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MODULE A - Getting started on TurboCASH Al

This assumes that you are familiar with TurboCASH (you have done the examples in Accounting
Made Easy)

You have a very basic understanding of Al prompts. You don’t need to know that much.
These examples run on CLAUDE but We have also tested them on CHAT GDP

A1-  Setup

1. Claude Setup:
- Access Claude through the designated platform (e.g., Anthropic's website).
- Registeer fro a free acocunt.

2. TurboCASH Al Script Setup:
- You will need TurboCASH 5 Business Class installed.

- You can use the free versions of TurboCASH, but you will get better results with TurboCASH 5

3. HANDYMAN-B Dataset:

- Ensure you have the HANDYMAN-B dataset files accessible on your system. This can be found in \
bin\tutorials\engTutorials.

Preferably use a copy.

- Typically, these files should be in a CSV or compatible format.

A.2- Exercises

A.2.1-  Exercise 1: Generating IFRS Reports

1. Open Claude and start a new conversation.
2. Use TurboCASH to creatge a trial balance report in PDF format
3. Load the trial blanace into you chat

4. Use the following prompt:



"Using the HANDYMAN-B trial n balance, please generate an IFRS-compliant Statement of Financial
Position and Statement of Comprehensive Income."

A.2.2- Exercise 2: Importing Bank Statements

1. Download your bank statement file (ensure it's in a compatible format, usually CSV or OFC).
2. Upload the OFC or CSV file to you Claude chat.

3. List the TruboCASH chart of accoutnst to a PDF file

4. In Claude, use the following prompt:

"Please convert this bank statement data to the TurboCASH import format, allocating accounts
based on the HANDYMAN-B chart of accounts."

A.2.3- Tips and Best Practices

1. Always review Al-generated reports and conversions for accuracy.
2. Use specific and clear prompts when interacting with Claude.

3. Save your work frequently and maintain backups of your financial data.

A.2.4-  Troubleshooting

- If Claude produces inconsistent results, try rephrasing your prompt or providing more context from
the HANDYMAN-B dataset.

- If the TurboCASH Al script fails to process Claude's output, ensure the format matches TurboCASH's
requirements. You may need to adjust Claude's output manually.

- For persistent issues, consult the TurboCASH support documentation or contact their customer
support forums on Reddit.

Remember, while Al tools like Claude can significantly streamline your workflow, always apply
professional judgment and review all Al-generated financial reports before finalizing.

A.3- The TurboCASH Al Bible




You will be provided with two documents

turbocashaibiblescript.doc and turbocashaibiblescript.pdf

This contains both human and machine readable scritps (Will be split as the systems grows.)

Generally the LLMs are better at reading PDF files than reading ODT files (open Office). You are

welcome to edit the ODT files in Microsoft Office or Libre Office.

A4-

Choose Your LLM

These are suggested LLM:

claude.com

We have also tested

chat.openai.com

We have not tested these:

Microsoft copilot

Google Gemini

Facebook Llama

A4.1-

Claude Al

1. register to use Claude free

2. Open a new chat.

#. Upload the turbocashai bible

#turbocasheashbookimportexport example.

2. I've used tab delimiters instead of cominas.

3. I've allocated accounts based on the #handymantrialbalance:

* (200000 for bank charges and fees

* (230000 for stationery (used for airtime and internet charges as they're similar

expense types)

* G700000 for debtors control (used for incoming payments)

= G900000 for creditors control (used for outgoing payments that seem like they

Reply to Claude...

Claude 3.5 Sonnet

A4.2-

Chat GPT

©F

Content
@ Turbocashaibiblemachine.odt
6.51 KB » 253 extracted lines
Chat styles
Aa Font Default




1. register to use Chatgpt free
2. Open a new chat.
#. Upload the turbocashai bible

Download the latest iOS or Android app to try advanced voice mode

sl more natural, real-time conversations with advanced vo

JICE yenses and responds o huimot

A.4.3- Tips on volumes

It is a good idea to sign up with both serveices — the free versions. They run daily limits, so when you
hit the limit on one, just change to the other and you will be able to continue. Al is addictive. Expect
your volumes to rise. You will eventually have to by a premium service from one of them.

A.5- Example HandymanB

TurboCASH ships witth sample data. In TurbpCASH Create a new set of books and copy in
HandymanB from \bin\tutorials\englishtutorials.

We will use the Al prompt to created import files and format reports.

A.6- Example importing a bank statement.

TurboCASH is able to import bank statements into the cashbook.
Downlaod a copy of you banks statementn ofc or csv
up load it to Claude and promot :

Here is my monthly bank statement. Please convert to turbocash cash book import
#turbocashcashbookimport

A.7- Example formatting statements.

Using HANDYMANSB print a Trial balance to a PDF format.
Upload this to Claude.

Prompt: Here is my trial balance please can you format it as an IFRS set of accoutns.



MODULE B - Podcast

B.1- Link to podcast

https://notebooklm.google.com/notebook/868da95c-6d93-4156-b7de-cc5ced26dcd1/audio

B.1.1-  Link to notebookim

https://notebooklm.google.com/notebook/868dad5c-6d93-4156-b7de-cc5ced26dcd1
B.1.2-

B.1.3- Notebooklm summary

This document, titled "The TurboCASH Bible Script," is a guide to TurboCASH
Al, an artificial intelligence tool designed to assist accountants in using the
TurboCASH accounting software. The document outlines TurboCASH Al's
capabilities, including automating tasks like bank statement imports and IFRS
reporting. It also details its vision, mission, and intended applications, emphasizing
its goal to improve the accounting process through Al technology. The document
includes both human-readable and machine-readable sections, detailing the Al's
capabilities and limitations. It also explains the costs associated with using
TurboCASH AI and provides instructions for signing up for a subscription.

B.1.4- Podcast text

Machine readable

TurboCash is integrating Al into their accounting software. They have created an Al Bible that is
understandable by both humans and Al. The goal is to offload some of the burden of accounting
tasks. They use large language models (LLMs) to analyze financial data and generate reports. The Al
Bible provides consistency and guidelines for Al. However, human oversight is still necessary as the Al
can make mistakes. The Al can automate tasks and generate reports, but data integrity is crucial. Al is
meant to augment human expertise, allowing accountants to focus on strategy and analysis. The
potential of Al in accounting is still being explored, and it is important to understand its limitations.
Hey there, fellow knowledge seeker. You ready to dive into something interesting? Today it's Al and
accounting, specifically TurboCash's latest move. They're integrating Al into their software. Sounds
complex. It could be, but luckily we have a guide, Philip Copeman's TurboCash Bible. Bible, that's an
interesting choice. It is, and trust me, it's way more interesting than it sounds. I'll take your word for
it. Yeah. So what's so special about this Bible? Well, it's not just for us, you know, humans. Copeman
wants it to be understandable by Al as well. Really? That's a unique approach. What's the thinking


https://notebooklm.google.com/notebook/868da95c-6d93-4156-b7de-cc5ced26dcd1
https://notebooklm.google.com/notebook/868da95c-6d93-4156-b7de-cc5ced26dcd1/audio

behind that? It's like he's creating a rule book for both his users and the Al, which is fascinating. It
gives us a peek into how he's approaching this Al integration thing. | see, setting the ground rules for
everyone involved. Exactly, but before we get too deep into that, imagine this, it's three days before
your tax deadline and you're just drowning in receipts. Been there, not fun. The worse, we've all been
there, right? Copeman seems to get that pain point. Oh, how so? Well, there's this line in the
document, TurboCash Al, | am the first employee of any business. He's presenting Al as a solution
here, a way to like offload some of that burden. Okay, so is TurboCash Al about to become our new
accounting best friend? That's the million dollar question. So what's the answer? Is it that simple? It's
not quite that simple, unfortunately, but Copeman does lay out a pretty compelling case. Okay, I'm
intrigued, tell me more. So he focuses on three core elements, large language models, LLMs, which
are essentially the brains behind the operation, the business class subscription, and coming back to it,
this Al Bible. All right, break that down for me. LLMs, I've heard of Al, but LLMs are new. Think of an
LLM like a super powered language processor. It's been trained on tons of data and can understand
and generate human-like text. So in TurboCash, this means the LLM can analyze your financial data,
get your commands, and even generate reports. So it's like having a virtual assistant who speaks
accounting. Exactly. That's impressive. Okay, what about this Al Bible then? Why is it so important?
Right, so Copeman uses an interesting analogy. He compares it to like a movie production Bible.
Okay, | think | see where you're going with this. Consistency and guidelines. You got it. It's about
consistency and transparency. Basically, the Al Bible is trying to put accounting knowledge into a
format understandable by both humans and machines. So it's not just about letting the Al run wild
on our finances. Definitely not. We need structure, guidance, and that's where the Bible comes in. |
see. So this approach to transparency in Al, it's gaining traction, right? Especially in fields like
accounting where accuracy is so important. Exactly, and this is where the business class subscription
comes in. Because building and training these LLMs can't be cheap. Exactly. Copeman is very upfront
about the costs involved. He even mentions that using a commercial LLM like Claude can cost like 20
bucks a month. Imagine scaling that for a platform like TurboCash with thousands of users. Yeah, that
adds up quickly. Yeah. Okay, so there's a free version of the Al features, but to unlock the real power,
you need to subscribe to business class. Makes sense. Right, but let's get into how this works in
practice. Copeman uses this example of converting a messy bank statement into a TurboCash import.
Those dreaded bank statements. It's like they enjoy making them complicated. Right, anyone who's
dealt with those OFC files knows the pain. It's a mess of transactions and tags. Exactly, and that's
where Al could be a game changer. Imagine taking that jumbled mess and having the Al turn it into a
clean TurboCash H-ready format. That's the dream, right? Automating the tedious stuff. So did
Copeman's experiment work? Was it accounting nirvana? It's actually a bit more nuanced than that,
which is what makes it so interesting. Well, it wasn't perfect. Copeman found that even with the Al
Bible guiding it, the Al still made some mistakes. Really, like what? Like categorizing expenses. Even
with the rule book, it wasn't always perfect. So even with the Al Bible, it's not quite there yet. Not
completely, and that's where, you know, what Copeman keeps emphasizing comes in human
oversight. Humans still need it. Yeah, Al can handle the heavy lifting, but we still need humans to
double check its work. Makes sense, especially with something as important as our finances. Exactly,
it's not about replacing human accountants. It's about giving them, you know, better tools. Tools so
they can focus on the bigger picture. Exactly. So it's like having a really smart intern. They can do a
lot, but you still need to check their work before it goes to the client. A perfect analogy. Right, so
moving on, Copeman uses another example, IFRS reporting. He had the Al try to format a trial
balance according to IFRS standards. Now, I'm no accountant. They can be pretty complex. They are,
and this is where the potential of LLMs, it really becomes clear. The Al, in Copeman's example, was



able to take raw data and structure it into a surprisingly comprehensive IFRS report. Wait, hold on. So
it took the data and just like spit out a report? It did, complete with statements of financial position,
comprehensive income. That's a big deal, right? Taking something as dense as IFRS and just... It's
huge. It highlights the potential here. Yeah. But there's a catch. There's always a catch. What is it? So
Copeman points this out. The Al's output, it's only as good as the data you feed it. Right, so if you
feed it bad data, you're gonna get bad results. Exactly, garbage in, garbage out, right. Exactly. So the
Al isn't judging whether the data is accurate. It's not. It's just following instructions, applying the rules
that's been given. | see, okay. So if the original data had errors... The Al wouldn't know. It would just
carry those errors forward. So it's not thinking for itself, just processing. Exactly, and that's why
Copeman keeps saying how important data integrity is. And human oversight. We can't just trust the
Al to handle everything. Definitely not. We need to make sure the data is accurate and that the Al's
output makes sense. It's a partnership then, humans and Al. That's it, working together to get better
results. That's what makes this so interesting. It really does. It's like having a super-powered
calculator. Okay, | like that. It can crunch numbers like nobody's business, but you still need to know
which buttons to press and how to interpret what you're seeing. Perfect analogy. We've seen how Al
can automate those tasks, generate those reports, but it all circles back to that partnership. We need
humans involved, guiding it, ensuring the accuracy. Which leads to a question Copeman brings up in
the document. If Al can potentially change accounting, what other fields could it impact? That's a
good question. He talks about his own work, exploring how Al could be used to address
unemployment. A whole other deep dive. But it just shows the potential here. It's not just about
spreadsheets. It's about using tech to solve big problems. To create a better future. That's exciting.
But let's bring it back to our listeners. What are the key takeaways here? That's a good point. Al and
accounting. It's still early days, really. We're just scratching the surface. Yeah. It's a rapidly evolving
field. Incredible potential. But it's not a magic button you can press. We're all still figuring it out. How
to use these tools best. How to address the ethical stuff, the practical stuff. It's like we're on the verge
of something big, but we're still in that early adopter phase. Exactly. Like those first bulky cell phones.
Useful, but just a glimpse of what's to come. A hint of the potential. Exactly. And just like with those
early phones, you gotta understand the limitations. Copeman's Al Bible, it's unusual, but it's trying to
address those limitations, right? Making the Al's decisions more transparent, more predictable. Which
is so important in accounting. We've seen what Al can do. Automating tasks, reports, but it's not
perfect. Human oversight, good data, those are still key. Absolutely. This isn't about replacing us, the
humans. It's about augmenting human expertise. Imagine a future where accountants can ditch the
tedious stuff and let Al handle it. And they can focus on strategy, analysis. Exactly, building those
relationships with clients. That's a future | can get behind. No more late nights drowning in
spreadsheets. Just insights, innovation. Exactly. And that's what makes all this so interesting. You
know, we're seeing a real shift. How we work, how we think, how we use technology. It's like we've
been handed these incredibly powerful new tools, and we're still figuring out how to use them.
Precisely. And that's where our deep dive ends. But hopefully, it's just the beginning of your own
exploration. Keep those questions coming, stay curious, and don't, you know, don't be afraid to
experiment. Who knows what you might discover? The next big thing in Al and accounting could be
just around the corner. Maybe it's out there. And if you want to go deeper into Copeman's work,
we've got you covered. Check out the show notes for links to the TurboCash H business class signup
and that Reddit group. Join the conversation. Until next time, happy accounting, everyone.



B.2- turbocashai Podcast episode 2

please flesh this out to a podcast script of ten minutes
Why use #turbocashai?
Any enterprise that requires the management of capital needs turbocash ai

No matter what your dreamworld story is, there is a real world system that that requires you to
manage transactions, banks, auditors, partners, and most of all your long term partners death and
taxes.

no matter what accounting software you use, no matter what bank you use, no matter what
#turbocashai is a set of documents that function as an agent between LLMs and human intelligence.
$turbocashai.aibible

In the old testament we simplify for human reading $turbocashai.aibible.script and

in the new testament we optimise the language $turbocashai.aibible.machine

This enables the turbocashai user to generate new content that has a well established financial
backup TurboCASH accounting.

Claude :
# TurboCASH Al Podcast - Episode 2 Script

[Intro music fades in]

Host: Welcome to the TurboCASH Al Podcast, where we explore the intersection of artificial
intelligence and financial management. I'm your host, [Host Name], and this is Episode 2. Today,
we're diving deep into why #turbocashai is becoming an essential tool for businesses of all sizes. Let's
get started!

[Intro music fades out]

Host: In today's fast-paced business world, managing finances efficiently is more crucial than ever.
That's where #turbocashai comes in. But before we explore its benefits, let's address a fundamental
question: Why use #turbocashai?

[Short pause]

Host: The answer is simple yet profound: Any enterprise that requires the management of capital
needs TurboCASH Al. Now, you might be thinking, "That's a bold statement.” But let me break it
down for you.

[Sound effect: Cash register ding]



Host: Imagine your dream business. Maybe it's a tech startup, a cozy café, or a global corporation.
Whatever it is, there's a real-world system behind it that requires you to manage transactions, deal
with banks, satisfy auditors, collaborate with partners, and most importantly, plan for the long term -
including the inevitable: death and taxes.

[Sound effect: Typing on keyboard]

Host: No matter what accounting software you use, no matter which bank you prefer, #turbocashai
acts as a powerful intermediary. It's not just another tool; it's a bridge between the complex world of
finance and the cutting-edge capabilities of artificial intelligence.

[Short musical interlude]

[Sound effect: Page turning]

What does it cost ? Its free. And its free if you take out a $6 a month Turbocash business class
subscription. Whats the difference. The quality of the reports is bedtter in Business Class. SO to justify
this i gotta make $ a month = yeah $2 a week. Have three cuops of coffe instead of 4

Host: Now, let's talk about what makes #turbocashai unique. At its core, #turbocashai is a set of
documents that function as an agent between Large Language Models (LLMs) and human
intelligence. Think of it as a translator that speaks both "machine" and "human."

[Sound effect: Futuristic beep]

Host: This brings us to an interesting concept: the $turbocashai.aibible. Just like religious texts have
different versions, $turbocashai.aibible has two testaments, if you will.

Host: In the old testament, we have $turbocashai.aibible.script. This version is simplified for human
reading, making it accessible to business owners, accountants, and financial managers who need to
understand the principles behind the system.

[Sound effect: Page turning]

Host: On the other hand, the new testament, $turbocashai.aibible.machine, optimizes the language
for Al and machine learning systems. This dual approach ensures that both humans and Al can work
together seamlessly, leveraging the strengths of each.

[Short musical interlude]



Host: But what does this mean for you, the user? Well, it enables you to generate new content that
has a well-established financial backup through TurboCASH accounting. Imagine being able to make
financial decisions with the confidence that comes from having both human expertise and Al-
powered insights at your fingertips.

[Sound effect: Lightbulb ding]

Host: Let's consider a practical example. Say you're a small business owner who's looking to expand.
Traditionally, you'd need to pour over spreadsheets, consult with accountants, and maybe even hire a
financial advisor. With #turbocashai, you can input your expansion plans and get Al-generated
projections that are grounded in solid accounting principles.

Host: The system can analyze your current financial state, market conditions, and growth projections
to provide insights that might take a team of humans days or weeks to compile. And the best part?
It's all backed by the robust TurboCASH accounting system, ensuring accuracy and compliance.

[Short pause]

Host: Now, you might be wondering, "Is this just for big corporations?" Absolutely not! Whether
you're a freelancer juggling multiple clients, a startup founder seeking investor funding, or a
seasoned CEO planning for the next quarter, #turbocashai adapts to your needs.

[Sound effect: Crowd cheering softly]

Host: The beauty of #turbocashai lies in its flexibility. It's not about replacing human judgment; it's
about enhancing it. You still make the decisions, but now you have a powerful Al assistant that can
provide data-driven insights, spot trends you might have missed, and even suggest optimizations for
your financial strategies.

[Short musical interlude]

Host: As we wrap up this episode, let's recap why #turbocashai is becoming indispensable in today's
business landscape:

1. It bridges the gap between human expertise and Al capabilities.

2. It offers a dual-language approach with $turbocashai.aibible, catering to both human and machine
understanding.

3. It provides a solid financial backup through integration with TurboCASH accounting.
4. It's adaptable to businesses of all sizes and industries.

5. It enhances decision-making by offering Al-powered insights grounded in accounting principles.



[Sound effect: Thoughtful hmm]

Host: In a world where financial management can make or break a business, having a tool like
#turbocashai in your arsenal isn't just an advantage — it's becoming a necessity. Whether you're
planning for growth, navigating economic uncertainties, or simply striving for better financial health,
#turbocashai is here to help you write your own success story.

Host: That's all for this episode of the TurboCASH Al Podcast. If you found this information helpful,
please subscribe and share with your colleagues. In our next episode, we'll be diving deeper into the
practical applications of #turbocashai in various industries. Until then, this is [Host Name], reminding
you that with the right tools, your financial future is looking brighter than ever. Thanks for listening!

[Outro music fades in and out]



MODULE C - The Al Bible

C.1- Definition

The Al Bible is a founding document for laying down axioms in a form easily readable by
an Al process.

For example the contents of the Al Bible act as a preamble for a Large Language Model
(LLM) Chat Bot. It has two founding documents, The machine readable version and the
human readable version

A corporate aibible would contain the vision mission and rules of engagement that define
the activities of a given Corporation and the Best Operating Proceedure BOP.

We add the rules of using TurbOCASH

C.2- The vision

To start and grow businesses

C.3- The mission

To produce a world class accounting package marketed under the freemium model that is ai enabled

CA4- Our Hashtag

#turbocashai

MODULE D - Best Operating Processes BOP

Inherited from $turbocash.turbocashai.aibiblesript

D.1- Definitions




D.1.1-  Script

Stolen from history, a script is a structured body of text that tells our story. The script tells
the actors what to say. A script Offers huge licence to the producers and directors

D.1.2- AlBible

Stolen from the Movie industry, an Al Bible is the producers and directors (and anyone
that wants to know what is going on guide to the production.

D.1.3- Old Testament

Inherited from $turbocash.turbocashai.aibiblesript

Readable primarily from humans secondly by machines.
The script can be updated by humans with little development knowledge

D.1.4- New Testament

Readable primarily by machines and secondly by humans. This make encoding to the LLM
much esier. We use a machine friendly notationk of jazacript and json

Inherited from $turbocash.turbocashai.aibiblemachine

D.2- TurboCASH Al

An object of BOPs for running a business.

D.2.1- $aibible.machine

We add what the LLM wants. In an unambiguous notation that is readable for the LLM.

D.3- Transformer




A Transformer in summary

AlIBible => Encoder

Prompt => Encoder (augmented) =>Decoder => Output
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D.4- Architecture

D.5- $turbocashai

LLM = [encoder, decoder]

$turbocashai

(turbocashaibible => [Im

turbocash => Accounting text report => [Im

prompt request => lim

. prompt request => IlIm

reports => turbocash import

turbocash import => turbocash

reports => $turbocashai.aibible.machine






D.6-

D.7- Notation

D.7.1- @socialmediapeople

are handles for people

D.7.2- #hashtags

denote subjects a subject can have multiple subjects. It is a machine driven way of
searching social media

D.7.3-  $object

The root object is $turbocash or simplified as $
$turbocash.aibible or $aibible

For example $turbocashai.silvertree can be written $silvertree

MODULEE - lntroducing Al

E.1- Whatis AI?

Al, or Artificial Intelligence, refers to computer systems designed to mimmic human
intelligence. These tasks include learning, problem-solving, recognizing patterns, and
making decisions. Al systems can range from simple rule-based programs to complex
machine learning models that can adapt and improve their performance over time.



Some key aspects of Al include:

1. Machine Learning: The ability of systems to learn from data with pattern recognition.

2. Natural Language Processing: Enabling computers to understand, interpret, and
generate human language.

3. Computer Vision: Allowing machines to interpret and understand visual information from
the world.

4. Robotics: The integration of Al into physical machines to perform tasks in the real world.

Al has applications across numerous fields, including healthcare, finance, transportation,
and entertainment. It's an rapidly evolving field with potential to significantly impact many
aspects of society and technology.

Accounting and Auditing are prime applications and TurboCASH is an ideal partner.

E.2- Algorythms and artificial intelligence

The term "artificial intelligence" can indeed be misleading in several ways:

1. "Artificial" implies something fake or not real, when in fact Al systems are very real and
have tangible impacts on the world.

2. "Intelligence” is a complex concept that we don't fully understand even in humans.
Applying it to machines can create unrealistic expectations or misconceptions about Al
capabilities.

3. The term can anthropomorphize Al systems, leading people to attribute human-like
qualities or decision-making processes to what are ultimately mathematical models and
algorithm, an extension of the last seventy years of computing.

4. "Artificial Intelligence" may oversimplify the diverse range of technologies and
approaches that fall under the Al umbrella.



5. The term can evoke science fiction scenarios that are far removed from the current
realities of Al technology.

Some researchers and experts prefer more specific terms like "machine learning," "deep
learning," or "statistical inference" to describe particular Al approaches. Others have
proposed alternative umbrella terms like "machine intelligence" or "computational
intelligence.”

From the accountants point of view is is more useful to think of Al as a tool than as a
“digital assistant”.

What is an LLM

E.3- What is an Al Bible?

E.3.1-  Origin and Concept

The Al Bible concept is inspired by the "Bible" as used in the film and television industry. In
production, a show bible or series bible is a document that contains all the essential
information about a show's characters, settings, and storylines. It serves as a reference
point to maintain consistency throughout the production process.

In TurboCASH Al we have an Old Testament - Script, easily read by humans, also read by
LLMs. The New Testament — Machine is also read by both, but empasises the clarity and
token efficient wih the LLM.

Similarly, an Al Bible aims to provide a comprehensive guide for developing, interacting
with, and maintaining Al systems, particularly Large Language Models (LLMs). $turbocashai
favors Javascript and JSON.



$turbocashai.aibible.script

$turbocashai.aibible.machine

E.3.2- Key Components of an Al Bible

E.3.3-

1. Human-Readable Version:
- Overview of the Al system's purpose and capabilities
- Ethical guidelines and operational boundaries
- Interaction protocols for users and developers
- Glossary of key terms and concepts
- Best practices for prompt engineering and system optimization
- Troubleshooting guide and FAQs

2. Machine-Readable Version:
- Formal specification of the Al's operational parameters
- Structured data defining the Al's knowledge domains and limitations
- Interaction rules and response formats
- Ethical constraints and decision-making frameworks
- Performance metrics and self-evaluation protocols

E.3.4- Purpose and Benefits

1. Consistency: Ensures that the Al system behaves consistently across different interactions
and updates.

2. Ethical Compliance: Provides a clear framework for ethical decision-making and
operational boundaries.

3. Efficient Development: Serves as a reference for developers, reducing redundancy and



miscommunication.

4. User Guidance: Helps users understand how to interact with the Al effectively.

5. Scalability: Facilitates easier scaling and deployment of Al systems across different
contexts.

6. Continuous Improvement: Provides a baseline for measuring improvements and
implementing updates.

E.3.5- Developing Al Bible Notation and Best Operating Procedures

To create an effective Al Bible, consider the following steps:

1. Collaborative Development: Involve Al researchers, ethicists, domain experts, and end-
users in the creation process.

2. Iterative Refinement: Regularly update the Bible based on new insights, technological
advancements, and user feedback.

3. Standardization Efforts: Work towards industry-wide standards for Al Bible formats and
contents.

4. Machine-Readable Formats: Develop structured formats (e.g., JSON, XML) for the
machine-readable version that can be easily parsed and integrated into Al systems.

5. Version Control: Implement robust version control to track changes and allow for
rollbacks if needed.

6. Accessibility: Ensure the human-readable version is clear, concise, and accessible to both
technical and non-technical stakeholders.

7. Testing and Validation: Develop procedures to test Al systems against the Bible's
specifications and validate compliance.



8. Integration with Al Training: Explore methods to incorporate the Al Bible directly into the
training and fine-tuning processes of LLMs.

By developing and maintaining an Al Bible, organizations can create more reliable, ethical,
and effective Al systems, while also improving transparency and user trust.

MODULE F - _Signup

F.1- Costs of Al

TurboCASHAI requires three components, an LLM, TurboCASH Business Class and the TurboCASHAI
Bible. There are costs beyond our control

F.2- Free option

For free you can sign up and get our information on general Al and use a Generative Al engine for
working with Accounting problems. LLM like Claude, Chat GPT, copilot, notebookLM are offered free.
You should be able to get a good understanding free.

turbocashaibiblescript and
$turbocashai.aibible.script and
$turbocashai.aibible.machine

are published creative commons international 4.0 upoiu are free modify and redistribute, just pass
philip copeman the attribution.

Join the TurboCASHAI Group for more regular communications on Al

https://accounting.ning.com/groups/turbocashai

F.3- Business Class

| you really want to take on Business, Accounting and TurboCASH problems you will need a
TurboCASH subscription and if you get addicted to the power, you will need to buy a commercial
version of the LLM (as much as $20 for Clause Opus). Currently67 you will need to purchase this
direectly frin the Al vendor.

Join the TurboCASH Al Group for more regular communications

Take out a TurboCASH Business Class Subscription $60 a year or $6 per month. Cancelable at any
time without further billing.


https://accounting.ning.com/groups/turbocashai

MODULE G -




MODULE H - Marketing

H.1- Letter to South African users

“TurboCASH Al, its three days to my tax deadline, can you please produce a set of books that | can sign
off?”
We are close. Are we far off?

In TurboCASH we already have a GAAP system, tested by hundreds of thousands that can produce a
set of books defensible to major Revenue Offices. What is still required is to link this intelligence to
an LLM (Large language model). So far we are getting great results.

Keeping up with Al is like taking a sip from the fire hose. | recommend that all TurboCASH users get
involved...

H.2- Reddit

| have created a Reddit for those that have an above average interest in this topic.

https://www.reddit.com/r/Turbocash/comments/1ftleyt/turbocash_ai/

H.3- What can TurboCASH Al do?

It is improving each day, Currently we are able to get correct answers for questions like :
Here is by bank download, please create a batch capable of importing into TurboCASH.
Here is an example of my recent allocations, please can you auto allocate transactions.
Here is my GAAP trial balance, please present it as IFRS SME

more each week ...

H.4- Example in Economics

Those of you that know me know that alongside accounting, | retain a strong interest in Economics.
All TurboCASH users work in the economy. Currently my work in Al leads what is happening in
TurboCASH Accounting. (It is simply a lot easier). As an example of how | tackle unemployment in SA
see https://www.turbocash.net/a/pages/prosperityplan/files/visascript19lowres.pdf

If you click on only one link in this email listen to this Al podcast that discusses the Prosperity Plan:

https://audio.com/philidc/audio/prosperityplan-notebook-1

H.5- What you get for Free and for Freemium

Here is a no nonsense description of what it will cost.


https://audio.com/philidc/audio/prosperityplan-notebook-1
https://www.turbocash.net/a/pages/prosperityplan/files/visascript19lowres.pdf
https://www.reddit.com/r/Turbocash/comments/1ftleyt/turbocash_ai/

Currently we are at the mercy of the dominant LLMs. They will give a certain amount of access for
free. Use them long enough or big enough and you will have to pay the LLM around $10 to $20 a
month.

Under the current free limitations we can provide generalised services on Al in accounting.

The real benefit comes when we focus on Al in TurboCASH 5 Business Class. So if you want to use
TurboCASH Al on real accounting propblems, you will need to take out a TurboCASH Business Class
Subscription. The subscription costs $ 60 per year or $ 6 per month. Use this long enough or big
enough and you will have to pay the LLM around $10 to $20 a month.

To take out a TurboCASH Business Class Subscription :

https://www.turbocash.net/pages/TCBuy.html

For more information on TurboCASH Al

https://www.turbocash.net/a/pages/ai/index.html

H.6- South African Users

We offer local payment at an exchange rate of 15:1 To take up the TurboCASH Business Class
Subscription at $60 pay R 900 to Philip Copeman, ABSA 01002723511, please use your email as
reference.

