1485
Delivery Date  [20/1 /2011 | GEELONG Edit
Referance Mo, |REF MO |V|CTOR|A |3220 Save
Tax Exemption  [ray o
aice I Raised By |ROEIYN ancel
rrvaice Mo.

_ I Authorised By IPAUL Delete
Invoice Date | i

Motes Erint
Supplier [123 = || [Festoz =] -
|123 sUPPLIER PTY LTD  —
I Exit
=

I Complets
| | Purchase Order Status INOT COMPLETE Burchase (rder
Fa Mo, | Purchase Order Total | 25000

The purchase order header screen is where you enter the main supplier details. When all details
are have been entered in the header, select the save button. Enter in the relevant details and select
save. The purchase order number will generate automatically and a detail screen will appear. You
will be asked if you wish to enter details to the purchase order. Select yes to continue or no to exit.
You can come back into the purchase order at a later date to add details if required.

=
Warehouse I.a, w| Pt Numer |3g.;.3;5 'IJ Fepar Order Mo, |' ,i
Description  [CoMPRESSOR HEAD KIT
vetils [ =] SeowaTwe [ =] Lndcost [ o000
Trader I --I Hourg I o Gereral Ledger 2 -
Ecpapriaerd |___]-. Costeods  [ooae ~| Dep & o0 =]
Ondarnedir 000 Gusly 100 Amont 000 00
ASEOnS NS |y e detnded nformation regarding the parls supplied coan be enfered in B Tieid =]
El
Rechange i Conracion Rechamge o Emplioyee
puranar | 0 IR || s ] ElpS| o000
Gil Ciode I -.I L Code -
{Optional)
Departmant I ,-I Department -
Ao I [} ua} Amount .00
[ Save & ew | Save | Cancel ] 7 |

In the purchase order detail screen you have the ability to allocate to spare parts stock control,
allocate the purchase directly to a vehicle or trailer, allocate to a particular cost category, recharge to
contractors and also recharge to employees if you wish.
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To do this, enter in the fleet number or trailer number and costcode. If you do not wish to allocate
information to a vehicle, leave these fields blank. You cannot save the record if you have not
entered a general ledger code and a department. If you have more than one item to be entered on
the purchase order, select the ‘save & new’ option. This will refresh the detail entry screen. Once
the correct information is entered, select the save button.

@+ Purchase Drder |
Cormpany |2 =l DeliverTo- | =l EEEE
Purchase Order 10000088 |MORCOM DEMO SYSTEM At
Order Date [18/m1 12011 |FoBoX 1485
Delivery Date  [20/01/2011 |eEELONG et
Reference No.  [ReF MO [vicTORIA |3223 Save
Tax Exernption  [Tax no

I Raised By IROEIYN cancel
Invoice Mo. | :
: Authorised By IPAUL Delete
Irmnice Date | [
Motes Frint
Supplier |23 - | Fleet 02 “
I —I —I GoTo
[123 SUPPLER PTY LTD
I Ezit
|
I Complete
| | Purchase Order Status INOT COMPLETE Purchase Order
Faiho. | Purchase Order Total 551.00
Description Yehicle | Trailer |Equipmem | Cortractar | Driver | Cugntity | Rate | Amaunt -
3 1.00 5000000 500.00
1.00 51.0000 51.00 -
-

The details will now appear in the grid box on this page. To add, edit or delete information on the
purchase order, right mouse click on the grid to bring up a popup menu. Select add to enter
additional information or edit to make alterations to the information already entered, and when
finished, select save. You have the ability to print or preview the purchase order to screen.

To Complete a Purchase Order

The purchase order is ready to be completed when all the items on the order have been delivered
and invoice entered. When the purchase order is ready to be completed, go into the purchase order
entry option, select browse and then select the order from the browse screen. You are able to filter
out unwanted details by selecting the relevant criteria from the following screen, and then select
view.

x
Company | =1 V¥ &l Companies
Supplier | =l v Al Suppliers
Status | =l V¥ All Statuses
Raised By | =] v Al
Invoice Mo | =l ¥ All Invaices
Date Range  [1z01/2011

|18t 72011

Wieny Cancel | ? |
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.'::?‘Purchase DOrder Browse _ ||:||1|

[company [order number [order Date Delivery Date  [Supplier [reterence [nvaice Ma. [[=]
A 00000066 150142011 20001 52011 123 SUPPLIER PTY LTD REF NG |
A 10000066 180102011 20015201 123 SUPPLIER PTY LTD REF MG 369852 1

-
4| | »
Display | Frint All | Cancel | i |

The browse screen that will appear lists company, order number, order date, delivery date, supplier,
reference, invoice number, invoice date, raised by and authorised by. You are able to sort by all of
these fields by clicking on the heading of the grid box above the items you wish to sort. When you
have identified the order you wish to complete, highlight it, then click display. The selected
purchase order will be displayed. Select the ‘complete purchase order’ button. You will not be able
to edit or alter a purchase order once it has been completed

81



PURCHASE ORDER REPORT

This option allows you to report on purchase orders. All purchase orders that have been entered
remain in the system for reporting. On selecting this option you will be asked to select a combination
of company, purchase order number, supplier, raised by, status, cost code, department and date
range for the purchase order report. This report can be grouped by general ledger code or
department/cost code. You can also select a consolidated or detailed report.

Report Details
=
Campany |A Ll [~ All Companias
Furchase Order |1DDDDDBE ;| [~ allPurchase Orders
Supplier | | ¥ &l Suppliers
Raised By | =] Al
Status | = ¥ Al Statuses
Cost Code | | W AlCostCodes
Department | ;| v Al Depattments
Inwoice | | ¥ Allnvaices
Date Range i
I [¥ &Il Dates
K
Group By - * General Ledger Cade [~ Consolidate Report
" Department, Costcode ¥ Show MNotes
[ Save As... Frint { Preview | Cancel | ? |

The report lists company, order number, order date, supplier, reference, invoice number, invoice
date, part number, department, costcode, general ledger code, part description, vehicle, trailer,
notes and amount. It subtotals by general ledger code. You have the ability to print preview to
screen or save the information to an excel file.

OUTSTANDING PARTS

&% Outstanding Parts on Purchase Orders x|
Company |A x| I Al Companies
Furchase Order | x| I~ AllPurchase Orders
Supplier | x| I Al Suppliers
Date Range i -

I = [~ Al Dates
|11
[~ Save As. . Print | Preview | Cancel | ? |

To generate a report listing all outstanding parts, select the criteria required for the report, and then
select preview, print or save as an Excel file.

The report lists company, order number, order date, supplier, reference, invoice number, invoice
date, part number, department, costcode, general ledger code, part description and amount.
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MAINTAIN ACCOUNTS

The Maintain Accounts option has 2 uses. The first is to view information regarding your suppliers’
accounts and the second is to add transactions to your suppliers’ accounts. Transactions are easily
identifiable, as invoices will show as blue transactions, payments as red, debit adjustments are light
blue and credit adjustments are green.

i Creditors Accounts o =]}
Company | ¥ 2 Companies  Invoice " Paid " Updated " Held

Creditor | v[ 7 | W &l Creditors " Payment  UnPsid || & Mot Updated || € rat Heldd
- « - o>

Irieaice I | W alinvoices " Debit Adjustment || -+ B0t Bath * Beth

 Credit Adjustment Sum Transactions 4365 60

Date Range I i s e & 4l Transactions Sum GST lw
[+
Wig | Frint |
=l
[
Co | UD [ Type | Date Creditor Invoice Batch Dehit Credit Balance GST__ -
s F | 121002010 123 12344, 55.00 0.00 55.00 500
& F 12M02010 123 12348 55.00 0.00 55.00 500
& F 20M0R2010 123 =551 193600 0.00 193600 176.00
& F 11412010 123 122 55.00 0.00 55.00 500

=
4| | 3

Motes | Add | Edit Display Delete Exit | ? |

Viewing Creditor Account Information

You have several different ways to view information on your creditors. You are able to filter by
company code, creditor, invoice number, reference number, date range, transaction type, whether
the transaction is paid or not, whether the transaction is on hold for payment and whether the
transaction has been updated to the general ledger or not.

Once you have selected the criteria to view, select the view button to refresh the information
selected. The information will appear in the grid below the sorting criteria. The grid will show you
the company code (Co), updated or not (UD), type (‘I'=Invoice, ‘P’=Payment, ‘D’=Debit, ‘C’=Credit),
date, creditor, invoice, debit amount, credit amount, invoice balance, age, month, description,
cheque number and hold.

The colour of the transaction will change according to the type of transaction to make it easier for
sorting. You can sort this information by company code (Co), updated or not (UD), type (‘I'=Invoice,
‘P’=Payment, ‘D’=Debit, ‘C’=Credit), date, creditor and invoice. To sort the information, use the
mouse to click on the headings on the grid. The fields you can sort by have blue writing and if it is
red, that field is currently sorting the data. You can print the information selected by selecting the
print button. You have the ability to display, edit and delete these transactions.

Build a Report

To generate a report of the data in the browse window above, select the combination of information
required, and then click on the “View’ button. All other information will be filtered out of the browse
screen, leaving only the transactions selected. To print this report, select the ‘Print’ button. You can
print, preview to screen, or export the report to Excel.

To Display Creditor Transactions

To display any transactions, select the transaction to display and either select the display button or
right mouse click on the transaction and select display. Select exit when you have finished viewing
the transaction.
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Transaction Notes

[l Creditors Notes x|
Companty IA Inwoice ko, |359352
Creditor 123 Tranzaction Type ICREDIT
Notes By highlighting & transaction and then selecting the Motes button, vou can add extra information to & ;I
tranzaction.

Whenewer the cursor is placed on that transaction, the notes will come into view .

[

Save | Cancel |

A handy tool is the ability to add ‘notes’ to any transaction by highlighting the transaction and then
selecting the Notes button, you can add extra information to a transaction. Whenever the cursor is
placed over that transaction, the notes will come into view.
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CREDITOR INVOICES

To Enter a Creditor Invoice

i Creditors Accounts 1Ol x|
Company ¥ &l Companies " Invoice " Paid " Updated " Helet

Gzl g [ | [V &l Creditors  Payment " UnPaid || © Mot Updated || € hot Held
i+ o i
Invice vl ¥ &l Invoices © Debt Adustmert | Both * Both * Buoth

" Credit Adjustment Sum Transactions I ]
Date Range I % a1 Detes ¢ & Transactions Sum GET I 0

I

wiew | Print |

(=

|

Co | UD [ Type | Date Creditor Invoice Batch Debit Credit Balance GST__ 4
& F | 12402010 123 12342, 55.00 000 55.00 500
& F 12402010 123 12348 55.00 000 55.00 500
& F 20402010 123 3551 1936.00 000 1936.00 176.00
s F 114142010 123 122 55.00 000 55.00 500

-
A4 4

Motes | Add | Edit | Display | Delete | Eit |'?|

To add a creditor invoice, select the ‘add’ button on the maintain accounts screen to open the
transaction selection window.

+ Creditors Select Transaction T x|

" Payment
" Dehit Adjustment
= Credit Adjustment

Ok Cancel | '?|

Select ‘invoice’ and click OK to open the invoice data entry screen.

@» Creditors Invoice 1'

Crecitor [TEL=TR x| "TELSTRA CORPORATION LIMITED

Company I s - l
Date IDBH 212010 Due Date IDS.I'D1 2011 Batch Mumber I

Description IDECEMEIER STATEMENT

Ordler Mumber I VI Deselect Order Detalls to mport I Invoice Mumber IDEC1D

Creditor Notes

=
=]

Nett § non GSTS | 000 fnvoice Amount § | 0.00

Save | Exit | ? |

The first section of the invoice you will need to enter is the invoice header information. You must
enter a creditor code, company code (this will automatically be inserted, depending on which
company you selected as your default company on start-up of the program) and date. From your
supplier invoice, enter the invoice number, and a short description of the goods/services supplied,
due date for payment and batch number if required. The date entered must be relative to the
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creditor month number that is in the company records file. Future dates can be entered but no past
transaction can be entered. The invoice number must be unique for each creditor, but you are able
to use the same invoice number as long as the creditors are different.

Once all of the correct information is entered select the save button.

@+ Creditors Invoice x|
Creditor [TEL=TR | __|[ELsTRA coRPORATION LIMITED
Company I i .l
Diate IDBH 202010 Due Date IDS.I'D1 2011 Batch Mumber I

Description IDECEMEIER STATEMENT

Ordar Number I' vl Deselect Order Details to lmport | Invcice Number IDEC1El
Crediar Motes Add Details |

‘y Do you wish ko add details to this Invoice now 7
S

Nett § | 0.0
‘fes I

Lo b

Mo |

A message will display asking if you wish to add details to the invoice now, select yes to continue or
no to exit. You can come back into the invoice entry at a later date to add details if required.

@» Creditors Invoice Detail |
Warehouze I vl Partt Mumber I vI Repsair Order Mo, I vI
Resaietiay |DECEMBER STATEMENT
Fleet Mumber I vl Costcode I vI L Code 4E0 -
Trailer Mumber I vl Service Type I vI Department i) -
Equipmenit I - I Ciuantity I noo  Amount I 000
Odometer I o Unit Cost I ooooo - GS5T I 000
Hours T o Tatal T 275.00

B
To enter in the GST From BAS Repart
Notes \:;;} Do vou wank ko calculate the G3T inclusive amount from the total entered? ﬁ
| ............ % esl | = I _I
= -
Recharge to Contractor Recharge to Employee
Cartractor I j % I 0.00 Employes I LI % I 0.00
GiL Code I vl Gl Cocle I vl
Optional
Departinent I - i Department I - l (Optional)
Amourit I 0.00 Amourt 000
GST | 0.00
Total A it I
= Amau 0 Save & [Hew | Save | Cancel i

In the creditor invoice entry detail screen you have the ability to allocate to spare parts stock control,
allocate the purchase directly to a vehicle or trailer, allocate to a particular cost category, recharge to
contractors and also recharge to employees (see driver deductions report) if you wish.

When a part has been created in the spare parts master file in Fleetmate, you have the advantage of
creating purchase orders and creditor invoices without having to enter all the details of the part
number. This information will automatically be gathered from the spare parts master file when the
part number is entered into the purchase order and creditor invoice entry screens.

You can alter your workshop stock on hand in Fleetmate whilst entering invoice details by entering
the warehouse and part number at the top of the screen. Stock quantities and standard cost will be
calculated in Fleetmate when the invoice is updated to the general ledger. If stock adjustments are
entered through invoice entry, they do not need to be re-entered into Fleetmate.
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To do this, enter in the fleet number or trailer number and costcode, this information will be
processed to Fleetmate and apply the vehicle costs to the individual vehicles. If you do not wish to
allocate information to a vehicle, leave these fields blank. You cannot save the record if you have
not entered a general ledger code and a department.

The invoice amount and GST can be allocated in two different ways:

e By entering the GST exclusive amount in the amount field, the GST in the GST field and the
invoice amount will calculate from the first two entries.

e By entering the GST inclusive amount in the invoice total field and selecting yes when asked
if you want to calculate the GST from the total entered.

If you have more than one item to be entered on the creditor invoice, select the ‘save & new’ option.
This will refresh the detail entry screen, repeat until all entries are complete. Once the correct
information is entered, select the save button, and a message will display asking if you wish to
calculate GST from the total entered.

@+ Creditors Invoice |
Creitor [rELETR | 7 ||TELSTRA CORPORATION LIMITED
Company I & — l
Diate IDBH 202010 Duie Date IDS.I'D1 2011 Batch Mumber I

Description IDECEMEIER STATEMENT

Ordler Number I VI Oeselect Order Detalis to import | Invaice Number IDEC1D

Creditor Notes d
]
Nett & | 25000 GST§ | 2500 fnvoice Amount § | 275.00
Wehicle | Trailer | Costoode | Description | GL Code | Dept. | Amourt |A
GET a8y uli} 2500
DECEMBER STATEMENT 450 Juli) 250,00

Right Mouse Click on Grid to add Details to fnvolce

Save

If multiple details are required on the invoice, repeat the process by right-mouse clicking the white
grid area and selecting the ‘add’ option again to display a fresh invoice details screen, when finished
select save to save and exit.

To Edit a Creditor Invoice

You can only edit invoices that have not been updated to the general ledger. Highlight the
transaction to edit and select the edit button or use the right mouse click action. You cannot alter the
creditor and invoice number. Alter the information on the header and select save, right mouse click
to edit the details information or to add or delete transactions. When complete select exit.

To Delete a Creditor Invoice

You cannot delete transactions that have been updated to the general ledger or have other
transactions such as debit, credit or payment transactions against that invoice number. If the invoice
has other transaction against it, you must delete the other transaction first. To delete the invoice,
select the invoice and either select the delete button or right mouse click on the transaction and
select delete. You will be asked to re-confirm the deletion.
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To Enter a Creditor Invoice from a Purchase Order

To add a creditor invoice, select the ‘add’ button on the maintain accounts screen to open the
transaction selection window.

» Creditors Select Transackion x|

@ Invoice}
" Payment

" Dehit Adjustment
 Credit Adjustment

Ok Cancel | ‘?l

Select ‘invoice’ and click OK to open the invoice data entry screen.

To Import the Purchase Order into the Creditor Accounts

When used in conjunction with the creditor’s accounts in the Accountmate module, all details of the
purchase order will be transferred to the invoice when entered in the creditors eliminating the need
for double entry of the information. The invoice and purchase order must be linked in Accountmate
before the purchase order is completed.

When your supplier has delivered the goods, and an invoice has been received, enter the header
invoice into the creditor accounts as normal. After entering the creditor code, company and invoice
date, select the purchase order from the drop-down combo box; enter in the invoice number and
save. This will import all of the details on the purchase order into the creditor invoice. Check that
the items, and pricing on the invoice are correct and select save.

To Deselect Purchase Order Details to Import

In the event that all items are not delivered on the same invoice, the items on back order can be de-
selected from the purchase order import, by selecting the button to ‘deselect order details to import’.

€+ Creditors Invoice =l
Crecditor [123 ~| ||1 23 SUPPLIER PTY LTD
Company I s - I
Diate IDBM 26010 Due Date I I Biatch Mumber I
Dezcription |PARTS SUPPLIED ON PURCH ORDER
Order Number  [4 5000066 Ea| Irreice Humber |389852

Creditor Motes

=
I

Nett § | 0.00 GST§ I 000 Invoice Amount $ I 0.00

Save | Eit | 7 |

The order details will list in the browse screen, to de-select an item from the import, place a tick in
the ‘remove’ tick box. The purchase order details that are removed will remain on the purchase
order but will not be imported into the creditor invoice.
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! De-Select Order Details x|

wehicle | Trailer | Cescription | Cuartity | Rate | Amourt | Remove | -
0z COMPRESSOR HEAD KIT 1.00 S00.0000 soo.ool”
03 OIL FILTER 1.00 51.0000 51.00 |

=]
< m

Remove the details to naot bring them onto the invoice. They will still remain on the Purchase Order.

Cone |

When items have been de-selected, select the ‘done button.

% Creditors Invoice |
Creditor J12a | 7 |[123 SUPPLIER PTY LTD
Company s -

Date IDBH 212010 Due Date I i Batch Mumber I

Descrigtion  [PaRTS SUPPLIED ON PLURCH ORDER

Order Number |10000055 v[ Deseject Qrder Details to .fmportl Invaice Number |369852

Creditor Motes d
|
Nett § | so0o0  GST§ | s000 Invoice Amount§ | 550.00
Wehicle | Trailer | Costcode | Description | GiL Code | Dept. | Amourt |A
GST a7 50,00
0z COMP COMPRESSOR HEAD KIT 2m oo 50000

Right Mouse Click on Grid to add Detalis to fnvoice

Save =" ?|

GST is calculated on the detail items after they have been imported into the creditor invoice.
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HELD TRANSACTIONS

To Hold a Transaction

Add
Edit
Display
Delete

Remove Hold

Cancel

For instances where a creditor invoice has been held for payment, due to query on the invoice
details, the invoice can be put ‘on hold’ by highlighting the invoice in the maintain accounts screen,
then right-mouse clicking and select ‘hold’.

& Creditors Hold Transaction Details |
Creditar ITELSTR ITELSTRA CORPORATION LIMITED
Inevoice IDEC1D Comparny IA
Date Jr1m1z011 ] Held By [Robyn
Reaszon To ~
Hold _I
Transaction
=
Held Transactions will not show in the Bulk Payments to be paid Save cancel | g |

A screen will display with the creditor details and invoice number. Details of the user making the
hold entry will automatically be assigned to the transaction from the user login. Enter details of the
reason for the transaction being held and select save. Any held transactions will not appear in the
bulk payments screen until the hold has been removed.

To Remove a Hold from a Transaction

For instances where a creditor invoice has been previously held for payment and the reason has
been resolved, you will need to ‘remove hold’ on the invoice to restore it into the bulk payments
screen ready for payment.

& Creditors Release Transaction On Hold |

Creditor ITELSTR

Irreoice IDEC1 0

ITELSTR»’-\ CORPORATION LIMITED

Company I a

Diate Held Remowved |1 100182011

Held Removed By |Rgbyn

Reason To
Release
Transaction
on Hald

Save

Cancel | ? |

To ‘remove hold’, highlight the invoice in the maintain accounts screen, then right-mouse clicking
and select ‘remove hold’. Enter details relating to the resolution of the account and select save.
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HELD TRANSACTION DETAILS

|
company |,a, Ll [~ All Companies
Creditar | | I Al Creditars

Date Range | i
[ Al Dates

|11

FECurrerﬂly Held Transactions:
L | Previously Held Transactions

[~ Save As... Frint P resviem Cancel | ? |

A report can be generated to show the history of transactions that have been placed on hold.

Report Details

The report lists company, on hold, updated, transaction type, transaction date, creditor code, invoice
number, debit amount, credit amount, balance, description of transaction. Date of hold and user
name and reason for holding, date and user who removed the hold.
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CREDITOR PAYMENTS

To Enter a Creditor Payment

s Creditors Select Transackion x|

 Invoice
gl t
" Dehit Adjustment
" Credit Adjustment

Ok Cancel | ?l

There are two options for entering creditor payments in the Accountmate software, through maintain
accounts and by using the bulk payment option.

To add a creditor payment, select the ‘add’ button on the maintain accounts screen to open the
transaction selection window.

Select ‘payment’ and click OK to open the invoice data entry screen.

i Creditors Payment =l

Creditor [123 x| ||1 23 SURPLIER PT¥ LTD

Company |A vl With Holding Tax % 0.00

Creditor Notes d
L]

Date |28.f1 22ma Date Invoice Bal | Allocated W Tax Invaice [«

Chegue oo1o00 204142010 1936.00 1936.00 0.00 3551

O6M 202010 550.00 550.00 0.00 368552

Bank Account Ba0 -

Amount | 248600

Allocated | 2486.00

Un-Allocated | 0.00 —

Batch | A

Save | Cancel | ? |

Enter the creditor and company and a list of invoices outstanding will appear in the grid box.
Invoices will only appear if there are transactions still outstanding against that invoice number.
Select a date relative to the creditor month number in the company file. Enter the cheque amount
and number and bank account code. This amount must be allocated to outstanding invoices. To
allocate the money, select the invoice to pay and type the amount to pay on the invoice in the
‘allocated’ section in the grid box. Part payments on invoices are a possibly by entering the adjusted
amount. Repeat allocating against invoices until the ‘un-allocated’ amount is reduced to zero.
Amounts will be automatically calculated as you enter them in the allocated box and the unallocated
box.

