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1. How do | create a purchase invoice?

SECTION: EXPENSES SUBSECTION
CREATE INVOICE

1. Choose fronsthepdmp downrmienu

2. Enter the date of the invoice

3. (OPTI ONAL) Enter a unique refere
4. Choose the appropriate income heading from drop down menu.

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

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

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

9. Click Save

10. On the next screen, choose the relevant C
another 0.

= I e [ I e T
e
Income Enter all the details below. Boxes and fields marked * are mandatory.
Bank Supplier * ' v/ Date of Expense * ‘@\
Accotniont Your Reference ‘ Supplier's Reference i ‘
Cars/Equip
Personal Heading * [escription [Amount= [vATRate: [vaT  Jeross |
VAT | Mobike Broadband Fees vl || J[poo |[17.5% v]/ooo Jlooo |
Reports (&) Duplicate last tem (+) Add another item
Messages Total Amount: 0.00 ‘

Total Gross Amount: I@ - - _




How do | recor d

SECTION: EXPENSES SUBSECTION
RECORD EXPENSE

=

Ch oos e frionsthepdmp downrminu. To record a general expenses, use the default
Expenseso.

=1}

2. Enter the date.
3. (OPTI ONAL) Enter a unique refere
4. Choose the appropriate income heading from drop down menu.

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

6. (OPTIONAL) Enter a description. (NB. This text will appear on any printed/emailed invoices.)
7. Enter the amount.
8. Choose the payment method.

9. I f you choose Cheque, Bacs or Card, a ne
Account from which the payment was made.

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

11. Click Save

12. On the next screen, choose the relevant C
anot her 0.

Home _ List Expenses | My Suppliers | Make Payment | Add Credit Note
My Details Repeat Expense | Repeat Invoice

Income Enter all the details below. Boxes and fields marked * are mandatory.

Bank Supplier * E(penses v/

A CCOEnt Your Reference ‘

Date of Expense * 25/6}/5668 \

Supplier's Reference }

Total Gross Amount: |45.00

- PaymentMethod |Cash v

Cars/Equip
Personal -

reons [Heading* I [Amount* [VATRate® [VAT _ [Gross |
VAT | Diesel Ve [ 830 |[175% v|[670  ]|f4s00 |
Reports (&) Duplicate last tem (+) Add another item
Messages

Total Amount: 38.30 - - -




3. How do | see a list of my expenses?

There are two methods to do this - as an editable list on screen or by running a printable report.
LIST OF ENTRIES METHOD SECTION: EXPENSES SUBSECTION: LIST
EXPENSES

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

Supplier Shows all suppliers with expenses entries, including default.

Aged (Accruals version only) Allows you to change the period to view.

State  Choose whether the invoice is paid or unpaid, all invoices or credit notes raised.

Contains Heading Choose particular expense type from list of all active headings.

For example, to show all expenses incurred with a particular supplier, choose the relevant entry on the
drop down. Toshowallout st andi ng invoices from that suppl

as well.

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

e oo ome | cosomore [T S e romer | ot
e
Income All previous expenses entries can be shown below. Use the drop down boxes to refine what you see in the
table. When you have located the relevant entry, click on it to Edit, Credit Account, View, Record Payment,
Print, Email Supplier or Remove it.
Bank

Accountant Refine the list of invoices by (select as many refinements from the lists as you'd like):

Cars/Equip Supplier: Aged: State: _ Contains Heading:

[ My Stationers v “}Zﬁ;rént v-‘ [ 6Qtslsndmg Invoices v ‘ (-—Any Heading — v’l
Personal
VAT AutoRef |tDate Supplier |Reference Net VAT Gross (o]

200001 (21/06/2008 | My Stationers £899.99 |£157.50 (£1,057.49 (£1,057.49
Reaors 200000 |22/07/2008 |My Stationers £117.01 [£20.48 |£137.49 |£137.49
Messages Totals £1,017.00 £177.98 £1,194.98 £1,194.98

Cont é



RUNNING A REPORT METHOD SECTION :
REPORTS SUBSECTION : CUSTOMER /
SUPPLIER

1. Choose AEXPENSES BY SUPPLI ER SUMMARYO or HAEXPE

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

e pr—

My Details The list below shows all reports available to you. Choose a Report, enter required dates, and then click
Generate Report.

Income:

Expenses Once the report has been generated, click Open Report. A new window will open showing the report.

Bank

Accountant
CasnD " Income by Customer Summary
Personal " Income by Customer Detail

1 Expense by Supplier Summary
M & Expense by Supplier Detai
" Aged Debtors Analysis
i " Aged Creditors Analysis
" Customer Statement
(& Supplier Statement

Filter criteria for Expense by Supplier Detail report

Start Date: End Date:

06/04/2008 | |05/04/2009

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



4. How do | record a payment against a purchase invoice?

(NB: Premium version only)

SECTION: EXPENSES
SUBSECTION : MAKE PAYMENT

1. Choose the appropriate supplier account. All outstanding invoices for that supplier will show.
2. Enter the date the payment was made.
3. Against the invoice being paid enter the amount

If you are clearing an invoice in full click ALL. This will enter the total of all outstanding
invoices for the supplier.