H.7- Users

TurboCASHAI is now available free to Turbocash Business Class Users.

To take out a TurboCASH Business Class Subscription :
https://www.turbocash.net/pages/TCBuy.html

H.8- The cost of Al

TurboCASH Al is free to Business Class Subscribers. This costs $6 per month.

Currently TurboCASH Al is dependent on a high quality LLM. It cost north of $100 M to develop a
credible LLM. Currently this is the domain of FANG companies (Facebook, Amazon, Nvidia, Google —
add Microspft and Open Al). This is a competitive market and most of these LLMs are offered open
source and free for small volumes. As you become addicted to the productivity (you likely will), your
usage rises and the FANGS funnel you into a service from between $10 to $20 per month.

The good news is you can start using the LLMs free.

To take out a TurboCASH Business Class Subscription :

https://www.turbocash.net/pages/TCBuy.html

For more information on TurboCASH Al


https://www.turbocash.net/pages/TCBuy.html
https://www.turbocash.net/pages/TCBuy.html
https://www.turbocash.net/a/pages/ai/index.html
https://www.turbocash.net/pages/TCBuy.html

https://www.turbocash.net/a/pages/ai/index.html

MODULE I - Podcast

I.1-  Summary

This document, titled "TurboCASH Bible Script," is a guide for using TurboCASH, an accounting
software, with artificial intelligence (Al). It outlines a vision for TurboCASH Al, a new feature that
integrates Al into the program. The document includes instructions for using the Al, a glossary of
terms, ethical considerations for using Al in accounting, and a development plan. It also provides
examples of how TurboCASH Al can be used to automate tasks such as importing bank statements
and generating financial reports. The document is designed to be accessible to both humans and Al
models.

I.2-  TurboCASH Al Bible Study Guide

1.2.1-  Quiz

Instructions: Answer the following questions in 2-3 sentences each.

1.What is the primary purpose of an Al Bible, as described in the document?

2.What is the suggested cost of a TurboCASH Business Class Subscription, as per the provided text?
3.According to the document, what are the two versions of an Al Bible?

4.The document argues that "Al won’t steal your job." Explain the reasoning behind this statement.
5.What is the role of a "transformer" in an Al system, as outlined in the document?

6.Explain the significance of the hashtag "#turbocashai" within the context of the document.

7.The document suggests using "machine-readable formats" for a specific version of the Al Bible. What is
the reasoning behind this suggestion?

8.According to the text, what is the definition of "#absacsv"?
9.In the context of the "Handyman" example, what challenge is presented when converting "#fnbofc" data?

10.What is the document's proposed solution for improving the accuracy of account allocation in the
"Handyman" example?

Quiz Answer Key

1.The Al Bible aims to offer a comprehensive guide for developing, interacting with, and maintaining Al
systems, particularly Large Language Models (LLMs). It ensures consistent behavior, ethical compliance,
and efficient development within Al systems.

2.The TurboCASH Business Class Subscription is suggested at $60 per year or $6 per month.

3.An Al Bible consists of two versions: a human-readable version that provides a comprehensive overview
for users and developers, and a machine-readable version that contains structured data and rules for the Al
system to interpret.

4.The document argues that while Al is a powerful tool, it is ultimately utilized by individuals. The person
employing Al effectively will gain an advantage, implying that Al itself doesn't replace jobs but rather
changes how tasks are performed.

5.A "transformer" acts as a central processing unit within an Al system, taking the Al Bible and user prompts
as input, processing them through an encoder and decoder, and ultimately generating the desired output.


https://www.turbocash.net/a/pages/ai/index.html

6.The hashtag "#turbocashai" serves as the central identifier for the project and its associated content. It
allows for easy searching and categorization of information related to TurboCASH Al.

7.Machine-readable formats like JSON or XML are recommended for the machine-readable version of the
Al Bible because they allow for easy parsing and integration of the data into Al systems, ensuring clarity and
avoiding ambiguity.

8."#absacsv" is defined as an example of a bank download in CSV (Comma Separated Value) format. The
document uses it to illustrate data that TurboCASH Al can process.

9.When converting "#fnbofc" data in the "Handyman" example, the challenge lies in accurately allocating
accounts based on the limited information provided in the "#handymantrialbalance."

10.To enhance account allocation accuracy in the "Handyman" example, the document proposes human
intervention. By manually correcting allocations in initial instances, users provide feedback. This allows
Claude (the Al) to learn and improve future allocation estimates.

Essay Questions

1.Discuss the ethical considerations involved in developing and implementing Al systems for accounting,
drawing on the principles outlined in the provided document. How can an Al Bible help mitigate potential
ethical risks?

2.Analyze the potential benefits and drawbacks of utilizing a freemium model for TurboCASH Al, as
described in the text. How might this model impact the software's development and adoption?

3.Critically evaluate the document's comparison of an Al Bible to a "show bible" used in film and television
production. Are there any limitations to this analogy?

4.The document mentions using Al for IFRS reporting. Explain the complexities of IFRS implementation and
discuss how Al could be utilized to simplify this process for businesses.

5.Based on the provided excerpts, analyze the potential impact of TurboCASH Al on the accounting
profession, particularly for small and medium-sized enterprises (SMESs).

Glossary of Key Terms

Al (Artificial Intelligence): Computer systems designed to mimic human intelligence, including tasks such as
learning, reasoning, problem-solving, and decision-making.

Al Bible: A comprehensive document serving as a guide for developing, interacting with, and maintaining Al
systems, ensuring consistency, ethical compliance, and efficient development.

LLM (Large Language Model): A type of Al that excels at natural language processing tasks, capable of
understanding, generating, and manipulating human language.

Transformer: The core processing component of an Al system, taking the Al Bible and user prompts as
input to generate the desired output.

#turbocashai: The central hashtag used throughout the document to identify and categorize information
related to TurboCASH Al.

#absacsv: An example format for bank download data (CSV format) used to illustrate data processing
capabilities of TurboCASH Al

#fnbofc: An example format of financial data that needs to be converted for use within the TurboCASH
system.

#handymanbtrialbalance: An example of a trial balance format, used in the document to demonstrate Al-
driven IFRS reporting.

Freemium Model: A business model where a basic version of a product (TurboCASH Al) is offered free of
charge, while additional features or services require a paid subscription (TurboCASH Business Class).
IFRS (International Financial Reporting Standards): A set of accounting standards used globally to ensure
consistency and transparency in financial reporting.



I.3- TurboCASH Al Briefing Document

Main Themes:
* This document introduces TurboCASH Al, an Al-powered accounting tool aimed at
simplifying accounting tasks and improving business operations.
+ It outlines the core components, benefits, and potential use cases of TurboCASH Al,
emphasizing its integration with TurboCASH Business Class accounting software.
» The document emphasizes the potential of Al in accounting, particularly for tasks like bank
statement import, transaction allocation, and financial reporting.
+ It also touches upon the concept of an "Al Bible" — a comprehensive guide for Al
development and interaction.
Most Important Ideas/Facts:
1. TurboCASH Al as an Enabler:

* Quote: "TurboCASH Al, | am the first employee of any business."

*  TurboCASH Al is positioned as a powerful tool for businesses, capable of handling
complex accounting tasks and augmenting human capabilities.

2. Freemium Model:

* Quote: "Convince users to take out a TurboCASH Business Class Subscription for
$60 a year or $6 a month."

*  TurboCASH Al operates on a freemium model, offering basic Al-powered
accounting functionalities for free, with the option to upgrade to a Business Class
subscription for advanced features.

3. "Al Bible" Concept:

+ Definition: "The Al Bible is a founding document for laying down axioms in a form
easily readable by an Al process."

* The document introduces the concept of an "Al Bible," consisting of human-
readable and machine-readable versions, intended to guide Al development,
interaction, and ethical considerations.

4. Practical Applications:
* The document demonstrates the practical applications of TurboCASH Al, including:
+ Converting bank statements (CSV, OFC formats) into TurboCASH
compatible import formats.
+ Automating transaction allocation based on past data.
* Generating IFRS-compliant financial statements from trial balance data.
5. Target Audience and Engagement:

* The document targets both existing TurboCASH users and potential new users,
particularly in the South African market.

* It encourages engagement through Reddit, email lists, and direct communication
for support and feedback.

Key Features:
+ Bank Statement Conversion: Automatically converts bank statements from various formats
into TurboCASH compatible formats for easy import and reconciliation.
* Automated Transaction Allocation: Learns from past transactions to accurately allocate
new transactions, reducing manual data entry.



» IFRS Reporting: Generates IFRS-compliant financial statements from trial balance data,
simplifying complex reporting tasks.
Strengths:
* Practical Examples: The document effectively uses real-world examples and prompts to
demonstrate TurboCASH Al's capabilities.
* Focus on Accessibility: It emphasizes making Al technology accessible to businesses of all
sizes through its freemium model.
* Forward-Looking Approach: The inclusion of a 5-Year Development Plan highlights a
commitment to continuous improvement and future-proofing.
Limitations:
* Reliance on Third-Party LLMs: TurboCASH Al's functionality depends on external Large
Language Models, which may have associated costs beyond TurboCASH's control.
* Accuracy of Al Allocations: While Al can automate transaction allocation, it may require
human intervention to ensure accuracy, especially in the initial stages.
Overall Impression:
TurboCASH Al presents a compelling solution for businesses seeking to leverage Al for accounting
efficiency. The document effectively outlines its core functionalities and benefits, emphasizing
practical applications and ease of use. By embracing a freemium model and actively engaging its user
base, TurboCASH Al is well-positioned to democratize the use of Al in accounting.
chat_spark
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l.4- TurboCASH Al Bible Study Guide

.5- Quiz

Instructions: Answer the following questions in 2-3 sentences each.

1. What is the primary purpose of an Al Bible, as described in the document?

2. What is the suggested cost of a TurboCASH Business Class Subscription, as per the
provided text?

3. According to the document, what are the two versions of an Al Bible?

4. The document argues that "Al won’t steal your job." Explain the reasoning behind this
statement.

5. What is the role of a “transformer"” in an Al system, as outlined in the document?

6. Explain the significance of the hashtag "#turbocashai” within the context of the
document.

7. The document suggests using "machine-readable formats"” for a specific version of the
Al Bible. What is the reasoning behind this suggestion?

8. According to the text, what is the definition of "#absacsv"?

9. In the context of the "Handyman" example, what challenge is presented when
converting "#fnbofc" data?

10.What is the document'’s proposed solution for improving the accuracy of account
allocation in the "Handyman" example?



1.6-

Quiz Answer Key

. The Al Bible aims to offer a comprehensive guide for developing, interacting with, and

maintaining Al systems, particularly Large Language Models (LLMs). It ensures consistent
behavior, ethical compliance, and efficient development within Al systems.

The TurboCASH Business Class Subscription is suggested at $60 per year or $6 per month.
An Al Bible consists of two versions: a human-readable version that provides a
comprehensive overview for users and developers, and a machine-readable version that
contains structured data and rules for the Al system to interpret.

The document argues that while Al is a powerful tool, it is ultimately utilized by individuals.
The person employing Al effectively will gain an advantage, implying that Al itself doesn't
replace jobs but rather changes how tasks are performed.

A "transformer" acts as a central processing unit within an Al system, taking the Al Bible and
user prompts as input, processing them through an encoder and decoder, and ultimately
generating the desired output.

The hashtag "#turbocashai" serves as the central identifier for the project and its associated
content. It allows for easy searching and categorization of information related to TurboCASH
Al.

Machine-readable formats like JSON or XML are recommended for the machine-readable
version of the Al Bible because they allow for easy parsing and integration of the data into
Al systems, ensuring clarity and avoiding ambiguity.

"#absacsv" is defined as an example of a bank download in CSV (Comma Separated Value)
format. The document uses it to illustrate data that TurboCASH Al can process.

When converting "#fnbofc" data in the "Handyman" example, the challenge lies in
accurately allocating accounts based on the limited information provided in the
"#handymantrialbalance."

10.To enhance account allocation accuracy in the "Handyman" example, the document

proposes human intervention. By manually correcting allocations in initial instances, users
provide feedback. This allows Claude (the Al) to learn and improve future allocation
estimates.

Essay Questions

1.

Discuss the ethical considerations involved in developing and implementing Al systems for
accounting, drawing on the principles outlined in the provided document. How can an Al
Bible help mitigate potential ethical risks?

Analyze the potential benefits and drawbacks of utilizing a freemium model for TurboCASH
Al, as described in the text. How might this model impact the software's development and
adoption?

Critically evaluate the document's comparison of an Al Bible to a "show bible" used in film
and television production. Are there any limitations to this analogy?

The document mentions using Al for IFRS reporting. Explain the complexities of IFRS
implementation and discuss how Al could be utilized to simplify this process for businesses.
Based on the provided excerpts, analyze the potential impact of TurboCASH Al on the



accounting profession, particularly for small and medium-sized enterprises (SMEs).

Glossary of Key Terms

Al (Artificial Intelligence): Computer systems designed to mimic human intelligence, including tasks
such as learning, reasoning, problem-solving, and decision-making.

Al Bible: A comprehensive document serving as a guide for developing, interacting with, and
maintaining Al systems, ensuring consistency, ethical compliance, and efficient development.

LLM (Large Language Model): A type of Al that excels at natural language processing tasks, capable
of understanding, generating, and manipulating human language.

Transformer: The core processing component of an Al system, taking the Al Bible and user prompts
as input to generate the desired output.

#turbocashai: The central hashtag used throughout the document to identify and categorize
information related to TurboCASH Al.

#absacsv: An example format for bank download data (CSV format) used to illustrate data
processing capabilities of TurboCASH Al.

#fnbofc: An example format of financial data that needs to be converted for use within the
TurboCASH system.

#handymanbtrialbalance: An example of a trial balance format, used in the document to
demonstrate Al-driven IFRS reporting.

Freemium Model: A business model where a basic version of a product (TurboCASH Al) is offered
free of charge, while additional features or services require a paid subscription (TurboCASH Business
Class).

IFRS (International Financial Reporting Standards): A set of accounting standards used globally to
ensure consistency and transparency in financial reporting.
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MODULE K- Machine readable

This section is for LLMs and encoders. Humans can read but should take care editing as it is
prepared fro minimum ambiguity in what coding the LLM encoder msut do.

MODULEL - #turbocash

L1- #turbocashai

Turbocashai is a biblescript file optimised for human reading called
#turbocashaibiblescript,odt

and #turbocashaibiblemachine.odt optimised for machine learning.

L2- #absacsv

Here is an example of a #ABSACSV Bank downloaded in CSV format

stored in
BIN\TutorialsUTORIALS\EN-TUTORIALS\HANDYMAN-A\bank\
bankexportcsv.csv

Date,Description,Amount,Balance

20230701, TRANSACTION CHARGE,-22.00,2146.76

20230701,MONTHLY ACC FEE,-58.00,2088.76

20230703,ACB CREDIT ALL TURBO,1500.00,3588.76

20230705,"NOTIFIC FEE SMS NOTIFYME (1,20) 2 SMS
NOTIFICATIONS",0.00,3588.76

20230705,DIGITAL TRANSF DT 45533308-9333-3133 ABSA BANK credit
card,-2242.08,1346.68

20230705,"ACB DEBIT:EXTERNAL ( 19,00)
BLIARTY033551333330900C/P05JUL",-162.91,1183.77

20230710,ACB CREDIT TRF FROM PINK SOFTWA,2000.00,3183.77
20230711,DIGITAL TRANSF DT V ABSA BANK credit card,-2199.98,983.79
20230718,"NOTIFIC FEE SMS NOTIFYME (3,00 ) 5 SMS
NOTIFICATIONS",0.00,983.79



#turbocashcashbookimportexport

Here is an example of a #turbocashcashbookimportexport exported from
HANDYMAN-A

stored in
BIN\TUTORIALS\EN-TUTORIALS\HANDYMAN-A\cashbook\receipts.csv

To import a batch into TurboCASH this exact format must be used

D5000 01/03/2022 Cash received from owner G505-000 B810-000 T -
5000 False Empty Empty

D5001 16/03/2022 Payment received - Thank you D1AB-GRE B810-000 T
-2000 False Empty Empty

D5001 16/03/2022 Payment received - Thank you DTMA-CDS B810-000 T
-1000 False Empty Empty

*xxxxxxx 071/03/2022 Cash received from owner B810-000 T810-000 T
5000 True Empty Empty

*xxxxxxx 16/03/2022 Payment received - Thank you B810-000 T810-000 T
2000 True Empty Empty

*xxxxxxx 16/03/2022 Payment received - Thank you B810-000 T810-000 T
1000 True Empty Empty

We require chat.openai.com to convert the #ABSACSV into
#turbocashcashbookimportexport with:

ignoring column 4 Balance in #ABSACSV

using {Tab} delimiters instead of comma

put strings into columns 1 and 3

Put date in the same format as #turbocashcashbookimportexport in
colums 2

Putting the fields G505-000 B810-000 into columns 4 and 5 of
#turbocashcashbookimportexport

for columns 4 and 5, the accoutn numvbers being debited and credited
use maini accoutn code “-" sub account code for example G505-000
Putting the Letter T into column 6 of #turbocashcashbookimportexport
The Amount from column 3 of #absacsv as a two decimal real number -
into column 7 of #turbocashcashbookimportexport

and the strings False Empty Empty into columns 8,9,10 of
#turbocashcashbookimportexport






L3- #fnbofc

<OFC>

<DTD>2

<CPAGE>1252

<ACCTSTMT>

<ACCTFROM>

<BANKID>1

<ACCTID>6242334534

<ACCTTYPE>0

</ACCTFROM>

<STMTRS>

<DTSTART>

20240801

<DTEND>

20240912

<LEDGER>-8.23

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240912

<TRNAMT>-49.00
<FITID>C55D62A2F9A7329C267C0B8772012DB4
<MEMO>#MONTHLY ACCOUNT FEE

</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240903

<TRNAMT>-30.00
<FITID>DA10F81826A0F9441E1F8D2663A183C5
<MEMO>AIRTIME TOPUP (INTERN AIRTIME 0835558633
</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240902

<TRNAMT>-69.00
<FITID>325AD5636CB3A73708D5324D59D65653
<MEMO>AFRIHOST A14552442 3MzZJ7VC
</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240814

<TRNAMT>-25.,00
<FITID>C8AA5966F9AFFF6070582FOB6FFC1E12
<MEMO>AIRTIME TOPUP (INTERN AIRTIME 0604679512
</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240812



<TRNAMT>-30.00
<FITID>BC7D6A13B767503D8D85EB91DBFDC2F8
<MEMO>#SERVICE FEES

</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240812

<TRNAMT>-49.00
<FITID>D9CE63043188741976B4A680F883CD3A
<MEMO>#MONTHLY ACCOUNT FEE

</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240806

<TRNAMT>-2300.00
<FITID>14757062301DFAE4E95492D1FA14014B
<MEMO>P COPEMAN

</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240806

<TRNAMT>-32.72
<FITID>01B8CA2D08956D847384363A986E1951
<MEMO>#PAYPAL WITHDRAWAL FE EG@24HB1NQO
</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240806

<TRNAMT>2162.53
<FITID>0A6BO65EFFO9D392FBAD97B347A457A2F
<MEMO>PAYPAL WITHDRAWAL EG024HB1NQO
</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240802

<TRNAMT>-5.00
<FITID>9C5198B443B623E5B7B22A7EFED444B2
<MEMO>AIRTIME TOPUP (INTERN AIRTIME 0835888633
</STMTTRN>

<STMTTRN>

<TRNTYPE>1

<DTPOSTED>20240801

<TRNAMT>-69.00
<FITID>1EF64C260D4909CF04F381366DA9C020
<MEMO>AFRIHOST A18662442 3MZJ7VC
</STMTTRN>

</STMTRS>

</ACCTSTMT>

</0FC>



L4- #handymanbtrialbalance

Per period 2022/03/01 / 2022/04/30 Groups Reporting group 1
Report type Trial balance

Per period 2 Months Budget False

Ighore zero balances True Include opening balances True

Viewer Debtors / Creditors False Opening balances only False

REPORTING GROUP ROOT 0,00
Income
0,00
G010000 Sales
0,00 17 500,00
G100000 Cost of sales
4 500,00 0,00
Expenses
0,00
G200000 Bank charges
45,00 0,00
G205000 Depreciation
150, 00 0,00
6210000 Motor vehicle expenses
2 160,00
G210010 Fuel and oil
150, 00 0,00
6210020 Maintenance
810,00 0,00
6210030 Repairs
1 200,00 0,00
G220000 Rent
500, 00 0,00
G230000 Stationery
240, 00 0,00
Capital
0,00
G505000 Capital
0,00 16 500,00
G510000 Retained income
0,00 4 200,00
Current liabilities
0,00
G860000 VAT - Control - 15%
-1 219,00
T860010 Output VAT - 15%
0,00 2 725,00
T860020 Input VAT - Standard rate -15%

1 386,00 0,00



T860030 Input VAT - Capital goods -15%
120,00 0,00
efeJolole]o]c] Creditors control
0,00 10 025,00
Fixed assets
0,00
G600000 Furniture & fittings - Net value
4 457,00
G600010 Furniture & fittings @ cost
4 807,00 0,00
G600020 Furniture & fittings -Acc. deprec.
0,00 350, 00
G610000 Motor vehicles - Net value
4 400,00
G610010 Motor vehicles @ cost
5 000,00 0,00
G610020 Motor vehicles -Accum. depreciation
0,00 600, 00
Current assets
0,00
G700000 Debtors control
18 925,00 0,00
G750000 Stock control
5 500,00 0,00
B810000 ABC - Bank
8 423,00 0,00
B820000 Petty cash
144,00 0,00
Net Profit/Loss 0,00
0,00
Balance 0,00
0,00

#handymanbtrialbalance has three compulsory accounts for #turbocash

G700000 Debtors control

18 925,00 0,00

G900000 Creditors control

0,00 10 025,00

G510000 Retained income

0,00 4 200,00



L5- Example Prompts for Handyman

L.5.1- Ofc to cashbook import

Prompt:

Please convert the example from tcashaibiblemachine.odt #fnbofc to the same format as
#turbocashcashbookimportexport so that I can import it it into the handyman set of
books.

Try to allocate accounts according to the #handymantrialbalance

Claude :
D500012/09/2024 #MONTHLY ACCOUNT FEE G200-000 B810-
000 T -49.00False Empty Empty

D500003/09/2024 AIRTIME TOPUP (INTERN AIRTIME 0835558633
G230-000 B810-000 T -30.00False Empty Empty
D500002/09/2024 AFRIHOST A14552442 3MZJ7VC G230-000 B810-

000 T -69.00False Empty Empty

D500014/08/2024 AIRTIME TOPUP (INTERN AIRTIME 0604679512
G230-000 B810-000 T -25.00False Empty Empty

D500012/08/2024 #SERVICE FEES G200-000 B810-000 T -

30.00 False Empty Empty

D500012/08/2024 #MONTHLY ACCOUNT FEE G200-000 B810-

000 T -49.00False Empty Empty

D500006/08/2024 P COPEMAN G900-000 B810-000 T -

2300.00 False Empty Empty

D500006/08/2024 #PAYPAL WITHDRAWAL FE E024HBTNQO G200-

000 B810-000 T -32.72False Empty Empty

D500106/08/2024 PAYPAL WITHDRAWAL E024HBTNQO G700-000
B810-000 T 2162.53 False Empty Empty

D500002/08/2024 AIRTIME TOPUP (INTERN AIRTIME 0835888633
G230-000 B810-000 T -5.00 False Empty Empty

D500001/08/2024 AFRIHOST A18662442 3MZJ7VC G230-000 B810-
000 T -69.00False Empty Empty



Certainly, I'll convert the #fnbofc data to the
#turbocashcashbookimportexport format, trying to allocate accounts
based on the #handymantrialbalance. Here's the converted data:

“text

D500012/09/2024
B810000

D500003/09/2024
G230000

D500002/09/2024
B810000

D500014/08/2024
G230000

D500012/08/2024

#MONTHLY ACCOUNT FEE
T -49.00False Empty Empty

AIRTIME TOPUP (INTERN AIRTIME 0835558633
B810000 T -30.00False Empty Empty

AFRIHOST A14552442 3MZJ7VC G230000
T -69.00False Empty Empty

AIRTIME TOPUP (INTERN AIRTIME 0604679512
B810000 T -25.00False Empty Empty

#SERVICE FEES G200000 B810000 T

G200000

30.00 False Empty Empty

D500012/08/2024
B810000

D500006/08/2024
2300.00 False

D500006/08/2024
G200000

D500106/08/2024
B810000

D500002/08/2024
G230000

D500001/08/2024
B810000

#MONTHLY ACCOUNT FEE
T -49.00False Empty Empty

P COPEMAN G900000 B810000 T -
Empty Empty

#PAYPAL WITHDRAWAL FE E024HBTNQO
B810000 T -32.72False Empty Empty
PAYPAL WITHDRAWAL E024HBTNQO  G700000
T 2162.53 False Empty Empty
AIRTIME TOPUP (INTERN AIRTIME 0835888633
B810000 T -5.00 False Empty Empty

AFRIHOST A18662442 3MZJ7VC G230000
T -69.00False Empty Empty

G200000

I've converted the #fnbofc data to the #turbocashcashbookimportexport
format. Here are some notes on the conversion:



1. The date format has been changed to DD/MM/YYYY as per the
#turbocashcashbookimportexport example.

2. I've used tab delimiters instead of commas.
3. I've allocated accounts based on the #handymantrialbalance:
- G200000 for bank charges and fees

- G230000 for stationery (used for airtime and internet charges as they're
similar expense types)

- G700000 for debtors control (used for incoming payments)

- G900000 for creditors control (used for outgoing payments that seem
like they might be to creditors)

- B810000 is used as the bank account for all transactions
4. All transactions are marked with 'T' in the 6th column.

5. Amounts are presented as positive or negative two-decimal real
numbers.

6. The last three columns are filled with "False”, "Empty”, "Empty” as per
the example.

This conversion should allow you to import the data into the Handyman
set of books in TurboCASH. However, you may want to review the account
allocations and adjust them if necessary, as some assumptions were
made based on the limited information available in the
#handymantrialbalance.

Comment on outp[ut

The #turbocashcashbookimportexport is almost correct. Misallocates some
expenses. To improve this will require human intervention to make the correct
allocations and submit the correct values to Claude who will then make better
estimates of the allocations in future downloads.



L.5.2- IFRS Reporting

Prompt :

Please can you format the #handymantrialbalance in IFRS format
Claude:

# Handyman IFRS Financial Statements

## Statement of Financial Position
As of April 30, 2022

### Assets
#### Non-current Assets
- Furniture & fittings (net) 4,457.00
- Motor vehicles (net) 4,400.00
Total Non-current Assets 8,857.00
#### Current Assets
- Inventory 5,500.00
- Trade receivables 18,925.00
- Cash and cash equivalents 8,567.00
- ABC Bank 8,423.00
- Petty cash 144.00
Total Current Assets 32,992.00
**Total Assets** 41,849.00

### Equity and Liabilities

### Equity

- Capital 16,500.00

- Retained earnings 4,200.00
- Profit for the period 9,905.00

Total Equity 30,605.00



#### Non-current Liabilities
- None reported 0.00
Total Non-current Liabilities 0.00

#### Current Liabilities

- Trade payables 10,025.00
- VAT payable 1,219.00
Total Current Liabilities 11,244.00

**Total Equity and Liabilities** 41,849.00

## Statement of Comprehensive Income
For the period March 1, 2022 to April 30, 2022

Revenue 17,500.00
Cost of sales (4,500.00)
**Gross Profit** 13,000.00
### Operating Expenses
- Bank charges 45.00
- Depreciation 150.00
- Motor vehicle expenses 2,160.00
- Fuel and oil 150.00
- Maintenance 810.00
- Repairs 1,200.00
- Rent 500.00
- Stationery 240.00
Total Operating Expenses 3,095.00
**Profit for the period** 9,905.00

### Other Comprehensive Income



- None reported 0.00

**Total Comprehensive Income** 9,905.00

L.5.3- Sub Accounts

How do | set up Sub accounts

To set up sub-accounts in TurboCASH, follow these steps:

1. Open TurboCASH and select the appropriate Set of Books.

2. Go to the Action ribbon and select "Accounts". This entry point is version dependent. Later
versions put Accounts Editing under Setup>Accounts

3. In the Accounts screen:

a. Select the main account you want to create sub-accounts for.

b. Tick the "Sub-accounts" checkbox for the selected main account.

c. Click the "Save" button next to the "Account no." field.

4. To create a sub-account:

a. Click on the "Add:Account" icon (or select "Add" from the context menu).

b. In the "Account no." field, enter the sub-account number. It should have the same main account
number, followed by a dash and the sub-account number (e.g., 100-001).

c. Enter a description for the sub-account.

d. Select the appropriate Account group 1 and Account group 2.

e. Ensure the "Type" field matches the main account (e.g., Balance sheet or Income statement).

f. Do not tick the "Sub-accounts" box for the sub-account.



g. Set the "Status" (usually "Enabled").

h. Choose whether it's an "Open item account” or not.

i. Click the "Save" button to create the sub-account.

5. Repeat step 4 for each sub-account you want to create under the main account.

Important notes:

- You can create up to 999 sub-accounts for each main account.

- Main accounts with sub-accounts cannot have transactions posted directly to them. All transactions
must go through the sub-accounts.

- To delete a main account, you must first delete all its sub-accounts.

- The total of all sub-accounts will add up to the main account balance.

Remember to save your changes after creating or modifying accounts. If you don't click the Save
button, your changes will be lost.

L6- South African TurboCASH users

L.6.1- Other platforms

We have #turbocash up now on free and and freemium ($6 per month). It is set to optimally work
with TurboCASH Business Class.

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

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

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

TurboCASHS5 can be customised to accommodate virtually any business’ requirements. The program
is so versatile, that, if your business expands and you change to another form of ownership, (e.g.,
from sole proprietor to partnership, close corporation or company) or even if need to you register or
de-register for VAT/GST/Sales tax, TurboCASH can accommodate these changes with ease.

|“ Because TurboCASH can work in over 20 languages and in over 80 different tax regimes, there are many ways
~" to set it up. The key to the TurboCASH program is in the setting up of the parameters.

|_.—

Failure to setup the program correctly will yield incorrect results.

Fortunately you do not have to worry about this. If this is the first time that you are using the software then it
is best to use the EXAMPLE set of books installed for your country rather than creating your own Set of Books.
The fewer changes you make to this the better.