You cannot save the record if there is an amount, other than zero, in the unallocated box. Once all
of the information is entered, select save.

Two query screens will display after the payment records are saved.
e Do you wish to pay this by EFT?

e Do you wish to print a Remittance Advice now?
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Pay By EFT ? |

?f) Do ol wish ko pay this by EFT?

o

Yes Mo |

Where you have answered ‘yes’ to the question ‘do you wish to pay this by EFT’, the payment
records will be flagged waiting to create the EFT payment. Please refer to the section ‘Create EFT
Payment’ for instructions on creating the file to upload to your banking software.

Print Remittance Advice %]

x_?r) Do o wish to print a Remitkance Advice now?

Yes Mo |

Once you select the save button you will be asked if you wish to print a remittance advice or not. If
you select no, you can print one at a later time by going into the option for remittance reprint.

To Edit a Creditor Payment

You can only edit the date and cheque number fields on payments that have been entered through
the maintain accounts option and have not been updated to the general ledger. Highlight the
transaction to edit and select the edit button or use the right mouse click action. Alter the
information on the header and select save. When complete select save.

To Delete a Creditor Payment

Payments entered through the maintain accounts option are able to be deleted unless they have
been updated to the general ledger or have other transactions such as debit, credit or payment
transactions against that invoice number. If the invoice has other transaction against it, you must
delete the other transaction first.

To delete the invoice, select the invoice and either select the delete button or right mouse click on
the transaction and select delete. You will be asked to re-confirm the deletion.

Payments that have been created through the bulk payment option cannot be deleted.

93



CREDITOR DEBIT ADJUSTMENTS

To Enter a Creditor Debit Adjustment

i Creditors Select Transackion x|

 Invoice
i Payment
@ Debit Adjustment
" Credit Adjustment

Ok Cancel | ?l

To enter a debit adjustment, select add from the view screen and then select ‘Debit adjustment’ from
the select transaction type screen and then select ok.

=& Creditors Debit Adjustment x|
Creditor 1z =l ||1 2% SUPPLIER FT% LTD
Company |A j Chegue |
Invoice |359352 j Batch |
Date J15122010 Due Date [y
Description IElried adjustmert description
Creditor Motes d
d
Vehicle | x|
Trailer | j Dehit Armount | 20,00
Enquiprment | - GST Amount | 200
Odormeter | 0
Hours | 0.0
Costeode | j
Total Debit Amount
General Leduer [201 x|
22.00
Department |E|E| =l
Gluantity | 0.00
[~ Do not zhow this debit on the Bulk Paymerts screen Save & Mew Cancel | ? |

Enter the creditor code. The company code will automatically be inserted. Select the invoice
number for the debit adjustment to be allocated against. A valid invoice number is mandatory.
Select a date for the transaction which must be a date later than the invoice date and be relative to
the current creditor month number. Insert a description for the debit adjustment, a general ledger
code and an amount. Once all information is entered select save. You can also allocate the debit
adjustment to vehicle costs.

To Edit a Creditor Debit Adjustment

You can only edit debit transactions that have not been updated to the general ledger. To edit an
existing transaction either select the transaction to edit and select the edit button or use the right
mouse click action. You cannot alter the creditor and invoice number. Alter the information and
select save.

To Delete a Creditor Debit Adjustment

You cannot delete debit transactions that have been updated to the general ledger. To delete an
existing debit, select the debit and either select the delete button or right mouse click on the
transaction and select delete. You will be asked to re-confirm the deletion.
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CREDITOR CREDIT ADJUSTMENTS

To Enter a Creditor Credit Adjustment

i Creditors Select Transackion x|

 Invoice
i Payment
" Dehit Adjustment

Ok Cancel | ?l

To enter a credit adjustment, select add from the view screen and then select ‘Credit adjustment’
from the select transaction type screen and then select ok.

& Creditors Credit Adjustment |

Creditor J123 =z ||1 23 SUPPLIER FT% LTD
Company |A = Batch |
Irwnice |359352 Chegue |
Date J17:1222010 Due Date [
Description IEIrief adjustment description
Creditor Notes ﬂ

i
Vehicle | x|
Trailer | j Credit Amoumnt | 15.00
Equipment | - GST Amount | 1.50
Odorneter | a
Hours | 0.0
Cost Code | j

Total Credit Amount
General Ledger |201 j
16.50
Deparment |c|c| ﬂ
Cuantity | 0.00
[ Do not show this credit on the Bulk Payment screen Save & [Mew, Cancel | ? |

Enter the creditor code. The company code will automatically be inserted. Select the invoice
number for the credit adjustment to be allocated to. An invoice must be selected. Select a date for
the transaction. The date must be relative to the creditor month number. Insert a description for the
credit adjustment, a general ledger code and an amount. Once all information is entered select
save. You can also allocate the credit adjustment to vehicle costs.

To Edit a Creditor Credit Adjustment

You can only edit credit transactions that have not been updated to the general ledger. To edit an
existing transaction either select the transaction to edit and select the edit button or use the right
mouse click action. You cannot alter the creditor code and invoice number. Alter the information and
select save.

To Delete a Creditor Credit Adjustment

You cannot delete credit transactions that have been updated to the general ledger. To delete an
existing debit, select the debit and either select the delete button or right mouse click on the
transaction and select delete. You will be asked to re-confirm the deletion.
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BuLK PAYMENTS

In the bulk payments screen you have the ability to view unpaid creditor invoices, select the creditor
invoices that you wish to pay, print cheques and remittances, and select for credit card or EFT
payment.

The initial selection of transactions to pay is the same for each mode of payment. Please ensure
that transactions are not selected to be paid from multiple bank accounts at the same time. A
payment run must be totally finalised for one bank account prior to processing of payments from a
second bank account or credit card.

Select Invoices for Payment

#m Creditor Bulk Payments 101 =]
Cormpany IA j' Date Rainge = Tranzaction Date { Due Date VI_EW
Creditor | 7z | Fal Print

n 1 —_—
Invaoice | vl &l I I Al
1
Payment Type | vl v Al I
Total Outstanding | 763860  Payment Date |DSID1 12011 Create Payments |
Co | Type | Credior | Invaice | Dite | Due Date | Balance | Pay | Allocated | W Tax | EFT |F -
A TELSTR DEC10 061 202010 0500172011 rsoal” 0.o0

-
«| | 3

Select Al | Deselect Al | Display | Eclit |CRCardSeIed| EFT Select | Print CheguesRemmitances | Exit |

Select the bulk payments option from the creditor menu. On entering this screen all outstanding
invoices will be displayed. Selection criteria can be refined by entering in the creditor code, invoice
number, and due date. To alter viewing criteria, make your selection then select View. This will filter
out all irrelevant information making selection of accounts easier.

In the creditor field at the top of the screen, select the creditor that you wish to pay or you can select
‘all’. If a due date has been entered through maintain accounts as the invoices were keyed in you
are able to also select by due date for payment. If a due date has not been applied through creditor
invoice entry you have the ability, if required, to edit the transactions within the Bulk Payment Screen
to enter a due date.

To select transactions for payment place a tick in the ‘pay’ tickbox adjacent to the invoice and then

select payment option. Options for payment methods are: ‘CR Card Select’, ‘EFT Select’ or ‘Print
Cheques/Remittances’ button.
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Pay by Credit Card

% Creditor Bulk Payments ] 55
Coery IA j‘ Date Range (& Transaction Date ( Due Date EY
Creditor 123 - Al Ftint

IQDN 0/2010
Invoice | [ I~ Al
PaymentType [ <] Al [otn2z010
]
Vg Creditar | Mame ‘ Payment Amovnt | Credit Card | -
E 123 123 SUPPLIER PTY LTD 2486.00 1745 5R7A 9101 1171 =] =]
2
iy E
A
A
&

Print Done ?

-
4| | »

Select All | Deselect Al | Display | Edlit ICRCardSe\edI EFTSeIectl Print CheguesRemmitances | Exit |

After selecting the invoices to be paid, select the ‘CR Card Select’ button, to display the list of
creditors waiting for payment. Move your cursor to the area adjacent to the payment amount and
select the drop down combo box to allocate the credit card details to the payment.

You have the ability to print a report by selecting the Print button. When the selection is complete,
click on ‘Done’ and select the option to ‘print cheques/remittances’.

Print Remittances for Credit Card Payments

When the remittance advice is printed for payments that have been selected for credit card payment,
a note will be inserted on the remittance showing the credit card number, card type, cardholder’s
same and expiry date. This can then be faxed to the supplier as an authority to debit.

& Creditors Payment List JE= |
Payment Date  [poi1/2011 - Print Type

" Cheques Only
& Remmitance Qnly
" Chegues & Remmitances

Starting Mumber | 0

(This is the starting number for your chegues)

Creditor Code hlame | EFT I Atnourt I I
TELSTR TELSTRA CORPORATICN LIMITED [U[e} 273.00 d
El

Select All | Print | Done | ? |

The next step is to click on the print cheques/remittances button. This will bring up a second screen
listing all creditors selected for payment, a total amount of the payment and will also indicate
whether they have been selected for EFT payment or not. For payments to be made by credit card,
this field should read ‘No’. Enter in the date you wish to print on the remittances and select the
option ‘remittances only’. Next select the remittances you wish to print or select ‘all’.
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Enter to payment date, select remittances only and highlight the creditor to pay, or select all. Click
on Print. The creditors’ remittances you have selected for payment by credit card will display the
card number, card type, cardholder name and expiry date. When remittances have been printed
click on Done.

If you print the remittances, then de-select them in the bulk payment selection area, payment
method details will be removed and the remittance will need to be reprinted for the information to be
written back onto the payment transactions file before proceeding to the next stage.

Before proceeding to the next stage, please check that all remittances are correct, and then
select the button to ‘create payments’.
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Pay by Cheque

When paying creditors by cheque, the option to print cheques & remittances, or cheques only, or
remittances only is available. To print cheques, pre-printed stationery will need to be supplied to
Norcom for alignment into the program.

% Creditor Bulk Payments = | Ellll
. —_—-i Il 1 "

LU = Creditors Payment List | ey
Creditar Print
Invoice Payment Diate Igsn 212010 Print Type

) " Cheques Only
Payment Typ Starting Number | 100100 ¢ Remmitance Only
_— [This iz the starting number for your chegues) 'l Chegues & Remmitances

Total Outstandi e Payments |

co [ Type | cr C Tax_ | EFT [{~
o 123 H
LR 123 ooo F OE
LD 123
L C 123 ooo F
LR 123 ooo F OE

|
Frint | Cane | ? | —
< »
Select Al | Deselect Al | Dizplay | Eclit | CR Card Select | EFT Select I Print ChequesRemmitances I Ezxit |

After selecting the invoices to be paid, select the ‘print cheques/remittances’ button, to display the
list of creditors waiting for payment.

This will bring up a second screen listing all creditors selected for payment, a total amount of the
payment and will also indicate whether they have been selected for EFT payment or not. For
payments to be made by cheque, this field should read ‘No’.

Print Cheques & Remittances

Enter in the date you wish to print on the cheques, a starting number for the cheques and tick
whether you wish to print cheques or cheques/remittances or remittances only. Next select the
remittances you wish to print or select ‘all’. Click on Print.

If you print the remittances, then de-select them in the bulk payment selection area, payment
method details will be removed and the remittance will need to be reprinted for the information to be
written back onto the payment transactions file before proceeding to the next stage.

Before proceeding to the next stage, please check that all remittances are correct, and then
select the button to ‘create payments’.
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Pay by EFT

An .aba or .txt file can be created for easy uploading to your banking software. To create the file,
select the invoices to pay by placing a tick in the ‘pay’ box adjacent to the invoice.

# Creditor Bulk Payments 1o x|
R IA jv Date Range ¥ Transaction Date  Due Date ey
Creditor |123 | I~ Al Prirt

201052010 _
Invoice I 'I ¥ Al _— [ Al
ENGE AR 2 EFT Select =
Creditor | Mame | Paymert Amourt | EFT 7 |;
it QEEITE PP 123 SUPPLER PTY LTD 243600 [ ]| |EEEremEE
Co Cred iTax_ |EFT[{~
A 123
A 123 0oo F o«
A D 123
A C 123 ooo F
A 123 0oo F o«
=]
* Only Creditors with full bank details will sppear in this list. Details required are BSB Mumber,
Account Mumber and Account Name
SelectAll De Select All Print Done | ¥ |

=
4| | »

Select Al | Deselect All | Dizplay | Ecit | CR Card Select I EFT Select I Print Chegues/Remmitances

Exit |

After selecting the invoices to be paid, select the ‘EFT Select’ button, to display the list of creditors
waiting for payment. Move your cursor to the area adjacent to the payment amount and place a tick
under ‘EFT?

NB: Only creditors with full bank details in the creditor master file will appear here. Details required
are BSB number, account number and account name.

You have the ability to print a report by selecting the Print button. When the selection is complete,
click on ‘Done’ and select the option to ‘print cheques/remittances’.

Print Remittances for EFT Payments

The next step is to click on the print cheques/remittances button. This will bring up a second screen
listing all creditors selected for payment, a total amount of the payment and will also indicate
whether they have been selected for EFT payment or not. For payments to be made by EFT, this
field should read ‘Yes’.

& Creditors Payment List JE= |
Payment Date  [eoit2011 - Print Type

" Cheques Only

BT R 3eF I 0 & Remmitance Qnly

(This is the starting number for your chegues) ‘s Cheques & Remmitances
Creditor Code hlame | EFT I Atnourt I I
TELSTR TELSTRA CORPORATICN LIMITED [U[e} 273.00 d

Select All | Print Done | ? |
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Enter in the date you wish to print on the remittances and select the option ‘remittances only’. Next
select the remittances you wish to print or select ‘all’. Click on Print.

When the remittance advice is printed for payments that have been selected for EFT payment, a
notation will be inserted on the remittance advising that the payment will be made via Electronic
Funds Transfer, and can then be faxed to the supplier to notify them of the payment.

If you print the remittances, then de-select them in the bulk payment selection area, payment
method details will be removed and the remittance will need to be reprinted for the information to be
written back onto the payment transactions file before proceeding to the next stage.

Before proceeding to the next stage, please check that all remittances are correct, and then
select the button to ‘create payments’.
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Create Payments

To finalise the payments and record them onto the creditor account, select the ‘create payment’
button. The following screen will display, showing a message that payments are about to be

created.

m Creditor Bulk Payments ] B
Carnpary IA j' Date Range ¥ Transaction Date { Due Date W
Creditor [123 o I I i
N e reste payments |
Payment Type I_ This will create Payments for all of the transactions that you have selected.

—_——— Flease make sure you have done the following hefore you continue.
Total Outstanding I_ “ou have printed all chegues and remittances Creste Payments |

- fou have selected any EFT payments

Co -Type _Cred'rtor W Tax EFT [H =~
5 IEE) fou have checked to make sure that all dates are
P 123 correct on the payments. h 000 F E
s D 123 Are you sure you want to continue ?
A C 123 You will only be able to alter the date and o 000 F
A 123 cheque number on payments created 1! n ooo F E
—P 7t Batch Number Opti
% Batch Mumber cotrozsponds to the original invoice, debit or credit batch number
ol Specify my own batch number
Batch Mumber I
Select Bank Account G20 - ‘
Continue | Cancel |
-
< | »
Select Al | Deselect Al | Dizplay | Eclit | CR Card Select | EFT Select | Print ChequesRemmitances | Ezxit |

Please note: Whatever has been selected to be paid, will be paid when you select Create
Payments, even if information has been filtered out of the view screen and is not visible. A
useful check is to select the print button and generate a report (print or preview to screen),

selecting the option to ‘only show if selected to pay’.

Payments can only be processed for one bank account for each payment run.

Please read the displayed message carefully and insert you general ledger bank account code and
select continue. This will allocate the selected payments to the creditor accounts. Once the
payments have been created they cannot be altered or edited in creditor accounts, so please

ensure they are correct before continuing.

Payments x|

] "_n., Payments have been created 111
[ ]

A message will display advising that the payments have been created successfully. Select ‘ok’, then

select ‘exit’.
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CREATE EFT PAYMENT FILE

If you use online banking you can then print the EFT report and create your EFT file ready for
importing the file into you banking software ready for transmitting to the bank.

To create a payment file for transferring to your preferred banking software, select the ‘Create EFT
payment option from the creditor menu, your company and bank details will automatically display.

i Create Creditors EFT Payment x|
Company I i,
Our Bank [o=1y
Cur Bank 1D |111111
Cur BB |052-505

Our Account Number |1 23456789
Processing Date |21 M282ma
Reference INORCOM DEM

¥ Add & Self Balancing record ta you EFT File

ou will need to check with your BANK to see if you need this.

Save File To
[P TRANEMATEBANK FILES!

| " Save As Text File % Save as ABA, file |

Ok | Cancel |'«‘|

A screen will appear listing the bank details from your company records. If a second bank account is
used these details can be entered manually. Enter in the processing date and if necessary place a
tick in the area for a self-balancing record. Due to changes in banking software from some banks
you will need to contact your bank to check whether the self balancing record is required and also to
determine whether they require the file to be in the format of a text file or an ABA file.

i Select Directory |

Transmate

c:hbank eft filesh

'\

bank. eft filles

Select I
Cancel |

||

Dirive:

=E 7]

You will need to specify where on your network you want to save the file. A suggestion would be a
directory within Transmate named bank files which is accessible to the staff member responsible for
accounts payable.

When all information has been entered correctly, select the OK button. A report will print listing the
payments selected for EFT bank file. The file can now be imported to your banking software for
transmission to your bank.

Please Note: The EFT file must only be created once. If you attempt to create this file more than
once you will lose the information and EFT payments will need to be manually entered into your
banking software.
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REPRINT REMITTANCE

1 Print % Reprint Creditor Remittances 5[
Company IA - l Remmitance Date Range |21 Maen10
[~ Al
Creditar | vl I Al |21 M2/2010

Remmitance I vl W Al

| (e Chegues Only ¢ Remmitance Only [ Cheqgues & Remmitances |

WiEw |

co. Creditar Date Remmitance MNo. | Amairt |
& 123 SUPPLIER PTY LTD 212200 0000000071 2436.00 ;I

[

Select Al | Frint P reviewy | Cane |

To re-print a creditor remittance advice, select ‘reprint remittance from the creditor menu. Search for

the required remittance by filtering for the creditor, date or remittance number if known and then
select view.

Highlight the remittance and select the print method, cheques only, remittance only or cheques and
remittances and the select ‘print’. When finished, select ‘Done’.
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GENERAL LEDGER UPDATE

'f,a Creditors Update Transactions to General Ledger 5'
Company Code IA 'I {* Date Range " Morth and Fiscal Year ‘
Creditor | vl ¥ All Creditors
) Date Range I I ey
Invoice Mumber | vl ¥ Al Invoices [V 4l Dates;
I I
Batch Murnber | IV Al Batches
| Invoices  { Payments " Debits " Credits % All Transactions Wien
** Pleaze make sure that you click the YIEW button after every selection change** ** Credits and Payments will show as a negative **
Co |Type| Date I Creditor I Invoice Description I Amourt | I
LN 0EM1272010 TELSTRA CORPORATION LIMITED DEC10 DECEMBER STATEMEMT 275.00 ;I
LN O6M22010 123 SUPPLIER PTY LTD 369852 PARTS SUPPLIED OM PURCH ORC 550.00
& D 13122010 123 SUPPLIER PTY LTD 369832 Bried adjustment description 22.00
(R ATM 22010 123 SUPPLIER PTY LTD 369852 Brief adjustment description -2200
& P 21122010 123 SUPPLIER PTY LTD 369852 Payment -550.00
s P 21122010 123 SUPPLIEER PTY LTD =551 Paymerit -1936.00
[-|
General Ledger Report Bank Reconcilliation Grouping
i Summarized  Detailed © Mone {* Date, Creditar, Cheque Number, Bank Account Date, Bank Account { Mone
Print | Select All | Update | Cancel | 7 |

To update transactions to general ledger you have the ability to filter by creditor, invoice number,
batch, date range, fiscal month and year or transaction type, or you can select 'all' or multi-select.

Multi-selection of trans-actions to update can be done by selecting a block of data or by selecting
individual records to create a block of information.

Select your filter criteria and then select view. All other transactions will be filtered out of the view
screen.

If you change the selection criteria for the general ledger update, please ensure that you
select 'view' after each selection change to refresh the data selection.

When you have made your final update selection, choose the type of general ledger update report
you want to print. You have the option of detailed, summarised or none, then select the update
button. All the transaction you have selected will then be updated to the general ledger.

When updating payments, you will need to define the way the transactions appear in the bank
reconcilliation report.

The options are:
e Grouped by date, creditor, cheque number and bank account
e Grouped by date and bank account
e None
You also have the ability to print a report prior to updating transactions. To do this select the print

button, select the report criteria you wish to print. You can either print or preview this information to
screen.
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BATCH LISTING

ﬂ
Batch [ R
Pate Range I - [ Al Dates
|71
[~ Sawve As.... Print | Presieur Cancel | 7 |
Report Details

The batch listing report shows all transactions that have been assigned a batch number, the report
lists the batch number, company, updated date, transaction type, date, creditor, creditor name,
invoice number, cheque, debit amount, credit amount, balance description.

CREDITOR 13 MONTH ANALYSIS

&% Creditor 13 Month Cost Analysis x|

Caormpany Iﬁ
Credtor [~ <] ¥ AllCreditars
Year |1|:|_11—
Manth [ &

¥ Dont Show Creditors with Zero Totals
¥ iInclude Dehits & Credits:
¥ Dant Show In-Active Creditars

[~ Save As... Print P resien Cancel | ? |

The 13 month cost analysis report shows a bigger picture of the company expenses over a
selected period. You can select the company, creditor or all, fiscal year and month, and include
debits and credits and exclude inactive creditors. You can print this report, preview or save the
report to Excel.

Report Details

The report will display the selection criteria at the top of the report and list the creditor code and
name, and total expenditure amount month by month for the period selected. The report will list in
the order of the original month selected i.e. month 6, the report will list across from November
through to December, with the December (13th month totals) alongside and a grand total figure. At
the bottom of the report will be grand total amounts for the 12 months and the 13 months for each
year in the selection.
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SHow AGED TRIAL BALANCE
]

Company |,a, ;| [ Al Companies
Creditar | — v| ||_AIICreditnrs

As at [MonTH rlloEcemeEr  =|| 2010

™ Display Invoice Details

Customer Sort By Details Sort By
" Creditor Code ' Date
= Creditor MNarme  Inwoice Mumber
[ Save As.. Print Preyiewy Cancel | ? |

The creditor aged trial balance lists all outstanding balances for the criteria selected. You have the
option to select a company or all companies, and the ageing can be ordered by three options: today,
date or month.