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

5. When you have made all the entries
will calculate the total of all payments.

, click t

6. Select your payment method, and if appropriate the bank account from which the payment was
made.

7. Click SAVE

Home Record Expense List Expenses | My Suppliers _ Add Credit Note
My Details Repeat Expense | Repeat Invoice

Income This section allows you to record any business expenses you have made.

Bank Supplier Account: .'f‘l gfﬁgrf,is

Accountant

Cars/Equip Date Sent [

Personal Total Amount Paid [5194.98 Al

VAT Payment Method | Bank v Bank Account | Business Acc 1 v |

Reports Comments l

Messages
AutoRef  |Date Reference  |Net Gross - i Amount Paid
200000 2200772008 £117.01  |£137.49 £137.49 [137.49  |an
200001  |21/06/2008 £899.99  [£1,057.49  [£1,057.49 [s057.49  |An

Pay all outstanding invoices | Clear all invoices - M\QB\




5. How do | set up a repeat invoice?

SECTION: EXPENSES
SUBSECTION : REPEAT INVOICE

Income This section allows you to record any business expenses you have made.
Bank Sorry you have no repeat expence at this time.

1. Click 6Add Repeat Invoiced. A
2. Enter details of the invoice

Home Record Expense _ List Expenses | My Suppliers | Make Payment | Add Credit Note
My Details Repeat Expense | Repeat Invoice

Income Enter all the details below. Boxes and fields marked * are mandatory.

1

Bank Supplier * D{\{]SP ] ;’,

Pl Your Reference | ‘ Supplier's Reference } ‘
Cars/Equip

Personal Heading * [Description [Amount* [vATRate: [vaT  Jeross |
VAT [ Mobike Broadband Fees Sl |[1616 ||[175% v|[28s |[18es |
Reports (&) Duplicate last item (+) Add another item

Messages Total Amount: 16.16 _ - -
Total Gross Amount: [17899 ‘

3. Next enter the mmsactoari a f or

Start Date - The date of the first expected transaction.
Repeat - The frequency of the repeat invoice
End Condition - How many invoices are needed or the date of the last one

LER
[Suppller "y ISP Date Gelerated on repeat
Acrauntant [Vaur Reference Autoref Gran-ated nn repenal
| Supplier
Care/Equip e
Al — e —
Heading Deecription  NetAmount  |VATRate |VAT  |Groee Amount
g Mobie Trandhand Tees €816 17 5% £ |finse
SR Totale[€16.16 €283 |£18.99
Mcacaqea
Repral Transaction
startDate  [28:07/2008 |
Repeal “ every[11_|days

& Weekely un lhe [ Monday (% |ulevery week

" | Laat 7hh’y ol =vaty morlh
" quartely
© snnualy

Tnd Noadtion @ Eerest indefintely
" &nd on datc 280712009

" Ind when -epeated |12 [fimes




6. How do | set up a repeat expense?

SECTION: EXPENSES SUBSECTION:
REPEAT EXPENSE

Income This section allows you to record any business expenses you have made.

Bank

Sorry you have no repeat expence at this time.

1. Click 6Add Repeat Expense' . A

2. Enter details of the payment.

fome _ List Expenses | My Suppliers | Make Payment | Add Credit Note
My Details Repeat Expense | Repeat Invoice

Income Enter all the details below. Boxes and fields marked * are mandatory.

Bank Supplier * MY ISP v

‘Accoontant ‘Your Reference ‘ Supplier's Reference ‘
—
Payment Method BACS v Bank Account Business Acc 1 ¥
Cars/Equip 2k 1BA® & l |— —————
bepona [Heading * [Description [Amount [VATRate* |[VAT _ |Gross
VAT || Mobik Broadband Fees V|l |16 |[175% ~| sz |[1888
Reports (&) D;Jplicate last item 7 (+) Add another i!ém

Messages
Total Amount: 16.16 - - -
Total Gross Amount: |18.99

3. Next enter the critoaria for

Start Date - The date of the first expected transaction.
Repeat - The frequency of the repeat expense
End Condition - How many further instances are needed or the date of the last one

—

Supplier MY ISP Date Generated on repeat

Accountant Your Hetersnce Autoret Generated on repeat

e Suppilies Reslezt e

Pearxonal — Items —
lleading Description Net Amount VAT Rate VAT Gross Amount

YA Mobile Broadband +ese £16.16 17.5% s |K1sww

Roporta Totalx[£16.16 €733 |£18.99

Messayes — Paymienis —
[Payment Datc [Payment Notca [Payment Mcthod  [Bank Account [Payment Amount |
| zenerated on repeat |Fun Payment [Bacs |Business acc 1 |s18.99 |
Repcat Tranaaction

startuate  [suwarzovs |

Repest

jeekely on the [Monduy ¥ |of every week
axl ¥ |gay ot every month

" Quartely

< Annually

End Condition (% Repeal indefinlely

" Fna on date [28/07/2009

¢ End when repsated [12 | timee

4. Click 'Finish'.



7. How do | enter a credit note received from a supplier?

SECTION : EXPENSES SUBSECTION :
ADD CREDIT NOTE

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

2. When al l entries have been

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

4 . Choose 6Go back and edit "', 6Confirm and