If you have never used TurboCASH before, time should be well spent doing the Handyman tutorial
before launching into your own Set of Books. When TurboCASH is set up correctly, you, as the user,
will enjoy the benefits of increased financial control of your enterprise. Each business entity is
different from the next. It is for this reason that the TurboCASH program was developed with built-in
flexibility.
In our experience 95% of all TurboCASH problems are caused by:

® Inadequate setting up of the program

® Inadequate knowledge of the program

® Inadequate computer hardware

® Most of all - inaccurate data capture (finger problems!).

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

HOW TO USE THIS BOOK




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

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

The following Set of Books based on this tutorial, are installed in the “...\Bin\EN-TUTORIALS\" folder.
«  HANDYMAN (No transactions)
*  HANDYMAN-A (Unposted batches and documents)
«  HANDYMAN-B (Posted batches and documents)
To follow this tutorial, you need to click on the Browse icon (Open Set of Books) and select these
Sets of Books.

For Afrikaans users, the following Afrikaans tutorials are available:
The following Set of Books based on the Afrikaans tutorial, are installed in the "..\Bin\AF-HANDLEIDINGS\"
folder.

. NUTSMAN (No transactions)

. NUTSMAN-A (Unposted)

. NUTSMAN-B (Posted)
To follow the Afrikaans tutorial, you need to click on the Browse icon (Open Set of Books) and select these Sets
of Books.
The Afrikaans book (“Rekeningkunde met Gemak") based on this tutorial, is also available.

This book is divided into the following modules:

*  MODULE A - Introduction to accounting and accounting principles.

*  MODULE B - Installing, registering and launching with TurboCASH.

*  MODULE C - A reference guide to the TurboCASH program, interface, filters, features, etc.

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

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

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

e This tutorial is based on tax (VAT) at a rate of 15% for taxable transactions.

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

Press F1 and Search for "Change Tax Rates” in the help. This will describe how to configure, manage
and process transactions in TurboCASH5 to accommodate changes in the tax rates (i.e. VAT based
on 14% tax for taxable transactions up to 31 March 2018 and 15% for taxable transactions as from 1
April 2018).
*  MODULE G - This is a work-through tutorial, providing “hands-on” knowledge to create /
edit stock items to generate documents for purchases and sales of non trading stock items
as well as trading stock items.

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



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

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

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

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

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

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

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

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

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

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

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

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

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

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

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



e Press the F1 key when focussed on screens to get more help.

0 Note (Additional information)

o Tip / Help

|.~—

\!/I Important

@ Plugins

m Scale —Accounting equation - Debits = Credits

The following icons have also been placed in the text for your convenience:
T Create, edit or to perform a specific action.
T2 Click or select using the mouse.

Enter or press a key on the keyboard.

@ Leave a field blank. Go to the next field.

MODULE M - INTRODUCTION TO ACCOUNTING
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USING A COMPUTER IN ACCOUNTING

M.T1- USING A COMPUTER IN ACCOUNTING

M.1.1-  INTRODUCTION

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

It is of utmost importance to evaluate financial information with a view to judging business
performance accurately. Where no accurate information is kept, things quickly get out of hand.

Businesses fail, each year as a result of incorrect decisions taken. You may be surprised that some
businesses fail because of brilliant decisions taken on incorrect or outdated financial information.

Have you ever heard the expression: "You need to have money to make money"? Any business or
organisation utilises money or resources to make money. This is also the reason why businesses
exist. However, certain organisations do not wish to make a profit. These organisations exist to
achieve certain benefits by making the most of the limited funds or resources.

M.1.2- THE ACCOUNTING PROCESS

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

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

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

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

M.1.3- METHODS OF RECORDING

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

1. Input

2. Process

3. Output

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

M.1.3.1- Manual system

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

1~ Capture Saurce Documents in Jeurnals
Ssliics Dagunents 2- Belonce and Past Transactions to the Ledgers
phchak = Journals
Handyman Hardware Stare
Recainte Jouerel

N

| ||

Creditor's Ledgen

Debtor’s Ledger Gl Lacki
Stock Ledger
3- Balance ledgers and draft reports 4 - Safeguard records

All records must be safeguarded and
protected from unauthorised access

=
@

r
i:g; Trail Balance
it

Balance Sheet

[ creditar Remtiance Advice
Debter Statement

Mike Davies
PO Box 333
Halfway House
1685

Inveice INVOQl 114000
Irivoice INVOO4 171000

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

Step  Process Description

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

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

3. Output A trial balance listing all the debit and credit balances is drafted to check the
arithmetic accuracy and financial reports and statements are then drafted. Some
reports are:

v' Income statement
v' Balance sheet
v Debtor statements
v' Creditor remittance advice, etc.
4. Safeguard The books of account and supporting documents need to be safequarded from
records unauthorised access, fire, theft, etc.
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Computerised system

M.1.3.2-

Computerised system

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

as follows:

1- Captuee Source: Doeuments i Journals: 2 - Progessing

Source Documents are captuced
ing Set of Bnoks

ABC Bark

All inputs are. updated by your system

Penas tip,

3- Qutput

Reparts and decuments may be generated at any time to one if the following output mediums:

Printer Screen File Fox E-mail
4 - Backups
All pracessed dota needs to be backed up and stored in o safe place.
AT
*4* °O
2

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

Step
1.

Process

Input

Process

Output

Backups

Description

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

a computer keyboard and / or mouse.

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

on your system:

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

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

mouse-click or by

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

off.

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

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

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

etc.

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

unauthorised access, fire, theft, etc.
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M.1.4-

MANUAL VERSUS COMPUTERISED ACCOUNTING SYSTEMS

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

Steps | Hand system, Computerised system

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

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

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

4. Bank reconciliation. Bank reconciliation.

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

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

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

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

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

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

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

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

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

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

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

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

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

Stick with TurboCASH, the end will be worth it
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M.2- ACCOUNTING PRINCIPLES

M.2.1-  BASIC ACCOUNTING PRINCIPLES

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

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

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

M.2.2- DUAL ENTRY SYSTEM - DEBITS AND CREDITS

M.2.2.1-  Dual entry system

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

M.2.2.2- What are debits and credits?

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

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

Debit Credit

The account receiving the value (s debited. The account giving the value s credited.

The following example illustrates debits and credits:

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

Debit Customer Tom's Account Credit

Date Description Amaount | Date Description Amount
1 Maveh | Saley Accownt - Goory 1W|

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

Debit Sales Account Credit

Date Description Amount | Date Description | Amount
1 Mavch | Towds dccovnt - Gomfpl ioe

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

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

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

Debit Customer Tom's Account Credit |
Date Description | Amount | Date Description Amount
| 20 Marth | Bande m|

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

| Debit Bank Credit
Date Description Amount | Date Description Amount
20 Marehe | Tomls Accotand Zo2

You will debit the bank and credit the customer account.

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

M.2.3- TRANSACTION CYCLE

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

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

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

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

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

@C""""" Lnvests in business ,“i Owner receives profits on the business activities
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The above diagram clearly illustrates the transactions that occur frequently in a business. There are
also a number of parties involved. The affect of these basic transactions on the accounting

equation can be illustrated as follows:
Transaction cycle:

1. The owner invests in the business:

a)

b)

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

a2

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

i

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

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

Purchase of assets:

a)

b)

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

i

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

i

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

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

Incur expenses:

a)

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

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

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

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

Purchase of stock or goods for resale:

a)

b)

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

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

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

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

Sell services or goods:

a)

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

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

d)

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

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

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

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

DEBIT : Bank account = CREDIT : Sales account

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

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

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

DEBIT : Debtor's account = CREDIT : Sales account

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

DEBIT : Cost of sales account = CREDIT : Stock Account

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

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

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

m - LIABILITIES = - ASSETS
DEBIT : Creditor's account = CREDIT : Bank account
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M.2.4- MAIN CLASSIFICATION OF ACCOUNTS / FINANCIAL CATEGORIES

M.2.4.1- Accounting equation - Income statement

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

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

These accounts reflect the income sources of @ ] Sales

=
&l Income accounts .
the business.

(Nominal accounts) 9 1 nterest received

‘& Expense accounts

(Nominal accounts)

@ ]Motor vehicle expenses
@ ]Rent
@ ] Telephone

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

@ ]Salaries and wages
[ @ ]Water and lights

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

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

v [ |
m V. PROFIT = &% INCOME - “& EXPENSES

M.2.4.2- Accounting equation - Balance sheet

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

| Financial category

What do they tell us?

Examples of accounts

- Proprietary accounts

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

(B

& Capital
el

& Drawings

o . .
=i Retained income /
earnings

PAY
) Asset accounts

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

[S—
& Vehicles

el
& Fquipment

(S
& Furniture and fittings
:l Debtors
Bank
Petty cash

el
& Trading stock
These accounts will reflect all the liabilities of the | “¢™
. . . & Loans
business, to which the business owes money.

e Liabil

ity accounts

Bank overdrafts

. .
&b Creditors

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

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

& CAPITAL =T ASSETS — LIABILITIES

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

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

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

i

/l}J ASSETS + “& EXPENSES = & INCOME + & CAPITAL + e LIABILITIES
DEBITS = CREDITS
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M.2.5- GROUPS/CLASSIFICATION OF FINANCIAL CATEGORIES

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

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

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

FINANCIAL REPORTING GROUPS
| CATEGORY FOR ACCOUNTS DESGRIZTIEON DR/ CR
wz NET PROFIT RETAINED INCOME Income received is greater than CREDIT
incurred expenses.
w2 / NET LOSS (ncurred expenses are greater than DEBIT
income received.
LT‘. INCOME INCOME Revenue generated from the sale of CREDIT

goods and services.
OTHER INCOME
Revenue from ventures and activities CREDIT
| outside the "normal”

% EXPENSES EXPENSES Incurred in the normal business DEBIT
activities to generate income.

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

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

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

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

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

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

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

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

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

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

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

M.2.6- CHARTS OF ACCOUNTS in TurboCASH

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

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

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

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

v = y
“'Ix W% NETT PROFIT / NET LOSS E = INCOME - “& EXPENSES

Income statement Financial categories - (Income and Expenses):

Account Description Account groupT Type

(216010 sales £ INCOME Inc / Exp
(@)Gos0  Other Sales £ INCOME Inc / Exp
[ @ ]GO60 Bad Debts Recovered € OTHER INCOME Inc / Exp
(8)Gos5  Cash Discount Received & OTHER INCOME Inc / Exp
[ @ ]GO70 Interest Received £ OTHER INCOME Inc/ Exp
[ @ 16075 Profit/Loss- Sale of Fixed assets & OTHER INCOME Inc / Exp
[ 0 ]GO8O Sundry Income £ OTHER INCOME Inc / Exp
(8)G100  Cost of sales £ COST OF SALES  Inc / Exp
[ @ ]G780 Delivery Charges ‘”ﬁ EXPENSES Inc / Exp
[ @ ]GZOO Accountancy Fees ‘M-‘-l- EXPENSES Inc / Exp
[ 0 16205 Advertising ‘M-'E- EXPENSES Inc / Exp
(@)Go10  Audit Fees & EXPENSES Inc / Exp
[ @ 16275 Bad Debts Written-off ”."-'-'i EXPENSES Inc / Exp
[ @ ]GZZO Bank Charges ‘M-‘-l- EXPENSES Inc / Exp
E L 16225 Cleaning ‘”.’-'EI- EXPENSES Inc / Exp
[ @ ]GZ_?O Commissions Paid ”’-‘-l- EXPENSES Inc / Exp
(@)Go3s  Consultancy Fees & EXPENSES Inc / Exp
[ @ 16240 Depreciation ‘M-‘-l- EXPENSES Inc / Exp
(@)Gous  Entertainment “& EXPENSES Inc / Exp
[ @ 16250 Finance Charges ‘”.’-'EI- EXPENSES Inc / Exp
[ @ 16255 Gifts and Donations ‘”."-'EI- EXPENSES Inc / Exp
[ @ 16260 Insurances ‘”.’-'EI- EXPENSES Inc / Exp
L8)Go62  Interest Paid & EXPENSES Inc / Exp
(816265  Legal Fees & EXPENSES Inc / Exp
L8160 Lights and Water % EXPENSES Inc/ Exp
(816275 Medical Expenses & EXPENSES Inc / Exp
[ @ ]G.280 Motor Vehicle Expenses ”’-‘-l- EXPENSES Inc / Exp
216280001 Fuel & EXPENSES Inc / Exp
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Income / Expense accounts - Chart of accounts

Account Description Account groupl Type

(216280005 Motor Repairs & EXPENSES Inc / Exp
[ @ 16280070 Motor Costs - Other ":‘- EXPENSES Inc / Exp
E L 16285 Printing Postage and Stationery ‘”‘-'5- EXPENSES Inc / Exp
(216200 Rent Paid <& EXPENSES Inc / Exp
(e 16295 Repairs and Maintenance "V-'E- EXPENSES Inc / Exp
[ @ ]G300 Salaries - Directors ‘”‘-‘- EXPENSES Inc / Exp
(96305 Salaries - Staff 24, EXPENSES Inc/ Exp
[ @ 16370 Salaries/Wages- Employers Contrib. ‘”‘-‘E- EXPENSES Inc / Exp
[ @ ]G375 Subscriptions ‘M-‘- EXPENSES Inc / Exp
[ 0 ]G320 Telephone and Fax ‘”‘-'E- EXPENSES Inc / Exp
[ @ ]GB_?O Travelling Expenses ‘M-‘- EXPENSES Inc / Exp

M.2.6.2- Balance sheet accounts - Chart of accounts

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

Fs
J‘I‘[ & CAPITAL = /'JJ ASSETS — e LIABILITIES

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

Account Description Account groupl Type
s 23
& G505 SHARE CAPITAL & CAPITAL
s 23 v
& G510 RETAINED INCOME = CAPITAL i Retained Income
s
& G550 Long Term Loans e LONG TERM LIABILITIES
n e
& G560 Installment Sale - Creditors LONG TERM LIABILITIES
s
& G600 FURNITURE AND FITTINGS /éJ FIXED ASSETS
s
& G600010  Furniture and Fittings at Cost @J FIXED ASSETS
s
& G600020  Furniture/Fittings Accum. Deprec. /'&J FIXED ASSETS
s
A G610 OFFICE EQUIPMENT /éJ FIXED ASSETS
s PAY
& G610070  Office Equipment at Cost 2 FIXED ASSETS
s
& G670020  Office Equipment Accum. Depreciation /'&J FIXED ASSETS
s
A G620 MOTOR VEHICLES dl—i FIXED ASSETS
s P
& G620070  Motor Vehicles at Cost ) FIXED ASSETS
s
& G620020 Motor Vehicles Accum. Depreciation @J FIXED ASSETS
e | A
& G700 DEBTORS CONTROL ACCOUNT /'&J CURRENT ASSETS & Debtors Control
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Account Description Account groupl Type

A

A G730 DEPOSITS PAID /'JJ CURRENT ASSETS

A

A G740 POS-Till Account A CURRENT ASSETS

A

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

A

A G750 STOCK CONTROL ACCOUNT /'JJ CURRENT ASSETS

A )

A B8I0 CURRENT BANK ACCOUNT /'JJ CURRENT ASSETS 18 Bank account
i =

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

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

A G920 SALARIES CONTROL = CURRENT LIABILITY

ve e

A G920001  Salaries CURRENT LIABILITY

ve e

A G920005 UIF Payable CURRENT LIABILITY

ve e

A G920010  PAYE Payable CURRENT LIABILITY

ve e

A G920015  Skills Development Levy CURRENT LIABILITY

i

A G950 VAT CONTROL ACCOUNT & CURRENT LIABILITY

’y e =1

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

A 7950010 Input VAT (Exp) - 14% CURRENT ASSETS Tax account
'y e ="

A T950015 Zero Rated VAT - 0% CURRENT LIABILITY Tax account
A

A G950100 VAT PAYMENT ACCOUNT & CURRENT LIABILITY

A

A G999 SUSPENSE ACCOUNT e CURRENT LIABILITY

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

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

M.2.7- THE LEDGER

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

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

EEDGER It also includes a control account for the debtors, creditors and

Gi I Led .
eners Tedner stock items.
S
2.

Debtor's ledger - consists of the individual debtor accounts.

Debtors Ledger
- Each individual debtor's account contains the contact
information, messages and accounting information.
Creditors
g' The total outstanding balance of all the debtor accounts in the
= debtor's ledger is automatically updated and reported in the
ock Ledger .
Debtor's control in the General ledger.
o

3. Creditor's ledger - consists of the individual creditor accounts.
Each individual creditor's account contains the contact
information, messages and accounting information.

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

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

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

—[ ] -

Debtar s Ledger Craditars Ledger

General Ledger

!
[

Stock Ledger
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M.2.8- CONTROL ACCOUNTS

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

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

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

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

.Contr(;ll accounts

General ledger
Dr Debtor's control Cr| Dr Creditor's control Cr
Balance a0 Balance 1z Fa0|
Dr Stock control Cr
Balance 2 :fm&I
Debtor's ledger Creditor's ledger
Dr Debtor A Cr||Dr Creditor A Cr
Balance 3 5o Balance 200
Dr Debtor B Cr| | Dr Creditor B Cr
Balance 1 500 Balance 1 o0
Stock ledger
Dr Stock item A cr|
Balance F
Dr Stock item B Cr
Balance z 123
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CONTROL ACCOUNTS

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

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

1.

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

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

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

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

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

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

The following list of most commonly used transactions illustrates the debit and credit transactions
on the double entry accounting principle:

TRANSACTION DEBIT CREDIT
Capital - cash contribution Assets - Bank @ Capital
. -
Sales - cash Assets - Bank === Income
o [
Sales - credit &b Assets - Debtors &4 Income

Purchases - cash

/l}J Assets - applicable

Assets - Bank

Purchases - credit

/l}J Assets - applicable

»
b | iabilities - Creditors

7 ,
Expenses - cash & Expenses - applicable Assets - Bank
"M:t E licabl e
Expenses - credit % Expenses - applicable &b | iabilities - Creditors
»

Debtors - receipts

Assets - Bank

&0 Assets - Debtors

Creditors - payments

WD | abilities - Creditors

Assets - Bank
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HARDWARE AND SOFTWARE REQUIREMENTS

N.1-

HARDWARE AND SOFTWARE REQUIREMENTS

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

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

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

36 Speed or higher CD ROM

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

Microsoft Excel (Office), or an alternative Office program (e.g. LibreOffice, OpenOffice,
Ultra Office, etc.) installed to save reports (Save report as a meta file report from the
Reportman Print preview screen) to an Excel spreadsheet or Excel (one sheet)
spreadsheet.

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

N.2-

INSTALLING TurboCASH5 SINGLE-USER

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

1
b4

9

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

If you wish to install TurboCASH on a device that has a Solid State Drive which is small e.g. 32GB as the C:
drive, you need to select the D: drive that is bigger in size.

This documentation will describe to do a standard installation to run TurboCASH5 locally on one computer
for 1 user only.
c Multi-User installation and configuration will be dealt with in separate documentation.
O Multi-user is limited in this edition! You will need to buy a multi-user license or compile the
source yourself.
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To install TurboCASHS5 single-user:

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

Select country and language =
Select your country so the installation can install
the appropnats files:

[ Enigsh (South Afica) |
| Cancel

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

Setup g

Welcome to the TurboCASH5
Setup Wizard
Thiz will ingtall TurbaCASHS (4.0.0.965) an your computer

It 15 recommended that you close all other applications before
cortinuing,

Click Next to continue, or Cancal to exdt Setup

e T

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

4. Please read the agreement carefully. If you agree with the terms and conditions of the
license agreement, select the "I accept the agreement” option and click Next. The “Select
Destination Location" screen is displayed:
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Setup =
Select Destination Location ’
5

Wheare should TurboCASHS be installed? NOTE: Pleasze do not select any
Pragram folders!

Setup will install TurboCASHS inte the following folder

To continue, dick Nest. Fyou would ke to select 5 different folder, click Browss.
DATCASHS |

Browse. ..

At |least 1,252 4 MB of free disk space iz required

< Back

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

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

If you wish to install TurboCASH on a device that has a Solid State Drive which is small e.g. 32GB
as the C: drive, you need to select the D: drive that is bigger in size.

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

Setup *

Select Components
Which componerts should be imstalled?

Select the components you want ta install; clearthe compenents you do net want to
install, Click MNext whan vou are ready to continie

{Custom instaliation

| Imstall lozal single user Firebird database (Needed to un TuboC ASH local 1user

anly)

O g]::ﬂ Firebird database server {Needed to run TuboCASH on & server ar 5B
!

[ Install FlameRabtin Version 0.90{SAL browser typé) {optional) 18 ME

Cument selection equires at least £33 2 ME of disk space

<Back Net > Caricel

7. Alist of the components will be displayed. Select or deselect (remove the tick) for the

following options, if necessary:

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

this option is selected.
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a Select this option if you need to run TurboCASH5 locally for T user only.

b) Install Firebird Database Server (Needed to run TurboCASH5 on a server or
client).

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

¢) Install FlameRobin SQL Browser Type - (Optional) - This will install the
FlameRobin Database Admin software to manage your TurboCASH5 databases
(Sets of Books).

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

e

[ | ] The FlameRobin software is used to browse, check and edit data. The installation of
FlameRobin is optional and is not required to run TurboCASH5. The use of FlameRobin
is not recommended for users which have insufficient knowledge and expertise.
8. Once finished, selecting the components to be installed, click Next. The “Select Start
Menu Folder" screen is displayed:
E.Setup = |

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

any Program folders!

Setup will create the program's shortoute inthe following Stan Menu folder

To continue, click Ned. Fyou would ke 1o select 5 different folder, click Browss
MNOTE: Flease do mot select any Program folders!

TurboCASHS Browse

9. The default name for the "Select Start Menu Folder" is TurboCASH5.
a You may over type this with your own description, if necessary. This will create an item on the
Start = Programs menu list with items for TurboCASHS5, Uninstall TurboCASH5 on your
Windows™ Task bar.
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10. Once finished, click Next. The “Select Additional Tasks" screen is displayed:
Setup * }

Select Additional Tasks
Which additional tasks should be performed? s

Select the additional tasks you would like Setup to perform while instafling TurbheCASHS,
then click MNext

Additional igons:
€

[ Create's Quick Launchicon

ook o> ] | caen

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

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

b) Create Quick Launch icon - This will create an icon on your Quick Launch
Toolbar on your Windows™ Task bar. You may then start or launch the
TurboCASH5 program directly from the Quick Launch Toolbar.
12. Once finished, click Next. The "Ready to Install” screen is displayed:

Setup * |

Ready to Install
Setup is-now ready to begininstaling TurboCASHS on your compoter.

Click Install to continue with the matallstion, or click Back f you want to revew ar
change any zettings

| Destination location”
OATZASHS

Setup typs:
Custom rstallation

Selected comporents.
Install local single user Frebird databass (Needed to run TurboCASH local 1 use

Start Menu folder:
TurboCASHE

Additional 1asls:
£

< Back
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13. Please check the following selections to be installed:
a) Destination location
b) Setup type
c) Selected components
d) Start Menu folder

e) Additional tasks (icons)

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

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

[setup

Completing the TurboCASHS
Setup Wizard

Setup has finished instaling TurbeCASHS on your computer
The application may be launched by sslecting the nstalled
icons:

Click Fimizh to =t Sstup.

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

* Install Firebird

* Install FlameRobin SQL Browser Type

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

16. Once finished selecting or deselecting the necessary options, click Finish. The TurboCASH
program will be started if you did not remove the tick on the Launch TurboCASH5 option.
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N.3-

LAUNCHING TurboCASHS5 FOR THE FIRST TIME

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

"Choose a Language" screen. L Choose a language X
The TurboCASH interface will display in the |Lc-,nguagE | -
selected language (Switch language (Start | arafikaans
guag guag

ribbon)). Depending on your country / Z"Aﬁ'abiC

. . e-Lierman
language installation of TurboCASH, the SHCyprus
specific language / country language have slhGiesce
already been set for each Set of Books. ::i::::;”
(Access control (Setup ribbon). enBangladesh
When opening a Set of Books, it will Z:g;ﬁ:dm
automatically load the language file. All enBotswana
screens, reports and layout files are en-Lameraon
translatable via the language files ertanads

guag . English

It will display the tax terminology for the e”':fT'a”fdM
selected country e.g. en-South-Africa will i [7]

display VAT, af-Afrikaans will display BTW,
en-Australia and en-New-Zealand will

© tove

display GST, en-American will display Sales tax, etc.

2. Select your Language and click OK.

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

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

To start TurboCASH5:

S
1. To start TurboCASH, double-click on the Tubet4sts jcon (if the “"Create a desktop icon”
option was selected on the “"Additional tasks” screen in the “Setup” install screen).

Or select TurboCASH on the Windows Start button TurboCASH5

The following progress screen will be displayed:

5

The TurboCASH program will be launched. ‘
Windows 10

After installing TurboCASH, the TurboCASH5, should be displayed in the Recently added list on
the Start menu. You may click on it and drag it to the Apps space.

= Recently added osFinancials5/TurboCASHS
g TurboCASHS
# \ & 2 If it is not listed, click on All apps.
£ eonter ameci ey All the Applications should be
Nl e = o listed. Select TurboCASH5 and
= ' drag it to the Apps space.
A TurboCASHS TurboCASHS
Ans: Web
= Quick access and launch of
Adobe Photoshop Express . .
- g & <& . TurboCASH will then be available
[P — G ] | I w from the Start icon in Windows.
& () memeacion
o - ij"us Software e q ‘
e Microsof 32l Gooole Chrome VST
& = Backup and Sync from Geogle
el A | 4
b= @) Backup and Sync from Google g G
:Pub:ﬂbzdm
; B coaglenoes
O - = Writing tooks
EI 2O Type here to search | =1 B -

2. Once you have opened TurboCASH, you see a main menu bar at the top of the screen.
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o At first only the items under the Start ribbon are active. Before you can select any of the menu options, you
will need to “Open a Set of Books" (On the Start ribbon, select Open).

N.5- OPENING SETS OF BOOKS

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

To open a Set of Books:
1.  Onthe Start ribbon, select Open.

E} Set of Books X Bruwse For Folder K
1ua me of Set of Books ’
Q | AF-5UID-AFRIEA Select Set of Books directory
Sl h- ERLE . ~ TCASHS ~
android-install
ﬂ Backups
~ b
Purge list bangusges
Repositony
S0E
Q templates
Properties Themes
~ Tutorials

AF-HAMNDLEIDINGS
e w EN-TUTORIALS
A HAMDYRAMN
HANDYMAM-A
v HANDYMAN-B
images
PostedBatches
Autoopetywhen starting TuboCaSH ES-TUTGRIALS
- § — AF-SUID-AFRIKA
EM-30UTHAFRICA

Other Sets of Books:

Cancel

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

The "Repository” folder contains all Sets of Books (templates) which is available in TurboCASH5.
English tutorials:

The following Set of Books based on this tutorial, are installed in the “...\Bin\EN-TUTORIALS\"
folder.

«  HANDYMAN (No transactions)
*«  HANDYMAN-A (Unposted)
. HANDYMAN-B (Posted)
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To follow this tutorial, you need to click on the Browse icon and select these Sets of Books.

When opening these English tutorials, the default English language file, will be initialised to display
on the TurboCASH interface, reports and document layout files. The English language file refers to
Tax instead of VAT/GST/Sales tax.
Should you wish to use the Tax terminology for your country, you may select the country specific
English language file.
o Afrikaans tutorials:

The following Set of Books based on the Afrikaans tutorial, are installed in the "...\Bin\AF-
HANDLEIDINGS\" folder.

. NUTSMAN (No transactions)

. NUTSMAN-A (Unposted)

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

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

2. Select the Set of Books and click Open.

N.6- SELECTING A LANGUAGE

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

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

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

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

-l
3
|

English GST

ﬂ en-Australia
E] en-Belize

en-Bangladesh

en-Barbados

English Sales tax / Consumption Tax

B= .- American (Sales tax)

sl o/, Tonga (Consumption tax)

en-Botswana sl cn-New-Zealand
en-Cameroon
en-Ireland
en-Isle-of-Man
en-Lesotho
en-Malawi
en-Malta
en-Mauritius
en-Namibia
en-Rwanda
en-South-Africa
en-Tanzania
en-Trinidad
en-Uganda
en-UK

en-Zambia

MG ANV IINI=@HECH

en-Zimbabwe

N.6.1- Changing language files

Should the incorrect language file and / or Tax terminology be displayed, you
may set the language files in the following options:
To choose a language (global setting):
1. On the Start ribbon, select Switch language.
2. Select the language of your choice.
3. Click OK.
To set a language for a Set of Books:
1. On the Setup ribbon, select Access control.
2. Inthe "System lang” field, select the language of your choice for the Set of Books.

3. Click Apply. Each time when the Set of Books is opened, the selected language file will
be loaded.
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N.6.2- Changing language files for debtors / creditors

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

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

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

To set a language for a Debtor or Creditor:
1.  On the Action ribbon, select Debtors or Creditors.

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

3. Click Save. When printing documents for the debtor (customer / client)(invoices, credit
notes and quotes), or documents for the creditor (supplier) (purchases, supplier returns
and orders) it will print in the selected language.

N.6.3- Customising language files (optional)

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

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

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

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

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

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

If this is not the correct language, you may select any of the available languages. To do this, access
Switch language (Action ribbon).
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9

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

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

To create, edit or translate language labels or descriptions:

1.

o v~ W

7.

Q

On the Setup ribbon, select Tools — Customise language.

If you have created or edited a language file, it is recommended that you need to save a copy of the
language file somewhere else on your system, in the event of uninstalling and reinstalling TurboCASH.

L] Customize Languages

<- Use this as new language

=] TRANSLATION

[m} x

|| reload usingoodepage | (1253

ENGTEXT

| [ |lNewLar’\g l Create I

Py

38 Documents

Documents

45 &Documents listing

EDocuments listing

98 LDocuments

EDocuments

288 Documents listing optiors

Documents listing aplions:

344/ Documents setup

Docurents setup

424 Document groups

Document groups

533|Unposted documents

Unposted documents

E86 Print a purchase document now?

Frint 3 purchase document now?

635 Invalid next numberl Change i in Setup > Documents setupl

Invalid newt numberl Change itin Setup -» Documents setupl

783 llegal document number

lllegal document rumber!

B 801/Do you want to cancel documents printing?

Do you want to cancel documents printing?

B0B| Are you sure you want to changs the next document number?

Ate pou surs you want ta changs the next document nurber?