For balances selected by a date, or today, the transactions will age correctly according to the date
selected and will age to the next age code every 30 days from the date on the transaction. For
balances selected by month, the transactions will age as per calendar month.

You have the ability to print a summarised list or display the invoice details on the aged trial balance.
Transactions do not have to be updated to the general ledger to view them on this report. You can
print and preview the report. You can also sort the aged trial balance by creditor name and invoice
number.

Report Details

For a summarised report, the creditor code and name, will display, and total amounts in current, 30
days, 60 days, 90 days, 120 days and total due will be listed.

For a detailed report, select the tick box to display invoice details, then print or preview. The report

will list the creditor code and name, invoice date, invoice number, current, 30 days, 60 days, 90
days, 120 days and total amount due and will be subtotalled by creditor.

SHow UNPAID INVOICES

]
Company |A [ All Companies
Creditor = =] | I Al Creditors
Date Range I

! [ All Dates
|14
[ Save As... Frint | P resieny Cancel | ? |

The creditors’ unpaid invoices report will give you a list of all of the invoices yet to be paid. Select
the company or all, creditor or all and a date range, then select print or preview.

Report Details

The report shows invoice date, creditor code and name, invoice number and invoice balance. The
report is subtotalled by creditor and has a grand total at end of report.
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SHow CREDITOR PURCHASES

x|
Company [e es]
Creditar |123 vi | [~ Al Creditaors
Date Range P
| ¥ &1l Dates
| ri
l- Save As Print | Preview Cancel | ! |

The ‘creditor purchases’ report will give a list of purchases within the date range selected. To
generate a report, enter the company code or all companies, creditor or all creditors and enter a
date range, then select print or preview.

Report Details

The report shows invoice date, creditor code, invoice number, a brief description of the purchases
and invoice amount. The report is subtotalled by creditor with a grand total at the end of report.

CREDITOR TRANSACTIONS

x
Company IA =] [ Al Companies
Craclitor | x| I ancrediors
Irvgice I =] [ &0l invoices
Department I LI [ &Il Departments
Transaction Type I =] [ &l Types
Batch Mumber I ;I I- Al Batch Mumbers

Date Range P
I ™ 2l Dates

| r4

 paid © Un-Paid (% Both | | " Updated ¢ nNot Updated O Both |

|- Inchude the “ehicle ' Trailer \ Costocode Details

[~ Save is.. Frint | Preview Cancel | ? |

The ‘creditors transactions’ report will list line item transaction details on one report for ease of
viewing. A selection can be made from the selection criteria box to refine the search to show
creditor, invoice, department, transaction type, batch number, date range, whether the transactions
have been paid or not, whether the transactions have been updated to the general ledger or not and
can also display vehicle & trailer numbers and cost codes associated with the invoice.

Report Details

The report shows company, creditor code, date, transaction type, invoice number, description, debit
general ledger account code, and debit department, credit general ledger account code and
department and line item amount and is totalled at the bottom of the report.
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AccoUuNTs NoT UPDATED TO GENERAL LEDGER
|

Cornpany IA— M onth |_5

[ Save As F'rlnt P rewienw | Cancel | ? |

The ‘creditor transactions not updated to general ledger’ report allows you to list all of the
transactions not updated to the general ledger for the current period. If transactions remain not
updated, there may be a problem with a transaction or it may be a future dated transaction. You can
print or preview this information.

A more comprehensive report can be obtained by using the ‘creditor transactions’ report.

SHOwW AccOUNT MOVEMENTS THIS MONTH

&% creditors Transactions for Period |

Compary |A [~ &ll Companies
Manth | 5
|

Fiscal Year [10-11

Type =] A Types;

v Digplay Transaction Details

[~ Save ts. Print | Prewiew | Cancel |‘?|

The ‘creditor transactions for period’ report is a useful report when reconciling the subledger to the
general ledger. The report lists all of the transactions entered for a fiscal month, subtotalled by
transaction type, lists opening balance, movements and closing balance. The report can be
viewed/printed in detail or summary. After selecting the criteria for the report, select print, preview or
‘save as’ and Excel file.

CREDITORS DRIVER DEDUCTIONS

&% Creditors Invoices - Drivers Deductions |
Company ||4 vl
Diriver | vl v All Drivers
Date Range | i
I Al Dates
I I
[ Savefs... Frint | Praview | Cancel | ? |

At the point of entry of the creditor invoices, there is an option to recharge to employees. This is
useful if an employee has purchased personal items on the company account. A report can be
generated that will list details of the purchase, that can later be deducted from the employee wages
at a later date.
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EnD OF MONTH
]

Company Code IA Manth | B

| Rollover Month Cancel | ?l

The end of month option will close off the current month and increase the month number by one in
the company records. An end of month cannot be done if there are still transactions for that fiscal
month waiting to be updated to the general ledger. Each company must be done individually. This
option must only be done at the close off time for the month and only done once.

If a message is displayed stating ‘there are transactions not updated, you can NOT rollover month’
select the ‘ok’ button and go to the ‘accounts not updated to general ledger’ report to view a list of
the transactions waiting to be updated to check what is waiting to update. If ok, go to the update
general ledger option and update them.

Once the transactions have been updated to the general ledger, select the ‘end of month’ option
again and select ‘rollover month’.

How To:

Balance Creditor Accounts and Reconcile to General Ledger

At the end of month when all invoices, payments and any adjustments have been entered you will
need to check that all transactions have been updated to the general ledger. Once all transactions
have been updated to general ledger, the accuracy and flow of data can be checked by the following
procedures.

a. Print the Show Account Movements This Month — summarised report.
b. Print the Customer Aged Trial Balance as at end of month.

c. You will then need to check the balance as at the end of the month in the Maintain
Accounts screen by selecting all transactions between 01/01/1900 and the last day of
the month you are checking.

d. Figures obtained at a, b & ¢ above should all agree.

i. If there is a variance between the aged trial balance and the maintain accounts
screen, the problem will be a date issue. To locate the transaction concerned, print an
aged trial balance as at the end of month you are reconciling, and select the tick box to
display transaction details. Scan through and you will find an invoice that is dated
after the month end you are reconciling.

ii. If there is a discrepancy between the maintain accounts and the movements for the
month report, You then need to check off the monthly movements on the monthly
transaction report against the movements for the same period on the “Maintain
Accounts” screen by selecting all transactions with the date range being the first day of
the month to the last day of the month. If there is a discrepancy you will need to identify
where this has occurred. This can be done by selecting invoices and checking this
against the invoices on the monthly movement report. Follow the same procedure for
debits, credits and payments.

e. Print a General Ledger Trial Balance for the current month, current year.
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If there is a discrepancy between the subledger figure and the general ledger figure, go
into the general ledger menu and run an account inquiry to check for any journals or
cashbook entries that have been coded against the trade creditor control account in
error.

Cancel a Creditor Cheque/Payment

There is an exception to the rule when making an adjustment to the value of an invoice, for
instance, if a payment has been either entered to the wrong date, wrong supplier or for an incorrect
bank account or amount.

To cancel a creditor payment, you will need to enter a debit adjustment against the invoice/s relating
to the original payment.  The general ledger code that you will need to enter will be your bank
account code and you will need to zero out the GST, as there is no GST involved when cancelling a
payment created in the creditor accounts options.

When reconciling the bank account, balance off the credit transactions for the original payment and

the debit adjustment for the reversal. The debit adjustment, when ticked off as presented along with
the original payment will have a nil effect on the bank reconciliation.
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CONTRACTOR ACCOUNTS

MAINTAIN CONTRACTORS
From the contractor accounts menu you have the ability to control all aspects of contractor accounts

maintenance, from entry of contractor data base, through to invoicing, receipting and general ledger
updating of all contractor manifest records from Freightmate.

Setting Up a New Contractor

i Contractor Yiew i ] 4|
Cortractor Code | Mame Address Address -
! WYRMES HALLAGE B AR STREET GEELOMG
-
4| 3
Find Display Frint Cancel | ? |

To enter a new contractor, select the display button, and then add.

To print the information, select your print button. You have the ability to print and preview the
information and the report can be sorted by clicking on the field name at the top of the grid. When
the heading name turns red, the information is sorted in that order. When you select the print
button, the report will be sorted in the order that is currently selected.

General Information
B
General |Elank.l’Tax | Motes | Other | Accreditation | Drivers: | ame |
Contractor Code INITTRA Fhone 1 |03 5257 3385
Fhone 2 l—
Marne INIT TAMSPORT PTY LTD
Fhone 3 |
Address |PoBox 1485
Fhaone 4 |
|eEELONG
Fax Mumber IW
Jwic 3220
Contact l—
A.C.MN. Mumber | Trading Terms | 30
ABN Mumber |123458?89 Tare | 0.0000
Email Address | Yehicle |d | vl
C50 Mame | Contractar Status |ACTIVE vl
Export Code |
¥ GST Registered [~ GST Exermnpt [ Prime Carrier DFMP
[ Recipient Invoice Applies ? Contractor Type |TOWOPERATOR ,l
Tyne & Cortractor ¢ Tow Operator  © Other | Freight Type I
1 0|
Browvse | Breyious | [t | Gato | Aiclel | Eciit Cancel | [elete | Exit | 7 |
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The general tab is for recording contractor name and postal address, phone numbers, ABN number
(this must not be left blank), and contact information. This information is accessed for printing of
remittance advices.

Bank / Tax
+ Contractor Entry 1[
General  Bank / Tax |Notes | Cther | Accreditation | Drrivers | Mame IWYNNES RRILAEE
BSB |222-333 Tax File No. |259 693 538
Account Mumber |1235539 Exemption Mo, |
Account Name |WYNNES HAULAGE General Ledger |455 LI
Yariation Mo |NIL Department | LI
Fuel Surcharge % | 5.00
PFS Deduction % | 20,00
Fuel GiL Code |ggg Ll
Insurance % | 0.00
Fuel Department |gg LI
Revenue % | 0.00
Fuel Expiry | I
Mohile Login Code |
Payment Type | LI
Mohile Login Password|
1|
Browvse | Brevious | [ext | Goto | Aol | Eclit | Save | Cancel | [elete | Exit | ? |

This screen is for recording of you contractor’s bank details, trading terms and extra contact details.

Notes
]

Mame | WYNNES HALLAGE

General | Bank / Tax Motes |O‘ther | Accreditation | Crivers |

Motes

I [~

Erint Motes: | iI _’I

Browvse | Ereviousl [ext | Gota | Al | Eclit | Save | Cancel | [elete | Exit |‘?|

The notes screen is for recording of general information about your contractor.
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Other
x|

Mame | WYNNES HAULAGE

General | Blank { Tax I Motes  Other |Ac:c:red'rtation | Drivers |

Licence Mumber || Expiry l.l’.r—
vorkers Compensation Cerificate of Currency I Expiry l”—
Heawy Yehicle Insurance Cerificate of Currency I Expiry l”—
Marine Transit Insurance Cedificate of Currency I Expiry l”—
Public Lishility Insurance Certificate of Currency I Expiry III—
Trailer In Cortral Certificate of Currency I Expiry l.l’.r—
Sub-contractor Statement filed in - Bxpiry [0

2]

Browvse | Ereviousl [t | Goto | Aol | Eclit | Save | Cancel | [Delete | Exit |‘?|

Certificates of currency, expiry dates and licence number can be readily accessed when required by
recording all details in one central data entry area.

Accreditation
+ Contractor Entry 1[
General | Bank f Tax I Motes | Cther Drivers | et IWYNNES FATLAEE
Fatigue Scheme |EIASIC LI v Training Completed
—ork Diary Detail
Wiork Diary Start Mumber |W0rk Diary End Mumkber |Issued Diate: |l==ued By |;
-
Ciate Repair Request Book Mo, |Interc:epti0n Report Book Mo, [E-Tag Mumber -
-
10|
Browvse | Brevious | [t | Goto | Aol | Eclit | Save | Cancel | [Delete | Exit | ? |

Information relating to your contractors accreditation can be recorded on the ‘accreditation’ tab by
positioning your cursor over the appropriate white grid box area and then selecting the add option
from the pop-up menu.
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Contractor Work Diary
|

General | Blank ! Tax | Motes | Cther  Accreditstion |Drivers | e || AHNES RAULAES
Fatigue Scheme |EIASIC LI i Tiraiming Completed
#_ Contractor Work Diary =]
Drate lszued | i i -
lzzued By I
vyiork Diary Start Mumber I vyark Diary End Mumber
Aditional Details ;I
E
Save Cancel | ? |
e
A
Browwsze | Previous | [dext | Goto | A | Eclit | Save | Canee| | Delete | Exit | ? |

To record details of your contractor work diary, right mouse click on the first white box grid area and
select ‘add’ from the pop-up menu. Enter in all relevant details and select save.

Contractor Additional Details
X

Mame | WYNNES HAULAGE

General | Blank { Tax I Motes | Cther  Accreditation |Drivers |

& Contractors Additional Details |

Date |70 |
Driver Mame

Repair Reguest Book Mo,

|

|
Interception Repart Boak Ma. |
NHYAS Label Murmber |
|

|

|

NHYAS Registered LI

Date Joined NHYAS i

E-Tag Mumher

Monthly Briefease ChecklistDate [+ [ FirstAid?

Manthly Briefcase Checklist Motes ;l

|

[ Show on Compliance Register Repart

Save | Cancel |'?|
] )

Browyse | Ereviousl [t | Goto | A | Eclit | Save | Canze| | Delete | Exit |‘?|

To enter additional details relating to your contractor’s accreditation, select the place your cursor
over the lower white grid box and right mouse click to bring up the pop-up menu. Select ‘add’, enter
the relevant details and select save.
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Drivers

+ Contractor Entry 1[
General | Bark / Tax | Motes | Cther | Accreditation  Drivers | Mame | WYNNES HALULAGE
—Drivers
Crriver Code Drriver Mame Licence Mo. Fatigue Scheme -
‘ﬂ"' Contractor Drivers ﬂ
Driver Code "
Driver MName I
Licence Mo, I Fatigue Scheme LI
Motes ;I
El
Save & hew Save | Cancel |
J1 I
Browwse | Breviaus | [desxt | Gota | Aol | Eclit | Save | Cancel | [Delete | Exit | ? |

A database of contractor drivers can be compiled by right-mouse clicking on the grid box of the
contractor entry, ‘drivers’ tab. Assign a driver code, then enter drivers name, licence number,
fatigue scheme and enter any notes relevant to the particular driver. Select save and new to enter
another driver, or save to exit.

Viewing Contractor Information

To find a record, select the find button and type in a combination. Select the search button. To view
the search results select view.

To print a list of contractors, sort the data in the order you wish to print the report, by clicking on the
heading of the grid. The heading will turn to red, indicating that order the data is sorted. This option
will only print what is currently displayed in the grid. For example, if you have used the find button to
search for a particular group of records and that information is still displayed on the screen at the
time of selecting the print button, only that information will print.
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STANDING ADJUSTMENT ENTRY

Company I ¥ All Companies Total oo
Contractar | - ~| ¥ Al Contractors Totsl GST 000
|f" Dehit Adjustments € Credit Adjustments AIITransactionS| Wiemy | Print |

ﬂ
Co | Type | Contractor | E Description |A
 Credit Adjustment
Ok Cancel | ? |
1] | o
Update Adjustments Add Edit Display Delete Exit | ? |

Standing adjustment entries are able to set up; this option would primarily be used when a recurring
This could be goods purchased on your
company account and you were to deduct from his payments or for additional payments you needed

adjustment was required to your contractors account.

to pay to your contractor on a regular basis.

To Set up a Standing Contractor Adjustment

ﬂ
Company [ v all Comnanies Trtal [—Y--
zl
Contractor | L"

_ Company [ | 1
r Description | ]
Chegue | General Ledoer | Ll
Batch | Depattment | Ll

Debit Amount | 0.00 Total Debit Amount
GST Amount | 000 0.oo
I™ Do not show this dekit on the Bulk Payment screen Save | cancel | ” | |
—
Update Adjustments | Add Edit Display | Delete | Euit | ? |

To set up a standing (recurring) debit or credit adjustment, select ‘add’, then select the transaction

type you wish to set up.

Enter in the company, contractor code, transaction description, cheque & batch (if required) and
general ledger code and department code. Enter the debit amount and the GST will calculate and
the total adjustment amount will be calculated and displayed on the screen. When finished, select

save.
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To Update a Contractor Standing Adjustment

+ Contractors Standing Adjustments |

Company | ¥ Al Companies Total | 0.00
Caontractor | v[ ¥ Al Contractars Totsl GST | 0.00

1 Contractors Standing Adjustments Upd 5[

" Dehit Adjustment Wy | Print |
Company  [ESRRGRGGG ~ |

Co |Type| Contractor | Contractar Iﬁ v &l Description |A
Batch [ Ma
Data [
manth |—1
Year - ]

Update | Cancel |

| | i
UpdateAdjustmentsl Add Edit | Display | Delete | Esit |0|

To update a standing adjustment, highlight the transaction you wish to update. Select the ‘update
adjustment’ button and enter in the date you want the adjustment to be updated to, then select

‘update’.

Note: standing adjustments do not have an invoice number assigned.
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MAINTAIN ACCOUNTS

The Maintain Accounts option has 2 uses. The first is to view information regarding your
contractors’ accounts and the second is to add transactions to your contractors’ accounts.
Transactions are easily identifiable, as invoices will show as blue transactions, payments as red,
debit adjustments are light blue and credit adjustments are green.

i Contractors Accounts o =]}
Company I ¥ Al Transaction Date Range i
I I 2l
Contractar I vl 7 | ¥ &Il I it
Invaice v
| = A e e | =l Fan
consignment I LI ¥ Al Supplied Tax Invoics Mo, I LI ¥ Al
Tatal | -2476.32
€ Invaice € Credit Adustments || Paid " Updated = Held
) . Total GST 18.90
€ Paymert " PPS Adjustments || £ UnPaid || £ Mot Updated || £ Hot Held I -
" Debit Adjustmerts (% All Transactions || ©* Bath || (% Both * Both Vi | Print |
=l
[}
Co | UD [ Type | Date Cortractor Invoice Batch Debit Credit Balance 63T [fa
s T P 030E2010 CAM PETESTI &, 000 115500 0.00
s T 070802010 CAM 100245 11550 0.00 11550 1050
s T 09082010 CAM PB4 45,20 0.00 45,20 420
s T 09082010 CAM 1" 45,20 0.00 45,20 420
|~ i 22102010 CAM 100250 000 000 000 000

Motes | Aol | Ediit Display Delete Exit | 7 |

Viewing Contractor Account Information

You have several different ways to view information on your contractors. You are able to filter by
company code, contractor, invoice number, reference number, date range, transaction type, whether
the transaction is paid or not, whether the transaction is on hold for payment and whether the
transaction has been updated to the general ledger or not.

Once you have selected the criteria to view, select the view button to refresh the information
selected. The information will appear in the grid below the sorting criteria. The grid will show you
the company code (Co), updated or not (UD), type (‘I'=Invoice, ‘P’=Payment, ‘D’=Debit, ‘C’=Credit),
date, contractor, invoice, debit amount, credit amount, invoice balance, age, month, description,
cheque number and hold.

The colour of the transaction will change according to the type of transaction to make it easier for
sorting. You can sort this information by company code (Co), updated or not (UD), type (‘I'=Invoice,
‘P’=Payment, ‘D’=Debit, ‘C’=Credit), date, contractor and invoice. To sort the information, use the
mouse to click on the headings on the grid. The fields you can sort by have blue writing and if it is
red, that field is currently sorting the data. You can print the information selected by selecting the
print button. You have the ability to display, edit and delete these transactions.

Build a Report

To generate a report of the data in the browse window above, select the combination of information
required, and then click on the ‘View’ button. All other information will be filtered out of the browse
screen, leaving only the transactions selected. To print this report, select the ‘Print’ button. You can
print, preview to screen, or export the report to Excel.
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To Display Contractor Transactions

To display any transactions, select the transaction to display and either select the display button or
right mouse click on the transaction and select display. Select exit when you have finished viewing
the transaction.

Transaction Notes

i@l Contractor Notes x|
Company IA Invoice ha. |1 00250
Contractor ICAM Tranzaction Type IINVOICE
Motes By highlighting & transaction and then selecting the Motes button, you can add extra information to a ;I

transaction.
Whenever the cursar iz placed on that trangaction, the notes will came into \-'iBWI

[~

Save | Cancel |

A handy tool is the ability to add ‘notes’ to any transaction by highlighting the transaction and then
selecting the Notes button, you can add extra information to a transaction. Whenever the cursor is
placed over that transaction, the notes will come into view.
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CONTRACTOR MANIFESTS FROM FREIGHTMATE

In the Freightmate module of Transmate, manifests are generated when consignments are entered
allowing for assignment of the contractor cost to a manifest, which is then updated through to the
Accountmate module ready for payment to the contractor. This option eliminates the need for
double entry of the contractor invoices. In Freightmate, check the manifest amount against the
contractor invoice and update to contractor accounts. The invoices can be updated by manifest date
or a different can date be entered if required.

CONTRACTOR INVOICES

Where no manifest is generated in Freightmate, a manual invoice can be entered directly in the
contractor accounts.

To Enter a Manual Contractor Invoice

Compary I v &l Transaction Date Range I I
Cortractor I || 7 | v &Il I I
Invgice v
I = FAL ecrinumber | = Fan
AT I = Mal Supplied Tax Invaice ha. I = A
Tatal | 247632
 Invoice " Credit Adjustmerts || Paid " Updated  Held
~ Total GST I 18,90
Payment " PPS Adjustments || UnPsid || Mot Updated || Mot Held
" Debit Adjustmerts (% Al Transactions || © Beth || % Bath (+ Bath View | Print |

Balance |
11550

48.20
46.20
165.00

Credit |
0.00

0.00
o.oo
0.o0

Debit__|
11540

45.20
46.20
14350

Date | Contractor | Batch |

07092010 Cakd
09009/2010 CAM
090972010 CAM
22R072010 Cam

Co | [1]n] |Type | Invoice
100245

FB4

il

100250

T F F

T |
T |
T |
T |

-
4 »
||

Motes | A | Ediit | Display | Delete | Exit

To add a contractor invoice, select the ‘add’ button on the maintain accounts screen to open the
transaction selection window.

& Contractors Select Transactic

" Dehit Adjustment
 Credit Adjustment
" PPS Adjustment

= PLEASE MOTE that all Cortractors Paymernts
will nowy have to be made through the Bulk
Paymentz Option inthe Contractors menu, **

Ok Cancel | @ |

Select ‘invoice’ and click OK to open the invoice data entry screen.
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‘:7‘ Contractors Invoice 5[

Contractor | L”

Company | LI ElatchNumber|

Description |

Date |21t 201 Supplied Tax Invoice No. |

Due Date | I Invoice Mumber |

Contractor ;'

MNotes
=
Nert § | 0.00 GST$| 0.00 !rwm’ce.ﬂ.nmum$| 0.00

Save | Ezxit | ? |

The first section of the invoice you will need to enter is the invoice header information. You must
enter a contractor code, company code (this will automatically be inserted, depending on which
company you selected as your default company on start-up of the program) and date. From your
contractor invoice, enter the invoice number, and a short description of the goods/services supplied,
due date for payment and batch number if required. The date entered must be relative to the
contractor month number that is in the company records file. Future dates can be entered but no
past transaction can be entered. The invoice number must be unique for each contractor, but you
are able to use the same invoice number as long as the contractors are different.