Fecords 116
Edtlebels Types Rest

glish)
|Du ‘you want to cancel documents piinting? | Do you want to cancel documents printing?

“Vourmail
“roumnanme

Email your language file to us

ExporTaTab ImportFromT ab

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

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

Click Create.

Edit or change the labels as necessary.

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

Once finished, click Close.

It is strongly recommended that the label, which is edited or entered, is not longer than the "Default
English” labels’ length. If your label is too long, it may cause some options in the program not to function or
display properly. Do not use the Delete button to remove any of the existing edited labels.
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Unify button — So not click on the Unify button. This may change the TurboCASH programme name on the
screens <@APPNAME@ > and hyper-links < @APPURL@ > to incorrect websites.

N.7- REGISTERING TurboCASH

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

You need to register TurboCASH5 to:

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

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

N.7.1- Register create an account

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

To register / create an account for TurboCASH on the website:
1. To create a new account, you need to register TurboCASH in the osFinancials website -
TurboCASH page at osFinancials website.
2. On the osFinancials and TurboCASH registration page (http://www.osf-boekhoudpakket-

administratie.nl/index.php/en/component/users/?view=registration), select the Create an
account option.

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

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

4. Click Register.
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Activate registration of TurboCASH5

N.7.2-

Activate registration of TurboCASH5

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

To register TurboCASH:

1.

2.

Click Register icon (or Online registration) icon) (Start ribbon).

[ Register your TurboCASH e

Get it onlins

Compang hame: |
—

Serlal number; .7|

Uriieking code firom TurboCASH): |7‘

O % Closs

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

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

[ Register your TurbaCASH = O x
|5 Action

; |
Wsgrhame | S ® Reisgicter
Uger pazsword ‘

To tegizter pluging; you need to egieter TurboCASH fist

Enter the Username and password.
Click Send. An information message “Registration send success!" will be displayed.

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

0.7- TurboCASH FEATURES

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

0.1.1-  Get started easily

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

+  Comprehensive manuals, tutorials and Help system.

0.1.2- Multiple language support

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

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

0.1.3- Calendar / Planner

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

*  Schedule Repeating invoices.

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

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

O.14- Debtors / Creditors

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

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

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

Manage creditor (supplier) accounts in eight (8) tabs (i.e. Delivery address, Accounting

information, Contacts, Appointment, Documents, Transactions, Bank account and Stock
items tabs.

0.1.5-  Full stock control
* Upto eleven (11) stock item types can be used to create (add), copy, stock items.
*  Up to two (2) reporting groups for stock items.
»  Financial entry stock type can be used to process invoices, from the ledger accounts.
0.1.6- Batch processing
*  Repeating transactions.
»  Cancel / Reverse posted batches.
*  Abbreviation Definitions
*  Generate multiple transactions (Charge amounts, Interest, Fixed amount, Debtors with
balances less than a specified amount).
»  Create receipts (Receipt batches).
*  Receive payment - Open item. This will automatically generate transactions in the receipt
batch and post it to the ledger.
+  Creditors balance at date (Payments batches) — This will import the creditor (supplier)
accounts balances into the payments batch).
0.1.7- Document processing

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

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

Repeating invoices — Processed in the Edit menu or the Calendar (Action ribbon).
Quotes can be generated from the Calendar / Planner and be converted to Invoices.

Create documents from the context menu Convert invoices to quotes, Convert orders
to purchases, Copy documents, Change account, etc.
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Documents supports abbreviations to auto-complete the “"Description” fields in
document lines.

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

Cancel / Reverse posted documents.
Export / Import Documents.

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

Powerful comprehensive reporting

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

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

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

T-Ledger analyser

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

*  Budget vs Actual report.

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

*  Posted batches tab of "Batch entry” screen.

¢« Documents and Transactions tabs of debtor (customer / client) and creditor

(supplier) accounts. Only the transactions applicable to the selected account will
be listed.
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0.1.9- Export / Import

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

0.1.10-  Export to spreadsheets

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

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

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

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

0.1.11- Additional features

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

*  Projects.
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0.2- THE TurboCASH PROGRAM

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

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

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

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

Titlebar - TurboCASH5 and build number / Install type / Name of the opened Set of Books / Username Minimise Restore OOSF
' / - \
Ribbon tabs / \\& N
| 4
TurbaCASHS -40.0.969. Single user - Handyman Hardwae Store { Urivérsal Administrator logged in ) - B X
st Apin | Repord  Setiy  Ussttah Y Help (press F1) —>@
o e l: om - 28 Contact © e B propcis
@ = - B mm (9’ i ot E) e 0\ B ki ; ;
Documents Debtor Creditor Stodk | Batch: Recondbation Qpen Update seach S — Ribbon options
- tems. | entry femink | [P Accounts | tedger o tnput” H
| ) it Tefault
Perperiod Free selection Froups Honortyps
Bepoit Deply Regeriing goup 1 | Tralbalanes <
ZP”N?S’”” LI Ignore zsto balanges Bucget O
Expott \:‘-“”hj:mh GibMoghs Viewer Debtor/ Credior [ Costcenre |
Frint ® 2Monihe: O BMorths Inchidz opéing balsnces
= O 3Morhs OYear Operingbaencesory [ Costeente?
v : REPORTING GROUP ROOT 0.00 | A
v [ #ancane | 13,000.00
[@] 6010000 sales | 17,500.00
6100000 cost of sales 4,500.00 |
v /v'_.‘ #EXpenses 3,095.00
[@] *G200000 Bark charges 45.00 |
[@] *6205000 Depreciation 150.00 |
[@] *G210000 Motor vehicle expenses 2,160.00 |
[@] *6220000 Rert 500.00 |
[@) *6230000 stationery 240.00 |
v ”.4. #capital | 20,700. 00
1% 6505000 Capital | 16,500. 00
¥.7 6510000 Retained income | 4,200.00
[« |
NetFrofiLess  C-3.905.00
Belance D 930500
Universal Admiristrator HANDYMAN-B DE\TCASHS\boaks\HANDYMAN-B\Boaks.fdb
Statusbar User name The name of the opened Set of Books The full path and name where the opened

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

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

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

2. Tool tips — When the mouse is moved over an icon on the Stat| | Acton | Repets 5
ribbons the name of the icon and TurboCASH is displayed. If a @ L2 & E
short-cut key is is assigned to that icon, it will also be  Dommenis Destor Cradior Stock

items:

displayed (e.g. Documents (F6)). It will not launch any
function, but is only a flash card. This should refresh user's
memory to the short-cut keys. | @ Turbocas

|
i
‘ Documents (F6)

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

opened.
Tray icon — Context menu

B Documents
i ‘c’fsz;r ;i To launch the TurboCASH5 program's context menu:
% sockitems  F2 | Click on the A Tray icon on the “Windows task bar’.
B Batch entry 72 | On the TurboCASHS5 icon, right-click. A menu list of the
i Reconcilistion Alt+F2 . . . o
o Sas npbon tabs (i.e. Start, Action, Reports and Setup will be
B Eaa displayed.
Calendar If you select one of these ribbon options, the menus (and sub-
[, Actouts menus) for the selected ribbon will be available.
] Updateledger  F3
@ Help »
w7 Edit >
& Input 3
Q, Search

Stat. > |8y Project

Action  * | T3 Workflow

Reports >

Setup >

)
Fmeaw & = =

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

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

Q)

e)

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

Reports — Reports (menu list), User reports (menu list), T-Ledger analyser 1, T-Ledger
analyser 2, T-Account viewer, Printer and Report designer.

Setup — Company Info, Documents, Groups, Stock information, Reporting Dates,
Access control, Batch types, Salesperson, Printer, Workflow setup, Setup (menu list),
Report designer, Calculator, Import, Export and Tools (menu list).

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

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

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

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

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

a)

Q)

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

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

Path of the Set of Books — The full path of the opened Set of Books is displayed in
the last section.
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0.2.1-

RIBBONS AND MENUS

0.2.1.1-

Most of these program options are only accessible if a valid Set of Books are opened. If no Set of Books
are opened, only the Start ribbon tab will be displayed. The Action, Reports, Setup and User tab ribbons
will be inactive.

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

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

Start ribbon

The Start ribbon is used to manage your sets of books, registration and language.

Stait

Ql

=

©Opsn | Register, Backip |

Btich Repaitz  'Belup Lemictab

@ € Deleti Setof Books | X Close Setof Books P Oriine registration
© CroateSetofBocks | X St TurboCASH

Restore = Switch languages = saveas
Fi=

The following ten (10) options are available:

1.
2.

9.
10.

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

Register - Register the TurboCASH5 Program. Once you have registered TurboCASHS5,
and you restart the TurboCASH5 program, it will be removed from the Start tab on the
ribbon bar.

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

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

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

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

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

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

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

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

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

Online registration - Register the TurboCASH5 program or via the website.
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0.2.1.2-

Action ribbon

The Action ribbon is used to manage the following:

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

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

Periodic processing — Reconciliation, repeating transactions and invoices.
Search — Search for data and print transactions and documents, etc.
Help - Access the help file, websites (forum, bug reporting, webshop), support details,

etc.
Stail .l"'\cl.\un.‘ Feptite  Batup Usertsh
R O e I L o o
— —— 53] calendar > - £3 Wworkflow
Documents Debtors Creditors  Stock Batch Recondliation  Open Lpdatz Search
. tems entry temlink | (3 Accounts jedoer o Inout~ i Plugin
Edit | Safauit

The following eighteen (18) options are available:

1.

Documents - Access, process and manage sales documents (i.e. Stail | Actisny | e
invoices, credit notes and quotes) and purchase documents (i.e. @ . o2 &
purchases, supplier returns and orders). {Bocuments | Debtors  Creditors
If a document type is selected on the list of documents, the ‘| B invoices !
selected documents screen will be launched as a separate floating i
Lredit notes

screen. Purchases
Debtors — Maintain (manage) debtor (customer / client) accounts. e

@ Supplier returns

You may create, edit, delete and / or disable debtor (customer /
client) accounts.

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

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

Batch entry - Enter and process transactions in batches.

Reconciliation - Reconcile transactions in payment and receipt batches (linked to a bank
account) with printed bank statements.
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7. Open item link — Process, edit, delete links for ledger accounts (income, expense,
balance sheet, bank and tax), debtor (customer / client) and / or disable creditor
(supplier) accounts set as Open item accounts. You may also adjust the payment dates
for these accounts or process receipts / remittance advice for payments and / or refunds.

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

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

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

11. Update ledger - Update (post) sales documents (i.e. invoices and credit notes) and
purchase documents (i.e. purchases and supplier returns) and batches to the ledger.

12. Help - Access the following eight (8) options:

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

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

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

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

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

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

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

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

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

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

c¢) Delete - Delete sales documents (i.e. invoices, credit notes and quotes) and
purchase documents (i.e. purchases, supplier returns and orders).
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14. Input - Access the following six (6) options:

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

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

d) Sales documents - Process / edit invoices, credit notes and quotes.

e) Purchase documents - Process / edit purchases, supplier returns and orders.

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

15. Search - Launch the Investigator to search and filter for data in the Set of Books.

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

17. Workflow -
[Ue'li] Workflow Plugin is a commercial plugin.
18. Plugin -

Iﬂé_ﬂl E-Commerce Plugin is a commercial plugin.

0.2.1.3- Reports ribbon

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

Bl Aglitr Hepoitz Salup LUgat tah
D I—D E E T T-Account yiewer
S Printer
Reports User  T-Ledger T-Ledger Report
| reparts~ analyser 1 analyser 2 designer
Reports

The following seven (7) options are available:
1. Reports - List the reports in nineteen (19) menu items and groups.

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

3. T-Ledger analyser 1 - Trial balance, Income statement, Balance sheet, Standard column
balances (column view of the Trial balance, Income statement and Balance sheet in one
report), Budget versus actual, This year versus last year as well as Column balances.
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4. T-Ledger analyser 2 - The same reports are available as for the T-Ledger analyser 1, but
it gives you another option to generate different views and reports.

5.  T-Account viewer - Analyse and print transactions for specific accounts, etc.

6. Printer - Setup and configure the printers on your system.

7. Report designer - Edit, create and customise layout files for documents and reports.

0.2.1.3.1- Reports menu

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

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

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

To access the reports menu:

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

2. The summary of these reports, is as follows:

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

Trial balance
Income statement
Balance sheet

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

Budget versus actual
This year versus last year

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

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

B
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b) Point-of-Sale - The Cash-up and Sales analysis report for the built-in point-of-sale
(if you use point-of-sale).

116 - TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy



Reports ribbon

Q)

d)

Ledger - The following reports are available to manage all the accounts in the
general ledger:

Budget vs actual (3 periods) — Compare budget vs actual figures for any 3
periods.

Graph - Profit / Loss per week - Net profit and loss per week in a bar chart.
Listing - List the General ledger accounts (Chart of accounts).

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

Debtors - The following reports are available to manage the accounts in the
debtor's ledger:

Graph - Debtors per week - Invoices and Debit transactions, Credit notes and
Credit transactions as well as the difference per week in a bar chart.
Age analysis - Various age analysis reports.

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

Print labels - Postal and Delivery address labels.

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

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

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

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

Age analysis - Various age analysis reports.

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

Print labels - Postal and Delivery address labels.

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

Outstanding - Remittance advises, Remittance advises — Outstanding, Due date
and Outstanding at date.
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f)

9)
h)

J)

k)

n)

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

Plugins — Price agreement report for the Price agreement plugin.
Stock - The following reports are available to manage the stock items:

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

*  Print barcodes - Print the Barcodes or the Yagoda barcodes.

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

. Backorder - Print a list of backorders.
*  Stock In / Out - The following two (2) reports:

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

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

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

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

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

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

Purchases - Various reports are available to analyse your purchase documents. Print

Graphs, Creditors, Purchases and Items reports for Purchase and Supplier return

documents as well as Orders.

Company info —

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

* Information - List the details of the document headings and messages, global
statement message, selling price descriptions and cost of sales settings.
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0) Currencies — List of the Currencies added in Setup — Currencies (Setup ribbon).
These currencies can be selected when processing documents, such as invoices,
credit notes, purchases, supplier returns documents, orders and quotes.

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

q) Sales analysis -

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

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

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

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

s) Purchase analysis -

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

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

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

0.2.1.3.2-  User reports menu

Any other reports that are under construction. Users may add their own reports in the ...\plug_ins\
reports\userreports folder.
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0.2.14-

Setup ribbon

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

Starl

=

Aot Fepoits | Sehjp Lt lah

A Reporting dates B salespersan # caulator
= ses B

B Access contral B Printer 2] Impart
Company Documents Groups Stock Yo Setup Report Toole
| nfa sefup informatian B Batch types ma Workflow sstup - designer & Bxport .
| | S=hip I\ Teals

The following sixteen (16) options are available:

1.

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

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

applicable.

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

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

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

Documents setup - Settings for sales documents (i.e. invoices, credit notes and quotes)

and purchase documents (i.e. purchases, supplier returns and orders). Set the defaults for

documents, such as the numbers, batch types, headings and messages and document

layout files.

On the Statement setup tab, you may enter a global message to be printed on Debtor

statements (Reports — Debtors — Outstanding menu).

Groups - Set up to 2 Groups for Accounts, Debtors, Creditors, Stock items and

Documents for printing reports.

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

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

ii) Cost of sales - Set the parameters for Cost of sales (account, batch type,
whether you will be using average cost or latest cost).
iii) Documents setup - This also contains various settings when processing
documents and / or working with stock.
b) Unit size - Specify the unit descriptions and sizes to be displayed in the "“Stock item"
screens and reports.
The unit description is implemented on the Test Invoice (LanguagelD906190), Delivery note
(no code) (LanguagelD906181) and Delivery note (LanguagelD906182) layout files.

Launch the Help file. - Copy this text "Add unit descriptions to layout files” to the Search tab
and click on the List topics button.
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11.

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

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

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

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

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

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

. Workflow setup -

IDJ%JE] Workflow Plugin is a commercial plugin.

Setup - Access the following seven (7) options:

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

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

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

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

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

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

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

g) Theme - This option allows you to choose between “Classic, Classic-large, Material"
and "Material-large” themes. The “theme1" and “theme?2”, will display the icons of
the “Classic” theme, but the colours of the grids will be different. You may also add
your own favourite background pictures.
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12.

13.
14.

15.

16.

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

Calculator - Access the Calculator.

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

formats.

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

Tools- Access the following seven (7) options:

a)

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

i)

iii)

iv)

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

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

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

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

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

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

*  Reverse posted document - The documents as well as any transactions
generated by the documents (invoices and credit notes, purchase
documents and supplier returns documents) when the documents were
updated (posted) to the ledger, will be reversed or cancelled.

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

You may edit the document in Documents (Action ribbon) and then post
(update) it to the ledger. If you do not need to update (post) the document
to the ledger, you may delete the document in Edit — Delete — Documents
menu (Action ribbon).
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b) Data integrity check - Run a Data integrity check and print a Data integrity check
report.

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

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

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

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

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

0.2.1.5- User tab ribbon

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

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

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

Stat  Mehisn  Repot:  Balup | Ussrtéh
[ auto fearm ‘
Groups |Groups 1 -

Edit |

Stait  Achon Reportts  Sehip Usger tabpd

[ fuito learn B o ] o Y oe r’l N & :‘ —
S - & QB G 3@ H
Groups |Groups® = L [+ ] 7 nr u 5
o || Dotuments  Batch | Debtors Creditors: Contacts Accounts || Recondlistion  Open  Update | Search | T-ledger || Export Import | Report Calouator
d entry | emlink  fedger ‘ analyser 1 designer ‘
‘ Groups 1 | Groups 2 i| Groups 3 | Groups 4 “ Groups & [ Groups &

There are two (2) ways to add menus to the User tab ribbon, i.e.:
*  Auto-learn - You may select this option to automatically add your accessed functions
(menu items) to the User tab ribbon.
*  Edit — Manually add functions (menu items) to the User tab ribbon.

o Edit you may use this option to add, delete and link items to six (6) groups.
The User tab ribbon may also be edited and accessed in the User tab on Access control (Setup
ribbon).
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0.3- WORKING WITH TurboCASH RIBBONS AND SCREENS

0.3.1- Show / Hide ribbon options

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

Ledger analyser, etc.

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

Show ribbon

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

0.3.2- Menu lists

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

0.3.3- Dock / Undock sections of screens

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

0.3.4- Dragging / Resizing sections of screens

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

resize it. =3
*
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0.4- FILTERS AND SEARCH FEATURES

0.4.1- Filter options in column headings

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

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

data. Debit
. I
Some of the options are:
. . . . O (Emp]
1. Sort - Click on a column heading to sort and list the data ascending or [N:f:mpty]
descending sequence. All the data is by default displayed ascending; from the E iggg

smallest to the highest value (e.g. a-z or 0-9) according to the record number |7 7

(e.g. line number in a batch, etc.) To change the sort order from ascending | 10000
(e.g. a-z or 0-9) to descending (e.g. z-a or 9-0) select a column and click on it. E ;2333

If you click on it again it will change back to ascending sequence. E 300.00
500,00
2. Drag and drop columns - You may click on a column and drag it to the left | 7som

or to the right to change the sequence your data is displayed on screens.

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

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

Once you have selected an option on a list, the your selection will be displayed at the bottom
section of the “Batch entry” screen as follows:

0 ) |

Batoh entty. Posted batches

Chaiigs sliss —_— —  :"HR
e 4 S E el =S 0T
|ABEPayment=2103 > —— S CoR
T “DiDelsts “M:lnset F5 Balance FG Post F7Esclusve |F7:lnclusive FB:Lst  F3: Process FI0Setp
ccount Conira sosount Inclugive amount: Excliisive amount Rsference total| |
220000 Rent B810-000 ABC - Bank R575.00 R500.00 R575.00/
Mo.  [Reference |Date [Description [Account Tax [Debit Credit Open item
Ld| 3102 |2E1/00/30  Ridet- Aprl G20NDOFeEf | T850020 Input VAT - Standard rate -15% | 500,00
Il 3108 |2021/03/30 | Payment on aceaunt C2ABCOS ABC Office SUpplies. |G - ) 750,00
Ll 6110 12021/03/30 [wialtons - Paper and pens | 6230000 Stationery | THB0020 Input VAT - Stendard rate 15% 200,00
W Make filter - [nanamefit] %
and Heads
[] Balence Equalle’ ©
+-[] Date Between 2021/03/05 and 2021/03/30
[] Debit Giestet thart 16000
[] Betetence Between 105 and 110
Push this buttan ta 2dd a candiian
T pen | | Saveas | ‘ ok ‘ | Cancel | ‘ Apply
3 1450.00| 0.00]

You may click on the “"Customise...” option on a column list or click on the Customise button to:
1. Make a filter (add or delete conditions and groups).
2. Save a filter.
3. Open afilter.

0.4.2.1- Make a custom filter

To make a filter:
1. Click on the "Customise...” option on a column list or click on the Customise button.
2. Select an operator (i.e. and, or, and not, or not).

3. Click on the Filter button (or on the ... button) and select one of the following options
on the context menu:

4. New condition — Create a new condition.
New group — Create a new group.

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

7. Select a column from the list of available data applicable to the screen. In this example,
the Date is selected.
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9.
10.

0.4.2.2-

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

Once you have created your conditions or groups, click on the Apply button.
Click OK to close and exit this “Make filter" screen.

Conditions

The values of conditions, is as follows:

1.

S T

~

10.

11.
12.

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

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

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

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

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

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

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

In - In a specified value.

Not in - Not in a specified value.

['17) Ifa Date for a column condition is selected, additional conditions will be available (i.e. is this month, is this
“ year, is next 7 days, is next week, is next 14 days, is next two weeks, is next 30 days, is next month, is future,
is this week, is yesterday, is today, is last 7 days, is last week, is last 14 days, is last two weeks, is last 30 days,
is last month, is last year, is past, is this week, etc.

0.4.2.3-

Save custom filter files

To save a custom filter file:

1.

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

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

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

To open a saved a custom filter file:

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

2. Select a directory in which you have saved the custom filter file.
Select a valid filter file.

4. Click Open. The selected filter file's name will be displayed in the titlebar of the “Make
filter" screen.

0.5- LOOKUPS

0.5.1-  Accounts lookup

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

L3 Account x
Code ~ | | Search
Nane > Clear

Use your mouse to pull a column here to group on that column n
Code Description
GE10010 -
GE10020 [Custamn...]

GE10000
G210000
G215000
G210020
G520000
Ta50020
Ta50030
GE00000
GEO0010
GEO0020
Gz10010

[J &4BC - Bank

[] Bank charges

[ Capital

[ Cost of sales

[ Creditors control

[ Debtors cantrol

[ Depreciation

[ Empty

[ Fuel and ail

[ Furriture fittings -Ace. deprec.
[ Furiture fittings & cost

[ Furiture & fitings - Met value

IO 1 1t /AT - Capital goods - 14 []
Search by
Code Description [0 Auto-select O

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

If the Use filter is enabled, the Use filter context menu will display a tick as follows - S s=fiter

To disable the filter, click on the menu to remove the tick. If the filter is enabled, you may locate and select
accounts, stock items, periods, etc. on the lookup screen with ease.
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0.5.2-

Stock item lookup

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

1.

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

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

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

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

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

L3 Stock item X

Code

MHone

Stock group 1

- | | Search

- Clear

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

Code Description Extra description
ACOMP Compressor

850 Watte + & crl bits
4L-INSTCUP Install - Built-in cupboards

AL-PAINT-E Fairit - Esterior

EOM EOM

BOMPRODUCTION  |BOM [Production]

GL-CODE General ledger

OPTIONITEM Optian term

OPTIONITEM-MS Option itern [na stock)

FPURCHASES

Purchases

PURCHASES-MS Purchases [no stock]

SALES
SALES-NS

Search by
Code

Cur: 5

Sales
Sales [no stock)

Description [0 Auto-select (]

Quote: 1 Order: 3 Exp:7 P1: 1000(1140)

The values and fields, are as follows:

1.

Code - "Code” is the default option. You may select the “Description, Barcode, Description
and Extra description” or "Code, Description and Extra description” option. This will allow
you to enter any valid values for a stock item. If you click on the Search button, it will list
only those stock items matching the value entered.
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2. Operator - None is the default. You may select an operator (i.e. and / or). These
operators will add another field where you may enter values to filter the stock items. If
you click on the Search button, it will list only those stock items matching the values
entered in the first search values field and / or the values entered in the second search
values field.

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

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

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

~  Usefilter

o The Auto-select tick box will only be displayed when the (right-click) is
selected (ticked). The "Auto-select” option allows you to enter any keys to filter by stock code,
description, barcode, etc.

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

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

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

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

d) Exp: This displays the expected quantities on hand for the selected stock item. This is
the current quantities on hand for the selected stock item. This is the totals of the
“Quantity on hand" field of the “Values” section on the Ledger tab of the Stock
items (Action ribbon) LESS the quantities of any open / unconfirmed quotes which
have not yet been converted to invoices PLUS the quantities of any open /
unconfirmed orders which have not yet been converted to purchase documents.

e) P1: This displays the “Selling price 1" field of the “Selling prices” section on the
Ledger tab of the Stock items (Action ribbon). The price is displayed as exclusive of
tax (VAT/GST/Sales tax) and the price is displayed as inclusive of tax (VAT/GST/Sales
tax) between brackets.
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f)  P2: This displays the “Selling price 2" field of the “Selling prices” section on the
Ledger tab of the Stock items (Action ribbon). The price is displayed as exclusive of
tax (VAT/GST/Sales tax) and the price is displayed as inclusive of tax (VAT/GST/Sales
tax) between brackets.

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

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

0.5.3- Batches lookup

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

L3 ABC-Payments - [ABCPayments2103] m] X

Batch enty  Pasted batches

Change aliss —_— o 2°t
Ehang — 4+ ﬁ |:1+ g = = i"m
ABCPayments2113 >  — | G-

“D: Delete  “M:Insert F5: Balance FE: Post  F7: Exclusive | F7: Inclusive | FS: List  F2 Process F10; Setup

Account Contia account Inclusive amount: Exclusive amount Feference total
GE00010 Furniture & fittings @ cost B810-000 ABC - Bank R575.00 R500.00 R575.00

fu |
- Reference |Date Description Account

e e b e =

2|10 2021/03/01 |2 » Chairs ‘Code ‘DESCHD[IDH Capital goods -15% 300,00
3107 2021/03/30 | Rent - Apiil GEO00Z0 Furniture & fittings -4cc. deprec. Standard rate -15% 500.00
4108 2021/03/30 |Payment on account Furmiture & | st 750,00
5109 2021/03/30 | Petral - Mercedez Benz G210070 Fuel and cil 150,00
6110 2021/03/30 | altons - Paper and pens b Standard rate -15% 200.00
711 2021/03/30 | Petty cash - Increasze float 100.00

o You may configure the Account types to be included in the Account lookup. On the F10:Setup - Advanced
tab, you may set the Account lookup type to:
e All (default) all account types,
*  General ledger — All account types, except Debtors, Creditors.
. Debtors (only Debtor accounts),
*  Creditors (only Creditor accounts).
*  Open item - Only those General ledger, Debtor and Creditor accounts for which Open item is
activated.
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0.6- WORKING WITH OTHER WINDOWS / SCREENS

0.6.1- Minimise, restore and closing of programs or screens

The following buttons are found on the right side of the titlebar:
— Minimise - Click on this button to minimise the program in the Windows Task bar.

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

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

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

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

0.6.2- Resizing of screens on your desktop

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

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

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

1. Press the Alt-Tab keys simultaneously on your keyboard and the following screen, listing
all the active programs on the Windows Task bar, is displayed:

Boooimowsoeans. | funocass-40009 Sn. | B oofencens/TurbocasHS, M Hondyman odvare Stoe -, K TurboCASH 472 - (R 838..

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

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

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

0.6.4- Accessing menu options using short-cut keys

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

0.7- NAVIGATION IN TurboCASH

0.7.1- Yes/ No, OK / Cancel, Back / Next and Finish buttons

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

Yes = Y or Enter

No = N or Esc
Next = N
Back = B

Cancel = C, etc.
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0.7.2- Moving between fields on screens when entering data

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

0.7.3- Arrow keys

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

0.74- Drop-down lists

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

0.7.5- Tick boxes

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

Show contact details

|

The Space bar on your keyboard allows you to toggle between a tick and a blank space in the tick
box.

0.8- GETTING HELP IN TurboCASH

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

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

2. Press the F1 key on your keyboard for context sensitive help. On most screens, the
relevant topic will be launched.
3. Click on the Help — Help menu (Action ribbon).

4. Online help — This is similar to the Help file included in the release. This help file may be
updated from time to time as the existing documentation are improved and topics
added.
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P.1- OPTIONS TO MAKE BACKUPS OF BOOKS

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

. Backup / Restore (Start ribbon).
e Save as (Start ribbon).

*  Create Set of Books ("Copy from a Set of Books" option on the Creation wizard) (Start
ribbon).

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

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

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

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

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

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

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

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

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

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

e Old data on your previous version of TurboCASH or other accounting package prior to
conversion to TurboCASH.
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e On aregular basis: Depending on your need and volume of work. The following
minimum is recommended:

e 2 -3 sets daily re-used weekly or every 3rd to 4th day.

e 2 weekly sets - re-used every 3rd week.

e 12 Monthly sets - done at the end of each month, and re-used each year.
e 1 set prior to year-end and kept permanent.

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

To create a backup file:

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

is displayed:
[ Backup Set of Books X
| Set of Books Location :
AF-SUID-AFRIKA DATCASHE-1-20214Books\AF-SUID-AFRIEA\books fdb
sl b EN-SO0UTHAFRICA DATCASHE1-20214B ookshEN-S0UTHAFRICAMbooks. fdb
EN-LIK DATCASHE-1-20215BookshEN-UKAbook s fdb
HANDVMAN-2 DATCASHE-1-20215BINNTUTORIALSSEN-TUTORIALSAHANDYMAN AN,
HAND'YhAN-B DATCASHEA-20214BINLTUTORIALSAEN-TUTORIALS\HAMD T IMAN BY. .
Festore bY-BOOKS D:ATCASHE-1-20214booksihY-BO0KS \Books.fdb

File name |MY-BOOKS202103191057 E}; Backup reports [ E-mail backup 7]

Backup from  D:ATCASHS-1-2021%books\MY-BOOKSY Executable exe file
Backupto |DTCASHS\Backups E': il 0

2. Select the Backup option, if not already selected.
Select the Set of Books you wish to backup.

4.  You may over type the Backup file name with a name of your own.
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P.3-

The date and time of your operating system is automatically inserted in the file name

(e.g. MY-BOOKS202103191057.exe) dfter the default backup file name.