Once all of the correct information is entered select the save button.

5I
Contractar  fcam =[5 & L) camERON
Caompany I,a, ;' Batzh Mumhber |
Description ICar‘tage
Date 154 i1 e 4 Supplied Tax Invoice Mo, [
i i X|—
Due O B Contractors Invoice Detail _|
Contra I
Motes Description | =
General Ledger | Ll Department | vl LI
Nett & Amount 0.00 0.00
Save | Cancel | 7 | [~
GET

Right Mouse Click on Grid to add Deiails to Invalce

Wiew Consignment Informetion [~ Manually Alter GST Amaunt Save Exit | ? |

A message will display asking if you wish to add details to the invoice now, select yes to continue or
no to exit. You can come back into the invoice entry at a later date to add details if required.

Enter a description of the services, general ledger and department codes and the GST exclusive
amount in the amount field, the GST amount will calculate when the transaction is saved.
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@+ Creditors Invoice |

Creditor [rELETR =z "TELSTRA CORPORATION LIMITED
Company I A - l
Date |osr1 25010 Due Date |05m1 72011 Batch Mumber |

Description IDECEMEIER STATEMENT

Ordler Number I VI Oeselect Order Detalis to import | Invaice Number IDEC1D

Creditor Notes d
]
Nett & | 25000 GST§ | 2500 fnvoice Amount § | 275.00
Wehicle | Trailer | Costoode | Description | GL Code | Dept. | Amourt |A
GET a8y uli} 2500
DECEMBER STATEMENT 450 Juli) 250,00

Right Mouse Click on Grid to add Details to fnvolce

Save

If multiple details are required on the invoice, repeat the process by right-mouse clicking the white
grid area and selecting the ‘add’ option again to display a fresh invoice details screen, when finished
select ‘save’ to save the detail and exit.

To Edit a Contractor Invoice

You can only edit invoices that have not been updated to the general ledger. Highlight the
transaction to edit and select the edit button or use the right mouse click action. You cannot alter the
contractor code or invoice number. Alter the information on the header and select save, right mouse
click to edit the details information or to add or delete transactions. When complete select exit.

To Delete a Contractor Invoice

You cannot delete transactions that have been updated to the general ledger or have other
transactions such as debit, credit or payment transactions against that invoice number. If the invoice
has other transaction against it, you must delete the other transaction first. To delete the invoice,
select the invoice and either select the delete button or right mouse click on the transaction and
select delete. You will be asked to re-confirm the deletion.
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CONTRACTOR DEBIT ADJUSTMENT

To Enter a Contractor Debit Adjustment

*: Contractors Select Transacki x|

" Invoice

 Credit Adjustment
" PPE Adjustment

= PLEASE MOTE that all Contractors Payments
will movy hiawe to be made through the Bulk
Payments Option in the Contractors menu. **

Ok Cancel | ? |

To enter a debit adjustment, select add from the view screen and then select ‘Debit adjustment’ from
the select transaction type screen and then select ok.

=
Contractor | ;”
Company | ;'
Invaoice (Optional) | Ll Supplied Tax mvoice Mo, |
Date |21 2011 Due Date [
Description |
Chegue | General Ledger | Ll
Batch | Departrnernt | LI
Contractor ;'
Motes
DebitAmaount | 0.00 Total Debit Amount
GSTAmount | o0 | 0.00

[ Do not show this debit an the Bulk Paymert screen Save & MNew | Save cCancel | Y |

Enter the contractor code. The company code will automatically be inserted. Select the invoice
number for the debit adjustment to be allocated against. A valid invoice number is mandatory.
Select a date for the transaction which must be a date later than the invoice date and be relative to
the current contractor month number. Insert a description for the debit adjustment, a general ledger
code and an amount. Once all information is entered select save. You can also allocate the debit
adjustment to vehicle costs.

To Edit a Contractor Debit Adjustment

You can only edit debit transactions that have not been updated to the general ledger. To edit an
existing transaction either select the transaction to edit and select the edit button or use the right
mouse click action. You cannot alter the contractor code and invoice number. Alter the information
and select save.

To Delete a Contractor Debit Adjustment

You cannot delete debit transactions that have been updated to the general ledger. To delete an
existing debit, select the debit and either select the delete button or right mouse click on the
transaction and select delete. You will be asked to re-confirm the deletion
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CONTRACTOR CREDIT ADJUSTMENT

To Enter a Contractor Credit Adjustment

& Contractors Select Transacki x|

 Invoice

" Dehit Adjustment

@ Credit Adjustrrent
" PP& Adjustment

= PLEASE MOTE that all Contractors Payments
will oy hiave to be made through the Bulk
Paymentz Option in the Contractors menu. **

Ok Cancel | 7 |

To enter a credit adjustment, select add from the view screen and then select ‘Credit adjustment’
from the select transaction type screen and then select ok.

x
Contractor || ;"
Company | LI
Invoice (Optional) | LI Supplied Tax lrvoice Bo. |
Date |211.2011 Due Date [/
Description |
Chegue | General Ledger | ;'
Batch | Deparmeant | ;'
Contractor ;'
Motes
=l
i e I 0.0o Total Credit Amount
GST Amount | 000 | D
[~ Do not showe this credit on the Bulk Payiments Screen Save & Mew | Sawe Cancel | @ |

Enter the contractor code. The company code will automatically be inserted. Select the invoice
number for the debit adjustment to be allocated against. A valid invoice number is mandatory.
Select a date for the transaction which must be a date later than the invoice date and be relative to
the current contractor month number. Insert a description for the debit adjustment, a general ledger
code and an amount. Once all information is entered select save. You can also allocate the debit
adjustment to vehicle costs.

To Edit a Contractor Debit Adjustment

You can only edit debit transactions that have not been updated to the general ledger. To edit an
existing transaction, either select the transaction to edit and select the edit button or use the right
mouse click action. You cannot alter the contractor and invoice number. Alter the information and
select save.

To Delete a Contractor Debit Adjustment

You cannot delete debit transactions that have been updated to the general ledger. To delete an
existing debit, select the debit and either select the delete button or right mouse click on the
transaction and select delete. You will be asked to re-confirm the deletion.

125



HELD TRANSACTIONS

To Hold a Transaction

Add
Edit
Display
Delete

Remove Hold

Cancel

For instances where a contractor invoice has been held for payment, due to query on the invoice
details, the invoice can be put ‘on hold’ by highlighting the invoice in the maintain accounts screen,
then right-mouse clicking and select ‘hold’.

“& Contractors Hold Transaction Details |

Contractor ICANNON ICANNON FREIGHT
Inwoice |1 ] Company IA
Date [15/0272011] -| Held By |iock
Reason Tao -
Halel _I
Tranzaction

-

Save Cancel ¥

Held Transactions will not show in the Bulk Payvments to be paid

A screen will display with the contractor details and invoice number. Details of the user making the
hold entry will automatically be assigned to the transaction from the user login. Enter details of the
reason for the transaction being held and select save. Any held transactions will not appear in the
bulk payments screen until the hold has been removed.

To Remove a Hold from a Transaction

For instances where a contractor invoice has been previously held for payment and the reason has
been resolved, you will need to ‘remove hold’ on the invoice to restore it into the bulk payments
screen ready for payment.

& Contractors Release Transaction On Hold |
Contractor ICANNON ICANNON FREIGHT
Irreoice |1 o030 Company IA
Date Held Removed |1 0262011 Held Femoved By IJock
Reason To Dispute solved =
Release
Tranzaction
on Hald LI
Save Cancel | ? |

To ‘remove hold’, highlight the invoice in the maintain accounts screen, then right-mouse clicking
and select ‘remove hold’. Enter details relating to the resolution of the account and select save.
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PRINT RECIPIENT INVOICES

Where an agreement has been made between your company and your contractor, for you to
generate a tax invoice on the contractor’s behalf, a recipient created tax invoice can be issued.

On the contractor master file (card file) the ‘recipient invoice applies’ box must be ticked to allow the
transactions to appear in the browse screen for selection to print on a recipient invoice.

%% Contractor Recipient Invoices 5[

Company IA vl Date Range {+ Transaction Date Due Date L
Contractar | <] l”— Print
Invaice | <] IH—FA”
Total Qutstanding | BT 22 Recipient Invaice Date |23m2r2011
o | Type | Contractar | Invoice | Cate Due Date Dehit Credit |Show 20 Invoice | -~
A CAMMOR 100230 160272011 230252011 1067 .22 oo [

-
4 2

Select Al | Dezelect Al | Frint Recipient Invoices | E:it |

Select the transactions to print on a recipient created tax invoice by placing a tick in the box ‘show
on invoice’. When all transactions have been selected, select the ‘print recipient invoices button,
which will take you to the next screen, where a list of all contractors selected for recipient invoice
print will appear, showing contractor code and name and total invoice amount.

4, Contractor Recipient Invoice Lisk il
Invoice Date 21172011 j Mest Invoice Number | 23
Contractaor Code | Matne I Invvaice Amaunt I I
A MMM CANMOMN FREIGHT 1067 .22 ;l
=
Select All | Print Done | ? |

Select the date to print on the invoices and then select ‘print’. Once the invoices have been printed,
the selected transaction will no longer appear in the browse screen.
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RE-PRINT RECIPIENT INVOICES

}T_ Re-Print Recipient Invoices ﬂ
Cormpary |A ;|
Recipient Invoice Mo | ;|

Print | Preview | Dione |

To re-print a contractor recipient invoice, select the ‘re-print recipient invoice’ option from the
contractor menu. Enter the required invoice number or select from the drop down box, then select
print or preview to screen.

CANCEL RECIPIENT INVOICES

+ Cancel recipient Invoices ll
Cormpany |A Ll
Recipient Invoice ko. | Ll

Cancel Imvaice | Done | ? |

To cancel a contractor recipient invoice, select the ‘cancel recipient invoice’ option from the
contractor menu. Enter the required invoice number or select from the drop down box, then select
the cancel invoice button. The transactions that were on the original recipient invoice will appear
back in the recipient invoice print screen ready for re-selection and printing on a new invoice.
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PRINT TAX INVOICES

There may be occasions where a contractor may have an agreement to purchase goods on your
company account, e.g. fuel, tyres, etc. When this occurs you will need to enter a credit adjustment
against a valid invoice or alternatively you are able to enter a negative invoice. The ‘tax invoice’
option is used to generate a tax invoice to supply to your contractor by selecting the adjustment in

the ‘print tax invoice’ option.

¥ Contractor Tax Invoices

=i

Company IA 'l Drate Range (& Transaction Date  ( Due Date
Contractor I vl IV Al I—I -
Invaice | vl v Al l”—pA”

Frint

Tatal Outstanding | -485.00

Tax Invaice Date |21m1;2011

Co| Type | Contractar | Irvoice | Diate Due Date | Debit | Credit

| Show On Invoice | -

A C cAaM 14 0g/0172011 7 0.00 453.00 [

14

o

Select Al

Deselect Al | Prirt Tax Inwoices |

Exit

The invoice is generated when the cost of goods purchased needs to be recouped from your
contractor, and supplies him with a valid tax invoice for the deduction from his payment.

Select the transactions to print on a tax invoice by placing a tick in the box ‘show on invoice’. When
all transactions have been selected, select the ‘print tax invoices’ button, which will take you to the
next screen, where a list of all contractors selected for tax invoice print will appear, showing
contractor code and name and total invoice amount to be deducted from their payment.

. Contractor Tax Invoice List ﬂ
Invaice Date {2101 /2011 v | Mext Invoice Number | 28
Contractor Code I Mame I Tax Invoice Amount | |
2t CAMERON HAULAGE -455.00 ;I
[~
Select All | Frint Cone | ? |

Select the date to print on the invoices and then select ‘print’. Once the invoices have been printed,
the selected transaction will no longer appear in the browse screen. Attach the tax invoice to the

contractor payment advice as a record of the deductions made.
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RE-PRINT TAX INVOICES

x
Company |A ﬂ
Tax Irvoice Mo | ﬂ

Prirt | Presviewm: |

Dane

To re-print a contractor tax invoice, select ‘reprint tax invoices’ from the contractor menu. Enter the
required invoice number or select from the drop down box, then select print or preview to screen.

CANCEL TAX INVOICES

i Cancel Tax In¥oices
Company |g Ll
Tax lrwnice MNo. | ;'

Cancel Invoice |

To cancel a contractor tax invoice, select the ‘cancel tax invoice’ option from the contractor menu.
Enter the required invoice number or select from the drop down box, then select the cancel invoice
button. The transactions that were on the original tax invoice will appear back in the tax invoice print
screen ready for re-selection and printing on a new invoice
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BuLK PAYMENTS

In the bulk payments screen you have the ability to view unpaid contractor invoices, select the
contractor invoices that you wish to pay, print cheques and remittances, or EFT payment.

The initial selection of transactions to pay is the same for each mode of payment. Please ensure
that transactions are not selected to be paid from multiple bank accounts at the same time. A
payment run must be totally finalised for one bank account prior to processing of payments from a
second bank account.

Select Invoices for Payment

=10/
Company Code IA vl Date Range % Transaction Dete Due Date
Contractor Code | vI v Al
[
Invoice Mumber | L ¥ Al Dates
i
RCTI Murmber | vl |
Supplied Tax Invoice No. Iﬁ 7 Al ™ Only Show If Tranzsaction Has a Supplied Tasx Invoice Number
Payment Type | vI v Al i | Print |
Total Outstanding | 130790 Payment Date |21 012011 Create Payments |

Co |Typ4Cnntractnr| Invoice | Date: | Due Date ‘ Balance |Pay| Allocated |Insurance| WS T |EFT| RCTI &
& CAM 100245 orment i 115500
A CAM 11 ogmzot f i 4520
A AN PB4 o820 f i 4520
-
| | 3
Select Al | Deselect Al | Dizplay | Eciit | EFT Selection | Prirt CheguesRemmitances | Exit |

Select the bulk payments option from the contractor menu. On entering this screen all outstanding
invoices will be displayed. Selection criteria can be refined by entering in the contractor code,
invoice number, and due date. To alter viewing criteria, make your selection then select View. This
will filter out all irrelevant information making selection of accounts easier.

In the contractor field at the top of the screen, select the contractor that you wish to pay or you can
select ‘all’. If a due date has been entered through maintain accounts as the invoices were keyed in
you are able to also select by due date for payment. If a due date has not been applied through
contractor invoice entry you have the ability, if required, to edit the transactions within the Bulk
Payment Screen to enter a due date.

To select transactions for payment place a tick in the ‘pay’ tickbox adjacent to the invoice and then

select payment option. Options for payment methods are: ‘EFT Select’ or ‘Print
Cheques/Remittances’ button.
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Pay by EFT

An .aba or .txt file can be created for easy uploading to your banking software. To create the file,
select the invoices to pay by placing a tick in the ‘pay’ box adjacent to the invoice.

& EFT Select ]
Corntractar | Mame | Payment Amourt | EFT? [=
CAM CAMERON HAULAGE 207 .80 |

** Only Contractors with full bank details will appear in thiz list. Details required are BZB

Mumber, &ccount Mumber and Sccount Mame.
Cone | ? |

After selecting the invoices to be paid, select the ‘EFT Select’ button, to display the list of contractors
waiting for payment. Move your cursor to the area adjacent to the payment amount and place a tick
under ‘EFT?

Select All | De Select All | Print

NB: Only contractors with full bank details in the contractor master file will appear here. Details
required are BSB number, account number and account name.

You have the ability to print a report by selecting the Print button. When the selection is complete,
click on ‘Done’ and select the option to ‘print cheques/remittances’.

Print Remittances for EFT Payments

The next step is to click on the print cheques/remittances button. This will bring up a second screen
listing all contractors selected for payment, a total amount of the payment and will also indicate
whether they have been selected for EFT payment or not. For payments to be made by EFT, this
field should read “Yes'.

#_ Contractor Payment Lisk ll
Payment Date |21 2011 vI Print Type

 Chegues Only
Starting Mumh I
A IRIEATIE o & Remmitance Only

[Thiz is the starting number far your chegues)

" Chegues & Remmitances

Contractar Coce Mame | EFT I Amaurt | |
CAN CAMERCN HALLAGE YES 207 .90 ;l

Select Al | Print Daone | ? |
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Pay by Cheque

When paying contractors by cheque, the option to print cheques & remittances, or cheques only, or
remittances only is available. To print cheques, pre-printed stationery will need to be supplied to
Norcom for alignment into the program.

zl
Payrnent Date |21 012011 —Print Type
o

Oyt
Staring Numte | ee7esH & Rernmitance Orly

[Thiz iz the starting number for your chegues) ‘. Cheques & Remmitances

Contractar Cocle hame | EFT | Amourt | I
AN CAMERON HAULAGE YES 20780 d

-]

Select All | Print | Done | ? |

After selecting the invoices to be paid, select the ‘print cheques/remittances’ button, to display the
list of contractors waiting for payment.

This will bring up a second screen listing all contractors selected for payment, a total amount of the
payment and will also indicate whether they have been selected for EFT payment or not. For
payments to be made by cheque, this field should read ‘No’.

Print Cheques & Remittances

Enter in the date you wish to print on the cheques, a starting number for the cheques and tick
whether you wish to print cheques or cheques/remittances or remittances only. Next select the
remittances you wish to print or select ‘all’. Click on Print.

If you print the remittances, then de-select them in the bulk payment selection area, payment
method details will be removed and the remittance will need to be reprinted for the information to be
written back onto the payment transactions file before proceeding to the next stage.

Before proceeding to the next stage, please check that all remittances are correct, and then
select the button to ‘create payments’.
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Create Payments

To finalise the payments and record them onto the contractor account, select the ‘create payment’

button. The following screen will display, showing a message that payments are about to be
created.
=T

Compary Code IA 'I ‘ ‘ Date Range % Transaction Date { Due Date

Contractor Code =ll—

Inwoice Mumber L . | v All Dates

This will create Payments for all of the fransactions that you have selected.
RCTI Mumber Please make sure you have done the fallowing befare vou continue
n . plied Tax Invoice Mumber
Supplied Tax Invoice

You hawve printed all cheques and remittances

Payment Type ‘fou have selected any EFT payments

fou have checked to make sure that all dates are
carrect on the payments

Total Qutstanding |

Are you sure you want to continue ?

Print |

& Payments I

Co . Wi Tax [EFT] RCTI [«
5 CAM 100245 Y;)u will onlyll)e able to altelrtthe (I:tte T:I]I(I 0 oo 1
a1 cam 1" cheque number on payments created 2! 0 000 T
& 1 CcAM FB4 ayment Batch Optiens 0 00 T
(% Batch Mumber corrosponds to the original invoice, debit or credit batch number
i Specify my own batch number
Batch Mumber I
‘ Select Bank Account 630 - ‘
Continue | Cancel |
-
4| | 3
Select All | Deselect Al | Display | Ediit | EFT Selection | Print Chegques/Remmitances | Exit |

Please note: Whatever has been selected to be paid, will be paid when you select Create
Payments, even if information has been filtered out of the view screen and is not visible. A
useful check is to select the print button and generate a report (print or preview to screen),

selecting the option to ‘only show if selected to pay’.

Payments can only be processed for one bank account for each payment run.

Please read the displayed message carefully and insert you general ledger bank account code and

select continue. This will allocate the selected payments to the contractor accounts.

Once the

payments have been created they cannot be altered or edited in contractor accounts, so please

ensure they are correct before continuing.

Payments x|

] "_n., Payments have been created 111
L

A message will display advising that the payments have been created successfully. Select ‘ok’, then

select ‘exit’.
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REPRINT REMITTANCES

i Print % Reprint Contract Remittances

b
Company IA vI Remmitance Date Range I i
R Al
Cortractor I vI v Al I i

Remmitance I vI v Al

e |
| [ Cheques Only % Remmitance Only . Chegues & Remmitances |

Co. I Contractor Date
A 5D & LJ CAMERON 03022011

Remmitance Mo, I Amouint |
0000000075 207 .80 ;I

|

Select Al | Frint | Preview | Dane |

To re-print a contractor remittance advice, select ‘reprint remittance’ option from the contractor

menu. Search for the required remittance by filtering for the contractor, date or remittance number if
known and then select view.

Highlight the remittance and select the print method, cheques only, remittance only or cheques and
remittances and the select ‘print’. When finished, select ‘Done’.
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CREATE EFT PAYMENT FILE

If you use online banking you can then print the EFT report and create your EFT file ready for
importing the file into you banking software ready for transmitting to the bank.

To create a payment file for transferring to your preferred banking software, select the ‘Create EFT
payment option from the contractor menu, your company and bank details will automatically display.

: Create Contractor EFT Payment |
Company IIA
Cur Bank CEA
Qur Bank I |111111
B=B |052.505

Our Account Mumber |123456?89
Processing Date |03,|D2,r201 1
Reference INORCOM DEM

[~ Add A Self Balancing record to you EFT File
You will need to check with your BARNK to see if you need this.

Save File To
|ac _I

% Save As Text File " Save az ABA file |

Ok | Cancel |7|

A screen will appear listing the bank details from your company records. If a second bank account is
used these details can be entered manually. Enter in the processing date and if necessary place a
tick in the area for a self-balancing record. Due to changes in banking software from some banks
you will need to contact your bank to check whether the self balancing record is required and also to
determine whether they require the file to be in the format of a text file or an ABA file.

i Select Directory |

Transmate

c:hbank eft filesh

s E Select I
: Cancel |

bank. eft filles

-]
Dirive:

= =]

You will need to specify where on your network you want to save the file. A suggestion would be a
directory within Transmate named bank files which is accessible to the staff member responsible for
accounts payable.

When all information has been entered correctly, select the OK button. A report will print listing the
payments selected for EFT bank file. The file can now be imported to your banking software for
transmission to your bank.

Please Note: The EFT file must only be created once. If you attempt to create this file more than

once you will lose the information and EFT payments will need to be manually entered into your
banking software.
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GENERAL LEDGER UPDATE

‘,,a Contractors Update Transactions to General Ledger il
Company Code A - " Invoices | % Date Range ¢ Month and Fiscal Year |
Cantractar I Al
= " Payments Date Range I
Invoice Number ~| = an  Dehits l— v All Dates
i
Batch Nurnber [ Fa  Credits
Supplied Tax Invoice | Al &) Transactions i
** Plegse make sure that you click the VIBW button after every selection change** ** Credits and Payments will show as a negative **
o I Type | Date I Contractor | Invoice I Supplied Tax Inwv. De=scription I Amourt | I
N 03022011 20 & LJ CAMEROM 100245 Paymment -115.50 ;I
N 03022011 20 & LJ CAMEROM 11 Paymert -46.20
I 03022011 2D & LJ CAMERON PB4 Paymert -46.20
|
General Ledger Report Bank Reconcilliation Grouping
% Summarized  Detailed ¢ Mone (ol Date, Contractor, Chegue Mumber, Bank Account i Date, Bank Account " Mone
Print | SelectAll | Update | Cancel | 7 |

To update transactions to general ledger you have the ability to filter by contractor, invoice number,
batch, date range, fiscal month and year or transaction type, or you can select 'all' or multi-select.