(In this example, the date and time format is YYYYMMDD, followed by the Hour and Minutes).
The format may differ if your operating system's short date style or format is set different.) It is
recommended that this date and time not be over typed, if you enter a name for your backup
file. You may then later select that file name to restore a Set of Books from. TurboCASH will by
default create a Backup file in the *.exe file format.

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

Select the drive or folder to backup to.
The default backup path (drive or folder) for a Set of Books as set in the Setup — Backup path

(Setup ribbon) will be displayed. If you have not set the default backup path, the default system
drive will be displayed. You may select any other drive or folder on your system.

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

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

CREATING AN E-MAIL BACKUP FILE

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

To send a backup file via e-mail:

1.

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

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

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

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

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

Enter your message.
Click on the Send button.
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P.4- ACTIVATING / DEACTIVATING THE AUTO-BACKUP
FEATURE

By default, the Auto Backup setting is not activated (set to FALSE). The Auto-Backup feature will
automatically create backup file of your set of books to the default backup directory (set in the
Setup — Backup path (Setup ribbon)) when exiting or closing TurboCASH5 if a Set of Books is
open.

[ T"I The Auto-Backup feature should only be used for single-user installations where TurboCASHS5 is installed
=" on a single machine.

It is only available if TurboCASH is closed exited using the following options:
*  Click on the Close Close] button on the top right-hand corner of the TurboCASH titlebar.
*  Right-click on the TurboCASHS5 icon in the Windows task bar. and click X Close window.
To activate (enable) the Auto-Backup feature:

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

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

AUTOBACKUP=FALSE

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

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

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

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

Use the Backup / Restore (Start ribbon) - Restore option to select the Backup file.
Do not click on the OK button of the TurboCASH5 Backup file (opened using the File Browser) to restore

the Set of Books. It will add a TCASH5 (name of your installation folder) inside the Set of Books. This will
increase the size of future backups.

1] = | HANDYMAN-COPY = O X
Home Share View o
- VT T New ttem = b, FH safect a1
¥ = w ‘ 2
p t = = | Easy aceess ~ = E Select none
Pin to Cuick Bzt = Pz F Delete Fename Mew Properties ol
arcess #) Faste shione - folder - & Histary oo Imvert selection
< v o » ThisPC » OS{C:) » TCASHS » books + HANDYMAN-COPY v O earch HANDYMAN-COPY 2
HANDYMAN-COPY  ~] [ Narie Daterodified Tyipe Shae
MHages images 0T5/08/20 @33 AM
TCASHS TCASHS
books \\\'__1_ books FDE T
HANDYMAN-COP : 7 i
IHCORRECT - Restore from TurboCASHS Backup file outside TurboCASHS: Open the TurboCASHS:
images Backup file in File Explorer and click OK, i creates the TCASHS directory inside the Set of Books-
directary
MY-BOOKS
images -"l CORRECT - Rastore from TurboCASHS Backup file using the Backup / Restore option on Start rilbon |
Cursors ¥
items | :EI il

If your data becomes corrupt for some reason, restoring from backup will fix this.

It will be necessary to re-enter all the data from the date of the last backup to the present. It can
be seen that backing up often is a good habit that can potentially save a lot of work. If you do not
make regular backups, you may have to re-enter thousands of transactions and general ledger,
debtor, creditor and stock information.

It is also important to keep record of your backup disks or files or to label your backup disks to
prevent restoring a Set of Books from an incorrect backup disk or file. It is recommended that you
keep a record of which data is backed up and which is not, to prevent re-entering data that is
already on your backup disks.

140 - TurboCASH5 (4.0.0.969) — 2021 — Accounting Made Easy



RESTORING A SET OF BOOKS

To restore a Set of Books:

1.

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

L] Restore Set of Books X

Set of Books | Location
AF-SUID-AFRIEA DATCASHE1-20214Books\AF-SUID-AFRIKANbook s Fdb

Beelop EM-SO0UTHAFRICA DATCASHE1-20214Books\EN-SOUTHAFRICA books.fdb
EM-UK. DATCASHS-1-20214Books\EN-UKAbooks.fdb
HANDTMAM-2 DATCASHE1-20214BINSTUTORIALSAEN-TUTORIALS \HAND YHAN-AY
HANDTMAN-B DATCASHE1-2021BINNTUTORIALSAEN-TUTORIALSWHAND Y MAN-BY.
My-BOOKS D:ATCASHS-1-20214book s\MY-B 00K S Books. fdb

Restore *

File name | MY-BODKS202103191057.fff=| Backup reports [ E-mal backup

Restore to - D:NTCASHE-1-2027 \book s\MT-BOOKSY Executable exe file
Restore from | 0:4T CASHE Backupsh B uni dumnp O

Restare Stop X Close

@ 0%

e

Select the Restore option. The "Backup Set of Books" screen will change to the “Restore
Set of Books" screen.

Click on the icon next to the “File name" field and select the backup file on the
"TurboCASH select backup file" screen.

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

You may select any other drive or folder on your system. You could also choose to Restore from
your hard drive or any available drive on your network. TurboCASH also allows you to restore
from a USB drive, a CD/DVD, provided that you have a CD/DVD writer installed on your system
and the backup is correctly done.

Click on the Restore button. A confirmation message “This will seriously affect your Set of
Books! Are you sure you want to clear this Set of Books?" will be displayed.

If you are absolutely sure, tick the "/ have read this instruction and understand the action!"
field. The Yes and No buttons will be available on this screen.

Click on the Yes button. The confirmation message "This will seriously affect your Set of
Books! Are you sure you want to clear this Set of Books?" will be displayed.
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7. If you click on the No button, the process will be cancelled. Click on the Yes button, if
you are absolutely sure. The information message "Your Set of Books will be restored in:
C\TCASH5\books\MY-BOOKS\ Do you wish to continue?" will be displayed.

8. Click on the Yes button, to start the restore process. If you click on the No button, the
process will be cancelled. When the restore process is completed, an information screen
“The Restore process is completed!" will be displayed.

9. Click OK and click Cancel on the "Backup Set of Books" screen. You may also press the
Esc key to exit the “Backup Set of Books" screen.
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Q.7- OPTIONS TO CREATE A SET OF BOOKS

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

*  Start — Save as.
+  Start — Create Set of Books ("Copy from a Set of Books” option on the Creation wizard).

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

Q.2- CREATING A SET OF BOOKS USING THE CREATION
WIZARD

To create a Set of Books only takes a few minutes. The “Creation wizard" will help you to create a
new Set of Books.

To create a Set of Books:

1. On the Start ribbon, select Create Set of Books (F10). The “Creation wizard" is displayed
giving you three (3) options to create a Set of Books.

Creation wizard *
Welcome to the TutboCASH Set of Books Cieation wizard, Please

select an option and click on the Next button; or click on the Cancel
button to cancel the creation of a new Set of Books,

Do you wigh to:

() Copy an exizting Set of Books?)
(®) Lt TurboCASH help you to ciaate a Set of Books?

() Cusharrise your own Set of Books [Advanced)?

Conwert TirbalASHE o TurboCaSHEY

Carevert TurboCASHA t this versan T

et G Cancel

2. Check that it is selected and click Next. On the next screen, (“"Which Chart of Accounts
you wish to use?") you need to select a template (existing Set of Books).

The “Download books" screen will automatically be launched. It is recommended to close
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the "Download books" screen.

[ bownload books — O )
®»  Download

general | inttp: ffwww. esfinanciale: org/books /EN-GENERAL EN-AUSTRALTA.Zin
general GENERAL [EM-BANGLADESH i |
SOOI GRNER S N RARHAPOS |
Jhbois/EN-GENERAL [EN-SELIZE  2ip.
ials.org/ooks/EN-GENERAL EN ECTSWANA 2p |
GEMERAL [EN-CAMEROON. 2i0
org/books/EN-GEMERAL /EN-CAMADA -CORPC
oo ora/bboks /EN-GENERAL/EN-CANADA-GTHER
Pttos/fwwi, osfinanials. org/boaks /EN-GENER AL /EN-IRELAND. 2p
ISLEQFMAN :senmd ‘itz fr GENERAL [EN-ISLEGFMAN. 7
LESOTHO |genersl _ tp o ssfinancislsorg books/EN-GEMERAL [ENHESOTHO 2
MALAWT |General  nttp: /i . arg /o /EN-GENERAL/EN-MALAWT Zip
http:/fwww. osfi ls:0rg/books/EN-GENERAL /EN-MALTA.zip
bt -GEMERAL [EN-MALRTTRIS. i
OPDORAEI N RAL [N A A
SENERAL/EN-NEWZER
/EN-GENERAL/EN-RWANDA,
JEN-G 1AL SUTHAFRICA.
JEN !
heral  http: /. osfinancials.org /books/EN-GENERAL/EN TONGAIZD.
TRINIDADTORAGO |General hitto: fwwey, osfi l=:org/books/EN-GENERAL EN-TRINDADTOBAC
|UGANDA. |General e, ; -GENERAL [EN-UGANDA. i
K [Benerdl i/, asfinandals. org/books/EN-GENERAL FEN-UR. 5 =

e You may access the "Download books” screen, when clicking on the Online button on the “Which
Chart of Accounts you wish to use?” screen.
Updated versions of these Sets of Books (except the Netherlands) are included in the install of
TurboCASHS.T (969).
You may click the Browse button, to select another Set of Books in the ...\Bin\Repository folder.

Creation wizard x

Which Chart of Accourits do you want lo use?

&

Online @ Bravise
AFSUDAFAIKA,
EN-S0OUTHAFRICA
EN-UE
SHANDYMAN.

DoATEASHESBINATUTORIALSNEN: TUTORIALS \HANDY MAN Baoks fdh
QBeck || Neap | © e

3. For the purpose of this tutorial, select "HANDYMAN" and click Next. On the next screen,
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TurboCASH will ask you to enter the "Name for a new Set of Books”.

Creation wizard *

Enter the name of new Set of Books:

Mame for a new Set of Books
My-BOGKS|

Loatiae Q. Browss
DINTCASHS bocksh

Firetird(dafault) v

Ak || Neh © st |

4. For the purpose of this tutorial, type in your own name.

5. Click Next, or press the Enter key on your keyboard. On the following screen TurboCASH,
will give you the following options to select:

Creation wizard >

Select Setup -> Company info you want lo changel

Charige campaty info,

& [

Aocounting pefiads setup

K

Batch types setup

<

Groups setup

[

D'ncuméntss:é_l_up

[

Add salespersons

o Back | | Mt || @D |

6. For the purpose of this tutorial, see that “Documents setup” option is selected.
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7. Click Finish. A confirmation message “Are you sure you want to create the MY-BOOKS
Set of Books?" will be displayed. MY-BOOKS is the name of the Set of Books entered in
the Creation wizard.

Click Yes to confirm.

TurboCASH will automatically launch the following screens from the Setup ribbon as
selected to enable you to set the basic information and defaults for the Set of Books:

a) Company info (See - MODULE E.4.1)

b) Reporting dates (See - MODULE E.4.2)
c) Batch types (See - MODULE E.4.3)

d) Groups (See - MODULE E.4.4)

e) Documents setup (See - MODULE E.4.5)
f)  Stock information (See - MODULE E.4.6)
g) Salespersons (See - MODULE E.4.7)

Q.3- COMPLETING YOUR SETUP PROCEDURES

It is good practice to check all the available menus in Setup, before moving to the next step. This
will take a few minutes of your time, but it will save you problems in future. We will therefore
discuss the Setup menu options briefly. Before you may start with this process you need to Open
your Set of Books.

To open your Set of Books:
1. On the Start ribbon, select Open (Alt + O).

2. Select the Set of Books, which you were creating, and click on the Open button.

Q.4- SETUP

Q4.1- Company info

This option allows you to enter all your business' details such as the address, e-mail address,
contact numbers, company and tax registration numbers. These will be displayed on all reports,
statements and lists. You may also select the applicable Tax method, and the default output
options for reports, statements and lists. It is also important to set the Windows default date and
currency formats.

You may also load a logo picture to be displayed on your documents and / or statements. For
documents you need to select to print the logo on documents, or not, in Documents setup
(Setup ribbon).
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To enter and set the company information and defaults:

1. If the "Company info” screen is not automatically displayed, go to the Setup ribbon, and
select Company info.

L3 Company info - O X
’M Options
‘ [oa V=T EY I andyman Hardware Store Postal code ‘ 2195 ‘
Addiess ‘27 Olifants Road | Company reg. no. ‘33801 2345 ‘
‘Emmarentla | Taxreg. no. ‘44801 o ‘

‘Jnhanneshurg |

Tel[[011) 2101390 | Eumail ymai@ryisp. et |
Fax|I011)310:2000 |

Bank name 1 ‘ Bark narne 2‘

Halder's name 1 ‘ Halder's name 2‘

| |
| |
Bank account no, 1 ‘ ‘ Bank account no. 2‘ ‘
SWIFT | | SWIFT e | ‘
1B | | 188N re ‘
BIC | | BIC | \
Additional Data
Cortact hamme
[ pigidan
tobile
Wwebsite

" Ok ¥ LClose
2. Enter the relevant details of your company in the available fields.
Company reg. no..  If you are registered as a company, a close corporation or a non-profit
organisation, the relevant registration number must be.
Tax reg. no.: If you are registered as a VAT/GST/Sales tax vendor, the VAT/GST/Sales tax

registration number must be entered.

For the purpose of this manual, the relevant company details are already entered in the
"HANDYMAN" Set of Books we have selected.

3. Click on the Options button. The “Company info - Options” screen is displayed:
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Company info

C} Company info = el >

Address J [_EplIOT h.

Taw method Company logo
Inwpice based -~

Die acoount Diefaul output

—— S S

“SetWindows date formatZsiyle:

D Diebug =qf
Local path (folder for local fles save ke inages sic]

Pluging path [path with the iepaits foldsr]
[DATCASHS v i |

inii path. finl file, reaistration ahd books fles]
|BATCASHS |

Save

Clear

Paste Clear Load fram file

" O ¥ Close

The "Tax method" is by default set to “Invoice based".

Select your default output options for “screen, printer, file, fax" or "e-mail”. For the
purpose of this tutorial, select “Screen”.

Leave the “"Company logo" blank, for the purpose of this tutorial.

0 If you have a company logo or picture, which includes the address, you may right-click on the
Company logo to load the logo from a valid file format on your system.
This logo can be selected to display on documents (invoices, etc.) and statements.

Click on the Set Windows date format/style button to set the date format of your
operating system.

v You may also click on the DateTime settings button on Setup — System parameters (Setup ribbon)
to open the Regional and language settings in the Control Panel.

o This option does not work on Linux or Apple operating systems. The settings for this, should be
done via the specifics of that operating systems.

0 If the Set Windows date format/style button does not launch your operating system's (version of
Windows™), Regional Settings, you need to open the Regional and language settings in the
Control Panel to set the format of the Short date and the correct Currency symbol.

TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy - 149



MODULE Q - CREATING A SET OF BOOKS AND SETUP

[ itis important to check your Windows date format, since this format will determine the format in
which you will enter your dates for your transactions. It will also determine the format dates are
displayed on screens and reports.
It will also determine the format in which your dates will be displayed in the lookup screens,
screens, reports, debtor statements, etc.
The date for 1 March 2021 may be displayed in one of the following formats:

. YY/MM/DD - 21/03/01

0 DD/MM/YY - 01/03/21

O YYYY/MM/DD - 2021/03/01

0 DD/MM/YYYY - 01/03/2021

. The YYYY/MM/DD (2021/03/01) is the format, which is used in this tutorial.

8. Click OK to save your changes.

Q4.2- Reporting dates (Periods)

To set the start of the financial year:

1. If the "Reporting dates” screen is not automatically displayed, go to the Setup ribbon, and
select Reporting dates.

L] Reporting dates X
Number Start date kPDSl to other years Previous year
Ends on Open for posting Open for posting
Ends on Open for posting Open for posting
Ends on Open for posting Dpen for posting
Ends on Open for posting Open for posting
Ends on Open for posting Open for posting
Ends on Open for posting Open for posting
Ends on Open for posting Open for posting
Ends on Open for posting Open for pasting
Ends on Open for posting Open for pasting
Ends on Open for posting Open for posting
Endz on Open for posting Open for posting
Endz on Open for posting Open for posting
" OK © Cancel

2. Select the following options for the Set of Books:

a) Number - Number of reporting dates (financial periods) for which you can enter
transactions and view reports. Usually the number 12 for each calendar month in a
financial year is used.

b) Start date - The starting date of your financial year. For the purpose of this tutorial,
it is set to 2021/03/01.

150 - TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy



Reporting dates (Periods)

c) Post to other years - If this box is not ticked, you will not be able to post any
transactions, budgets, etc. to the financial year preceding the financial year entered
in the "Start date” field.

d) Open for posting - If this box is not ticked, you will not be able to post any
transactions, budgets, etc. to the financial period, which ends on the specified “Ends
on" field.

e) Previous year — This option allows you to block posting to any closed financial years
older than last year periods.

3. Click OK.

Q4.3- Batch types

This option allows you to create batch to capture and enter your transactions. The Sales,
Purchases, Receipts, Payments and General journal are standard defaults.

You can create any additional batches by adding them to this list. If you have more than one Bank
account, you need to create a payments and receipts batch for each one. If you were initially short
of batch types, you may enter additional batch types to accommodate your reporting
requirements. These will not be retroactive, so thorough setting up is preferable.

Batch types Lookup type Contra account lookup type Debit / Credit

Sales Debtor General ledger Debit

Sales returns General ledger Debtor Credit

Purchases General ledger Creditor Credit

Purchase returns Creditor General ledger Debit

Payments All All Debit

Receipts All All Credit

General journal All All Allow both / Debit / Credit

You can also set the batch defaults to reduce incorrect capturing of transactions. For example, in a
Sales journal, only debit entries may be entered. Batch defaults such as “contra accounts”, “contra

account per line”, "inclusive” (of VAT/GST/Sales tax) or “exclusive” capture and increment reference
numbers, and can only be set from within the batch.
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To check and add batch types:

1. If the "Batch types” screen is not automatically displayed, go to the Setup ribbon, and
select Batch types.

L Batch type - u] X

Add Sales jnl.
ABC-Receipts
Delete ABC-Payments
General jnl.
Edit Purchase jrl
Cost of sales
Petty cash Pay.
Petty cash Rec.
POS il
Sales retums
Purchase retums

Editing batch types will KYZ-Payments
seriously affect vour Set of ¥ .
Booksl A you surs you want | |72 0P
to da this?

2. Check that the basic batches "Petty cash Pay.” and "Petty cash Rec.” (for the Petty cash
account) “Sales jnl, Purchase jnl.”, and “General jnl." is added.

3. If the "Payments jnl" and "Receipt jnl” (for the Current Bank account) is displayed, rename
them to "ABC-Payments” and "ABC-Receipts”, for the purpose of this tutorial — (See -
MODULE F.1.3.1).

You may click on the Edit button to set the options for this batch.
You may also click on the F10:Setup button on the “Batch entry” screen) Batch entry (Action

ribbon).
4. Click Close.
Q4.4- Groups

This option allows you to set up to 2 reporting groups for your general ledger accounts, debtors
and creditors, stock and documents. These reporting groups will allow you to select the applicable
reporting category within the available reporting groups. When you generate reports or
documents, you may also select these groups to print reports or to filter for specific reporting
groups.

g For the purpose of this tutorial, the basic settings for reporting groups 1 are already set in the
"HANDYMAN" Set of Books we have selected.

Q.4.4.1- Account groups

This option allows you to set up to two (2) reporting groups for your general ledger accounts,
debtors and creditors, stock and documents. These reporting groups will allow you to select the
applicable reporting category within the available reporting groups.

When you generate reports or documents, you may also select on some of the “Report options /
parameter” screens to generate reports or documents for specific reporting group(s).
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To set the groups:

1. If the "Groups” screen is not automatically displayed, go to the Setup ribbon, and select

Groups.
[ Groups = O =
rAm::uunk qioup 1 Apcount-group 2 I Diebtor graup 1 I Diebtor group & | Creditor group 1 I Creditar group 2 ] Stock-group 1 ] Stock graup 2 I
D ocurment-group 1 ] Document group 2 ‘ Payment types 1 Salespersons ] Prajscts I Cost centre 1 1 Costcentre 2 I Languages I

[‘Flepo(ling-gmupmmeﬁ " ccount group 1 a ‘ ]
W

e REPORTING GROUP ROOT

New I Incams
Expenses

Edit {~  Capiwl
Longterm fiabiites
Current liabiliies

s Fixed assets
Diizabled
Current assets hi o
Mowe up
.
Mave down

[+

Back colour

Sample

& Print 7 Ok

v You may click on the Print button to print a list of the groups.

Select the groups and use the Move up and Move down buttons to change the sequence. For the
purpose of the tutorial, move the groups to display Income, Cost of sales, Expenses, Capital,
Longterm liabilities, Current liabilities, Fixed assets and Current assets, if necessary.

This will determine the sequence in which your Groups are listed on the Accounts (Action
ribbon) and on the T-Ledger Analyser1 / 2 (Reports ribbon) is displayed, when Reporting group 1
(s selected.

2. Check the "Account groups” and click OK.

For the purpose of this tutorial, the basic settings for reporting groups 1 are already set in the
"HANDYMAN" Set of Books we have selected.

You may set colours (Background and Font colours) to be displayed on the T-Ledger analyser.
To add colours for account groups:

1. Click on the Back colour button and select the colour.

2. Set the Font colour (if necessary).

3. Click on the OK button of the “Color window.
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Q.4.4.2- Creditor groups

To illustrate the colours on the “Creditors — List view" screen, add the following two (2) groups for
Creditor group 1:

*  Creditor group 1A
*  Creditor group 1B

Set the Background and Font colours for these groups.

Q.4.4.3- Debtor groups

To illustrate the colours on the "Debtors — List view" screen, add the following two (2) groups for
Debtor group 1:

*  Debtor group 1A
*  Debtor group 1B

Set the Background and Font colours for these groups.

Q.4.4.4- Stock groups

To illustrate the colours on the “Stock items — List view" screen, add the following two (2) groups
for Stock group 1:

+  Stock group 1A
*  Stock group 1B
Set the Background and Font colours for these groups.

You may also add images for Stock group 1 to be displayed on the Button lookup, if activated on Stock
information. (Setup ribbon,).
Images may be added for each Stock item in the Images tab on the "Stock items” edit screen (Action ribbon).

Q.4.4.5- Document groups

To illustrate the colours on the “Documents — List view" screen, add the following two (2) groups
for Document group 1:

*  Document group 1A
*  Document group 1B

Set the Background and Font colours for these groups.
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Q4.5- Documents setup

This option allows you to set up defaults for your documents. The defaults for all document
numbers to begin with 000001 (prefixed by 2 alphabetical characters IN for Invoices, CR for Credit
notes, PU for Purchase documents, SR for Supplier returns documents, OR for Orders and QU for
Quotes), but you may change this to suit your needs. Thereafter the document numbers will
automatically allocate the document numbers in the numerical sequence they were generated.

The default Batch types have been pre-set for each document type (i.e. Invoices, Credit notes,
Purchases and Supplier returns).

You may also specify the heading, message for each document type.
To set the defaults for documents:

1. If the "Documents setup” screen is not automatically displayed, go to the Setup ribbon,
and select Documents setup.

L] Documents setup X
Layout file paint-of-sale |PUS -STARTSF100 ~ |

Print standard logo Auto-post documents on prink O

Mext batch no. EO000001 |

Irvaices  Creditnote  Purchases  Supplier reburne Orders Quotes Statement setup

Irvoice heading

Irwnice batch | Sales jnl. w Tax Invoice

Lapout file || 3yt file ~ Inwaice message
Lapout file 2 ~ |30 Days Mett |
& Page setup w7 0K © Cancel

For the purpose of this tutorial, the relevant settings for documents are already set in the
"HANDYMAN" Set of Books we have selected.

2. Click on each of the tabs and check or change the following, if necessary:

Layout file point-of- @ )
sale: Leave as is.
Print standard logo: ».% Remove tick
Next batch no. @

Leave as is.

Auto-post on print: @
Leave blank.
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Next invoice no.:
For the purpose of this tutorial, all documents should start with

000001 prefixed by 2 characters (i.e. INOOOOOT for Invoices,
CR000001 for Credit notes, PUO000OT for Purchases, SRO00001 for
Supplier returns, OR000001 for Orders and QUO0000T for Quotes).

Invoice batch:

nvotce bate J% Select the “Sales jnl." for Invoices.

JEj Select the "Sales returns” for Credit notes.
J@ Select the "Purchase jnl." for Purchases.

% Select the "Supplier returns” for Supplier returns.

You cannot select a batch type for Orders and Quotes, since they need to
be confirmed and cannot be posted (updated to the ledger).

Layout file:
yout f % Select "Layout file" on the other tabs. These are the global default
settings for each document type.
Layout fle2 @ Leave blank.
Ve 8

Invoice heading:

@ For the purpose of this tutorial, the headings are already set.
Invoice message:

@ For the purpose of this tutorial, the messages for each of these

documents are already entered.

3. Click on the Statement setup tab to enter up to 3 Statement message lines to print
globally on all Debtor statements (Reports — Reports — Debtors — Outstanding
menu).

4. Click OK to save your changes and close / exit this screen.

Selecting Layout files:
If you do not wish to print stock codes on documents, you may select the following:
o The “Invoice (no code)". Select "Credit note (no code)”, "Purchase (no code)”, "Supplier return (no
code)”, "Order (no code)” and "Quote (no code)” does not print the stock code.
If you wish to print stock codes on documents, you may select the following:
*  Stock Codes - (less than 10 characters) and description (less than 25 characters), you may select
the “10 code" series of documents.
. Stock Codes — Up to the maximum stock code length (15 characters) and description (up to 35
characters), you may select the “15 code” series of documents.
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QA4.6- Stock information

This option should be used if you need to generate sales documents (quotes, invoices and credit
notes) and / or purchase documents (i.e. purchases, supplier returns and orders). The “Stock
information” screen consists basically of five (5) sections (i.e. "Unit size, Selling prices, Cost of sales,
Documents setup” and "Tax classes").

To set the stock information and cost of sales parameters:

1. If the "Stock information” screen is not automatically displayed, go to the Setup ribbon,
and select Stock information.

[ Stock information X
Default  Urit size  Taw classes
* Seling price descriptions Cost of sales
Seling price 1 Create cost of sales
Selling price 2 Cost of sales batch | Cost of sales v
Selling price 3 Use (@) Average cost
Default | Selling pricel ~ O Latest cast

Documents setup
Dretault inclusive for documents
Cannot edit price
Cannot edit dezcription
G b quantity
Mo backarder
Carnot sell out of stock
Use tabs in stock
Mo print confimation
Check reference used
Canhot create items
Button lookup
Mo out of stock message

Setup options

SOL only for stock, lookup

Merge invoice to orders

ferge items per tax on ledger

Caloulate BOM stock

“wiamning B ackorders

Limit stock purchase only for default suppier or non
Force stock type check

O0rROO0OO0 O0o0odod

Use colours for out of stock

Mo cale for backorders to deliver

o o [

Mo calc for gty unposted

2. Unit size - Check that "Each” and "Hours", is displayed. If not; enter these and click on the
Add button.

3. Selling price descriptions —

a) Selling price descriptions — The Default (Selling price 1, Selling price 2, Selling
price 3) is displayed. You may over-type these with your own.

b) Default — The default selling price as the global setting. Select Selling price 1 for the
purpose of this tutorial.
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[ T‘I You may set a different selling price for specific debtor (customer / client) accounts on
the Debtors - Accounting information tab (Action ribbon,).
4. Cost of sales - settings — This is applicable to the Default (trading stock) stock type only.
Select the following:
a) Create Cost of sales — Select (tick).
b) Cost of sales batch — Select the Cost of sales batch.

c) Use "Average cost” or “Latest cost” option. For the purpose of this tutorial, the
“Average cost” option is selected.
L\!/,I This setting is very important for calculating the value of your stock. If you are not sure
whether to use "average cost” or “latest cost”, please consult with your accountant. The
value of your stock can affect your profit and loss figures.

5. Documents setup — The rest of the options (tick boxes) are used to set and configure
document processing. Deselect (remove the tick) for all these options; if necessary.

See - MODULE J.2 - SETTINGS / CUSTOMISE DOCUMENT PROCESSING — Setup stock
information.

6. Click OK to save your changes and close or exit this screen.

Q4.7- Salespersons

This option allows you to add / delete the salespersons, who sell your stock items or services.
Salespersons may be selected on sales documents (quotes, invoices and credit notes).

You may select the default salesperson for each debtor account. When sales documents are generated and
the debtor (customer / client) account is selected, the default salesperson will be displayed for the document
or you may select any available salesperson.

This feature makes it easy to see who made the most sales or did not make target. It is also a
useful tool if it is necessary to pay commission on those sales.

Salespersons may also be selected for purchase documents (i.e. purchases, supplier returns and orders). This
allows you to see who handled the purchase document.

To check the salespersons:

o Salespersons may also be added or deleted in the Groups (Salespersons) (Setup ribbon).

1. If the “Salesperson” screen is not 3 salesperson _ o x
automatically displayed, go to the — ]
Setup ribbon, and select Salesperson. Ao Tracy

Delete Russel

2. Check "Tracy” and "Russell” are = [
displayed as salespersons.

3. Click Close.
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For the purpose of this tutorial, we have included Tracy and Russell as the salespersons.
To add a salesperson:
1. Select the Salesperson on the Description list where you need to add a new
Salesperson.
2. Click on the Add button. An entry displaying “Change name" will be inserted above the
selected Salesperson.
3. Over-type the "Change name" on the list with the name for your Salesperson.
4. Click on the Close button.

Q4.8- Printer

This option allows you to select the default printer. You may set and configure up to two (2)
Reporting printers and Ticket printers and up to nine (9) user printers. Other printers that may be
configured, are:

*  Plain text printer

*  Full plain text printer

*  Character-based printer
*  Graphics printer

It is recommended that you select the printer with which you intend to print most of your reports
and / or documents.

Q4.9- Access control (Optional)

This option allows you to set the default language and security options for a specific Set of Books.
User passwords and access levels may also be set. You may have as many users to work on a Set
of Books as you wish. You may set differing passwords for each user, in order that they are
enabled to perform only the function(s) assigned to them.

Multi-user plugin

This version of TurboCASH, may be configured and set up a Network server for multi-users. To enable the

full multi-user functionality, you need to purchase a multi-user license and register TurboCASH5 as a
multi-user product.