Multi-selection of trans-actions to update can be done by selecting a block of data or by selecting
individual records to create a block of information.

Select your filter criteria and then select view. All other transactions will be filtered out of the view
screen.

If you change the selection criteria for the general ledger update, please ensure that you
select 'view' after each selection change to refresh the data selection.

When you have made your final update selection, choose the type of general ledger update report
you want to print. You have the option of detailed, summarised or none, then select the update
button. All the transaction you have selected will then be updated to the general ledger.

When updating payments, you will need to define the way the transactions appear in the bank
reconcilliation report.

The options are:
e Grouped by date, contractor, cheque number and bank account
e Grouped by date and bank account
e None
You also have the ability to print a report prior to updating transactions. To do this select the print

button, select the report criteria you wish to print. You can either print or preview this information to
screen.
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BATCH LISTING

x
Batch I j Al
[~ Save As.... Print | Preview | Cancel | 7 |
Report Details

The batch listing report shows all transactions that have been assigned a batch number, the report
lists the batch number, company, updated date, transaction type, date, contractor, contractor name,
invoice number, cheque, debit amount, credit amount, balance description.

HELD TRANSACTION DETAILS

]
Company ||a\ Ll [~ All Companies
Contractar | ~| ¥ &l Creditors

Date Range i
| ¥ Al Dates

| 1i

[ Currertly Held Transactions
L | Previouszly Held Transactions

I~ Save As... Frint P reni e Cancel | ? |

A report can be generated to show the history of transactions that have been placed on hold.

Report Details

The report lists company, on hold, updated, transaction type, transaction date, contractor code,
invoice number, debit amount, credit amount, balance, description of transaction. Date of hold and
user name and reason for holding, date and user who removed the hold.
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SHow AGED TRIAL BALANCE

&% Contractor Aged Trial Balance x|
Company IA vl [ &l Companies
Cortractor I vl [ Al Cortractors
A ot |pate R | I

[ Display Invoice Cetails

Contractors Sort By Details Sort By
{* Cortractor Code % Date
" Cortractar Mame " Invoice Mumber
" save As.... Prirt Prewview Cancel

The contractor aged trial balance lists all outstanding balances for the criteria selected. You have
the option to select a company or all companies, and the ageing can be ordered by three options:
today, date or month.

For balances selected by a date, or today, the transactions will age correctly according to the date
selected and will age to the next age code every 30 days from the date on the transaction. For
balances selected by month, the transactions will age as per calendar month.

You have the ability to print a summarised list or display the invoice details on the aged trial balance.
Transactions do not have to be updated to the general ledger to view them on this report. You can
print and preview the report. You can also sort the aged trial balance by contractor name and
invoice number.

Report Details

For a summarised report, the contractor code and name, will display, and total amounts in current,
30 days, 60 days, 90 days, 120 days and total due will be listed.

For a detailed report, select the tick box to display invoice details, then print or preview. The report
will list the contractor code and name, invoice date, invoice number, current, 30 days, 60 days, 90
days, 120 days and total amount due and will be subtotalled by contractor.

SHow UNPAID MANIFESTS
x|

Company | [~ All Companies

Caontractor | vl [~ Al Contractars
Date Range | P 'I
| P

[~ Al Dates

l_ Save As. Frint | Preview | Cancel | ? |

The contractors’ unpaid invoices report will give you a list of all of the invoices yet to be paid. Select
the company or all, contractor or all and a date range, then select print or preview.

Report Details

The report shows invoice date, contractor code and name, invoice number and invoice balance.
The report is subtotalled by contractor and has a grand total at end of report.
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SHoOwW MANIFEST HISTORY

x|
Company | [ Al Companies
Contractar | vl [~ Al Contractors
Date Ranoe | i 'I
[~ &l Dates
| I
[ Save Az, Print | Preview | Cancel | 7 |

The ‘manifest history’ report will give a list of manifests within the date range selected. To generate
a report, enter the company code or all companies, contractor or all contractors and enter a date
range, then select print or preview.

Report Details

The report shows invoice date, contractor code, invoice number, a brief description of the manifest
and invoice amount. The report is subtotalled by contractor with a grand total at the end of report.

CONTRACTOR PAYMENT DETAILS

1 Contractors Payment Reporkt 5[
Campany |,a, ~| I Al companies
Contractor | x| I Al contractors
Invoice I x| I Allmices
Date Range i -

II J [ Al Dates
|1
Please Mote - %ou must have the G5T Inclusive percentage setup in
the company master file to run this report.

[~ Save As.... Print Preview Cancel | ? |

A report can be generated listing details of contractor payments. After entering the search criteria of
company, contractor, and invoice and date range select the print or preview option.

Report Details

The report shows the selection details at the top of the page and date printed. Company, payment
date, invoice number, batch number, cheque number, nett payment, GST portion and total amount
of the payment are listed, and the report is sub-totalled by contractor with a grand total at the end of
the report.
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CONTRACTOR TRANSACTIONS

X
Company ||a, vl [~ Al Companies
Contractor | vl [T &l Contractors
Invoice | vl [ &lllvoices

Department I—LI [~ All Departments
Transaction Type I—LI I~ Al Types

RCTI Murnber [ =] [aIReTs

Supplied Tax Invoice I—LI [~ Al Suppliers Invoices

Date Range | i
I i

 Paid  Un-Paid % Both | | " Updated ¢ Mot Updated % Both |

[ &l Dates

[~ Save As.. Frint | Preview | Cancel |'?|

The ‘contractors transactions’ report will list line item transaction details on one report for ease of
viewing. A selection can be made from the selection criteria box to refine the search to show
contractor, invoice, department, transaction type, batch number, date range, whether the
transactions have been paid or not, whether the transactions have been updated to the general
ledger or not and can also display vehicle & trailer numbers and cost codes associated with the
invoice.

Report Details

The report shows company, contractor code, date, transaction type, invoice number, description,
debit general ledger account code, and debit department, credit general ledger account code and
department and line item amount and is totalled at the bottom of the report.

AccouNnTs NoT UPDATED TO GENERAL LEDGER
]

Compary |.!-\ M anth B

I- Save As F'I’Im Presiewy | Cancel | ? |

The ‘contractor transactions not updated to general ledger’ report allows you to list all of the
transactions not updated to the general ledger for the current period. If transactions remain not
updated, there may be a problem with a transaction or it may be a future dated transaction. You can
print or preview this information.

A more comprehensive report can be obtained by using the ‘contractor transactions’ report.
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SHOW AccOUNT MOVEMENTS THIS MONTH

5I
Campary I,a\ [~ All Companies
Month | 7
Fiscal Year |1E|-11
Twpe | x| AITes

[~ iDisplay Transaction Details:
[~ Save As... Print | Preview | Cancel | @ |

The ‘contractor transactions for period’ report is a useful report when reconciling the subledger to the
general ledger. The report lists all of the transactions entered for a fiscal month, subtotalled by
transaction type, lists opening balance, movements and closing balance. The report can be
viewed/printed in detail or summary. After selecting the criteria for the report, select print, preview or
‘save as’ and Excel file.

EnD OF MONTH
x|

Company Code |A Manth | 5

| Rallover Month - Cancel | ?l

The end of month option will close off the current month and increase the month number by one in
the company records. An end of month cannot be done if there are still transactions for that fiscal
month waiting to be updated to the general ledger. Each company must be done individually. This
option must only be done at the close off time for the month and only done once.

If a message is displayed stating ‘there are transactions not updated, you can NOT rollover month’
select the ‘ok’ button and go to the ‘accounts not updated to general ledger’ report to view a list of
the transactions waiting to be updated to check what is waiting to update. If ok, go to the update
general ledger option and update them.

Once the transactions have been updated to the general ledger, select the ‘end of month’ option
again and select ‘rollover month’.

How To:

Balance Contractors Accounts and Reconcile to General Ledger

At the end of month when all transactions have been updated from Freightmate and all receipts and
adjustments have been entered you will need to check that all transactions have been updated to
the general ledger. Once all transactions have been updated to general ledger, the accuracy and
flow of data can be checked by the following procedures.

a. Print the Show Account Movements This Month — summarised report.

b. Print the Contractor Aged Trial Balance as at end of month.

c. You will then need to check the balance as at the end of the month in the Maintain
Accounts screen by selecting all transactions between 01/01/1900 and the last day of
the month you are checking.
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d. Figures obtained at a, b & ¢ above should all agree.

i. If there is a variance between the aged trial balance and the maintain accounts
screen, the problem will be a date issue. To locate the transaction concerned, print
an aged trial balance as at the end of month you are reconciling, and select the tick
box to display transaction details. Scan through and you will find an invoice that
is dated after the month end you are reconciling.

ii. If there is a discrepancy between the maintain accounts and the movements for the
month report, You then need to check off the monthly movements on the monthly
transaction report against the movements for the same period on the “Maintain
Accounts” screen by selecting all transactions with the date range being the first
day of the month to the last day of the month. If there is a discrepancy you will need
to identify where this has occurred. This can be done by selecting invoices and
checking this against the invoices on the monthly movement report. Follow the
same procedure for debits, credits and payments.

e. Print a General Ledger Trial Balance for the current month, current year.
If there is a discrepancy between the subledger figure and the general ledger figure, go
into the general ledger menu and run an account inquiry to check for any journals or
cashbook entries that have been coded against the trade contractors control account in
error.

Cancel a Contractor Cheque/ Payment

There is an exception to the rule when making an adjustment to the value of an invoice, for
instance, if a payment has been either entered to the wrong date, wrong supplier or for an incorrect
bank account or amount.

To cancel a contractor payment, you will need to enter a debit adjustment against the invoice/s
relating to the original payment. The general ledger code that you will need to enter will be your
bank account code and you will need to zero out the GST, as there is no GST involved when
cancelling a payment created in the contractor accounts options.

When reconciling the bank account, balance off the credit transactions for the original payment and

the debit adjustment for the reversal. The debit adjustment, when ticked off as presented along with
the original payment will have a nil effect on the bank reconciliation.
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GENERAL LEDGER

From the general ledger accounts menu you have the ability to control all aspects of your general
ledger. All updates from Customer, Creditor and Contractor are linked to the general ledger.

You have the ability to set up chart of accounts, budgets and profit and loss categories, maintain
general ledger by way of journals and cashbook facilities.

When you prepare a set of books you actually are preparing two documents.

Statement of Financial Position — more commonly known as a Balance Sheet
Statement of Financial Performance — more commonly known as a Profit and Loss

The profit and loss, trial balance and balance sheet reports are generated from this area.

Balance Sheet

A balance sheet is a measure of the business AT A POINT IN TIME.
So the Balance Sheet contains:

Assets — Cash, Inventory, Debtors (Sales made but not collected), Vehicles, Buildings and
equipment you own etc

Liabilities — Debts, Creditors (Purchases you have not paid for), obligations such as tax or
superannuation payments yet to be made.

Equity — Share Capital if you are a company, Capital and Drawings for a Sole Trader or
Partnership, Retained Earnings (profits or losses made this year and prior years)

Profit & Loss

The profit & loss report is a Measure of Performance BETWEEN TWO POINTS OF TIME, typically
a month, quarter, half or a year.

The Profit and Loss contains:

Income — Sales made.

Costs of Sales — typically the direct cost of supply or manufacture, or purchases for products
you on-sell.

Expenses — Wages, stationery, electricity, rent, work cover, cleaning, any overheads,

Other Income — Income that you don'’t get in the general course of trading. Interest Income,
Foreign Exchange Gains are examples

Other Expenses — Expenses that you don’t get in the general course of trading.

Bank Reconciliation

You also have the ability to reconcile bank accounts and print a bank reconciliation report listing all
transactions for the month as well as any unpresented transactions. The report will show general
ledger opening balance, movements through the bank account for the month, the general ledger
closing balance, and a list of any transactions that have not been reconciled. The general ledger
closing balance plus/minus the unpresented transactions will reconcile with you bank statement
closing balance.
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CHART OF ACCOUNTS

The Chart of Accounts Master file window displays all of the information entered into the chart of
accounts master entry screen.

Information supplied by Norcom Information Technology is only intended as general information.
You should not rely on it for the particular circumstances of your own situation. You should seek
expert legal or accounting advice about any matter that is covered in this manual.

=
Accourt Mame Accournt Type |E|AS Account 1 |BAS Account 2 |A|
i GROSS INCOME FROM CARTAGE P G0

195001 WORKEHOP INCOME P e

1855 STORAGE IMCOME P e =
196 CTHER INCOME P G

196101 HIRE OF PLAMT/EGUIPMEMT INCOME P e

19602 REPAIRS & MAIMEMAMCE IMCOME P G

187 FUEL IMCOME P e

195 REMT RECENED P G

159 INTEREST RECEIVED P e

200 REGISTRATIONS P G

2004 REGISTRATION - SIDUTY - EX GST P =14 11

201 REPAIRS & MAMTERANCE - TRUCKS P G

201C REPAIRS & MAIMTARNCE - CRANES P 11

2017 REPAIRS & MAINT - TRAILER P G

202 TYRE= P 11

203 INSURAMCE - MOTOR YEHICLE P 11

204 FLEL & Il P G

300 ACCOUMTING FEES P 1 -

l | ;I_I
Find Display Print Cancel | ? |

The chart of accounts master file screen is used to set up the chart of accounts for profit & loss and
balance sheet items relevant to your individual company’s requirements.

x|
General | Marme |GROSS INCOME FROM CARTAGE
Account Mo, |185 Narne IGROSS INCOME FROM CARTAGE
—Account Type
Category Code REY v % Profit & Loss —-Balance Sheet
Eank Accourt™ * Revenue " Current Assets
BAS Account T " Costof Sales " Mon-Current Assets
 Over Heads ” Fived Assets
E45 Category Code 1 IGm ﬁ,  Indirect Income " Intangikle Assets
BAS Categary Code 2 I—Ll " Cther Expenses  Current Liahilities
" Non-Current Liahilities
" Shareholders

I L2

Browse |Erevi0us| Mext | Goto Edit | Save |Cance| | Deletel Exit |

General Rules for Setting up General Ledger Accounts

e The account code must be a unique alpha/numeric code.

e Once transactions have been recorded against an item in the chart of accounts, it must not
change between a profit & loss account type and a balance sheet type.

e (Category Codes are not mandatory, they are used as a tool for sub-dividing areas of the
profit & loss report or the balance sheet
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e General ledger codes that relate to a bank account must have the bank account tick box
checked.

e The BAS category codes specified are used to total the sum of the transactions in the month
specified into the relevant BAS category grouping on the BAS report.

e Each general ledger code in the Chart of Accounts has provision for 2 BAS categories
e If an income account includes GST, BAS category#1 is GO1

e If an income (revenue) account excludes GST, BAS category#1 is GO3 and BAS category#2
is GO1

e If an acquisition (expense) includes GST, BAS Category#1 is G10 (for capital purchases) or
G11 (for other purchases)

e If an acquisition (expense) excludes GST, BAS Category#1 is G14 and BAS category#2 is
G10 or G11

e |f atransaction includes GST, it must be coded to the GL code which includes GST

e |f atransaction is GST free then it must be coded to a GL code, which doesn't include GST

BAS Definitions

For income, for the BAS to balance you must have the GST free transactions go to a different GL
code with the BAS categories of GO3 and G01 then the transactions including GST which should go
to a GL code with only BAS category GO1.

Similarly, if the GL account is an Acquisition (expense) it must have a BAS category#1 of G10 or
G11. If it is GST free, it must have a BAS category#1 of G14 and BAS category #2 is either G10 or
G11.

Note: that the BAS category is simply a way of collating general ledger accounts, for the
purpose of producing the BAS work sheet.

The system does not look at the GL account and automatically determine which part of a transaction
is GST free and which includes GST and separate them into the GO1 and G03 amounts shown on
the BAS report for income.

If the GL account on the transaction is income (supply) then it must have a BAS category of G01 in
the Chart of Accounts entry.

If the GL account on the transaction is income (supply) and GST free it must have BAS categories
GO03 and GO1 in the Chart of Accounts entry. This must be a separate GL code to income including
GST. (i.e. 195 (includes GST), 195A (excludes GST)
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BUDGETS

i
|compary [General Ledger [Departmert [tate Fiscal ear [Budget Type [Morth 1 harth 2 Jortr] < |
& 195 o 5 1011 TARGET 75000000 -750000.00100 00
& 19501 a0 & 1011 TARGET AD00000  -10000.00)00.00
a 197 oo & 1011 TARGET -5000000  -50000.00100.00
a 202 oo B 1011 TARGET 2500000 25000.00100 00
& 460 ] & 1011 TARGET 2500.00 50000030000
& 204 12 B 1011 TARGET 250,00 300,00 350 00

w
4| | »

Find Digplay Frint Cancel | ? |

You can track your business’s financial progress by using a monthly budget for each of your detail
accounts. A profit and loss report can be generated to include the budget figures. The budget
screen allows you to enter in budgets for your companies, departments and account numbers. To
enter a new budget item, select the display button, then ‘add’.

|
Company IA vl General Ledoer |195 vI Fiscal Year |1U-11
Department  [op ~| GState |5 vI Type !

—Manthiy Budget:

July lm Newvember lm March lm
August Im December Im April Im
September Im January Im May Im
October Im Fearuary Im June Im

BrowselEreviousl [l | A | Edit | Save |Cance| | Deletel Exit |'?|

You must enter a company, department and account number before you can enter budgets figures.
In the fields headed ‘monthly budgets’ enter the amount of expected activity for the account.
Remember how positive and negative numbers affect accounts.

Be sure you properly indicate whether the amounts in the budget field should be positive or
negative. “Positive” and “negative” may appear to mean the opposite of what you expect; for
example, if you enter $100 for an expense account, you indicate that the account will cost you $100
for the month. For revenue items, the figure must be a negative amount.
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CATEGORY CODES
]

Code | escription [fpe [«
Fir FINAMCIAL EXPENSES P
MCASS MON CURRENT AZSETS B
MCLIAB MON CURRENT LIABILITIES B
OE OTHER EXPENSES P
PROP PROPRIETORSHIP B
REY REWEMUE P
SELL SELLIMG EXPEMSES P

-

M
Displa\,f Prll"lt cancel | 7 |

Category codes are used to further breakdown items on the profit and loss report, for example, other
expenses might be broken down into selling expenses, finance expenses. To add a category code,
select the display button on the screen above and a data entry screen will display.

=
Code Fin Description  [FINANCIAL EXPENSES
* Proft & Loss———— " -Balance Sheet———————
" Revenue " Current Assets
 Costof Sales  Mon-Currant Assets
& (wer Heads " Fixed Assets
" Indirect Income  Intangible Assets
 (Other Expenses  Current Liahilities
¢ Mon-Currant Liahilities
" Shareholders

Edit | Save | Cancel | Celete | Exit | '?|

EIrowselEreviousl Mext | Gota

Select the ‘add’ button, enter a code and description, and then select the position the item is to show
on the profit and loss report. When a new general ledger code is entered into the chart of accounts,
enter the category code and the system will automatically allocate the radio dot to the appropriate
field.
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BAS CATEGORY CODES

Before you proceed with configuration of your chart of accounts for BAS reporting, please contact

your accountant.

BAS Category Codes have been set up in the General Ledger Menu, to correspond with the G-

codes on the ATO BAS report.

Please make yourself familiar with these codes and their application.

Norcom Information

Technology is not qualified to advise on the application of these codes to your individual needs, so
please contact your accountant for assistance.

o
Description Type [«
1 GET PAYABLE FROMT PAGE
18 GET PAYABLE - CREDIT FROMT PAGE
1c WIME TAX FROMT PAGE
10 WIRE TAX - CREDIT FROMT PAGE
1E LUXURY CAR TAX FROMT PAGE
1F LUXURY CAR TAX - CREDIT FROMT PAGE
1G SALES TAX - CREDIT FROMNT PAGE
G0 TOTAL SALES SUPPLY
02 EXPORT SUPPLY
03 SALES EX GET SUPPLY
04 SALES IMPUT TAX SUPPLY
o7 ADJUSTMENT SUPPLY
10 CAPRITAL ACQUISITIONS ACCLIEITION
11 OTHER ACQUISITIONS ACCLIEITION
13 ACCUISITION - INPUT TAX ACCLISITION
14 ACGUISTIONS - GST FREE ACCLISITION
15 ACCUISTIONS - PRIVATE USE ACCLISITION
18 ACQUISITION ADJUSTMEMNTS ACCUISITION
Ll GROSS WAGES PANG p—

< o]
Display | | Cancel | Ll
1I
BAS Code |1A—
Description |osT PavaBLE
BAS Type [FrRoNTFRaGE <]
Browse | Previous | Mext | Goto Edit | Save | Cancel | Delete | Exit | ? |

You will need to apply G-Codes to your general ledger codes set up in the chart of accounts. In
some cases you will be required to apply two different codes for the system to be able to collect the
relevant information for reporting. You will need to apply the primary G-code as code 1. For
example export sales are to be reported separately and also included in total sales.
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MAINTAIN JOURNALS

The maintain journal option is for single item (1 debit, 1 credit) transactions that do not require
dissecting to multiple general ledger accounts.

To Enter a Journal

+ Maintain Journal =1
General | Accounts | Notesl
Compary [ | Journal Number [oEP10-11
Transaction Date |31ID1I2011 Financial Year |10-11 Manth 7
Description |Lows ncome PocL
Qrigin IJOURNAL j Yehicle Number I ;I
Reference [FooC Trailer | =l
State [ = Equipment | =l
Costeode | =l
* To Automatically Generate the Journal Mumber lesve it Blank ** I Exclude From BAS Report
10
GoTo | Add | Edit | Save | Caricel | Delete | Exit | ? |

All of the information updated from various parts of the system will appear in here. Journals can be
entered in the maintain journals if amounts need to be transferred between accounts or the
transaction only has one debit and one credit. The maintain journals area contains every entry
updated to the general ledger from debtors, creditors, contractors, payroll, cashbook, journal
dissections entry etc. Only journal transactions that have been entered in the maintain journals
option are able to be edited, or deleted. For transactions created in other areas of the system that
require editing, an adjusting entry must be done, and it is recommended for audit trail purposes that
the entries be done at the point of origin of the original transaction. For example, if a creditor invoice
has been entered with an incorrect general ledger code, it is recommended that a credit adjustment
is entered in the creditor maintain accounts to reverse the original invoice details, and then a debit
adjustment entered with the correct information.