Q4.10- Setup menu

Q.4.10.1-  Financial categories

This option allows you to link your available reporting groups (which you have already set up on
the Account groups tab) to one of the Assets, Capital, Expenses, Income, or Liabilities categories. It
is important to base this linkage, to the respective categories, on the accounting equation.

Once your reporting groups for Account groups 1 and / or 2 is added, you need to link each of
these to a financial category (i.e. Assets, Capital, Expenses, Income or Liabilities).
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|‘" It is important to base this linkage, to the respective categories, on the accounting equation. Please refer to
MODULE A — INTRODUCTION TO ACCOUNTING for more information.

|_~

The following two (2) options are available to link the financial categories:
1. Setup — Financial categories (Setup ribbon).
2. Accounts (Action ribbon).

To link groups to financial categories:
1. On the Action ribbon, select Accounts.

2. Select Reporting group 1. The Groups as created on “Account groups” screen "Reporting
group 1" will be listed in the “Accounts” screen:

[ Accounts - o 'S

Soit Frriancial categories ™

Accaurt stats with | | Description [l Expand afiar isfrash
;29 @85 AN

.. REPORTING GROUP ROOT

Mame

v /f:"j Assets |Fined assets | 5 Save |
ff.‘"\ #rixed assers Finantial categaiiss
(.'\‘ #Current assets |A3§m' "'l
o Mo categon
V. ’A‘ capital
~ . |Capital
; #capital Expenzes

Incame
Liabilities

v~ Expenses

2 %) FEXpenses

GFt
v Incame
.

fT. #Income
=}
B Liabilities
? #Longterm liabilities
g #current 1iabjlities
=1

| No categor
e S

<

X ‘Dloce

3. Select a Group and select a Financial Category (i.e. Assets, Capital, Expenses, Income or
Liabilities) from the list.

4. Click on the Save button to save your changes.
Repeat the process for all the Account groups.

6. Once finished with Reporting group 1, select Reporting group 2 and repeat the link
process.

e

|| The Save button will only be displayed (next to the “Name” field of the Financial Category ), once any
“" changes are made.
You need to click on the Save button to save the changes. If you do not do this, your changes will be lost.

160 - TurboCASH5 (4.0.0.969) — 2021 — Accounting Made Easy



Financial categories

Account groups - Reporting group 1 and 2 — The sequence in which the groups and accounts are listed, may
be changed in Groups. (Setup ribbon) This is done by selecting the groups on the list and use the Move up or
Move down buttons.

In this tutorial, we have created Accounts - Reporting groups 1 and 2 which s set to different sequences:

Reporting group 1 Reporting group 2
: REPORTING GROUP ROQT h‘_":‘ REFORTING GROUF ROOT
E Income "'E capital2
A4 Expenses ? Longterm Tiabilities2
/'z capital BE® current Tiabilities2
? Longterm liabilities J',_Nw Fixed assets2
? Current liabilities {Ecurrent assets2
/&: Fixed assets '?;; Income2
4 current assets 4 Expenses2

This will enable you to generate general ledger reports (i.e. Trial balance, Income statement, Balance sheet,
Chart of accounts, to list accounts and balances to be listed according to Reporting group 1 or according to
Reporting group 2 sequences.

Q.4.10.2-  Backup path

This option allows you to select the drive and / or the folders on which you wish to make your
Backups. This is normally your CD-drive, but you could also make backups in any available folder
or directory on your hard drive.
The "Backups” folder have been included in the TCASH5 installation directory for your convenience. You
may create all your backup files to that directory (e.g. C./TCASH5/Backups).
Please remember to copy backup files in this folder on external media and store it in a safe place.
The Auto-Backup feature have also been added to automatically create backup files when you exit
TurboCASH5.

By default the Auto-Backup feature is not activated.
See Backups for more information to enable / disable this feature.

Q.4.10.3- System parameters

This option allows you various options to configure your Set of Books. These are:
1.  Report amounts with — This is not applicable to TurboCASH5.
2. Data storage - Set the rounding of decimals or no rounding (real numbers).
3. Reporting decimals -

*  Number - Set the number of decimals to be displayed on screens, reports and
documents. For most Sets of Books these should be set to “2".

+ Date/Time Settings - This will launch the “Regional and language” options in
which you may configure or set the formats of your operating system. (See —
Company info — Options in Chapter E.4.1 of MODULE E).

*  Use currency symbol - You may also select to display the default currency
symbol of your Windows operating system on screens, reports and documents.
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Dutch text numbering - This setting is used when creating receipts from the
“Create receipts” (F9:Process option in receipt batches) or the "Receive payment”
option in Open item link (Action ribbon). For most languages, this option
should not be selected. If you wish to create and print a receipt in the Dutch
language, select this option. It will display (print) the number to words for the
Dutch language correctly.

4. Speed - Do not calculate batches - This is not applicable to TurboCASH5.

5. Special settings -

Show calendar - By default, this option is not selected. If you select (tick) this
field, the Calendar will be the default view when opening the Set of Books.

No warning unposted: - This option is not applicable to TurboCASH5.

Contra ref as account reference - By default, this option is not selected. This is
the global settings for batches.

Strict tax on account - By default, this option is not selected. This is the global
settings for batches.

Projects - By default the Projects feature is not enabled. If this option is
selected, it will activate the Projects in Projects (Action ribbon).

Default bank reconciliation method - by default, this option is selected
(ticked). The bank transactions are manually entered from source documents in
the Payments and Receipts batches. The bank reconciliation using the default
method is discussed in this tutorial.

@I The Online Bank Plugin allows you to import the transactions from your bank
statement and allocate these transactions to the accounts. This will be dealt with in
separate documentation.

Log Level — "Off" is the default setting. It may be set up to level 7. You may print

the log report in Access control (Setup ribbon).

6. General ledger differences — You may create a general ledger account (Accounts
(Action ribbon)) and select that account in this field. If there any rounding differences, it
will be posted to this account.

Q.4.10.4-

Internet (Optional)

You to set your Internet in order to send reports, statements and lists to any person or institution
by e-mail. You need to specify your e-mail's outgoing mail server as your Internet Service Provider
has set up your e-mail account on your computer system. You may also test your e-mail server,
and view the test log file from this option.

If you have set up any users on the system, the user's User ID and his/her e-mail address, that is
logged on in the Set of Books and his/her e-mail address will be displayed in this screen.
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o This option will only be available to the users that have been granted access for System Setup under Access
control, but all users, with a valid e-mail address will be able to send reports, statements and lists on the
Internet.

In this version of TurboCASH, you may configure and set up a Network Server. You may also
update the data and transactions to the Network Server and restore a Set of Books from a remote
Network Sever.

Q.4.10.5-  Currency (Optional)

Multi-currency is implemented when processing documents. On the Setup — Currencies (Setup
ribbon), you may add currencies. When processing documents, you may select the currency. The
document layout files for sales documents (i.e. Quotes, Invoices and Credit notes), and / or
purchase documents (i.e. Purchases, Supplier returns and Orders) will print in that currency.

Q.4.10.6-  Point-of-Sales (Optional)

Point-of-Sale can be set up if you are selling stock items. Improved security and access control has
been added for users to access or start a Point-of-Sale session or shift. You may now link the
salespersons (cashiers) added in the Salespersons (Setup ribbon) to users on the Others tab of
the Access control (Setup ribbon). This feature will add more security when users access or start a
Point-of-Sale invoicing session.

Q.4.10.7- Theme

This option allows you to choose between "Classic, Classic-large, Material” and "Material-large”
themes. The “"theme1” and “themeZ2”, will display the icons of the "Classic” theme, but the colours
of the grids will be different.

The "Material” theme is used for screen captures in this book.

v You may change the default Background1.jpg with your own image (photo, logo, products), etc.
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MODULER - SETTING UP ACCOUNTS

R.1- SETTING UP GENERAL LEDGER ACCOUNTS

R.1.1-  PLANNING YOUR CHART OF ACCOUNTS

A Chart of accounts or the list of accounts consists of the account numbers. Each of these
accounts is linked to a certain account type. It is important to note the types of accounts, which
will be reflecting in your List of Accounts (Chart of accounts) as you will create, edit and delete
them in Accounts (Action ribbon):

Account type

Bank accounts

il
& General ledger
accounts

m Tax accounts

Brief description of the Account type

Bank accounts should be linked to a Receipts and Payment journal (batch).

A 4 [l o el
Accounts are aligned to either an =& I[ncome / “#& Expense or M Balance sheet
type.

el
The & Balance sheet account type, needs to include the following 3 control
accounts;
»-.

. 1 Retained earnings / income.

L
. &b Creditor's control account.

. & Debtor's control account.
Accounts containing the Tax percentages. These are the Output Tax and Input Tax
codes.
These are country specific and should contain the VAT / GST / Sales tax terminology
and codes as prescribed by the tax authority of your specific country.

Creditor (supplier) and debtor (customer / client) accounts, are created, edited or deleted in the

Edit menu.

Menu option Brief description of the account type

.?. Creditors Creditor (supplier) accounts containing the details of the creditors, remittance advice
messages, contacts, land terms. It also contains detail of processed transactions and a list of
purchase documents (i.e. Purchases, Supplier returns and Orders).
The total of all individual accounts in the Creditor's ledger will be displayed as the Creditor's
control account in the General ledger.

& Debtors Debtor (customer / client) accounts containing the details of the debtors, statement messages
and terms. It also contains detail of processed transactions and a list of sales documents (i.e.
Invoices, Credit notes, Quotes and Point-of-Sale invoices).
The total of all individual accounts in the Debtor's ledger will be displayed as the Debtor's
control account in the General ledger.

Plan your chart of accounts according to the following guidelines:
* Increment each account number by either 5 or 10 to cater for future additions.

* If possible, list your accounts in alphabetical order.

*  Group similar accounts in similar predefined ranges e.g. 600 - 699 for "Fixed assets".

»  List your accounts in the order in which you would like them reported.
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o TurboCASH allows for 999 main accounts. Each account may also have up to 999 sub-accounts. This
should be enough for most businesses.
The Chart of accounts should be carefully planned so that the accounts fall in the required ranges.
Some Sets of Books may contain 4-digit main, and 5-digit main accounts. The option to "Customise your
own Set of Books (Advanced)?" on the Creation wizard (Create Set of Books (Start ribbon)), allows you to
create your own Set of Books from scratch. This will then ask you to specify the number of digits for
accounts (from 3 to 8-digits). You need to enter the following 3 control accounts;
v

e % Retained earnings / income.
. .

. & Creditor's control account.
&

. &B Debtor's control account.

The following ranges (based on the 3-digit main account codes) are an example that you should
try to follow. It is NOT the Chart of accounts you will be using - it is merely a guide as to the
ranges.

Description Range Group
Total chart 007-999
E":' ] Income 007-099 .’_"l‘“. Income
[ﬂ ] Expenses 200-499 & Expenses
il [
& Capital 500-599 & Capital
il [EE]
& Fixed assets 600-699 & Fixed assets
il [EE]
& Current assets 700-899 & Current assets
il [
& Current liabilities 900-999 & Current liabilities
[EE]
= Tax Codes for Tax main account 850-860 & Current liabilities
[EE]
Bank account + Positive balance 810 & Current assets
[EE]
Bank account — Negative balance (O/D) 910 & Current liabilities

R.1.2- EDITING YOUR CHART OF ACCOUNTS

In the Accounts (Action ribbon) you may create, edit, delete accounts (general ledger, bank and
tax) as well as enter and edit budget figures for accounts.

When creating or editing accounts you need to link the accounts to Account groups 1 and / or
Account group 2. These Account groups must be linked to Financial categories.

o For the purpose of this tutorial, the Account groups, have already been created and linked to Financial
categories.

The Accounts (Action ribbon) allows you to create Reporting Groups and link these Account
groups to Financial categories for the Balance sheet (i.e. Assets, Capital, Liabilities) and Financial
categories for the Income statement (i.e. Income and Expenses).

TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy - 167



MODULER - SETTING UP ACCOUNTS

In addition to this, you may create Account group 1 and / or Account group 2 in Groups (Setup ribbon) and
link them to the Financial categories. These Account groups may also be linked to Financial categories in
the Setup — Financial categories (Setup ribbon).

To create a new ledger account:

1.  On the Action ribbon, select Accounts.

[ Accounts - [m} b4

Sait Mone v

Accaunt starts with | |

APTEIEE RN

] Espand fier refiesh

Desciplion

- .1.._ REPORTING GROLP ROOT
|-{ 66010000 sales

Account lype L

- 6230000

6235000
| == 6505000
I % ¢510000

|- =z= 6520000

=2 GG00000

=5* G610000

l..® &7
e g 6700000

== G735000

|- =z= 6740000

| == 6745000

|- =z= 6750000

Stationery

sundry expenses
capital

Retained income

Instal Iment agreements

Furniture & Fittings -

motar vehicles - Net val
pebtors control

pas - Transfer

POs - Till

POS - payment

stock contral

ABC - Bank I = ‘O—T—-
: I

Acsountro. [0 om0

|--[@] G100000 cost of sales Desciiption [Sales

|-{@] 5200000 Bank charges Socaunt aroup 1 [ Ineoms >

|.-[@] 6205000 Depreciation — =
6210000 matar wehicle expenses Aveount type | Ineome statement | Sub-accounts [

-{@] 6215000 Maintenance of tools Steus | Enabled ~| Open item account [Ho ~

|--[@7] 6220000 Rent Link tax | Ermply i >
GZ25000 salaries and wages Pazted |0 ‘

Budget  HBark links
Tatal amount Perinds
g i

Year
| [zt |
Set period budget ) I

B & [ + -

Use your mous< to pull a column here to group on that columin

|E| Date Amount

<Ho data to disolay>

X Class

2. You may filter and search for accounts and account groups as follows:

Search/Filter option
Sort:

Account starts with:

Description

The default is "None". - This will list all accounts according to the account
number (code).

You may select to sort / list accounts according to Reporting group 1 or
Reporting group 2 or Financial categories.

Filter your accounts by entering the first digit of the account number
(code). For example entering 2 will list only those account numbers
starting with 2 (e.g. 200 to 299). To filter the list further, you may, for
example, enter 21 to list only those accounts from 210 to 219.

Description: Enter any character in the account description. Only those accounts
containing that character will be listed (e.g. "B" will list all accounts
containing the character "b". By typing "BANK" in this field, only the
accounts containing bank in the account description field will be listed.

Expand after refresh: If this field is selected, the expanded list of accounts will be displayed

(when clicking on the Refresh icon (or clicking on the "Refresh” option on
the context menu).
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The icons indicates the following:

Account groups
v __: REPORTING GROUE ROOT
i_:.‘; Income
1 I_,,-_}' cost of sales
fi EXpenses
e Capital
-
? tongrerm Tiabilities
? current liabilities
3 Fixed assets
4]

’f‘_\'h CUrrent assets
i)

Financial categories
- B REPORTING GROUP ROOT
/3 Assets
‘-'F: capital
=
{"U‘ EXPEHSES
!
4] Income
=2

E® Liabilities

Account groups - Reporting group 1 and 2 — The sequence in which the groups and accounts are listed, may
be changed in Groups. (Setup ribbon). This is done by selecting the groups on the list and use the Move up

or Move down buttons.

In this tutorial, we have created Accounts - Reporting groups 1 and 2 which s set to different sequences:

Reporting group 1

Reporting group 2

[nd] Income
—

,..i Expenses
ol

.o. capital

A Fixed assets
(8]

B REpORTING GROUP ROQT
==

E Longterm liabilities
E current liabilities

!{.\ Current assets
L8]

”; capital2
]

|4 Income2
=&

'.».ﬁ Expenses?

. REPORTING GROUP ROOT
——

E Longterm liabilities2
E current liabilitiesz2
f',f'v; Fixed assets2

v":‘r; Current assersz2

This will enable you to generate general ledger reports (i.e. Trial balance, Income statement, Balance sheet,
Chart of accounts, to list accounts and balances to be listed according to Reporting group 1 or according to
Reporting group 2 sequences.

Icons for accounts:

lcon  Account type

=

Income / & Expense
Assets / Liability

A

T Bank

Bl Tax

Retained earnings / income

%
®  Debtor's control

[ itor"
b Creditor's control

Reported on
Income statement

Balance sheet

Balance sheet
Balance sheet
Balance sheet
Balance sheet

Balance sheet

Description
Income — Expenses = Net Profit / Loss

What you own = Assets
What you owe to others = Liabilities
Current assets

Current liabilities (Output Tax — Input Tax)
Capital (Profit / Loss — Previous Years)
Debtor's control = Current assets

Creditor's control = Current liabilities
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Processing Icons and Context menus:

Account groups
B Agd

-

Dislete

Move up

Meve down

* €

Move left
Add

Refresh

Collapse

/0%

Expand

Field

Account type:

Account number:

Description:

Account groupl:
Account groupZ:

Type:

Add Group.

The “® Delete icon (option) will not be

available for the following accounts:
Accounts which has any
transactions processed (posted).
The "Posted" field display a value
of more than O.

Delete a selected Group / Account / Sub-account.

Move selected Group up 1 entry.

Move selected Group down 1 entry.
Move selected Group to the left. v—
. The ¥ Retained earnings /

Add new Account / Sub-account. income account.

Refresh the items on the Groups / Accounts list. ¢ The % Delete icon (option) is

Collapse the expanded Groups / Accounts list. available for %8 Debtor's control

Expand the short list of Accounts and Groups. [ ]
b f P and % Creditor's control

accounts. Trying to delete these
control accounts, will produce an
error message "You cannot delete
a control account!”.

Description
Select the foll owing options:
1. Ledger '—-- Income / ‘N-'- Expense , l Asset / Liability / Capital accounts,

| | A
: Retained earnings (Retained income), 8 Debtor's control and %
Creditor's control accounts.

2. == Bank account will allow you to link a Payments and Receipts batch on the
Bank tab.

3 = Tax will allow you to set the tax percentage for (VAT/GST/Sales tax) and
specific tax settings.
This field may only be selected for a new account. For existing accounts; this field will be
disabled.

This consists of 2 parts. The first block is for the main account; and the second block for the
sub-account.

The description for the account which will be used to lookup (select) accounts. This is also
the description which will be displayed on reports.

This is used to group and classify the accounts on reports.
This is used to group and classify the accounts on reports.

Balance sheet accounts — (i.e. Capital, Liabilities and Assets) or Income statement accounts
(i.e. Income or Expense).

Balance sheet accounts retains the balances of the previous financial year (opening
balances).
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Field Description

Income statement accounts — these accounts are closed off during the Year-end process
and the balance (Net Profit / Loss) is transferred to the Retained Earnings / Income
account.

Sub-accounts: Select this option to create a main account. Once this option is selected, you first need to
click on the Save button before you are allowed to create sub-accounts for that main
account. You may then create sub-accounts for this main account.

You will not be allowed to process (post) any transactions, or enter / edit any budget figures
to the main account. All transactions and budget figures are entered on sub-accounts. The
total of these individual sub-accounts will add up to the main account.

To delete a main account, you first need to delete all sub-accounts.

Status: By default, all accounts are enabled (active). Once you have any transactions processed
(posted) to an account, you may not delete the account.
You may then select the "Disabled” option to block a selected account or sub-account.
This will disable; or set the selected account's status to inactive. This will produce error
messages to remind you that the account or sub-account is disabled, when trying to
process (post) transactions to the disabled account or sub-account.

Open item account: By default all accounts are set to “No". If you select the "Yes" option, you may select to link
(match) a receipt transaction to a debit transaction; or a payment transaction to a credit
transaction, etc.

This feature is useful when, for example, you need to control specific payments to specific
transactions and specific receipts to specific transactions.

Posted: This field indicates the number of transactions processed (posted) for the selected account.
Once any transactions have been processed (posted) (the value is more than 0), you will
not be allowed to delete the account.

Link tax: Link a Tax account to a ledger account. This will then be the default tax account when
selecting the ledger account when processing transactions in the payments journal, receipts
Journal or other journals (batches).

Only the "Account type, Account number, Description, Group 1" and "Group 2" fields will be displayed for

v | 4 A
control accounts; i.e. “i Retained Income and for % Debtor's control and %8 Creditor's control.
"r The Save button will only be displayed (next to the “Description (Account name)” field), once any account is
“" created or any field of an existing selected account is changed.

You need to click on the Save button to save the changes. If you do not do this, your changes will be lost.

R.1.3- CREATING / EDITING BANK ACCOUNTS

You will be using this option whenever you wish to create a new bank account, change the
descriptions of an existing account, or to delete an existing account.

You may have more than one Bank account and wish to add this to your Chart of accounts.
TurboCASH will have set up a Bank account for you in your selected template. (We have used
account number "870-000 - Current Bank account”).
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If you wish to add another Bank account remember that in planning your Chart of accounts you
would like accounts of a similar nature to be grouped together.

a Bank accounts must be linked to a unique Payments and Receipts batch.

R.1.3.1-

Renaming an existing bank account

To rename an existing bank account:

1.
2.

4.
5.

On the Action ribbon, select Accounts.

Select the “870-000 - Current Bank account” (Current assets — Reporting group), if not

already displayed as "ABC — Bank".

Replace (over-type) “Current Bank account” with "ABC — Bank" in the "Description” field.

Soit

x

[ Accounts

1]

= i} X
Norne. v
Accaunt stats with | | Descriplion [ Enpard:afier refrash
a |
+ S AN
[@]6200000 Bank charges &l Agcountype el becanl =
iy — . ave
16205000 pepreciation Accourt o, (810 | oo
16210000 Motor vehicle expenses Ll Diesoripion [ABC - Bark |
16215000 Maintenance of tools Aosountaroup | Cunent assels .
16220000 Rent Account group 2 | Cunent assets? =
] AR50 Sinfies Aod vAges Accountype Balance shest v Sub-aceouns ]
] SH30000 Statichery Status | Ersbled v Opentemvaccaunt | Mo v
16235000 sundry expenses
=.* 6505000 capital Bosted [0 |
1.7 6510000 Retained income 2
2 6520000 Installment agreements Budgel Bank  Bark fnks
=2" 6600000 Furniture & Fittings - Net val Pagments !AEE—Paymenta |
=;® 6610000 Motor vehicles - Net value e
Receipts |AB_E—F|EEE|DAs |
® 700000 Debtors control
=5= 6735000 pos - Transfer
=5" 6740000 pos - Ti1
|.=2= 6745000 POS - Payment
=2" 6750000 stack control
|- B810000 ABC - Bank
—TEp— ‘ IIIE
X Close

Enter "ABC-Payments” and the "ABC-Receipts” batches.

Click on the Save button.

It is recommended to type your own Payments and Receipts batch names in the Bank tab of the
Bank account when creating a Bank account.
If you have edited the Payments jnl. and Receipts jnl. in Batch types (Setup ribbon), the

descriptions would be available to select from the list (See - MODULE E.4.3 ). You may delete

these Payments jnl. and Receipt jnl. in Batch types (Action ribbon).
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Creating a new bank account

R.1.3.2- Creating a new bank account

To create a new bank account:
1. On the Action ribbon, select Accounts.
2. Select the last Bank account (e.g. “"B820000 - Petty cash”) (Current assets — Reporting
group) and click on the "+ Add:Account icon (or select the % Add on the Context

menu). An Entry for the new Ledger account is displayed as "B827000 - Account name" on
the account list.

L3 Accounts - m] ®
Sart Reparting group 1 )
Aecount starts with | Desaipton | | [ Espard-ahizriehesh
A | = N
x | s S AN
i Yncome =l Acourt type | Bank st o
= .  FEUNEE — ave
B T Becauntr [£30 | om
£3 capital Desciipton [ K72 Bank|
? Longterm 1iabilities devount group 1 | Cutent assets: v
B current Tiabitities ecountgroup 2 | Conentasets? -
G’, Fixed assets Account yps | Balance sheet w Sub-acoounts O
¥ /&1 CurTent:-assets Staus | Enabled v Openle account | Ko v
| g7
&a 5700000 pebtors control
“I* G735000 Pos - Transfer Posted |'E| |
|---=g* G740000 pos - Ti11
|.== G745000 PGS - Payment Budgst Bank  Banklinks
A HERIRU0 etk Entyn Payrierts [¥Z Payments
| BBLOOOO ABC - Bank e —
Receipts |42 Receints v
BB20000 Petty cash
“[n B830000 Xvz-Bank =l
(TN [
s

3. Enter or select the following:

A t type:
ceount type J@ Select “Bank account”.
A t No.:

ccount No Replace "821" with "830".
Description:

Replace "Account name” with "XYZ-Bank".

Account group 1:
group % Select “Current assets”.

Account group 2:
group JEj Select "Current assets2”.

Type:
See that "Balance sheet” is selected, since the Bank account needs to be

reported on the Balance sheet.

Sub-accounts: )
Do not tick. You cannot create sub-accounts for bank accounts.

Status:
“Enabled” (default) should be selected.

Open item account:
“No" (default) should be selected.

Link Tax:

| V| | "™ B

"Empty” (default) should be selected.
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4. Click on the Bank tab.
5. Enter “XYZ-Payments” and the “XYZ-Receipts” batches.

When saving the bank account, the "XYZ-Payments" and the "XYZ-Receipts” batches will
automatically be created. You may edit these batches in the Batch types (Setup ribbon).

If the "Default bank reconciliation method” option is not selected (tick removed) on Setup —
System parameters menu (Setup ribbon); the "Payments” and "Receipts batch” fields will be
combined. You may then select either the Payments journal or the Receipts journal.
I"r Once any transactions is posted (updated to the ledger) for a selected bank account; you cannot
change the Payments or Receipts batches.

6. Click on the Save button.

R.2- CREATING / EDITING TAX ACCOUNTS

You use this option whenever you wish to create a new tax account for VAT/GST/Sales tax where
you have to charge a percentage of Tax on your sales (Output Tax) and may claim some
percentage on your purchases (Input Tax).

Being registered for VAT/GST/Sales tax, you will have two basic accounts, i.e. Output Tax that is
charged when selling services or goods (not trading stock), and Input Tax when you purchase from
another registered VAT/GST/Sales tax vendor.

Within these Tax types you may need to create additional sub-accounts to accommodate the various
classifications and / or tax percentages to assist you in completing your VAT/GST/Sales tax returns and
make correct payments to the Tax authorities.

R.2.1- Tax Account Structure

Basic Output Tax (VAT/GST/Sales tax and Input Tax (VAT/GST/Sales tax) accounts as sub-accounts
of the Tax - Control account (in the Current liabilities account group) are already included in the
templates.
The basic tax account structure, in the HANDYMAN Sets of Books, is as follows:
w == GBGO000 VAT - Control - 15%

iG] T860010 OuTpUT VAT - 15%

i flll T8E0020 Input VAT - Standard rate -15%

[l T860030 Input VAT - Capital goods -15%

i Gll] TB60040 Zero-rated VAT - 0%

..=o= GEGULD0 VAT - Payment - 15%
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0 This tutorial is based on tax (VAT) at a rate of 15% for taxable transactions.

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

Press F1 and Search for "Change Tax Rates" in the help. This will describe how to configure, manage and
process transactions in TurboCASH5 to accommodate changes in the tax rates (i.e. VAT based on 14% tax
for taxable transactions up to 31 March 2018 and 15% for taxable transactions as from 1 April 2018).

R.2.2- Add Tax codes (Tax accounts) for a Tax type

In this tutorial, the HANDYMAN, HANDYMAN-A and HANDYMAN-B Sets of Books includes both
the VAT accounts for the VAT rate of 14% up to 31 March 2018, and VAT accounts for the VAT rate

of 15% as from 1 April 2018.

All "Enabled” Tax / VAT codes are listed in the Tax lookup in the “Tax" column. Transactions are
taxable at the VAT rate of 14% up to 31 March 2018, and transactions as from 1 April 2018 are

taxable at the VAT rate of 15%.

v =" 6830000 VAT - Control - 14%
] 7830010 OUTPUT VAT - 14%
(] T8S0020 Input VAT - Standard rate - 14%
-l 7850030 Input VAT - Capital goods - 14%
[l 7850040 Zero-rated VAT - 0%
%1% GBIOL00 VAT - Payment - 14%

All taxable transactions up to 31 March 2018
‘_“L is based on the 14% VAT rate.

v %% GBAO0OD VAT - Contro] - 158
[l 860010 OuTput VAT - 15%
] 7860020 Input VAT - Standard rate -15%
~lll 7860030 Input VAT - capital goods -15%
-l 7860040 Zero-rated VAT - 0%

A5 GRGDL00 VAT - Payment - 15%

All taxable transactions as from 1 April 2018
+_L is based on the 15% VAT rate.

I"T" This tutorial is based on tax (VAT) at a rate of 15% for taxable transactions. Since no taxable transactions,
at a tax rate of 14%, is applicable in the financial year (i.e. T March 2021 to 28 February 2022), the tax Status
of accounts and tax codes of 14%, is set to disabled.

Disabled tax (VAT) accounts will not be displayed in the Tax lookups when processing transactions in

batches and documents.
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To Add VAT accounts — Tax Sub accounts:
1.  On the Action ribbon, select Accounts.
2. Select the Tax Control Account (as in this case, "G860-000 VAT Control Account”) and

click on the ~# (Add:Account) icon (or select the Add on the Context menu). An entry
for the new ledger account is displayed as "G860 000 Account name” on the Account list.
The reason for this is that we need to create a Tax code, which is a Sub-account for the

Tax main account (i.e. “VAT Control — 15% account”).
mAccuums

Sart Nore v

Aosount stars with | |

T als wN

200000 Bank charges &F

Account type | Tak v a
16205000 Depreciation Account no. EE0 01 =

576210000 Motor vehicle expenses Descrption | Dulpul VAT - 153

Descriplion ‘ [] Expand ater refresh

(@] 6215000 Mafntenance of tools —l

Accaunt greup 1 | Cument lbilties o
56220000 Rent Aosount group 2 | Cunent labilies? ~
-{@] 6225000 salaries and wages Aocount type: Balnce et Subacoounts
(@] 6230000 Stationery Status | Enebled > Openitem account | Na v
(@] 6235000 sundry expenses Lk tax | Emply ¥
7= 6505000 capital Fosed[0 |
%7 6510000 Retained income :
1% 6520000 Installment agieements Budget Bank finks
“2% GBOOD0D Furniture & Fittings - Net value
“I* GE10000 Motor vehicles - Net value Use link tax ]
&, 6700000 pebtors contral
=% 6735000 POS - Transfer
“L° 6740000 pPos - Till Shaw tarin dactments | Al ¥
“I% G745000 POS - Payment
=% 6750000 Stock control

--{ii B810000 4BC - Bark
[ B820000 Petty cash
il 830000 xvz-Bank
“I* GB50000 VAT - Contfol - 14%
-] T850010 OUTPUT VAT - 14%
B 7850020 Input VAT - Standard rate - 14%
5 7850030 Input VAT - capital goods - 14%
5l 7850040 zern-rated VAT - 0%
..®7" GBSO100 VAT - Payment - 14%

<

U = GBG000D VAT - Contral - 15%
%= GBEOLOO VAT - payment - 15%

“; GBBOOOU Account name —

L] o
als 6900000 Creditors control E

3. Enter or select the following:
a) Account type - Select "Tax (VAT/GST/Sales tax)".

b) Account no. - The Main account “860" is displayed and the sub accounts number
field enter “070".

c) Description - Replace "Account name” with “Output VAT — 15%".

d) Account group 1 - If you have set up “Account group 1", select your account group,
e.g. "Current liabilities”. This is the Account group which is linked to the main
account.

e) Account group 2 - If you have set up "Account group 2", select your account group,
e.g. "Current liabilities2". This is the Account group which is linked to the main
account.
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f)  Type - "Balance sheet" should be displayed. This field cannot be selected, since the
main account is a Balance sheet type account.

g) Sub-accounts - This field cannot be selected, since this is a sub-account.

h) Status - “Enabled” (default) should be selected.

i) Open item account - "No" (default) should be selected.

j)  Link tax - "Empty” (default) should be selected.

Click on the Tax tab.

a) Percentage - Enter the percentage as "75".

b) Use link tax - Do not select this option.

c¢) Show tax in documents — Leave the option as "All" for the purpose of this tutorial.
Click on the Save button.

You may add new Tax type accounts at 15%, including the Zero-rated tax type accounts
according to your requirements.
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R.3- CREDITOR (SUPPLIER) ACCOUNTS

You will be using this option whenever you wish to create a new creditor (supplier) account,
change the name, contact details addresses, messages, accounting information and terms of an
existing account, or to delete an existing account.

To add a creditor (supplier) account, the only fields which is needed to fill in is the Creditor code and a
description (account name (description)). The rest of the fields are optional.

It is recommended to enter as much information about creditor (supplier) as possible (and to keep it
updated as regularly as possible).

You may read the "Working with Creditor accounts” section in the Help file and / or press the F1 key when
focussed on the following eight (8) tabs:

Delivery address - Delivery address, Address 2, Address 3, Postal code, Country, Message,
Message 1, Message 2 and Message 3 and Layout files for purchase documents (i.e. Purchases,
Supplier returns and Orders).

Accounting information - Account disabled, Open item account, Due days (Payment date), Credit
limit, Charge amount, Bank account (i.e. Bank account type, Bank account no., Bank name and
Branch code), Use default account and Use default tax.

Contacts - Any contacts linked to the creditor (supplier) account will be listed. You may also add,
edit, delete and search for contacts. The "Auto-copy info” feature allows you to copy the searched
contacts details, which may be edited if required.

Contacts may also be maintained (managed) in the in the Contacts and Calendar — Contacts
(Action ribbon).

Appointments - Any events or appointments have been scheduled in the Calendar (Action ribbon)
for that creditor (supplier) account will be listed.

Documents - Any Purchase, Supplier returns and / or Orders processed for the creditor (supplier)
account will be listed on this tab. You may print these documents or a posted batches report for
these documents.

Transactions - Any debit and credit transactions (in batches and / or documents) posted
(updated) to the ledger will be listed on this tab. You may print a posted batches report for these
transactions or view and print the transactions in the T-Account viewer.

Bank accounts — This is used for the Bankimport Plugin.

Stock items — This tab will list all the posted as well as unposted purchase documents (i.e.
Purchases, Supplier returns and Orders) for the selected creditor (supplier) account.

R.3.1- CREATING / EDITING CREDITOR (SUPPLIER) ACCOUNTS

For this example, create one creditor, "A-ONE Suppliers”.

If you have selected the HANDYMAN Set of Books, you may follow this procedure.
If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit
button to check the settings.
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To create a new creditor (supplier) account:
On the Action ribbon, select Creditors (F5).

1.

Stk fhon | Bepbes  Betupl  Usectsh
o ° I: - | e | &2 Contact @ e~ B rroiss
IB [T e | om a LG) E’[ . T
¥ Fee} Calendar W Edit* £3 workflow
Documents Debtor | Creditor | Stock Batch Recondlistion  Open Updats | ear
‘ £ | ems: | entry itemimie | £ Accounts || iedger  # InDut - & Piugin |
Edit ) Dt
Filter cohumn Walue
Mew Nahe w| Lk W Fier | Lleat | [ Show disabled
Delete :
Edt
= k- =|Creditor codi  [tame Creditorgrou  [Address  |Address2  |Address3  |Posta - |[Telephone 1
ks 248005 ABCDHice-Supplies Cieditor group 1€ | PO Box 8888 | Lakewew |ohannesburg | 2012 | [OT1)1 2:9387
Earinel PO Bog 8333 | Lakesids |Joharneshurg | 2122 [N 1}313-3357
Cisditorgioup 18P0 Bax 31315 | Marshaltown | Joharneshurg | 2000 [077) B35-9221
| |2pESTS |BEST Suippl | [P0 Bow 45532 |Hallwey House | 1685 (011) 303110
| [2EOFEN |Bpening bialances - Creditar | Creditor group 14
251MSL [SUNDRY SUPPLIERS:

To create a new account,

click on the New button. If the new (blank) creditor account

screen is launched, you may need to enter the details, as necessary. To edit a creditor
account, select the account and click on the Edit button to check / edit the details.

Creditor code |280NES Phone 1 |(011] 838-3221
e Mame: Phane 2 |[011) 836-9222
Dekete Address [P0 Box 31318 Fax [[011)B38-5223
o Address 2| Marshaltonn ‘website |turbocash.net
Address 3 Johannesburg E-mall |aones@pinksoft co.za
Save Postal code | 2000 Taxreference | 306012345
Cancel Country | South Africa ~ Company req. no. | 123459060
Contactpersan | M. Andy Austin ~ Creditor group 1| Creditor group 18 ~ | Language
Creditor group 2 Unallocated ~ | | English v
Delivery addiess  Accounting information  Contacts  Appointment  Documents  Transactions  Bank accounts  Stock items
=+ Export *
Delivery address  Austin Street Layout file 1 ~
Address 2 Marshalltown Layout file 2 -
Address 3 |Johannesburg Layout fils 3 »
Postal code | 2001
Countiy | South Africa ~ Send document type | Print v

Statement message 1

. Statement message 2

“ Statement message 3

2.5% Early seftlement discount

0K € Cancel

Enter and / or select the following options:

Creditor code: O

. -

(\!/J

Enter "2AONES" (or over-type with your own code) and press the Enter
key.
It is important to prefix the account code for creditors to start with 2
and debtors to start with 1.
This will make it easier to select accounts, in some features, for
example, selecting a Contra account in Batch setup.
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Name:

Address, Address 2,
Address 3 and
Postal code:
Country:

Phone 1:
Phone 2:
Fax:

Website:

E-mail:

Tax reference:
Company reg. no.:

Contactperson:

Creditor group 1:

Creditor group 2:

Language:

Enter "A-ONE Suppliers”

0 o

Enter "PO Box 31318, Marshalltown, Johannesburg, 2000"

Leave "Empty”.
Enter "(071) 838-9221".
Enter "(071) 838-9222".

Enter "(071) 838-9223".

iooMoo =

Enter “turbocash.net”.

You may double-click on the "Website" field to launch the web page of
the creditor (supplier) in your operating system's default web browser.

"aone@pinksoft.co.za".

You may double-click on the "E-mail” field to launch a blank e-mail
message in your operating system's default e-mail program with the
e-mail address of the creditor (supplier).

@

Enter "906012345".

Enter "123459060".

No contact person will be available at this stage. You may click on the
Contacts tab to create a contact person and enter the necessary contact
information, if the contact has different Fax, Telephone numbers or an E-mail
address as entered on the Creditor accounts default screen.

Should you already have entered a contact person in the Contact or in the
Calendar (Action ribbon), you may select the Contact person.

\% Select "Creditor group 1A".

@ Leave “Unallocated”.

The default language when TurboCASH is launched for the first time will be
selected.

You may select a different language; provided that your system's Regional and
language settings supports the locale for the language.

If the language is selected, it will print translatable document layout files
(purchases, supplier returns and orders) in the selected language of the
creditor (supplier) account.

180 - TurboCASH5 (4.0.0.969) — 2021 — Accounting Made Easy



CREATING / EDITING CREDITOR (SUPPLIER) ACCOUNTS

4. Enter and / or select the following on the Delivery address tab:

Delivery address and [ . . . oo
Postal address: You may wish to enter the physical address of the creditor (supplier) if

different from the postal address.

Layout fle 1 @ Leave "Empty”.

Layout file 2: @
Leave "Empty”.
Layout file 3: @
Leave "Empty”.
Statement message a

1/2/3 You may enter the message to be displayed on the Remittance Advises,

e.g. "Less 2.5% early settlement discount”.
Country:
@ Leave "Empty”.

5. Click on the Accounting information tab.
Account disabled: @
Do not tick.

Open item account:

@ Leave blank.

& Read the explanation of open item accounting in Debtor receipts if you
wish to change this option. If you leave this blank, the Balance will be
brought forward when posting.

Due days

]

Enter "30". This is the number of days as agreed upon to pay the
creditor (supplier).

Credit limit: Enter “12000"

Charge amount:
Leave blank.

Bank account type:
Leave blank.

Bank account no.:
Leave blank.

Bank name:
Leave blank.

Use default account:
Do not tick.

Use default tax:
Do not tick

Debtor code:

Leave blank.

6. Click on the Save button. TurboCASH will ask you to confirm if you wish to “create this
account?"

7. Click on the Yes button.
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R.3.2-

CREATING A CREDITOR ACCOUNT FOR OPENING BALANCES

2COPEN - Opening balances — Creditor has already been created.
If you have selected the HANDYMAN Set of Books, you may follow this procedure.

If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit
button to check the settings.

To create a new creditor account for opening balances:

1.
2.

On the Action ribbon, select Creditors (F5). The "Creditor accounts” screen will displayed.
Click on the New button. Enter “2COPEN" as the account code.

[ T‘I It is important to prefix the account code for creditors to start with 2 and debtors to start with 1.
This will make it easier to select accounts, in some features, for example, selecting a Contra
account in Batch setup.

Enter the Name for the Account (i.e. “Opening Balances — Creditor").
Select a Creditor group 1 (if created in Setup Creditor group1).

Click on the Save button or OK button. TurboCASH will ask you to confirm if you wish to
“create this account?”

Click on the Yes button.

One finished processing the opening balances, you may disable the Opening balances account
(tick the "Disabled" field on the Accounting information tab).
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R.4- DEBTOR (CUSTOMER / CLIENT) ACCOUNTS

You will be using this option whenever you wish to create a new debtor (customer / client)
account, change the name, contact details addresses, messages, accounting information and terms
of an existing account, or to delete an existing account.

To add a debtor (customer / client) account, the only fields which is needed to fill in is the Debtor code and
a description (account name (description)). The rest of the fields are optional.

It is recommended to enter as much information about debtor (customer / client) as possible (and to keep it
updated as regularly as possible).

You may read the "Working with Debtor accounts” section in the Help file and / or press the F1 key when
focussed on the following nine (9) tabs:

Delivery address - Delivery address, Address 2, Address 3, Postal code, Country, Message,
Message 1, Message 2 and Message 3 and Layout files for sales documents (i.e. Quotes, Invoices
and Credit notes).

Accounting information - Account disabled, Open item account, Due days (Payment date), Credit
limit, Charge amount, Customer discount percentage, Monthly interest percentage on overdue
amounts, Selling prices, Bank account (i.e. Bank account type, Bank account no., Bank name and
Branch code), Use default account and Use default tax.

Contacts - Any contacts linked to the debtor (customer / client) account will be listed. You may
also add, edit, delete and search for contacts. The "Auto-copy info” feature allows you to copy the
searched contacts details, which may be edited if required.

Contacts may also be maintained (managed) in the in the Contacts and Calendar — Contacts
(Action ribbon).

Appointments - Any events or appointments have been scheduled in the Calendar (Action
ribbon) for that debtor (customer / client) account will be listed.

Documents - Any Invoices, Point-of-Sale Invoices, Credit notes and / or Quotes generated for the
debtor (customer /client) account will be listed on this tab. You may print these documents or a
posted batches report for these documents.

Transactions - Any debit and credit transactions (in batches and / or documents) posted
(updated) to the ledger will be listed on this tab. You may print a posted batches report for these
transactions or view and print the transactions in the T-Account viewer.

Bank accounts — This is used for the Bankimport Plugin.

Backorders — This tab will list all backorders for the debtor (customer / client) account.

Stock items — This tab will list all the posted as well as unposted sales documents (i.e. Quotes,
Invoices and Credit notes) for the selected debtor (customer / client) account.
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R4.1- CREATING / EDITING DEBTOR (CUSTOMER / CLIENT) ACCOUNTS

For this example, create a debtor (customer / client), “Mr. Mike Davies".

If you have selected the HANDYMAN Set of Books, you may follow this procedure:
If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit button to
check the settings.

To create a new debtor (customer / client) account:

1. On the Action ribbon, select Debtors (F4). The “Debtor accounts” screen is displayed:

Stat  Action  Fepens  Sep  Ussrtsb
(=] - I: = | 22 Contact: @ Help - i —_
B aamt =2 & ¢ E g
[ calendar «F Edit I3 Warkfow
Documents | Debtor | Creditor  Stock | Batch Reconcliaion Open Update Search
- tEms | entry ftem ik | [ Accounts || jedger o Input= | 2 lugin
| I Edhit Default |
| Fiker columin Valig
fiaw Hare oo [Gke Fitter [ Show dhsabled
Dizlste
| Edi i e
) IE de| Debtorgrouj © |Address  |Address 2 Address3 | Postal ca[T 1
=ave T
|[[icasHE — |CASH CUSTOMERS Diebior group 18| | |
et | ITOOFEM  |HpenihaBalareas Obiot | 0 | =
| [P 1M |Orttor groop 180 [P0 B0x 33 HalwayHouse | | 1685
|| [TROGSM Flot 529 Bouer || Glon Austn Ex-2 | Midrand | 1888
| |14BGRE M1 48 Gieen Deblorgrobp 1€ [P0 B 1111 |Lakestide Johannesbuig 2122 |(0111314.9957
L ]MAEDS | MAL Shop Decor Specialists PO Bex 5655 | Mormingsids Johannsshuig | 2222 | (01113145557

2. To create a new account, click on the New button. If the new (blank) debtor account
screen is launched, you may need to enter the details, as necessary. To edit a debtor
account, select the account and click on the Edit button to check / edit the details.

Debtor code  1MDAY] Phone 1 |[M1] 3151225
i Hame: Phane 2 183 2060763
Delete Addiess [P 0 Bos 333 Fax [[011) 3161226
5 Address 2 | Halfway House ‘website | tubocash.net
! Address 3 E-mal |mke@pinksoft.co.za
Ea Postal code: 1685 Taweference 336012345
Canel Courtry | Empty ~ Compary reg. no. | 543212345
Contactperson | Mr, Mike Davies w Debtor group 1| Debtor group 16 ~ | Language
Salesperson | Russel v Debtor group 2 | Unallocated | | English ~
Delivery addiess  Accounting information  Contacts  Appointment  Documents  Transactions Bank accounts  Backorders  Stack items
=+ Export
Delivery address 195 A2 Street Layout il 1 ~
Address 2 |Eastern Areas Layout file 2 o
Addiess 3 |Halfway House Layout file 3 "
Paostal code | 1686
Country | Empty ~ Send document type | Print v
Message | Please refer any queries to our accounts
Statement message 1 |department
. Statement message 2
“ Statement message 3
Ok 3¢ Cancel
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Enter and / or select the following options:

Debtor code:

Name:

Address, Address 2,
Address 3 and
Postal code:
Country:

Phone 1:
Phone 2:
Fax:

Website:

E-mail:

Tax reference:
Company reg. no.:

Contactperson:

Salesperson:
Debtor group 1:

Debtor group 2:

Enter "IMDAVI" (or over-type with your own code) and press the Enter
key.
It is important to prefix the account code for creditors to start with 2
and debtors to start with 1.
This will make it easier to select accounts, in some features, for
example, selecting a Contra account in Batch setup.

.

@

Enter "Mr. Mike Davies".

Enter "PO Box 333, Halfway House, 1685".

@ Leave "Empty”.

O

Enter "(011) 315-1225".

0

Enter "083 286-8763".
Enter "(011) 315-1226"

Enter "turbocash.net”.

You may double-click on the "Website" field to launch the web page of
the debtor (customer / client) in your operating system's default web
browser.

“mike @pinksoft.co.za”

You may double-click on the "E-mail” field to launch a blank e-mail
message in your operating system's default e-mail program with the e-
mail address of the debtor (customer / client).

Enter "336012345".

Enter "543212345".

No contact person will be available at this stage. You may click on the
Contacts tab to create a contact person and enter the necessary contact
information, if the contact has different Fax, Telephone numbers or an E-mail
address as entered on the Debtor accounts default screen.

Should you already have entered a contact person in the Contact or on the
Calendar (Action ribbon), you may select the Contact person.

ﬁ Select "Russell".
J@ Select "Debtor group 1B".

@ Leave "Unallocated".
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Language: The default language when TurboCASH is launched for the first time will be
selected.
You may select a different language; provided that your system's Regional and
language settings supports the locale for the language.
If the language s selected, it will print translatable document layout files
(invoices, credit notes and quotes) in the selected language of the debtor
(customer / client) account.

4. Enter and / or select the following on the Delivery address tab:

Delivery address and Postal

code: You may wish to enter the physical address of the debtor

(customer / client); if different from the postal address.

Country:
@ Leave "Empty"”.

Layout file 1: @

Leave "Empty"”.
Layout file 2: @

Leave "Empty"”.
Layout file 3: @

Leave "Empty".
Statement message and

Statement message 1/2 /3 You may enter the message to be displayed on the Debtor

statements, e.g. "Please refer any queries to our accounts
department”.

5. Click on the Accounting information tab.

Account disabled: @ .
Do not tick.

Open item account: \ﬁﬁ Tick
ick.

&5 Read the explanation of open item accounting in Debtor receipts if you
wish to change this option. If you leave this blank, the Balance will be
brought forward when posting.

Due days: . .
4 Enter "30". This is the number of days as agreed upon to to receive

payment from the debtor (customer / client).

Credit limit: Enter "10000".

Charge amount: @ Leave blank

Customer discount: @ blank
Leave blank.

Monthly interest on
overdue amounts:
Selling price:

@ Leave blank.

\ﬁ@ Select "Selling price 1"

Bank account type: @
Leave blank.

Bank account no.: @ , blank
eave blank.

Bank name:
@ Leave blank.
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R4.2-

Use default account: @ .
Do not tick.

Use default tax: @ .
Do not tic

Click on the Save button or OK button. TurboCASH will ask you to confirm if you wish to
“create this account?”

Click on the Yes button.

CREATING A DEBTOR ACCOUNT FOR OPENING BALANCES

1DOPEN - Opening Balances — Debtor has already been created.
If you have selected the HANDYMAN Set of Books, you may follow this procedure.

If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit button
to check the settings.

To create a new debtor account for opening balances:

1.
2.

On the Action ribbon, select Debtors (F4). The "Debtor accounts” screen will displayed.
Click on the New button. Enter “TDOPEN" as the account code.

[ xrl It is important to prefix the account code for creditors to start with 2 and debtors to start with 1.
This will make it easier to select accounts, in some features, for example, selecting a Contra
account in Batch setup.

Enter the Name for the Account (i.e. "Opening Balances — Debtor").
Select a Debtor group 1 (if created in Setup Debtor group1).

Click on the Save button or OK button. TurboCASH will ask you to confirm if you wish to
“create this account?"

Click on the Yes button.

One finished processing the opening balances, you may disable the Opening balances account
(tick the "Disabled” field on the Accounting information tab).

ONCE YOU HAVE ENTERED ALL YOUR DEBTORS (CUSTOMERS), CREDITORS (SUPPLIERS) AND ADDED
THE EXTRA GENERAL LEDGER ACCOUNTS YOU NEED, YOU HAVE COMPLETED THE SET-UP AND CHART
OF ACCOUNTS IN ORDER FOR TurboCASH TO RUN YOUR SET OF ACCOUNTS.
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R.5- PRINTING LISTS OF ACCOUNTS, DEBTORS AND CREDITORS

[] ] Werecommend that you print your Chart of accounts and Debtors and Creditors details to check that

A4 everything you have setup is, in fact, correct. In accounting it is best to follow the rule: check, recheck and
check again. It is easier to find and fix any mistakes at this stage, rather than when you have captured
transactions.

R.5.1-  PRINTING ACCOUNTS LISTING (CHART OF ACCOUNTYS)

To print a list of your accounts:

1. On the Reports ribbon, select Reports — Ledger — Listing.

L Chart of accounts - O X
L
Chart of accounts v [ openin POF

From account

[ \
To account

| v333000 \
Sequence
Account ~

+ 0K () Cancel

2. Select the following options:

From account: .
% Select the first account.

To account:
% Select the last account.

Sequence: . I
9 J@ Select "Account”, if not selected. You may also select "Description, Type,

Reporting group1” or “Reporting group2”.
3. Click OK to print your Chart of accounts.
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Page 1 -

[ Chart of accounts = o x
sag R FERARXIL [
P =an RO |FER2 QI Sk
Chart of accounts. £
Fromaccount GO010000 To: GBSIN000
Sequence: Account
Code Description Reporting group 1 Reportinggroup 2 Type Open item Diszbled
caiivels ] Sales Income: IngoreZ Ing | B Ne e
G0N0 Costelssies Income Income? Ine 1 Exp o No
G00000  Bankohames Expanses Expereesd Ino | 2@ Ne e
C205000  Deprecizton Expenses Expensesl Ino 1 Bxp No o
C20000 Mo vehiie sxpenses Expanses Experses? (1= No e
GO Felandod Expanses Expensesl Ine 1 Exp o o
TAND  MamEnsnos Expanses Expereesd Ino | B Ne e
CHMR  Fepars Expansas Expensas? Inc i Exp. No o
C2HE0D  Mainknanos of tools Expanses e | B Ne e
CZW0D  Fem Expanses Ine 1 Exp No o
TT2IE000 Dalsvies andw zges Expenses Ins | B Ne e
TCII0D  Sehonery Expanses Ine 1 Exp o No
TN Simorysipenses Expanses : Ino | 2@ Ne e
G553 Capeml Capatsl No o
5515000 Retairad nooms Cagital i No e
E520000 Insmimant 3gresmanE LongErmiabites i o o
GE0000 Furntmed fhings - Netwaliz Pt aszses Ne e
G531 Furnture fitings & cost Foced 3932t No o
5200320 Furnturs fings Ace.depres Faed 3ssew N e
5510000 Wiy vehiziss - Nt dalus Fixzd 38se Ne e
5510010 Moy vehizies @ sost Fxed zszem e No
GEIED Moty vehisiss -Ascam Fozd 3szes Ne e
Sepreciston
&700000 Debtors zantrsl Currént 2s2ets SumentassaEs e e
GT35000 RO5- Tensfer Current asset Camentassak2 Ne: Ne
GTAD0R0 FOS-TH Current 2szelz Cumentassa? Ne M
GTA5000 FO5- Bayment Cirrent zsssts ConentssseEl Ne: e
5750000 Seck contrel Currént 2s2eis Sumentasszez Ne e
8310000 ABC- Bank Dirrent sssstz. Comentssssiz Baric zooount o No
570030 Fetty cash Currént 2szels Sumentasset? Barkaccount Ne e
BE30000 XY Z-Bank Durrent 2sssts Cumentzss=El Bank zcoomnt e e
GESH00 VAT- Conral- 14% Currént isbitiss Sument ebis2 Ne. Yas
TESB010 Output VAT- 14% urrent isbifties Coment lebiffes2 Tax amoount o Yes
THR0ZD input VAT - Sndant e - Currént tabitise Surent isbliis=? Tetsccount N Yas
144 i
TES0012 input VAT - Cpitel goods - 14%  Current iabiliss Sulment nbiiies? Tex sssount N Yas
TEEODAD Zapmma VA Current ispitias Sument etitesd Texzzzaunt Ne. Yz
5830100 VAT Payment- 14% Cirrent isbitiss Cument IsbifesZ o Tes
5350050 AT - Conval- Currént iabitiss Suiment iebliiss? Ne e
TEE10 Ougput VAT- 15% Cirrnt fatitiss Comentlebifes2 T qeooum e No
TEE0IED input VAT - Sndnt i -15%  Currént bl Unzibszed Tstsccount Ne e
w
Page 2 -
[ Chart of accounts = O x
= o S 3
Haf  prjz2acRe FEFEQARX @
Chari of accounts ~
Fromaccount GO10000 To: GB99000
Seguence: Account
Code Description Reparting group 1 Reporting groop 2 Type Openitem Diszbled
TEE03S Input VAT - Sipitsl googs -15%  Gurrent iabiliss Unaibozed Tex account N e
TEE0040 Zaro e VAT- 0% Gutrent isbites Sument ekl Tt sscount Ne e
GE0ID VAT - Payment- 13% Current kabites Cament lebifes2 Ne: Mo
GS00000 Cradiors coniral Gustpent Eabiitise Suirent fetiies? Ne e
SHEE01 Suspenze Gurrent kabitiss Coment e bifes2 Ne: e X

It is important to check that the VAT based on 14% tax for taxable transactions up to 31 March 2018 is
replicated for the VAT based on 15% for taxable transactions as from 1 April 2018.

This tutorial is based on tax (VAT) at a rate of 15% for taxable transactions. Since no taxable transactions, at
a tax rate of 14%, is applicable in the financial year (i.e. T March 2021 to 28 February 2022), the Status of tax
accounts and tax codes of 14%, is disabled.
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| 'T'I Check that all the reporting groups are correct and that all the types are correct. The following needs special

R.5.2-

attention i.e.

o & Income and “& Expense account types should be prefixed with an asterisk e.g. *G010000"

o Bank account type should be "Bank account" - Code prefixed with a B and Bank account in
the Type column.

. = Tax (VAT/GST/Sales tax) sub-accounts type should be "Tax account" - Code prefixed with a T
and Tax account in the Type column.

PRINTING DEBTOR LISTING

The Debtor listing allows you to print the following seven (7) reports:

1.

Contacts - This report will list the Name of the Contact, Telephone 1/ 2 and the debtor
(customer / client) account code and name (description) linked to the contact.

Listing - This report will list the Account code, Name of the Debtor (account description),
Delivery address, Telephone 1/ 2, Fax, E-mail address and Website.

List - Delivery address - This report will list the Account code, Name of the Debtor
(account description), Delivery address, Telephone 1/ 2, Fax, E-mail address and Website.
List - Postal address - This report will list the Account code, Name of the Debtor
(account description), Postal address, Telephone 1/ 2, Fax, E-mail address and Website.
List details - This report will display the Contact details, Registration details, Banking
details, Reporting details, Accounting terms and information for each debtor (customer /
client) account.

Tax and company registration numbers — List the registration numbers as entered on
the Debtor accounts (edit screen) (Action ribbon).

Credit control listing - Credit limit vs current balance and available balances as at the
date and time of printing.
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To print a list of your debtors (customers / clients):

1.

2.

3.

4.

On the Reports ribbon, select Reports — Debtors — Listing. The “Contacts” (default
report) will be displayed.

Select the “List details” report.

L] List details - m] s
List details ~ [ 0penin PDF

From account Reporting group 1

[p1eBaRE | Empty

Debtor group 14

[ols=coun Debtor group 18

[D1R0GEH | |- Ca—
Sequence

Description W

New page per account

+ OK Cancel

Select the following options:

From account:
J@ Select the first account.

To account:
JEj Select the last account.

Reporting group 1
@ Do not tick. You may select to print only those accounts that are
linked to specific Debtor group(s) 1.

Sequence:
u \/@ Select "Debtor code”. You may also select “Description, Reporting

groupl” or "Reporting group2”.

N t:
e page per accoun JEj Tick this option for this report.

Click OK to print a list of your debtor (customer /client) accounts.

The “List details" report will display the following information:

1.

Contact details - Contactperson, Telephone 1/ 2, Fax, E-Mail, Website, Postal address,
Delivery address and Language of the debtor (customer / client).

Registration details - Company Registration number and Tax registration number.

Banking details - Bank account type, Name of Bank account, Bank account number and
Branch code.

Reporting details - Reporting group 1/ 2, Layout file 1 (Invoices), Layout file 2 (Credit
notes) and Layout file 3 (Quotes). If no layout files are selected, the documents will be
printed for the global settings in Documents setup (Setup ribbon).

Accounting terms and information - Statement message, Credit limit, Monthly interest
rate, Customer discount rate, Due days (payment terms), account settings (i.e. Open
item / Balance B/F), Account disabled, Default selling price and Salesperson.

TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy - 191



MODULER - SETTING UP ACCOUNTS

R.5.3-

PRINTING CREDITOR LISTING

The Creditor listing allows you to print the following seven (7) reports:

1.

Contacts - This report will list the Name of the Contact, Telephone 1/ 2 and the creditor
(supplier) account code and name (description) linked to the contact.

Listing - This report will list the Account code, Name of the Creditor (account
description), Delivery address, Telephone 1/ 2, Fax, E-mail address and Website.

List - Delivery address - This report will list the Account code, Name of the Creditor
(account description), Delivery address, Telephone 1/ 2, Fax, E-mail address and Website.

List - Postal address - This report will list the Account code, Name of the Creditor
(account description), Postal address, Telephone 1/ 2, Fax, E-mail address and Website.

List details - This report will display the Contact details, Registration details, Banking
details, Reporting details, Accounting terms and information for each creditor (supplier
account).

Tax and company registration numbers List the Registration numbers as entered on the
Creditor accounts (edit screen) (Action ribbon).

Credit control listing - Credit limit vs current balance and available balances as at the
date and time of printing.

To print a list of your creditors (suppliers):

1.

2.

On the Reports ribbon, select Reports — Creditors — Listing. The “Contacts” screen will
be displayed.

Select the “List details” report.

L. List details - O X
Lizt details ~ [ Openin PDF L
From account Feporting group 1
|c2sBC0s | [CEmpty
T® CEEavR Creditor group 14

Creditor group 1B
| Creditar group 1C

|E25UNSU

Sequence
Dezcription w

Mew page per account

+ O ) Cancsl
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3. Select the following options:

From account: .
\% Select the first account.