-ioix]
Compary | Journal Mumber | Dr Glacct Dr Dept Cr Glacct Cr Dept | Date | Fizcal ‘1’1;'
A DEP10-11 763 0z Ta4 on 31012011 10-11
iy DEP10-11 ululn} ul] fululn] ag 3140172011 10-11
A DEP10-11 i} Jul] oo on 310172011 10-11
A DEP10-11 763 0z Ta4 on 31012011 10-11
iy DEP10-11 ululn} ul] fululn] ag 3140172011 10-11
A DEP10-11 i} Jul] oo on 310172011 10-11
A DEP10-11 763 0z Ta4 on 31012011 10-11
iy DEP10-11 ululn} ul] fululn] ag 31401 /2011 10-11

_

-
1] | _'l_l
Display Print Cancel | Ll

To enter a journal, select the display button, the select add.
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+ Maintain Journal |

General Accounts | Notes |

Debit __ Credit
General Ledger |753 =l General Ledger |744 |
AccountMame  [| Es5 ACCUMULATED DEPRECIA AccountMame  [TRANSPORTATION-VEHICLES
Department Igg =l Department |gg |
Cost Center | Cost Center |
= | Allacate to YehicleMrailerEquinment 7 = | &llanate to YehicleMrailevEquinment 7
Amount | 2251032
(]

Browse | Eolo | Add | Edit | Save | Cancel | Delete | Exit |'?|

The general page is the general information of the journal being entered and the accounts page is
for entering the account codes and amounts you wish to journal. You also have the ability to
allocate the journal to a vehicle. You can browse, delete, save, cancel and add from this screen. A
company, date and description must be entered to save the record.

+ Maintain Journal |
Genaral | Accounts  Motes |

Journal Motes

Option to add notes relating to the journal. General ledger reports can be generated to show the journals notes if ;I

required.

]
1|

Browse Gola Addd Edit Save Cancel Delete | Exit | ? |
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Build a Report

x

Company | ;| W All Companies
Debit Depariment | | ¥ Al Debit Departments
Credit Deparment | ;| ¥ Al Sredit Departments
Dehit Account |:-'|33 ;| [ All Dehbit Accounts
Credit Avcount | Ll v &l Credit Accounts
Journal Mo. | ;| ¥ All Jaurnal Mumbers
Chegue Ma. | -] ¥ Al Chegue Numbers
Irwaice Mo. | ;' ¥ &Il Invoice Mumbers
Cirigin |J=J|:|urnals x| T Al Origins
Type | | I Al Types
Date Range {o1m1i2011

|310112011

{” Excluded From BAS {7 Mot Excluded From BAS % Bath |
Wiy | Cancel | 7

To generate a report of the data in the browse window above, select the combination of information
required, and then click on the ‘View’ button. All other information will be filtered out of the browse
screen, leaving only the transactions selected. To print this report, select the ‘Print’ button. You can
print, preview to screen, or export the report to Excel.

Report Details

The report will display the selection criteria at the top of the report and lists company code, journal
number, transaction date, brief description, transaction origin, reference, invoice number, debit
general ledger account, debit department, credit general ledger account, credit department, amount
and fiscal year. To print the report, select the print button, to bring up a dialogue box where you
have the ability to display journal notes on the report, print, preview to screen or to export the report
to an Excel file.
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MAINTAIN JOURNAL DISSECTIONS
The journal dissection option is used for journals that have multiple debits and/or credits. As an

example, this option would be used for allocating petty cash to multiple expenses, or any other
transaction where GST is required to be included.

To Enter a Journal Dissection

1 Journal Dissections x|
Campany | vl Journal Mumber Reference |
Date | Fiscal Month Fiscal Year |
Description I * To Automatically Generate the Journal Mumber
leave it Blank =
— Dehit Side — Credit Side
Account [Departmert [ Amourt \Vehicle THy Account Department | Amount \Vehicle THy
- -
4| | » 4| | »
TotalCredis [~ 5 oo
Browse [ Update | Cancel | Delete | Exit | 7 |

To enter a journal dissection, select add. Enter the company, journal number, reference, date and
description. The fiscal month and year are automatically generated by the date that is entered.
Select save.

+ Journal Dissections

x|

Caompany Ila. vl Journal Mumber |00000030 Reference  [Jap0
Date |31.fEI1.f2EI11 Fiscal Month I T Fiscalvear [10-11

= To Automatically Generate the Journal Mumber

Descriplion [PETTY CASH ALLOCATION ;
leave it Blank **
=]

Browse /| Update | Add | Edit | Save | Cancel | Delete | Exit

To add dissection details to the journal, right mouse click on the debit side of the grid box.

+ Dissect ko Account x|
General Ledger
+ Journal Dissections : ISS? ﬂ x|
Account Mame |Gsr CONTROL
Cormpan
pany IA e fi0 | Jsanta
Date ¥
|31m1r2011 Amount | T J10-11
Descrintion I Generate the Journal Mumber
B [FBrY Eh A BAS Type IACQUISITION w| T Exclude From BAS Report v it Blank **
— Dehit Side
Account Department Vehicle I LI it Wehicle Trq &
30 i} 45237
201 oo Trailer I ﬂ
460 i} Equi
quipment -
a7 i} I J
Costcode —
| = -
I 4 | | » |
Totall  Motes = 5 dezar
Browse [ Update | A J ] | Exit | ? |
>
Save & e | Save | Cancel | ? |

Enter the general ledger number, department and amount, allocate to a vehicle, trailer, or equipment
if necessary. Select the ‘save & new button’ and repeat until all debit transactions have been
entered, then select ‘save’.

Note: GST does not calculate automatically, you will need to enter the GST as a separate

detail line on the journal dissection. A BAS type MUST be entered, if this field is not
completed, the BAS report will be incorrect.
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When all debit transactions have been entered, right mouse click on the credit side of the grid box.
Enter the general ledger number, department and amount, allocate to a vehicle, trailer, or equipment

if necessary. Select the ‘save & new button’ and repeat until all credit transactions have been
entered, then select ‘save’.

The ‘total debits’ and ‘total credits’ should agree for the journal to update. These transactions will
not be updated automatically. When ready to update, select the ‘browse/update button.

To Update a Journal Dissection

i Journal Dissections Browse / Update

=10l
Company | Journal Mumber Reference Dezcription |Date .
& 00000030 Jar10 PETTY CASH ALLOCATION 310152011
|
< | 3|
Update | Print | Dione | 7 |

To update the transactions select the update button from the browse screen. The system will only
update valid transactions. You have the ability to print a report to show all transactions updated to
the general ledger from this option or a list of transactions waiting to be updated.

i Journal Dissections Browse [

=lolx]
Company | Journal Mumber Reference | Description | Cate -~
A 00000030 JARTD PETTY CASH ALLOCATION 310152011
i Update Journal Dissection x|
Company IA

[~ Bhow Motes on Report

Update | Cancel |?|

=
| |

ol
Update Print | Dione | 7 |

Select the update button, a message will appear asking if you are sure you want to update.
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i Update Journal Dissection x|
Update |

:\.',:j Are wou Sure you wank ko Update?

Yes | Mo I | . |

Select yes to update or no to cancel update.

MAINTAIN STANDING JOURNALS

In the general ledger menu, there are two options for recording recurring transactions, standing
journals and standing journal dissections.

1. Standing journals are for single detail journals where there is only 1 debit and 1 credit.

2. In standing journal dissections you can have multiple debit and credit detail lines and also have
the ability to record a recurring day of the month for the transaction.

Set Up a Standing (Recurring) Journal

' General Ledger Standing Journal Yiew _ Ol x|
Journal Mumber | Description Amourit | Dt Glacct | Dt Dept | Cr |;|
A 99000222 WPC FINANCE 237595 388 aa B5C

-
] | »

Update Display Print Cancel | '?|

The maintain standing journals entry is the same as the normal journal entry but these transactions
do not update to the general ledger as soon as you enter them. These transactions will stay in this
file until updated. The update button is found on the browse screen of this option.
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[ Maintain Standing Journals =1
General | Accounts | Motes |
Compary |A Ll Do Kot Update when Updating r
Journal Mumber Igggnuzgz Reference  [ppz
Descliption [wPC FinancE
State | ;l
Yehicle |pr.,12 LI Trailer | ﬂ
Equiprment | Ll Costoode |LEAS ;|
Last Updated Information
’7 Date |15m212011 Financial Year |1g_11 Manth | )
K10
* To Automatically Generate the Journal Mumber leave it Blank ** I” [Exclude From Bt Repatt
Browse | Add | Edit | Save | Cancel | Delete | Exit | ? |

On entering the ‘maintain standing journals’ screen, the information will be listed on the bottom right
hand side of the screen showing when the journal was last updated.

To enter a new standing journal, select the add button to open a new data entry screen. The
general page is the general information of the journal being entered. When all fields completed,
click on the ‘nest page’ arrows or select the accounts tab to enter the journal details.

|i Maintain Standing Journals |
Genaral Accounts | Motes |

Dehit Credit

General Ledger |388 x| General Ledger |530 x|

ACCOUNENEME  [LEASING PAYMENTS ACCOUNENEME  [CasH AT BANK/BIANK OVERDRY

Department |gg =] Department |gg =]

Cost Center | ] Cost Center |

I Allocate to Vehicle/TrailenEquipment 7 [ Allocate to Vehicle TrailenEquipment 7
Arnount | 237595
K1Y
Browse | Add | Edit | Save | Cancel | Delete | Exit | ? |

The accounts page is for entering the account codes and amounts you wish to journal. You also
have the ability to allocate the journal to a vehicle. You can browse, delete, save, cancel and add
from this screen. A company, date and description must be entered to save the record.

Update Standing Journals

Standing (recurring) journals are the same as the maintain journals, except that when they are
updated, the journal remains in the browse screen for future use. The updated journal has the
current update date on it. The update button will update every transaction that is selected, i.e. if the
tick is left in the ‘all’ journals tickbox, every standing journal will be updated with the date selected on
update.

156



‘% General Ledger Standing Journal Yiew -0l x|
Company | Journal Mumber | Description Amort Dr Glacct | Dr Dept | Cr |;|
) 99000222 WRC FINAMCE 2373.93 388 oo G
_'f.» Standing Journal Update il

Company & |

Journal {9a000222 x| Al

Date 150272011

Manth | 5

Year 1011

-
| | »

Update I Display Print Cancel | ?l

It is advised that standing journals are updated individually to avoid incorrect updating of journals.
To do this, remove the tick from the ‘all’ tick box. Enter the journal number and date to be updated,
and then select update.

Update x|
6 This will update Standing Journals into the General Ledger. Do you wish to Continue 7
‘fes | Mo I

A message will display asking if you wish to continue to update the standing journal. Select yes to
continue or no to cancel the update.

F,;.» Standing Journal Update ﬂ

CArmBAny [ = |
Update Complete |

\:!‘) Journals have been updated ko the General Ledger.

Lipdate I Cancel |7|

Once the journal has been updated, a message will display advising that the journals have been
updated successfully.
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MAINTAIN STANDING JOURNAL DISSECTIONS

The standing journal dissection option can be set up in two different ways:
e No recurring day - in this case you enter the date that you want to update the journal to.

e Recurring day - in this case the day of the month is set on the journal and you will only need
to select the month and year you wish to update the journal to.

To Set Up a Standing Journal Dissection

Select general ledger menu, select the standing journal dissection option.

i Standing Journal Dissections x|

Company IA vl Journal Mumber |10000007 Reference IRENT
Description IDEPOTRENT Recurring Day I o

** To update using the batch date, leave the Recurring date blank **

** To &Automatically Generate the Journal Mumber leave it Blank **

Zancel | Delete | Exit | 7 |

Browvse [lpdate. | Add | Ecdiit:
Select the 'add' button to open a new data entry screen. Enter to company code, journal number (or
let the system generate a number for you), the reference number is your choice, but a suggestion
would be vehicle code, AP number, etc. Enter a description for the journal and a recurring day of
the month (if required) and then 'save' the header record.

i standing Journal Dissections x|

company IA vl Journal Number Imggggg? Reference REMT
Description IDEpoT RENT Recurring Day i}

* To update using the batoh date, lesve the Recurring date blank **

* Tog Automstically Generste the Journal Mumber leswve it Blank **

— Dehit Side — Credit Side

Account Department | Amaurt [iehicle Tr=~ Account Department | Amourt ehiicle TH~

Edit
Delete v| v|
4 | Cancel L b | L4
Tatal Dehits 5 0.00 Total Credits | 5 0.00
‘ Last Updaled information Diate IH Financial Year | Manth | 1} ‘

Browrse § Update I A | Ecit | SavE | Cancel | Delete | Exit | T |

The next screen is where the journal details are entered. To add details to this screen, place your
cursor over the debit side of the journal screen, right mouse click in the white area and a popup
menu will appear. Select the 'add' option for the detail screen to be displayed.
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+ Dissect ko Account x|
+ Standing Journal Dissectid x|
General Ledger |E;3? ﬂ
Company IA AccountMame  [GST conTROL JrEnT
Description IDEPOT RENT Department Igg =] | 0
** To Automatically Generate t Amount | 750,00 fve the Recurring date blank **
— Debit Side —————— BAS Type IACQUISITION | T Exclude From BAS Report
Account Department it Wehicle Trq &
427 i} . G250.00
Vehicle
a7 i} I ﬂ
Trailer | =l
Equiprment | ﬂ
Costeade - hs
P I I I J 4 I
Tatal [ | $ 825000
Motes ;l
Last Updated Information Bl Month | 1] ‘
=
Browese | Update | A | Exit | 7 |
Save & e | Save | Cancel | ? |

Enter the general ledger code, department code and amount. You also have the ability, if required,
to assign a vehicle, trailer or equipment code against the transaction. When updated to the general
ledger, this information will also be updated to the fleet history in Fleetmate.

The journal dissection details also have provision for recording notes relating to the transaction.

If the journal detail relates to GST, an extra data entry field will open. You will need to specify
if the transaction is a SUPPLY (sale) or ACQUISITION (purchase). If this GST TYPE is not
entered, the information will not flow through to the GST report correctly.

On the journal detail screen, there is also a tick box to allow you to exclude the detail from the GST
report if required. If the transaction is GST, the only time it should be excluded would be for a
Taxation Office payment.

When all fields for the journal detail have been entered, select the 'save & new' button to refresh a
new data entry screen, or select the 'save' button to close.

Repeat as required for the credit side of the journal and check that the total debits and total credits
displayed on the screen agree.
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To Edit/Check a Standing Journal Dissection

Select general ledger menu, select the standing journal dissection option.

Select the 'browse/update’ button.

+ Standing Journal Dissections Browse / Update o ] |
Company | Journal Mumber Reference Description | Dehit Amournt =
& 10000007 RENT DEPOT REMT 8250.00

4 |

-

Froceed To Update |

o
Frint | Done | 7 |

There may be times when alterations are required to a standing journal. To make adjustments to a
journal, highlight the journal you want to alter and select 'done'to display the journal for

editing/checking. Check that all the information is

To Update a Standing Journal Dissection

correct, and make any adjustments if required.

Select the 'browse/update button again, and then select the 'proceed to update' button.

i Standing Journal Dissection Update

x|

Cormpary Code |,a, - Reference | vI [ Al
Journal | +| ¥ Al RecurringDay' vl ¥ Al

Wiew

Date (23022011 Recurring Manth |JANUARV -

Recurring Year | 2011

[of | Reference | Description Recur. Day

il

[

Update | Cancel |°|

If the journal has NO recurring day, enter the date in the top section of the screen that you want to
update the journal to, ignoring the recurring month and recurring year fields. Select the journals

relative to the date entered and select 'update’
selected to update.

. Journals can be multi selected or individually

If the journal HAS a recurring day, select the month and year on the top section of the screen,
ignoring the date field. Select the journals relative to the month and year entered and select

'update’'.

Journals can be multi selected or individually selected to update. The journals will be

updated with the recurring day as entered on the journal and the month and year selected.
160



x
L3

1 J Journals have been updated.

A message will display advising that the journals were updated successfully. After the journal has
been updated, the 'last date updated' will be displayed on the journal.
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MAINTAIN CASHBOOK

The cashbook entry option is used for miscellaneous receipts and payments, where no customer or
supplier has been set up. From the general ledger menu go to ‘maintain cashbook’, and click on the
add button to open a new data entry screen.

To Enter a Miscellaneous Cash Transaction

1I
Cormparny IA—
Transaction Type IWI
Transaction Date IW Fiscal Year IF Fiscalnﬂonthl—g
Department oo -
Income / Expense Account  [am 7 ||REPARS & MAINTENANCE - TRUCKS
Bank Account |5a0 = ||cASH AT BANKBANK OVERDRAFT
Description | ABC MECHANICAL REPAIRS-GLOBES
Trailer [ 100
Equipment I_ \_?/I Do you wank to calculate GST on this entry ? ﬁ
Cost Code [u 0.0
Journal Mumber [ Yes 0.0
Cheque Number |1Dg111
I Exclude From BAS Repart
Pay To\ Received From |
|
| | I
Browze Sildpdate | Al | Save & Mew | Save | Cancel | Delete | Prirt | Exzit |

Enter the company code, transaction type (payment or receipt) transaction date, department code
and general ledger code. Next select the bank account and enter a description for the transaction,
assign to a vehicle, trailer or equipment if required and also include a cost code if the transaction
relates to a vehicle, etc. Enter a cheque number, unit cost, quantity and ex GST amount. A
message will display asking if you wish to calculate GST on the entry. If yes is selected, an
additional text box will appear below the ‘total’ for assignment of a BAS type, this will either be a
supply or acquisition and is required to ensure that the gst is reported correctly on the BAS report.

A general rule when entering cashbook transactions is; if the general ledger code is an expense and
has GST on it, the BAS type must be acquisition, and if the general ledger code is a revenue
account, the BAS type must be supply.

Any expenses or revenue transactions that do not include GST must be allocated to a GST free
general ledger account.
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To Print a Cheque from Maintain Cashbook Entry

To print cheques, pre-printed stationery will need to be supplied to Norcom for alignment into the

program.
zl
Company IA
Transaction Type |PAYMENT Yl
Transaction Date |23m2m11 Fiscal Year |1g_11 Fiscal Monthl 3
Department oo -
Income / Expense Account  [any = ||REPAIRS & MAINTENANCE - TRUCKS
Bank Account |g80 7 |[casH AT BANKBANK OVERDRAFT
Description | 480 MECHANICAL REPAIRS-GLOBES
Wehicle &% Cheque ', Remittance Print x| 250000
Trailer 1.00
Equipment |  Cheque & Remittance 5' 2500
Cost Code 250
Journal Humber Print Preview Cancel | 27.50
Chegue Number [700711 BFe TFIE [ECRUETON =l
I™ Exciude Fram s Repart
Pay ToiReceived From  [aBc MECHAMCAL REPAIRS
ISTREET ADDRESS
|y |sTaTE |cooe
Browese [ Update Al | Eclit | Save | Cance! | Delete I Prirt I Exit |

From the ‘maintain cashbook’ entry option, there is a facility to print cheques and remittances. After
the details of the payment have been entered, enter the Payee details at the bottom of the data entry
screen. There are two options for printing, ‘cheques & remittances’ or remittances only. Place the

radio dot in the appropriate field and select print.

To Edit a Miscellaneous Cashbook Entry

In the event that a cashbook entry has been incorrectly entered, before the transaction is updated to
the general ledger, it is able to be edited. To do this, select the ‘browse/update’ button. Highlight
the transaction that requires editing and select ‘display’. Select the ‘edit button’, make alterations as

required and select ‘save’.

i Update Cashbook x|
: Cash Book Browse / Update x|
Co.| Type | Department | VE Acco Company II“— ostoode Journal Mo | Checp) =
A E uli} 2m GH 10011

Bank Reconcilliation Grouping
Receipts
oy Company, Date, Bank Account

" o Grouping

Payments

(ol Company, Date, Chegue Mo, Bank Account
Mo Grouping

4 |

*# Payments with no chegue number will not be grouped **

Update

o
t_l Display | j

Update

Cancel | 7 |
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To Delete a Cashbook Entry

Cashbook entries cannot be deleted if they have already been updated to the general ledger. In the
event that a cashbook entry requires deleting prior to updating to the general ledger, select the
transaction to delete by selecting the ‘browse/update’ button, highlight the transaction to delete and
the select ‘display’. The full transaction details will now be displayed, select the delete button, you
will be asked to confirm if you wish to delete the transaction. Select yes to continue or not to cancel.

To Update a Miscellaneous Cashbook Entry

To update the information, select the ‘browse/update’ button and then select update. You have the
ability to print a report to show a list of transactions waiting to be updated to the general ledger.

Select the grouping option for the update; this will determine how the transactions are recorded in

the bank reconciliation report. Please read the options carefully before proceeding. Once the
grouping selection has been determined, select the ‘update’ button.

i Update Cashbook x|
Campany IA

Rank Parancilliatinn (Sranninn

X

:.:F) Are you Sure you want to Update?

T Mo Grouping |

** Payments with no cheque number will not be grouped **

[ Update | cancel |9|

A message will display asking you to confirm the update. Once updated, cashbook entries cannot
be deleted. If an adjustment is required, it is advised to enter a reversing entry and then re-enter
with the correct information.
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MAINTAIN CASHBOOK DISSECTIONS

To Enter a Cashbook Dissection

The cashbook dissection option can be used for payments and receipts that need to be split
between more than one general ledger code, such as petty cash.

¥ Cashbook Dissection Entry = |
Company |A vl Date |28m2m11 Bank Account  [gan -
Transaction Type |pAYMENT vl Fiscal Year |1g_11 Fiscal Month | g
Chegue Mumber |100112 Journal Ma. | Reference |pc,a_3H
Description IPETTY CASHFLOAT
Pay To\ Received From |pETW CASH
Browyse [ pdate Add | Ediit | Save | Cancel | Delete | Print: | Exit |

Enter the date, bank account code and transaction type and cheque number. The fiscal year and
fiscal month will default from the transaction date entered. Enter the payee details and then select
save. The next screen to appear will be for the dissection details of the transaction.

i Cashbook Dissections |
* Cashbook Dissection E| Department |DD =] >
Account Code |2D1 ;|
Company [a~  unitcost [ 20,0000 t |50 E
Transaction Type ﬁ Quantity | 1.00 | 8
Checue Nurnber [io Amount o [peasr
Desciption [rE osT [ 0.00
Tatal I i
ParTo Resehed Fon
Bl Ml 2]
\‘.:J Do you wank to calculate GST on this entry 7 —I—
Weh
Account .ﬂ i Mo | =tcode  [Equipment -
Equipment | Ll
Costcode | |
-
Motes ;'
Amount | fal 0.00
Browse § Update A ;I Print Exit
Save & Mew | Save | Cancel |

Enter in the relevant information and select 'save & new!', this will refresh the data entry screen for

the next dissection. When all dissections have been entered, select 'save'.

a combination of the previous two screens.
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Q" Cashbook Dissection Enktry 1'

Campany IA vl Date |23m2m11 Bank Account  [gag -
Transaction Type IPAYMENT vl Fiscal Year |1g.11 Fiscal Month I E
Chegue Mumber |1nu112 Journal Mo | Reference |pCASH

Description IPETTY CASHFLOAT

Pay To \ Received From IpETTY CASH

A coournt |Dept |Amourﬂ GST Total |Vehicle Trailer Costoode |Equipment .
2m ula} 2000 200 Z200m PART

372 Jula} 2500 250 2T A0

57241 |oo 15.00 0.00 15.00

Amaount I 50.00 Total GST 4.50 Tota‘.‘l 64 50

Browwse § Update | Acld | Eclit | Save | Caneel | Delete | Prirt | Exit |

To Print a Cheque from Maintain Cashbook Dissection

To print cheques, pre-printed stationery will need to be supplied to Norcom for alignment into the
program.

¢+ Cashbook Dissection Entry ll

Campany |A vl Date |13m2;2011 Bank Account  |gan -
Transaction Type IPAYMENT vl Fiscal Year |1g_11 Fiscal Maonth | g
Chegue Mumber |ggg123 Journal Mo. | Reference |

Desctiption IDEPARTMENT OF TRANSPORT

Pay Tol Received From  [pEpARTMENT OF TRANSPORT

|PoBox

|capmaL amy STATE | cope

&% Cheque ', Remittance Print |
A coourt Arr |Costcode |Equipment -
2m uli}
200 0o " Remittance Onl\y|

Print | Preview | Cancel | =

Amaount I 20000 Total GST I 20.00 Total I 220.00

Browwse f Update | Al | Eclit | Save | Caneel | Delete I Print I Exit |

From the ‘maintain cashbook dissection’ entry option, there is a facility to print cheques and
remittances. After the details of the payment have been entered, enter the Payee details at the ‘pay
to/received from’ fields in the centre of the data entry screen. There are two options for printing,
‘cheques & remittances’ or remittances only. Place the radio dot in the appropriate field and select
print.

166



To Edit a Cashbook Dissection

i Cashbook Dissection Browse / Update — |EI|1|

Date harth YWear  |Chegue Journal Mumber | Reference |Description |Amt
| =020 & 10-11 100112 PCASH PETTY CAZHFLOAT 1.00

-

4 |

M
Update | Frint Dane | '?|

Cashbook entries cannot be edited if they have already been updated to the general ledger. In the
event that a cashbook dissection requires editing prior to updating to the general ledger, select the
transaction to edit by selecting the ‘browse/update’ button, highlight the transaction to edit and then
select ‘done’. To edit the header description, date, or cheque number, select the edit button, if these
details are correct, and the dissection details require editing, position your cursor on the detail line in
the white grid box area, using right mouse click on the detail line that requires editing, select ‘edit’
from the pop-up menu and make adjustments as necessary. When finished, select ‘save’.

To Delete a Cashbook Dissection

Cashbook entries cannot be deleted if they have already been updated to the general ledger. In the
event that a cashbook dissection requires deleting prior to updating to the general ledger, select the
transaction to delete by selecting the ‘browse/update’ button, highlight the transaction to delete and
the select ‘done’.

To delete the entire entry, select the delete button, you will be asked to confirm that you want to
delete the entire entry.

If only the dissection details are incorrect and need to be deleted, position your cursor on the detalil
line in the white grid box area, using right mouse button click on the detail line that requires deleting,
select ‘delete’ from the small pop-up menu that appears. You will be asked to confirm that you wish
to delete the record. When finished, select ‘save’.
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To Update a Cashbook Dissection

i Cashbook Dissection Browse / Update — |EI|5|
[am{4 ]

Co. | Date fonth Year  [Chegue |J0urnal Mumber | Reference |Descripti0n
PCASH PETTY CASHFLOAT 1.00

) aamai201 8 1011 100112

&% Cashbook Dissection Update |

Company | =1 Al Companies]

Update | Cancel |

-

4| | 3|
Update Print Diane | ? |

When all data has been entered correctly, select the 'browse/update’ button. You can print a list of
the transactions entered prior to updating. When you are ready to proceed, select the 'update’
button, then select the company you wish to update and then 'update’'.

Cashbook Dissection Update x|

\‘.\p Are you sure you wank to update the cashbook dissections ?

Yes Ma |

You will be asked to confirm that you wish to update the dissections to the general ledger. Select
‘ves’. This will clear the transactions from the data entry screen and post them to the general ledger.
Once the transactions have been updated they cannot be edited.

Update Complete x|

1 } Zashbook Dissections have been updated,

A message will display confirming that the transactions have been updated successfully.

168



SHOW TRIAL BALANCE — CONSOLIDATED

The primary financial statement of any business is the trial balance which includes the Balance
Sheet and the Profit and Loss. The two reports are combined together, to give a representative
overview of the total financial picture of your business.

%" General Ledger Trial Balance - Consolidated =l

Fizcal Manth | g Fiscal vear |1g_11
Department | v &l Departments

r Group By Category Code

Company

Company

DERMONZTRATION 5% STEM

[

Select All Companies |

[T Save Az, Print Prewview Cancel | ? |

Data collated for the consolidated trial balance is called from transactions entered throughout all
modules of the Transmate suite of programs. This information is updated into the general ledger,
where it is then available to be included in the reports generated in the general ledger menu. The
consolidated trial balance report is a combined report of the profit and loss report and the balance
sheet. You have the option to generate a report listing a department or all departments, a company
or a combination of companies by multi-selecting the companies to include in the report. The
general ledger consolidated trial balance can be ordered to group by category code and can also be
exported to Excel.

Report Details

The report will list the report name, and selection details; period for report, page number, date
printed, department code, general ledger code, account description, month actual and year to date
actual figures. If all departments are selected, the each general ledger item on the report will be a
consolidated figure of all departments.
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SHOW TRIAL BALANCE — DETAILED

%% General Ledger Trial Balance Detailed |

Fiscal Manth | ) Fiscal Year |1g_11
Department | v &l Departments

Sort By & Account Code O Depar‘[mentCUde‘
r Group By Category Code
Companms
Company | Mame
L MORCOM DEMO S STEM =
(=] CEMOMNSTRATION SYSTEM
Select All Companies |
[ Save As.. Print P rewie Cancel | ? |

Data collated for the detailed trial balance is called from transactions entered throughout all modules
of the Transmate suite of programs. This information is updated into the general ledger, where it is
then available to be included in the reports generated in the general ledger menu. The detailed trial
balance report is a combined report of the profit and loss report and the balance sheet. You have
the option to generate a report listing a department or all departments, a company or a combination
of companies by multi-selecting the companies to include in the report. The detailed trial balance
can be sorted by account code or department code, grouped by category code and can be exported
to Excel.

Report Details

The report will list the report name, and selection details; period for report, page number, date
printed, department code, general ledger code, account description, month actual and year to date
actual figures. If all departments are selected, the report can be sorted by either general ledger
code or department code.
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PROFIT & LOSS — CONSOLIDATED

The Profit and Loss, also one of the primary financial statements, is a reflection of your total revenue
generated, less the cost of items sold (which equals your Gross Profit), less your operating
expenses (which equals your Net Income or Loss). The profit and loss reflects results for a ‘period of
time’: the net income or loss for a specific period of time, for example, July to August 2010.

%% General Ledger Profit and Loss - Consolidated |
FiscalMonth | ) Fiscal Year |1g_11
State | j ¥ Alf States
Cormpany
COmpsany I Mame
LY MNORCOM DEMO 5% STEM =
B DEMONZTRATION SYSTEM

Select All Companies |

Departments

Department | Description |
00 DEFALLT -
02 ADMIM
11 WISHOP

hd

Select All Departments |

[~ Save s, Print P rewviewy Cancel | ? |

Data collated for the consolidated profit and loss report is called from revenue and expense
transactions entered throughout all modules of the Transmate suite of programs. This information is
updated into the general ledger, where it is then available to be included in the reports generated in
the general ledger menu.

The consolidated profit and loss report is a collation of all revenue and expense accounts where
transactions have been entered and updated to the general ledger for a given period. You have the
option to generate a report listing a state or all states, a company or a combination of companies, an
individual department of any combination of departments by multi-selecting the companies and
departments to include in the report. The consolidated profit and loss report can be exported to
Excel if required.

Report Details

The report will list the report name, and selection details; period for report, page number, date
printed, general ledger code, account description, month actual and year to date actual figures.

The profit and loss report is sub-totalled by profit & loss category with grand total of profit/loss at the
end of the report.
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PROFIT & LOSS — CONSOLIDATED DATE RANGE

&% General Ledger Profit and Loss - Consolidated D ]

Current Period |D1,r|:|3;2|311

Date Range {31/0372011
¥TD Period [01i07:2010

Date Range |31/03i2011

State | ;'

Cormpnany

Company | Mame |J
L MORC O DEMO S5 STEM :I
(=] DEMONSTRATION S5 STEM

Select All Companies |

Depattments

Departinent | Description

0o DEFALLT -
02 AL
11 WISHOP

hd

Select All Departments

[~ Savets... Print P review Cancel | ? |

The profit and loss consolidated date range report is a further variation of the standard profit and
loss report in which comparisons can be made between different date ranges. Information is
updated into the general ledger, where it is then available to be included in the reports generated in
the general ledger menu.

The profit and loss consolidated date range report is a collation of all revenue and expense accounts
where transactions have been entered and updated to the general ledger for a given period. You
have the option to generate a report listing a state or all states, a company or a combination of
companies, an individual department of any combination of departments by multi-selecting the
companies and departments to include in the report. The consolidated profit and loss date range
report can be exported to Excel if required.

Report Details

The report will list the report name, and selection details; current period YTD period, page number,
date printed, general ledger code, account description, current date range actual and year to date
actual figures.

The profit and loss report is sub-totalled by profit & loss category with grand total of profit/loss at the
end of the report.
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PROFIT & LOSS — DETAILED

&% General Ledger Profit and Loss - Detailed |
Fizcaltonth | g Fiscal Year |1|:|-11
State | x| W Al States
Cornaany
COmpany | Matmne |J
L MORCZOM DEMO SYSTEM :l
(=] DEMOMSTRATION S STEM
[~
Select All Companies |
Deparments
Department | Description | |
i} DEFALLT -
02 ADMIM
11 WISHOP
=
v iSub-Tatal By Department! Select All Departments |
[~ Save As... Print Freview Cancel | ? |

Data collated for the detailed profit and loss report is called from revenue and expense transactions
entered throughout all modules of the Transmate suite of programs. This information is updated into
the general ledger, where it is then available to be included in the reports generated in the general
ledger menu.

The detailed profit and loss report is a collation of all revenue and expense accounts where
transactions have been entered and updated to the general ledger for a given period. You have the
option to generate a report listing a state or all states, a company or a combination of companies, an
individual department of any combination of departments by multi-selecting the companies and
departments to include in the report. The consolidated profit and loss report can be exported to
Excel if required.

Report Details

The report will list the report name, and selection details; period for report, page number, date
printed, company, general ledger code, account description, department, month actual and % of
sales, year to date actual and % of sales figures along with a last year’'s YTD actual and % of sales.

The profit and loss report is sub-totalled by profit & loss category and by department (optional) with
grand total of profit/loss at the end of the report.
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PROFIT & Loss — DETAILED DATE RANGE

%% General Ledger Profit and Loss - Detailed Date R |
Current Period |m 02011
Date Range |28.|'CI2J'2|311
%¥TD Period Im o101
Date Range |28.|'CI2J'2|311
State | x| W AlStates
Cornany
Company | Mame |J
A MORCOM DEMO S STEM ;|
[&] DEMOMNSTRATION S STEM
[~
Select Al Companies |
Departmeants
Department | Description | |
i} DEFALLT i
02 ADMIM
11 WISHOP
|
¥ :Sub-Tatal By Department Select Al Departments |
[~ Save As.... Print Freview Cancel | ? |

The profit and loss detailed date range report is a further variation of the standard profit and loss
report in which comparisons can be made between different date ranges. Information is updated
into the general ledger, where it is then available to be included in the reports generated in the
general ledger menu.

The profit and loss detailed date range report is a collation of all revenue and expense accounts
where transactions have been entered and updated to the general ledger for a given period. You
have the option to generate a report listing a state or all states, a company or a combination of
companies, an individual department of any combination of departments by multi-selecting the
companies and departments to include in the report. The detailed profit and loss date range report
can be exported to Excel if required.

Report Details

The report will list the report name, and selection details; period for report, page number, date
printed, company, general ledger code, account description, department, month actual and % of
sales, year to date actual and % of sales figures along with a last year’'s YTD actual and % of sales.

The profit and loss report is sub-totalled by profit & loss category and by department (optional) with
grand total of profit/loss at the end of the report.
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PROFIT & LOSS — BUDGETS

%% General Ledger Profit and Loss - Budgets |
Fizcal Manth I a Fizcal “ear ||1 011
State | vl V¥ Ali States
Budget Type | Target © Must Do ‘
Company
COmpany | Mame |J
o, MORCOM DEMO 5% STEM ;'
B DEMOMNSTRATION S STEM
Jid
Select All Companies |
Departments
Department | Description |J
L} DEFALLT -
0z AN
11 WISHOP
|
Select All Departments
[ Save As. . Frint Preview | Cancel | 7 |

The profit and loss budget report is a further variation of the standard profit and loss report in which
comparisons can be made between actual and target figures. Information is updated into the
general ledger, where it is then available to be included in the reports generated in the general
ledger menu.

The profit and loss budget report is a collation of all revenue and expense accounts where
transactions have been entered and updated to the general ledger for a given period. You have the
option to generate a report listing a state or all states, a company or a combination of companies, an
individual department of any combination of departments by multi-selecting the companies and
departments to include in the report. By selecting the budget type of ‘target’ or ‘must do’, you are
able to analyse the profit and loss report in more depth. The profit and loss budget report can be
exported to Excel if required.

Report Details

The report will list the report name, and selection details; period for report, page number, date
printed, company, general ledger code, account description, department, month actual and % of
sales, month budget and % or sales, along with year to date actual and % of sales, ytd budget and
% sales figures along with a last year’'s YTD actual and % of sales.

The profit and loss report is sub-totalled by profit & loss category with grand total of profit/loss at the
end of the report.
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PROFIT & Loss — CATEGORY CODE

& General Ledger Profit and Loss - P&L Category Coc |
FiscalMornth | 5 Fiscal Year |1c|_11
State | =l ¥ Al States
Campany
Campany | Mame IJ
2 NORCOM DEMO SYETEM ;l
(=] DEMOMSTRATION SYSTEM
=
Select All Companies |
Cepartments
Department | Description |
00 DEFALLT -
02 A0
11 WISHOP
=
[ Summarize Report Select All Departments
[ Save As.... Frint Preview Cancel | ? |

To run a profit and loss report that will break down the information by categories, select the option
from the general ledger menu. Enter a fiscal month and year, select a company and departments.

Report Details

The profit and loss report will display the company, or companies, selected for the report, the date
printed, and the selection criteria details; current period YTD period, page number, date printed,
general ledger code, account description, month actual and year to date actual figures. The profit
and loss report is sub-totalled by profit & loss category with grand total of profit/loss at the end of the
report. The report can be printed in summary form, listing only the totals of each category code and

not the individual accounts that make up the report.
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PROFIT & LOSS — ALL MONTHS

%" General Ledger Profit and Loss - Consolidated All |

Fiscal Year |1|;|_11

State | = v Al States

Campany

Campany | Mame |J
L MORCOR DEMO SYSTEM ;l
B DEMONSTRATION Y STEM

Select All Companies |

Departments

Departmerrtl Description |
L} DEFALLT -
02 AGMIN
11 WIISHOR

[

Select Al Departmernts |

[~ Save A Frint | Preview | Cancel |7'|

The profit and loss all months allows for across the page comparisons of accounts over the entire
financial year. To run a profit and loss all months report, select the option from the general ledger
menu. Select the fiscal year and state (optional) select the company or all companies and select all
departments of a combination of departments.

Report Details

The profit and loss all months report will display the company, or companies, selected for the report,
the date printed, and the selection criteria details; year, page number, date printed, general ledger
code, account description, monthly actual figures starting from July to June will display across the
page totalled by year to date actual figures at the end of each line. The profit and loss report is sub-
totalled by profit & loss type with grand total of profit/loss at the end of the report.
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SHOW BALANCE SHEET
|

FiscalManth | 1 Fiscal Year |1|;|_11

[ Group By Categary Code [~ Summarize Repart

Corpany

Company I Mame

B MNORCOM DEMO SY'STEM s
(=] DEMONSTRATION SYSTEM

[

Select Al Companies |

[~ Save As.. Print Preview Zancel | ? |

The Balance Sheet, one of the primary financial statements, is a reflection of your total assets, less
total liabilities and the difference, or owner’s equity. The balance sheet reflects a ‘point in time’; for
example, you could produce a Balance Sheet as of December 31, that would reflect all the account
balances “as of” that date, or as of a point in time. For example, you would see the balance of your
assets, liabilities and owner’s equity accounts on December 31.

To generate a balance sheet, select the option from the general ledger menu. Select a month and
year for the report, it can be grouped by category code, and then select a company or all companies
for the report. Select print or preview.

Report Details

The balance sheet lists current assets, non-current assets, fixed assets, intangible assets, current
liabilities, non-current liabilities and shareholders’ equity giving a total picture of the company’s
financial status.
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SHOW ACCOUNT INQUIRY

%" General Ledger Inquiry =l
— Criteria Sorting
e[y IW:" ] & Company, Date
Department | =l A " Chegue Nurmber
& Fizcal Morth ' Year  { Date Range | r Group Debtors Receipts By Date
Fizcal Marth I 1 Al r Groug Debtors Receipts By Batch
Fizcal Year |1 0-11 v Al *'0U can only group
receipts if the account is
dournal Mo I v Al the default bank account.
Reference I I All [ Exclude Journal Transactions
Crigin I ;I W Al [ Origin 'Z' and Origin '
“ehicle v
I :I e Al ™ Show Journal Notes
Trailer I ﬂ v Al
Equipment I :I I Al
o Single Account Cade sl Account Codes & Range of Account Codes
Account | =l To | =l
i i ol
[ Save As.. Print | Preview | Cancel | ; |

The general ledger inquiry is one of the most versatile reports that can be generated in the
Accountmate program. Data can be selected from a range of options including origin, journal
number, general ledger account fiscal month or date range, a single account can be called up or a
range of accounts as well as all accounts for the period selected.

Report Details

The report will display your company name at the top, and the name of the report, the account code
and selection criteria selected. The report details will list the company, reversing general ledger
code and department, reference, cheque number, origin, month and department date of transaction,
journal number, invoice number, batch number, a brief description, vehicle, trailer debit amount,
credit amount and balance.

There will be an opening balance figure, running balance and totals for the debit, credit and balance
columns.
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SHOW ACCOUNT INQUIRY — MULTIPLE MONTHS

tf General Ledger Inquiry - Multiple Months Selection ﬂ
— Criteria — Sarting
Company A «| [ Al
I —I % Campany, Date
Department I ;l v All
" Reference Mo
Journal Mo I v Al
Reference I v Al
Wehicle | +| Al
) [ Exclude Journsl Transactions
Trailer | = A { Ovigin 'Z' and Origin 'Y
Account 95 «| [ Al
Ih _I [ Showe Journal Motes
Fiscal Year |1|:|_11
Select Months To Show
[~ January v April [ July [~ October
[~ February v May [~ August [~ Movember
[ march WV June [ September [ December
[~ Save As. Print Frewiewn: Cancel ¥

The general ledger inquiry report can also be selected to include multiple months; these do not have
to be consecutive. Data can be selected from a range of options including journal number, general
ledger account reference number, vehicle or trailer and department, a single account can be called
up or all accounts for the periods selected.

Report Details

The report will display your company name at the top, and the name of the report, the account code
and criteria selected, including the months that have been selected to combine on the report. The
report details will list the company, reversing general ledger code and department, reference,
cheque number, origin, month and department, date of transaction, journal number, invoice number,
batch number, a brief description, vehicle, trailer debit amount, credit amount and balance.
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CASHBOOK LIST

%% General Ledger Bank Account Inquiry =|

- Criteria — Il ransaction Type—
Campany |,-:~ > Al
Department | R
Reference | IUAII &+ Payments
Bank Account |530 LI ¢ Receipts

{* Fizcal Month and Year " Date Range |

Fiscal Month |
. v Al
Fiscal Year |1|;|_11
[T Save As.... Frint P review Cancel 7

The cashbook list report separates transactions that have been entered against a bank account by
payment or receipt. The options for selection are company or all, department or all, reference or all,
bank account, payments or receipts, fiscal month and year or date range. When the report is
closed, a second report will display showing the cashbook payments/receipts summary of the total
amounts for each general ledger code, transactions for origin of journal dissection (Z) will be
grouped together.

Report Details

The report will display your company name at the top, and the name of the report, the account code
and criteria selected. The report details will list the company, reversing general ledger code and
department, date of transaction, reference, cheque number, origin, month and department, a brief
description and amount, with a sum of the total payments/receipts at the bottom of the report.
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RECONCILE BANK ACCOUNT

All transactions entered throughout the Transmate system assigned to a general ledger account
identified as a bank account in the chart of accounts will flow through to the bank reconcilliation
report when the transactions are updated to the general ledger.

Bank reconciliation data from point of updating to general ledger can be grouped in the following
ways:

Debtor receipts:
e Date, batch, bank account.
e Date, bank

e No grouping (these transactions will list separately in the bank reconciliation report)

Creditor payments:
e Date, creditor, cheque, bank account.
e Date, bank

e No grouping (these transactions will list separately in the bank reconciliation report.)

Contractor payments:
e Date, contractor, cheque, bank account.
e Date, bank

e No grouping (these transactions will list separately in the bank reconciliation report.)

Cashbook Payments:
e Company, date, cheque, bank account.
e No grouping (these transactions will list separately in the bank reconciliation report).

Cashbook Receipts:
e Company, date, bank account.
¢ No grouping (these transactions will list separately in the bank reconciliation report.)

Journals & Journal Dissections:
e No grouping (these transactions will list separately in the bank reconciliation report.)

Details of transactions that have been grouped together in bank reconciliation can be viewed
separately in either the cashbook list report or the general ledger enquiry if required.

Bank Reconcilliation x|
Company a, | Al {* Figeal Morth and Yesr € Date Range
Bank Account Isgu - Manth FEBRUARY vl AT TS
" Unpreserted only " Presented Only  * Both Fiscal Year |1U'11

Closing Bank Balance -B250.00 Date Presentad IUBIUZEUM
Co | Date | Reference | Cheque Descrigtion Debit Credit |PrES ? |Dale Presented «
A 040202011 RENT DEPOT RENT onoo 8250.00 ¥ ozinzeon
A 150272011 PM2 WPC FINANCE 237595 r i
A 2000202011 RENT DEPOT REMT o.oo 925000 - L
A 2800252011 100111 ABC MECHAMICAL REPAIRE 27.50 r i
A 280202011 PCASH 100112 PETTY CASH FLOAT B4.50 [ i

<| | »
Save | Print | Daone |

After checking that all transactions have been keyed in correctly from deposit book, cheque butts
and bank statements, the bank reconciliation can be processed. This is done by selecting the
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‘reconcile bank account’ option in the general ledger menu. Select fiscal month, fiscal year and
bank account and click on view. All transactions for the selected month will appear along with any
unpresented transactions from prior periods.

NOTE: When your bank says that they are crediting your account, they are referring to an entry on
THEIR books. Your money in the bank is a liability to the bank; therefore when they credit your
account, they are increasing their liability to you on their books. In Accountmate, money deposited
into your account will be a DEBIT, referring to YOUR account as an asset.

Working from your bank statement, place a tick and a date presented beside the transaction to be
presented. The bank statement balance will alter on the screen as each transaction is ticked off.

! Bank Rec Report X|

Bank Rec: Type

% Detailed ('"Summary‘

! Preview i Cancel |7|

[~ Save As.... Print

When the bank reconciliation for the month has been completed and balanced to the bank statement
it is recommended that you print off 1-2 copies. Once you begin to reconcile the next month’s
bank account, the bank reconciliation report for the previous month will alter and it will not
be able to be re-printed as at a particular date. The bank reconciliation is always a current report.

The bank reconciliation report will list an opening general ledger balance, all transaction for the
month, a general ledger closing balance, a list of all unpresented transactions and a bank balance.
The bank balance will reconcile to the bank statement. The bank reconciliation report can also be
printed or previewed in summary form.

As a final check that all transactions have been entered correctly, it is recommended that a general
ledger inquiry be run to check that the opening and closing balances in the general ledger report and
the opening and closing general ledger balances in the bank reconciliation report agree. This will
ensure that you bank reconciliation report agrees with the general ledger trial balance and the
balance sheet.

In the event that you need to check a transaction or see when it was presented, you will need to go
to the bankrec for the original date of the transaction, not the date that it was presented.
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BAS REPORT

Accountmate caters for Cash and Accrual method BAS reporting, as well as monthly, quarterly and
annual reporting. Before proceeding to complete the BAS Report, ensure that all data has been
entered. It is very important that the chart of accounts be set up correctly for the BAS report to
calculate correctly. When processing data, ensure that information is dissected to the correct
accounts and if GST is not 10%, then the GST-free portion is allocated to a separate account.

Basically, everything that has GST must show on the BAS report, with the exception of any
payments made to the ATO. Payments made to the ATO, including creditor invoices for ATO
payments should always be excluded from the BAS.

Ensure that you complete a bank reconciliation report for all bank accounts and any credit card
accounts. Make sure that you use bank statements and credit card statements up to or later than the
end of the BAS period.

Ensure that all invoices and payments have been entered and updated for the reporting period from

Freightmate, debtors’ accounts, creditors and contractors’ accounts, cashbook, journals and journal
dissections to ensure that all possible data is entered for the BAS period.

: GST Return x|

Continue Cancel

To generate a BAS report, select the option from the general ledger menu, then select the BAS
reporting method relevant to your company.

“:,,':« Business Activity Statement Repo ﬂ

Carmpany |A LI
Fiscal Year |1|:|_11

Fiscal iMonths
I July I~ Novernber n;
[~ August [ December I~ April
[~ Beptermber W January [~ May
[ October v February [ June

[ Detailed BAS Report

Print Preview Cancel | 7 |

Select the fiscal year and month or months for the BAS reporting period and then select print or
preview to screen.

A ‘Detailed BAS Report’ can also be generated by ticking the detailed BAS report box to assist in
reconciling the GST payable. The detailed report will list all customer invoices and creditor,
contractor invoices, cashbook payments and journals entered throughout the period and sub-total
each BAS type.
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Accrual Method BAS Reporting

NORCOMDEMO SYSTEM
Business Activity Statement Report - Accrual Method

Fiscal Year:

Fiscal Months : January Fabruary March

10-11

Category D escription Debit EX GST Credit Ex GST Total ExGST Debli GST Credh GST Totdl G5T Toral Inc GST ‘
14 GST PAYABLE 265815
18 BET PAYABLE - CREDIT 5 7
10 WINE TR

10 WWIME TAR - CREDIT

1E LUKURY CAR TAX

1F LUXURY CAR TAX - CREDIT

1G SALESTAY - CREDIT

Supplies (Safes)

=01 TOTAL SALES A978E.00 49725.00 1955 70 54679.70
502 EXPORT

=03 SLLEREX GET 156.00 156.00 156.00
04 SALESINPUT TAX

=07 ADJUETMENT

Acquisitions (Purchases)

510 CAPITAL ACQUISITIONS

=11 OTHER ACQUISITION S 2314386 -23143.86 2297 a5 -2 aa -2544141
513 ACQUISITION - INPUT Téx 1 4

514 ACQUISTIONS - GET FREE 16834 -16B.34 164,34
=15 ACCILISTIONS - PRIVATE USE

514 ACQUISITION ADJUSTMENT 5

Payyg Tax

To verify that all GST has been included on the report, sum the debit figures marked on the above
diagram; item 1 plus item 2, the total should equal the figure at item 3 on the 1A line. Repeat for the
credit GST by summing 4 plus 5, and compare to 6 on the 1A line.

equal item 7.

The Total including GST on the BAS report at 1A should always equal the amount in the general

ledger for the corresponding period.
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NORCOM DEMO SYSTEM

Business Activity Statement Report - Accrual Method

Fiscal Year: 10-11

Fiscal Months : January Fabruary March

Categery  Description Debit EX GST Credit Ex GST Total ExGST Debli GST Credh GST Totdl G5T Toral Inc GST ‘
14 GST PAYABLE 496000 2300 55 265815
18 GET PAYABLE - CREDIT 7
1c WINE TA%

10 WWIME TAR - CREDIT

1E LUKURY CAR TAX

1F LUKURY CAR TAX - CREDIT

1G SALESTAY - CREDIT

Supplies (Safes)

=01 TOTAL SALES 4975600 3300 43723.00 48B0.00 330 -11955 70 5407970 | 1
02 EXPORT -3

=03 SELESEX GST 156.00 156.00 15600 | 2
04 SALESINPUT TAX

=07 ADJUETMENT

Acquisitions (Purchases)

510 CAPITAL ACQUISITIONS

=11 OTHER ACQUISITION S 2314386 -23143.86 2297 A5 -25441.41 4
13 ACQUISITION - INFUT T 8

514 ACQUISTIONS - GET FREE 16834 -168.34 16834 |5
G5 ACOUISTIONS - PRIVATE USE

514 ACQUISITION ADJUSTMENT 5

Payyg Tax

To verify that the GST value of the supplies is correct, subtract item 2 from item 1, the sum is then
divided by 11. The figure obtained from this formula should equal the figure at item 3 (allowing for
possible slight variation due to rounding).

Repeat for acquisitions by subtracting item 5 from item 4, then divide the sum by 11. The figure
obtained from this formula should equal the figure at item 6 (allowing for possible slight variation due
to rounding),

Once the calculations have been verified, these figures can be transposed onto an ATO worksheet,
or entered through the ATO portal to submit the BAS report.

How to Locate Common BAS Errors

If the BAS report does not add through correctly, e.g. the sum of the Debit GST column should equal
the amount at Debit GST on the 1A detail line of the BAS, and the sum of the Credit GST column
should equal the amount at Credit GST on the 1A detail line of the BAS.

If these figures do not reconcile, the most common problem is:
e A transaction has been entered with GST but excluded from the BAS report. Only
transactions that relate directly to the Taxation Department should be excluded from the
BAS report.
e A transaction entered through cashbook, journal or journal dissection has had the BAS type
(supply or acquisition) omitted from the transaction. Type should never be blank, always
show either an A or S.

e Check for tax code inconsistencies on new general ledger accounts.
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How to Correct Transactions Excluded in Error

In the event that the BAS report does not calculate through correctly, go to the general ledger menu
and select maintain journals. Select browse and then enter the date range for the reporting period
and select ‘excluded from BAS'. View the report. Any transactions that appear will need to be
looked at on an individual basis to ascertain whether they are correct or not. If a transaction has
been found to be excluded from the BAS when in fact it should not have been, highlight the
transaction and then display it. On the first screen, there is a tick box showing that the transaction
has been excluded from the BAS, remove the tick and close the record.

How to Correct Transactions with No BAS Type

In the event that the BAS report does not calculate through correctly, go to the general ledger menu
and select maintain journals. Select browse and then enter the date range for the reporting period
and select view. Scroll across the top of the browse screen until you reach a column headed ‘type’.
Click on this heading and the data will be sorted in type order. If there are any transactions where
the type field is blank, highlight the transaction and display it. On the second page (accounts tab)
there is a field for BAS type, enter the appropriate code and then browse again for any other
transactions or exit to close the screen.

Print Your Hard Copy Reports for Filing

We recommend that every Client prints out a hard copy of all reports. This is so if you lose your
data, change anything AFTER you have lodged your BAS, or, have a visit from the ATO, you can
simply produce these reports which will agree with the BAS you have lodged.

The Reports we recommend you print and file in a separate BAS Folder are:

e BAS (Cash or Accrual Detail) Report

e BAS (Cash or Accrual Summary) Report

e Make a photocopy of your ATO original BAS Statement prior to mailing to the ATO, or print
out an online statement

e Payroll Summary Report (if you are using Paymate)

e Profit & Loss Statement

e Balance Sheet

We cannot over emphasise the importance of printing these reports out and filing them in an
organised and secure place.
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Cash Method BAS Reporting

: GST Return x|

hi " Accrual

Continue Cancel

To generate a BAS report, select the option from the general ledger menu, then select the BAS
reporting method relevant to your company.

‘f,:« Business Activity Statement Repork ﬂ

Carmpany |A ;'
Fiscal Year |1|;|_11

Fiscal Months
™ July ™ Movember ¥ March:
[~ August [” December [~ April
[~ Septermber v January [~ May
[~ October ¥ February [~ June

[ Detailed BAS Repaort

Print P resi ey Cancel | P |

Select the fiscal year and month or months for the BAS reporting period and then select print or
preview to screen.

A ‘Detailed BAS Report’ can also be generated by ticking the detailed BAS report box to assist in
reconciling the GST payable. The detailed report will list all customer receipts; creditor and
contractor payments, cashbook payments and journals entered throughout the period and sub-total
each BAS type.
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ASSET TYPE

A master asset type is set up for each asset that can in turn be used to link prime assets and can be

used to track capitalised improvements or spare parts where these parts are considered a significant
part of the relevant functional asset.

x|
Aszet Type | Description | -
FF FURMITURE & FITTINGS
LWwP Loy W A LLIE POOL
b MOTOR WEHICLES
CE CQFFICE EGUIPMENT
FE PLANT & EQUIPMENT

-
A L2

Display | Frint | Cancel |'?|

To enter an asset type, select the display button, then select add.

\ Asset Type 1'
Asset Type |
Descrigtion JMoTOR vEHICLES
Calculation Limit | 0.00
¢ Prime Cost (% Diminishing alue " Mone

Elruwselﬁreviousl L= | A | Edit | Save |Cancel | Deletel Exit |'?|

Enter a description of the asset type a calculation limit if applicable and the method of depreciation.

This information will be used to group the assets and also be used to calculate the depreciation
journal.
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ASSET REGISTER

The asset register is an important tool in asset management for entities, no matter what the size of
the asset portfolio, in that it keeps asset information as well as an historical record of financial and
non- financial information over each asset's life-cycle for the purposes of:

e asset planning;

e assisting in meeting accounting standards and legislative compliance;

e monitoring performance; and

e Accountability.

The asset register is a key to understanding in detail what assets are owned and controlled by an
entity and, depending on the complexity of information entered, can be used to determine:
e the likely current condition of assets;
when assets need to be replaced;
information required to meet accounting standards;
the level and frequency of asset maintenance programs; and
Life-cycle costs by asset.

An asset management strategy, capital budgeting process and a Capital Management Plan are all
most effective when populated with accurate and up-to-date information, much of which can be
sourced from the asset register.

il
Azset Type Asset Code [ Description Primary &sset [Seset Group | Aquisition Date |:I
by 1 MACK TRUCK W+ 28112003
OE E103 AR COMDITIOMNER: = 231252009
s 7100 TOYOTA LANDCRUISER ™ A0M0252011
b’ 1100 MITSUBISHI TRITON DUAL CAB UTIWV S0V062011
CE E104 TELEPHCOME SY'STEM ™ 090121931

|

b
1 | »
Display Print Cancel | 7 |

To enter a new asset, select the display button from the ‘asset register view’ screen, then select
‘add’. The following screen will be displayed.
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To Add and Asset to the Register

The asset must first be assigned to a company, then an asset type. Additional information required
to ensure the asset register is complete and the depreciation can be calculated accurately must then

be entered.

5

Comparty m IV Primary Asset

Azzet Type My - Link To Primary Asset lﬁ

Azzet Code |?1 oo

Description |TO¥OTA LANDCRUISER SERES 200 Debit GAL Code | v[

Aguizition Date Im M152009 Dehit Departmernt I vl

Original Cost I | 73452 51 Credit G Code I vl

Dizpozal Yalue I 000 Credit Department I vl

Dizpozal Date I i

Private Use % 000

Open Written Down Yalue I 5524 51

Depreciation Method & Prime Cogt  Diminishing value O Mane

Diminizhing % I 16.00

Effactive Life |—8.25 Depreciation . T.D Yalue I 997 .71

Calculation Limit I—D.DD Accumulsted Depreciation I 17625.00

Browvse Previous [t | Acdel | Eciit | Save | Cancel | [elete | Exit 7

Asset type: to categorise the assets for ease of management
Asset code: internal reference number for monitoring and control of the asset
Description: Description of the asset

Acquisition Date:

Original Cost:

Disposal Value:
Disposal Date:
Private Use %:
Depreciation Method:
Diminishing %:
Effective Life:
Calculation Limit:
Primary Asset:
Debit & Credit GL
accounts:

Debit & Credit

Departments:

Opening Written

Date of purchase, is essential for decision making. It is some company’s
policy to replace an asset after a certain age

The cost of an asset both direct and indirect should be clearly stated in the
asset register

The value received on disposal or sale of the asset

To be entered on sale or disposal of the asset

E.g. If the asset is a company car also used by employees

The depreciation method will default from the asset type entered.
The diminishing percentage is used to calculate the depreciation
Expected life of the asset

Limit set if the asset cost exceeds the allowable depreciation limit.

By ticking the primary asset checkbox, other assets are able to be linked,
e.g. computers and the associated accessories.

Entered to determine the general ledger accounts for depreciation expense
and accumulated depreciation to be used to create the depreciation journal.

Entered to determine the department the asset relates to, e.g. workshop,

transportation vehicles, office.

WDV is the value of an asset after accounting for depreciation or
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Down Value: amortization. Written-down value is also called book value or net book
value. It is calculated by subtracting accumulated depreciation or

amortization from the asset's original value.

To Print the Asset Register

x|
Sl | | WAl Companies,
Department | LI [+ All Departments
Asset Type | LI [ All Asset Types
w
pssetcone | l ¥ &l Azset Cades
Range | -
|f" Current " Dizposed o Elnth|
[~ Group By Asset Graup
[~ SaveAs . Print | Prewiew | Cancel | ? |

To generate a report listing the assets identified in the asset register, select the print option from the
asset register view screen, select the reporting criteria from the selection screen, and then select
print, preview or save as to save the report to an Excel file.

The report heading will show the company holding the asset, the department, asset type, asset code
and show the date the report was generated.

Fields listed on the report are asset type, code, description, primary asset, acquisition date,
department, private use, original cost, accumulated depreciation, open w.d.v. disposal value,
disposal date and depreciation method.

DEPRECIATION SCHEDULE

%% Depreciation schedule

x|

Company |A x| T alcompanies
Asset Type | =] M AiTypes
Departrent | | W Al Departments
Asset Code Range : J ¥ All Assets
Fetiod Date Range | i

|11
[~ Save As. . Print | Prawiew | Cancel | ? |

To generate a report listing the depreciation of assets identified in the asset register for a selected
period, select the depreciation schedule option from the general ledger menu. Next, select the
reporting criteria from the selection screen, and then select print, preview or save as to save the
report to an Excel file.

The depreciation schedule report will show the company name in which the assets are held,
reporting period, the department, asset type, asset code and show the date the report was
generated.

Details listed on the report are asset code and description, private use %, acquisition date, original
cost, opening W.D.V. limit, Additions (disposals), disposal date, profit (loss) on sale, depreciation
method, %, Life, Days held, depreciation and closing W.D.V. The report is subtotalled by asset type
and show a grand total for the assets on the report.
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MONTHLY DEPRECIATION

+ Monthly Depreciation |

Carmpany |A

o] 14

Fiscal Month |

Fiscal Year ||||:|_11

WARNING

This will create General Ledger Journals for the
Depreciation far the FISCAL month,

Accept Cancel

To generate a monthly depreciation journal that is posted to the general ledger, select the monthly
depreciation option from the general ledger menu. Enter in the fiscal month and year for the journal,
select the option to print the update report by placing a tick in the appropriate checkbox on the
screen or remove the tick if you do not require the update report to be printed. Select the ‘accept’
button.

i Monthly Depreciation |
Cormpany |g_~., LI
Monthly Depreciation 1
“P | This will create Journals For your Monthly Depreciation. Commencing 01/02/2011. Are you sure wou wank ko
\'/ Conkinue?
‘fes | Mo I

CEHTELTATOTT T e F TR TTTOTTT. |

“accept | cancel |

You will be given a warning to proceed if the criteria that has been selected is correct. If you wish to
proceed select ‘yes’ if not, select 'no’.

+ Monthly Depreciation |

Carmparny |A ;'

EOY Journals x|

\]‘) Journals For Monthly Depreciation have been created.

LT E LTI IO IeE P Tot S T, |

Accept Cancel |

A notification screen will appear when the journals have been calculated and updated to the general
ledger and the report will automatically print if you have selected it to do so.
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END OF YEAR

To close end of year in the general ledger, you must firstly ensure that all entries for debtors,
creditors and contractors have been entered and updated to general ledger. Check that all
cashbook entries and journals have been entered and updated to general ledger.

Your external accountants may want to enter an end of year adjusting journal. This should be done
prior to rolling over the Accountmate End of Year. When entering the adjusting journal DO NOT use
the journal number beginning ‘EOYyear’ as this will cause issues with the balance sheet. Only the
system generated journal should show journal number EQY, it is however acceptable that the
journal be entered as ‘yearEOY’. Once this has been done you are ready to close general ledger
end of year.

& End of Year x|
Cormpary [N ][ ~VORCOM DEWD SYSTEM

Ifyou select "Accept" then the year will he rolled
over and you will never he able to enter
Warning : transactions in this year again. This includes the
dehtors, creditors and contractors.

Clirrent Flscal Year | 10-11

Arcept | Cancel |

The end of year option will close your general ledger off at the end of the financial year; the system
will create a journal to roll profit & loss figures to the profit & loss appropriation account. The end of
year process will also roll forward the fiscal year in the Company records.

x

Company [a l|worcom pewo svsTEM

e ¢ onfirm End of Year |

P | Youwil MOT be able to alter past transactions.
\-‘(} Are you sure that vou want to end the vear,

Accept Cancel

This option must only be done at the end of the year. After end of year process has been
completed you will not be able to enter transactions to a previous year.

EXIT ACCOUNTMATE

Bt X

(] This will end wour AccountMate Session
L3 Are You Sure ¥

fes | (i [] I

To close out of Accountmate correctly, close down all screens that are open, and then select the
‘exit Accountmate’ option at the top of the screen. You will be asked to confirm that you want to exit.
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Select yes to continue or no to cancel. A message will display advising that you have successfully
logged out of Accountmate.

If a user does not exit Accountmate correctly, a message may be displayed the next time that user
logs on advising that the user is already logged on. To clear this message, continue to log on, then
exit correctly and log back in again. The message should not display the second time.
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FREQUENTLY ASKED QUESTIONS

Q. Is there a report that | can print to tell me details of a debtor’s payment?

| have paid off some debtors on the dd/mm/yy for a total amount of $45000.00.

A. There are several options you can use.

e In the debtors menu, there is an option for a banking summary. You can select this to show
the customer invoice details, or their bank account details.

¢ In maintain accounts, take the tick off the date range fields and enter in the date you want to
check up on, then put the ‘dot’ in payments, in the centre of the screen, select the company
you are trying to view, then select the view button. This will give you a list of transactions
that you can print if you wish.

e In the general ledger menu, you can go to show account inquiry -> select a date range, and
in the general ledger code field at the bottom, you can select the bank account that the
funds were paid into.

Q. Do we have any spare Transmate logins?

| have a new admin person who is doing the invoicing & she has to use mine at present which
means | can't get in.

A. You can deleted any obsolete logins and then enter new ones, the system will let you know
if you have reached your licence limit when you try to add a new user. If you have reached your limit
and require additional licences you will need to contact Norcom regarding this.

Q. I have a customer with a credit sitting on their account since (Date)

They have now made payments taking into account that credit. Do | just process it as payments
against the outstanding invoices and just update it to debtors’ general ledger, and also how will it
affect the bank reconciliation?

A. If a customer has a credit that they are taking up, all you need to do is enter your payment
as normal, apply the correct amount against each invoice balance and when you get to the credit,
enter it as a negative amount. The final result should be the total of the payment received.

Q. We paid a creditor twice.

There are no outstanding for him. How can | allocate the payment so | can see it in the bank
reconciliation?

A. You can allocate this overpayment by doing a credit adjustment against the invoice you
overpaid. Use the bank for the gl code and zero out the gst. This will have the same effect as doing
another payment and it will show the invoice has a credit balance.

Q. How do I reverse an incorrect payment?

A. You can fix this by doing a debit adjustment against that invoice, use the same date as the
original payment. Also use the bank account as the general ledger code and zero out the gst. This
will ‘clear’ it from the bank rec on that date. You can then do the payment as normal for the correct
date.
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Q. What is the best way to record payments to the Taxation Office?

@+ Creditors Invoice

Creaditar JaTo | 2 |[musTRALIAN TAXATION OFFICE
CompaEny I A vl
Date |3Um4gggg Due Date I i Batch Mumber I
Descfiption a0 paAYMENT
Order Mumber | v[ Deselect Graer Detas tolmport | Inice Number IAPRILDQ
Creditor Motes ﬂ
I
Nett § | 2488400 GST & | 000 fnvoice Amount § | 24584.00
Wehicle | Trailer | Costcode | Dezcription | GIL Code | Dept. | Amount | -
ATO PAYMENT - GST PAYABLE a7 Juli) 45059.00
ATO PAYMENT - PAYG e Juli) 2776300
ATOPAYMEMT - FUEL TaX CREDIT Ul Jula] -a0365 .00
-
Right Monse Click on Grid to add Details o fnvalce
EEiE | Exit | ? |

Through the creditor accounts, enter an invoice, Norcom usually recommends you date the invoice
for the last day of the reporting period, that way at the end of each period/month the general ledger
accounts should be $0.00 (or as close to 0.00 except for rounding).

The GST payable/refundable goes against the GST control account (If a refund enter as a negative
amount)

The PAYG goes to the PAYG account

The Fuel Tax Credit goes to the Fuel Tax credit account (make sure you enter this amount as a
negative)

A tick in the ‘Exclude from BAS’ tick box is required for all entries on the invoice for the Australian
Taxation Office, this will ensure that the BAS report is not distorted by the payments being included
In the BAS report and will avoid under/over payment of funds to the tax office.

197