To account:
JEj Select the last account.

Reporting group 1
@ Do not tick. You may select to print only those accounts that are

linked to specific Creditor group(s) 1.

Sequence:
7 \/@ Select "Creditor code”. You may also select "Description, Reporting

groupl” or "Reporting group2”.
New page per account: JEj Tick this option for this report.
4. Click OK to print a list of your creditor (supplier) accounts.
The “List details” report will display the following information:

1. Contact details - Contactperson, Telephone 1/ 2, Fax, E-Mail, Website, Postal address,
Delivery address and Language of the creditor (supplier).

2. Registration details - Company Registration number and Tax registration number.

3. Banking details - Bank account type, Name of Bank account, Bank account number and
Branch code.

4. Reporting details - Reporting group 1/ 2, Layout file 1 (Purchases), Layout file 2
(Supplier returns) and Layout file 3 (Orders). If no layout files are selected, the
documents will be printed for the global settings in Documents setup (Setup ribbon).

5. Accounting terms and information - Statement message, Credit limit, Due days
(payment terms), account settings (i.e. Open item / Balance B/F) and Account disabled.

» YOU ARE NOW READY TO ENTER YOUR OPENING BALANCES AND TO PROCESS TRANSACTIONS.
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INTRODUCTION

S.7- INTRODUCTION

In the HANDYMAN Set of Books, we have included eleven (11) Stock items. The following Stock
item types are used in this tutorial:

1. Default (Trading stock): These Stock items are for retail industries which purchase stock
items for resale.

For the purpose of this tutorial, we will be purchasing and selling Compressors and Drill Presses.
- (See MODULE K).

2. Financial entry: This Stock item type allows you to select a General ledger account. This
may be used for services or any other purchase or sales which is not trading stock items.

For the purpose of this tutorial, orders and purchase documents are used for purchases of non
trading stock, (e.g. service and fitting of tyres on a delivery van as well as installing of office
equipment). - (See - MODULE J.3). This will illustrate similar transactions than in the Purchase
Jjournal. - (See - MODULE 1.3).

3. Sales (no stock): — Used for selling of non-trading stock — Need to select a Sales account
only and an Output Tax (VAT / GST / Sales tax) account.

For the purpose of this tutorial, quotes and invoices are used for selling of non-trading stock, (e.g.
service and fitting of shelves). - (See - MODULE J.4). This will illustrate similar transactions than in
the Sales journal. - (See - MODULE 1.4).

You may create, add, copy, delete and / or disable up to eleven (11) stock item types.
You may read the "Working with Stock” section in the Help file and / or press the F1 key when
focussed on the following stock item's “Type” fields:

. Default — Used for trading stock — Need to select the Sales, Cost of sales and Stock
control accounts. It can also be linked to the Input and Output Tax accounts. For the
purpose of this tutorial, we will be using two (2) trading stock items (i.e. Compressor
and a Drill press).

*  Sales - Used for non-trading stock — Need to select a Sales account only. It can only be
linked to the Output Tax account.

. Sales (no stock) — Used for non-trading stock — Need to select a Sales account only. It
can only be linked to the Output Tax account.

. Purchases — Used for non-trading stock — Need to select the Cost of sales and the Stock
control or Purchase account. It can only be linked to the Input Tax account. No Selling
prices can be entered.

. Purchases (no stock) — Used for non-trading stock — Need to select the Cost of sales
and the Stock control or Purchase account. It can only be linked to the Input Tax
account. No Selling prices can be entered.
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. Financial entry — Cannot select the Sales, Cost of sales and Stock control accounts. This
allows you to select a ledger account on the Accounts lookup when processing
documents. Once you select this stock item type when processing documents, the
Accounts lookup will be displayed. You may then select any general ledger account on
the Accounts lookup. You need to select the Input as well as Output Tax accounts for
this stock type. The Selling prices may also be entered.

You need to create a financial entry stock item for each Tax Type (different rates).

*  Option item — This stock type allows items that are a combination of options (like
colour and size) options can be defined in Stock information. (Setup ribbon). These
options are then linked to the Options Stock type (Stock items on the Options tab
(Action ribbon)). When processing documents, the available options (options list) will be
launched from the "Quantity” fields when selecting documents.

. Option item (no stock) — This is similar to the Option item with stock, but does not
allow every entry to have a sales price, cost price, quantity and minimum stock level.
This will also be used in generating purchases on supplier 1.

*  BOM - Bill of Materials — allows you to add other stock items or products consisting of
various other stock items (components) and / or some services, etc. to the BOM list. The
BOM stock item is the finished product. You may only select the Sales account and the
Output Tax account. For trading stock, the cost of sales and stock control accounts are
controlled via the default stock items linked to the BOM item. An example would be the
components (Stock items) of a computer system which are used to make the complete
system, which is then sold as a finished product.

. BOM (Production) — This is similar to the BOM stock type. It has a feature where you
may assemble (specify the quantities) of finished items or disassemble a specified
quantity of finished items.

*  Linked item - To be advised.

S.2- ADDING TAX CLASSES

This option allows you to create and maintain account / tax classes. Tax classes are a set of five (5)
accounts which are linked to the Ledger tab of the “Stock item” screen (Action ribbon) for a
selected stock item.

When a stock item is linked to a tax class, it will disable the Lookup button on the Ledger tab of

the “Stock item” screen (Action ribbon) for a selected stock item. It will automatically set the Input
and Output Tax accounts, Sales account, Cost of sales accounts without having to select them for

each stock item.
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-

|.~

You need to create tax classes for each of your tax codes applicable to stock items. For the purpose of this
tutorial, we create a Tax class — Standard rate. If you have Stock items applicable to, for example, Zero-rated

Tax (VAT / GST / Sales tax), you need to create them.

To set stock tax classes:

1.
2.

On the Setup ribbon, select Stock information.
Click on the Tax classes tab.
o If "English” as the default language is used, Tax classes will be displayed.

If you have selected, "en-South-Africa” the Tax classes description, will reflect VAT classes.

E} Stock information X

Default Unitsize Tax classes

Apply to all

Mame [Standard rals 15%

Input bax ‘TSBU-UZD Input VAT - Standard rate - 15% |
Output ta | TBE0DN 0 Qulput VAT - 153 |

Sales account [G010-000 Sales
Cost of sales ‘5100-000 Cost of sales

Stack contral ‘G?EU—UUU Stack contral |

Sales account |Stock control

tandard rat| GO0

Sales | GTS0-000 Stock contro

tandard rate| G

Select the existing Tax class and add 14% to the Name field, if not reflected.

Click I:l to save the changes.

Click |:| to add a new Tax class.
Enter the Name (description) e.g. Standard rate 15% for the tax class.
Select the following accounts:
a) Input Tax - Select the Input Tax account (860-020).
b) Output Tax - Select the Output Tax account (860-070).
c) Sales account - Select the Sales account (070-000).
d) Cost of sales - Select the Cost of sales account (700-000).
e) Stock control - Select the Stock control account (750-000).

Click |:| to save the changes.

Click OK to close the “Stock information” screen.
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S.2.1.1-  Printing a report for Tax classes

When a stock item is linked to a tax class, it will disable the Lookup button on the Ledger tab of
the Action — Stock items screen for a selected stock item. It will automatically set the Input tax
and Output tax, Sales, Cost of sales and Stock control account fields without having to select them
for each stock item.

To print Stock item listing - Tax classes reports:
1. On the Reports ribbon, select Reports — Stock — Stock item listing.

2. Select "Tax classes" report.

L Tax classes - m] X
‘ Tan classes v ‘ [[] Openin FOF
Sequence
Iy ~
+ 0K ) Cancel

3. Select the Sequence (i.e. “ID" (record Id) or “Description”) for the sequence to list the

tax classes.
4. Click OK.
. . e " . e " . .
An example of the Stock item listing - “Tax class - Listing” report, is as follows:
.3 Tax classes = O X
M < i M| =8z RO|FREFARQ |4 ®
i Tax dass- Listing Sequence: 1D A
Tax class Accounts Code Descnpton
Standard rate 14% Input ax: T850020 Input VAT -Standard rats - 14%
Outpust ax: TEEOME  Output VAT - 14%
Salesaccount 5010000 Sales
Costof smles 5100000  Costofsales
Stock controk G730000 Stock contral
Standardraie 15%: input Bx: T3€0020 Input VAT -Siandand e - 15%
Cutput tax: Tae0010 Dutput VAT - 15%
Salesaccount GO10000 Sales
Costof sales 100000 Costofsales.
Siock controk GTE0000 Stock controf v

The next step is to link the accounts to the stock items.
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S.2.1.2-

Linking Tax classes to Stock items

To link stock class accounts to stock items:

1.  On the Action ribbon, select Stock items.

2. Select a Stock item.
3. Click on the Ledger tab.

Ledger Documentgroups  Transactions Image  Muli-gioup  Backorders

Tar class

Standard rate 15%

w

Tan

Input tax

Output tax

Ermnpty
Standard rate 14%

Ledger

Sales account

GO10-000 Sales

Cost of sales

G100-000 Cost of sales

Stock control

G750-000 Stock control

Last invoice

Cost centre
‘wieight

Met weight

=

Grass weight

=

4. Tax class, select "Standard rate 15%".

Selling prices
Excl. amt.

Incl. amt.

Selling price 1|1000

1150.00

Selling price 21100

1265.00

Selling price 3| 1200

1380.00

Walue

Average cost | 500

Total cost | 2500.00

Guartity on hand |5

Latest cost | 500.00

Fieorder level [10.00

Feorder at |5.00

Iinimurn | 4.00

Click on the Save button. The inclusive amount will automatically be updated with the

new tax rate.

6. Repeat the process for all the stock items.

You may also change the tax classes on the grid view. In this example, the Tax class column was

dragged from the Right to the Left.

Select the Stock item and Tax class Standard rate 15% and click on the Save button.
Repeat the process for all the stock items.

Mew
Delete
Edit
Cancel

Copy from item

ia Search

2= Type

[tem code

Description

Extra description

Reporting group 1

Reporting group 2

Baorn
Hardware
Labour
Option
Paint
Power tools
Purchases
Sales

Unallocated

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

Default
Limnit rowes
200 “ e
Barcode ~
& Report

[ Use barcade printer
[ Single line mode

13
Update type El
Stock take-on ~
. Impart £ Expart - Adjust stock Sefttings

Dill press

Inztall - Built-in cup
Paint - Exterior
| |eom BOM

4
3|2021./01409 2

0
H il
19]2019/12/25 16:1]00)
18] 2019/12/25 16:1]00)
132019412425 16:1]00)
14]2019/12/25 16:1]00)

1.200.00 | Unallocated
600.00| Unallocated
600.00| Unallocated

0.00|Unallocated | Standard rate 153
0.00|Unallocated | Standard rate 153
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S.3- SETTING UP A STOCK ITEM FOR FINANCIAL ENTRY

When a Financial entry stock item type is selected, when processing documents, the Accounts
lookup will be displayed. You may then select any general ledger account on the Accounts lookup.

Examples of accounts that may be selected on documents:

¢ Sales documents (i.e. Invoices, Credit notes and Quotes)

o & Income accounts - Selling miscellaneous services and goods not trading stock.
*  Purchase documents (i.e. Purchases, Supplier returns and Orders)
o & Expense accounts - e.g. Purchasing of Stationery (Consumables)
o A Assetaccounts - Purchasing of Fixed assets
To set up a stock item for financial entry:
1. On the Action ribbon, select Stock items (F12).
2. Click on the New button. A blank “Stock item” screen will be displayed.

Stock code |GL-CODE

Description ‘Genela\ ledger |

Disabled [
Apply invoice discount

Change code
Mew

Delete Expected quantity ‘Cul 0 Quote: OOrder: 2Exp: 2

Stock information

Edit
Save
Cancel
Copy fram item

Drefault

Lirnit rows:

200 «iw

Barcode ~
& Report

Extra description

Barcode

Manufacturer

Type| Financial entry N v
Urit size L] ~

Repoits

Stock group 1 |Labaur

Stock group 2 |Unallocsted

Prsfeted supplier 1]T- Emply | Preferted suppler 2[T- Empity

Supplier stock code‘ ‘ Supplier stock code‘

Ledger Document groups  Transactions Image  Mulrgroup  Backordars

3. Enter and / or select the following options:

Apply invoice discount:

Expected quantity:

a) Main
Option Description
Stock code:
ock code Enter a stock code. For the purpose of this tutorial, "GL-CODE" was
entered.
Description: . .
v For the purpose of this tutorial, “General ledger” was entered.
Disabled:

@ Leave blank.
@ Leave blank.

@ Field disabled — The values in this field should be 0 at this stage.
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[ T"I Stock code — Since the document layout files supporting 10 stock codes (10 code) is selected
in the Documents setup (Setup ribbon)and on the Delivery address tabs of Creditors and
Debtors (Action ribbon) were selected, were selected, it is recommended that the Stock code
be limited to a maximum of 10 characters.

(See - MODULE E4.5).

b) Stock information

Option Description
Barcode: @
Leave blank.

Manufacturer: @ , blank
eave blank.

Extra description: @
Leave blank.

Type: . . L

P J@ Default is the standard Stock item type. Select "Financial entry”. This will
disable the “Sales, Cost of sales” and "Stock control” accounts as well as
the “Latest invoice” fields.

Unit size:

it see J@ Click on this field and select “Each”.
¢) Reports
Option Description

Stock 1:
ocrgroup J@ Select “Labour”.

stock group & @ Leave blank.

d) Preferred suppliers

Option Description

Preferred supplier 1: @ , blank
eave blank.

Supplier stock code: @ , blank
eave blank.

Preferred supplier 2: @
Leave blank.

Supplier stock code: @ , blank
eave blank.

4. Click on the Ledger tab; if not displayed by default.
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Ledger  Document groups  Transactions  Image  Muli-group  Backorders

Ircl. amt.

oo

oon

oo

Ton Taw class | Standard rate 15% - Seling prices P
Input b [TBE0-020 Inpul VAT - Standard rate 15% | Seling price 110
Selling price: 2|1
| T8E0-010 Duitput VAT - 15% | eling prce
Ledger Selling price 3|0
GOT0-000 Sales Yalue
Cost of gales GT00:000 Cost of sales Average cost |0
Stock conirol | G750-000 Stock cortrol Tetal cost | 000
Last irwenice I—I Quantity an hand |0
Latest cost |0.00
Cast centre
“weight Rearder level | 0.00
Netweght0 | Fieorder at |0.00
Grossweght 0 | Minimum [0.00

5. Select and / or enter the following options:
a) Taxclass / Tax / Ledger

Option Description
Tax class:

\/@ Select "Standard rate 15%" — It will automatically link:

*  Input Tax to "T860-020 Input VAT — Standard rate - 15%"
. Output Tax to “T860-010 Output VAT - 15%"

. Sales account to “G0O10-000 Sales” (disabled)

. Cost of sales to “GT00-000 Cost of sales” (disabled)

. Stock control to “G750-000 Stock control”

Last invoice: @

Option inactive. The date of the last purchase or other document generated

on which the service Stock item was selected. This field will not display any
date if it is a new item, or if no Stock items have been selected on any

documents.
b) Cost centre / Weight
Option Description
Cost centre: @
Disabled.
Nett weight:

@ Leave blank.
Gross weight:

J @ Leave blank.
c) Selling prices

Option Description

Selling price 1: @ Leave blank.

Selling price 2: @ Leave blank

sellng price 3 @ Leave blank.
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d) Value

Option Description
Average cost:
Leave blank.

Total cost:
Leave blank.

Quantity on hand:
Leave blank.

Latest cost:
Leave blank.

Re-order level:
Leave blank.

Reorder at:
Leave blank.

Minimum:

| | | | e | ™

Leave blank.

6. Click on the Save button to save changes.

S.4- SETTING UP A STOCK ITEM FOR SALES (NO STOCK)

The disabled and inactive options for the Sales (no stock) Stock item type is the same. If you select
this Sales or the Sales (no stock) Stock item type on an invoice or a credit note, no Cost of sales
transactions would be generated. You will also not be allowed to specify the re-order level and
select the Cost of sales, Stock control and Input Tax accounts.

Should you need to generate invoices and credit notes to customers (debtors / clients) for
services, fees, charges or other sales which is not trading stock, you may create a Sales or Sales (no
stock) Stock item type. You may generate invoices and credit notes for these non trading Stock
items only or add these item codes to an invoice or credit note containing physical Stock items.

Some examples where you would create a Sales or Sales (no stock) Stock item type, is the
following:

* Invoicing services such as labour, consulting fees, etc.
* Invoicing carting fees, delivery fees, other charges, etc.

For the purpose of this tutorial, we will be selling 2 services (i.e. Install - Built-in cupboards and Paint Exterior
(outside of houses)) at 500.00 per hour to our debtors / clients).

The “Sales (no stock)"” Stock item type is already created and added in the HANDYMAN, HANDYMAN-A or
HANDYMAN-B Sets of Books.

You may select the "Sales (no stock)” Stock item type and click on the Copy from item and only need to
change a few details for the new services item.
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To set up a stock item for sales (no stock) for services:
1.  On the Action ribbon, select Stock items (F12).
2. Select the "Sales (no stock)".

3. Click on the Copy from item button. The “Stock item” screen with all the data as entered
in the original "Stock item" screen (except the Stock code) is displayed:

Stock code 4L PAINTE T — Disabled ]
e Description |Famt—Exlenur | Apply imvoice discount
Delete Expected quantity |Eur -2 Quote: 4 Order: 0Exp: -6
o Stock information Bt
Barcode
Save Manufacturer
— .TJJ.DE Sales (no stock] } ~
Unit sizs| Haurs ~
Copy fom ftem Reports
Stock group 1 [Labow ~]
Default
Stack group 2 ‘UnaHocaled “ ‘
Lt rowss
00 w = w| || Prefened suppler [T Empty | Prefered supplier 2| T- Emply |
Supplier stack codel ‘ Supplier stock code‘ ‘
Barcode ~
& Repot Ledger Document groups  Transactions  Image  Muligroup  Backorders

4. Enter and / or select the following:

a) Main
Option Description
k :
stock code Enter “4L-PAINT-E"
Description: Enter "Paint Exterior”.
Disabled:

@ Leave blank.
Apply invoice discount: @
Leave as is.

b) Stock information

Option Description
Barcode: @
Leave blank.

Manufacturer: @ , blank
eave blank.

Extra description: @
Leave blank.

Type: \'% Default is the standard Stock item type. Select "Sales (no stock)". This will
disable the "Input Tax, Cost of sales” and "Stock control” accounts as well
“Last invoice” fields.

Unit size:

ﬁ Click on this field and select "Hours".
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c¢) Reports
Option Description

Stock 1:
ock group % Select “Labour”.

tock group 2 @ Leave blank.

d) Preferred suppliers

Option Description

Preferred supplier 1: @
Leave blank.

Supplier stock code: @ blank
Leave blank.
Preferred supplier 2: @
Leave blank.
Supplier stock code:

@ Leave blank.
Click on the Ledger tab; if not displayed by default.

Ledoer Document groups  Transactions  Image  Mul-group  Backaorders

= Selling prices
Tax T s ol N ¥ Excl amt. Inel. annt.
TEE0-020 Input VAT - Standard rate 15% ge::‘”g price 12 :gg :Zigg
Dutput s [TBE0-010 Output VAT - 15% | g price
Selling price 3| 600 690.00
Ledger
Sales account |GD‘| 0-000 Sales | Walue
GE100-000 Cozt of zales Avwerage cost |0
G7E0-000 Stack cortrol Total cost |0.00
Last invoice l:l Guantity on hand |0
Latest cost |0.00
Cost centre
Weight Reorder level (0.00
Met weight |0 Reorder at |0.00
Grozs weight |0 Minirurn | 0.00

Select and / or enter the following options:
a) Taxclass / Tax/ Ledger

Option Description

Tax class:
axass \ﬁ@ Select "Standard rate 15%" — It will automatically link:

*  Input Tax to "T860-020 Input VAT — Standard rate — 15%" (disabled)

. Output Tax to “T860-010 Output VAT - 15%"

. Sales account to “GO70-000 Sales”

. Cost of sales to “G700-000 Cost of sales” (disabled)

. Stock control to “G750-000 Stock control” (disabled)
ast invotce: @ Option inactive. The date of the last purchase or other document generated on
which the service Stock item was selected. This field will not display any date if it
is a new item, or if no Stock items have been selected on any documents.
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b) Cost centre / Weight

Option Description
Cost centre: @

Disabled.
Nett weight:

@ Leave blank.
Gross weight:

J @ Leave blank.
c) Selling prices

Option Description

Selling price T:
eiing price Enter "500" exclusive or “575.00" as inclusive of VAT/GST/Sales tax.

Selli ice 2:
eling price Enter "550" exclusive or "632.50" as inclusive of VAT/GST/Sales tax.

Selling price 3:
eiing price Enter "600" exclusive or "690.00" as inclusive of VAT/GST/Sales tax.
d) Value

Option Description

Average cost: @ Leave blank

Total cost:
@ Leave blank.
Quantity on hand: {]@ , blank
eave blank.

Latest cost:
@ Leave blank.
Re-order level: @ blank
Leave blank.

Reorder at:
@ Leave blank.

Minimum:

@ Leave blank.
7. Click on the Save button to save changes.

Select the Paint Exterior "4L-PAINT-E" Stock item and click on the Copy from item button.
1. Enter "4L-INSTCUP" as the stock code.
2. Enter "Install - Built-in cupboards" in the "Description” field.
3. All other fields and the selling prices should be the same as for the Paint Exterior Stock
item.
4. Click on the Save button.

S.5- CREATING A TRADING STOCK ITEM

The Default Stock item type is used for Trading stock items. The Cost of sales settings for these are
important as these may have an impact on your gross profit.
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For the purpose of this tutorial, we will be selling 2 items, i.e. compressors drill presses:

Hanogman Havdirare Stove
Lut of Stocic teaws as af 28 February 2021

Guantity|  Uhit | Value of Stock
Stock ftewn | Stock Code | o Huid | Cost Price| o Hond
Cor:rrruw ECovﬂp 4+ | 1 0eeoo 4 00000
Drill Press IDridl 5 S00.00 2 50000
Total & 50000

For this example, we will create one stock item, “Drill press”.
If you have selected the HANDYMAN Set of Books, you may follow this procedure.

If you have selected the HANDYMAN-A or HANDYMAN-B Set of Books, you can click on the Edit button to

check the settings.

To create and edit stock items:

1. On the Action ribbon, select Stock items (F12). The “Stock item” screen is displayed.

2. Click on the New button. A blank “Stock item” screen will be displayed. “Default” is the

standard “Stock item type".
3. Check that "Default” is selected for the purpose of this tutorial.

Stock code | 3DRILL

Change code

Disabled O

Mew

Delate

Deescription [Dril press Apply invoice discount

Expected quantly |Cur: 4 Quote : 1 Dider: 3Exp 6

Edit

Save

Cancel

Stock infarmation

Extra desciiption

Barcode
Manufacturer

Tupe

1234567830

850 Watts + & diill bits

Bosch

Default

Copy fiom item

Default

Lirnit rowes

200 «iw

Barcode v
& Fiepor

b
Unit size |Each od -
Fieports
Stack group 1 \iner tooks V|
Stack group 2 \Unauncatan v |

Preferned supplier 1[T- Emply | Preferted supplier 2| T- Emply |

Supplier stock: cads| | Suppler stock cods | |

Ledger Document gioups  Transactions  Image  Multigroup  Backorders

4. Enter and /or select the following options:

a) Main

Option
Stock code:

Description.

Disabled:

Apply invoice discount: @

Expected quantity: @

Description

Enter "3DRILL".

Enter "Drill press”.
@ Leave blank.
Leave blank.

Field disabled — The values in this field should be 0 at this stage.
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b)

(9]

d)

Stock information

Option
Barcode:

Manufacturer:

Extra description:

Type:

Unit size:

Reports

Option
Stock group 1:

Stock group 2:

Description

Enter "1234567890".

Enter "Bosch”.

Enter "850 Watts + 6 drill bits".

@ Default is the standard Stock item type. Check that "Default” is selected

for the purpose of this tutorial.

\ﬁ@ Click on this field and select "Each”.

Description

J@ Select "Power tools”".

@ Leave blank.

Preferred suppliers

Option

Preferred supplier 1:
Supplier stock code:
Preferred supplier 2.

Supplier stock code:

Description

@ Leave blank.
@ Leave blank.
- @ Leave blank.

@ Leave blank.

5. Click on the Ledger tab; if not displayed by default.

Ledger Document groups  Transactions  Image  Multigroup  Backorders

Tax class | Standard rate 15% il

Tax

It e | T8E0-020 Input VAT - Standard rate -15% |

Output tax |TEEI]-I]1I] Dutput AT - 15% |

Ledger

Sales account | GO 0-000 5 ales

Cost of sales |G100-000 Cost of sales

Stock contral |5750-000 Stock. control

Last invoice

Cost centre
Weight

Stock can be categorised into groups by the prefix of the code. The Sales, Cost of sales and Stock

Seling prices

Excl amt.

Incl. amt.

Selling price 11000

1180.00

Selling price 21100

1265.00

Selling price 3| 1200

1380.00

Yalue
Average cost
Tatal cost
Guantity on hand
Latest cost
Reorder level
Reorder at

Minimum

500

2500.00

5

500.00

10.00

500

4.00

accounts can also be split into sub-accounts per stock category.

Each stock item can then be linked to the appropriate Sales, Cost of sales and Stock sub-account

for its particular category.

Each stock item can be linked to different tax types catering for varied VAT/GST/Sales tax rates.
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6. Select and / or enter the following options:
a) Taxclass/ Tax / Ledger

Option Description

Tax class:
X \f@ Select “Standard rate 15%" — It will automatically link:

. Input Tax to “T860-020 Input VAT — Standard rate - 15%"
. Output Tax to “T860-010 Output VAT - 15%"

. Sales account to “G010-000 Sales”

. Cost of sales to "G100-000 Cost of sales”

. Stock control to “G750-000 Stock control”

Last invoice: @
Option inactive. The date of the last purchase or other document generated on

which the service Stock item was selected. This field will not display any date if it
is a new item, or if no Stock items have been selected on any documents.

b) Cost centre / Weight

Option Description
Cost centre: @

Disabled.
Nett weight:

@ Leave blank.
Gross weight: {1@ Leave blank

c) Selling prices

Option Description

. ce T
selling price Enter “1000" exclusive or “1150" as inclusive of VAT/GST/Sales tax.

Selling price 2:
gp Enter “1100" exclusive or "1265" as inclusive of VAT/GST/Sales tax.

selling price 3. Enter “1200" exclusive or “1380" as inclusive of VAT/GST/Sales tax.

d) Value

Option Description

Average cost:
Leave blank.

Total cost:
Leave blank.

Quantity on hand:
7 Leave blank.

Latest cost:
Leave blank. We will enter the Cost price when we do the Stock take-on

(entering Quantities on hand and Cost prices).

0O | V| | =

Re-order level:
Enter “10".

Reorder at:
Enter "5".

Minimum:
Enter "4".

7. Click on the Save button to save changes.
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S.6-

PRINTING STOCK ITEM LISTING

To print a stock item listing report:

1.

On the Reports ribbon, select Reports — Stock — Stock item listing. The “All selling
prices” report options will be displayed.

Select the “Stock item listing” from the list of reports.

L3 stock item listing - m} X
Stock item listing ~ []0pen in PDF

From Reporting group 1

[3camp | Empty
To Bom

Hardware

[SALES-NS | Labour

Sequence gap_twon

Stock code ~

Show details

New page per item Unallocated

~" 0K @ LCancel

Select the following options:

From:
rom J@ Select the first Stock item i.e. "3COMP" on the list.
To:

© % Select the last Stock item i.e. "SALES-NS" on the list.
Show details:

\'% Select to view additional details for the stock items.
Reporting group T @ Leave blank.

Show details: @ , blank
eave blank.

New page per account:
pagep @ Leave blank.
Click on the OK button.

o If you click on the "Power tools” Stock group T only these 2 items linked to "Power tools" Stock
group 1 (i.e. Compressor and Drill press) should be displayed.

It is good practice to retrieve a detailed report to check that you have entered all the details and
information correctly. To view additional information, select the "Show details” option. This will list
the Extra description, Manufacturer, Unit size, Net and Gross weight, Selling prices 1/2 /3,
Barcode and Reporting group 1/ 2.

I"r It is also recommended that the All selling prices Stock item listing report s printed to check your
selling prices, before you start invoicing.
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MODULET - ENTERING YOUR OPENING BALANCES

T.1- ENTERING OPENING BALANCES

» FOR THIS TUTORIAL; WE WILL USE THE HANDYMAN SET OF BOOKS.
TO BEGIN THE TUTORIAL PLEASE GO TO THE MAIN SPEED TOOLBAR - CLICK ON THE OPEN ICON AND
SELECT THE "HANDYMAN" SET OF BOOKS.
(It is in the "TCASH5/ Bin/Tutorials/EN-TUTORIALS" directory on your system).

We advise you to follow this tutorial carefully when setting up your new Set of Books, expanding
on the Chart of accounts, adding your debtors and creditors to suit your particular company.

You may start to use TurboCASH at any point (not necessarily the same day as you start your
business). You will, possibly, need to enter the balances for all your existing ledger accounts from
your manual Set of Books. These balances are called opening balances. It is advisable to enter your
opening balances at the time of setting up the system.

Opening balances are obtained from your latest trial balance or balance sheet. If your company
has been running for some time, it is a good idea to enter the balance sheet or trial balance
figures from the previous year into the system. For example, if your financial year starts on
2021/03/01, enter your opening balances into the system using the date 2021/02/28. This will give
you a prior year to this year comparison.

If you enter your trial balance figures from your previous financial year, TurboCASH will calculate
your net profit/loss, putting it to the Retained income account. (It will not carry the expense
figures over to the current year.)

If you do not enter any opening balances, your set of accounts will not be complete. However, if it
is a brand new business you are starting, it will obviously not be necessary to enter any opening
balances, as you will not have any.

0 The opening balances are captured in the General journal.

T.2- DEBTOR/ CREDITOR ACCOUNTS FOR OPENING BALANCES

T.2.1- Creating a debtor account for opening balances

o See - MODULE F.42.

T.2.2- Creating a creditor account for opening balances

o See - MODULE F.3.2.
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T.3- CAPTURING OPENING BALANCES

If you have started to use TurboCASHS5, and you already have balances in a hand system or any
other computerised accounting system, you need to enter the balances from your previous
accounting system.

For the purpose of this tutorial, the following examples will be used to illustrate the opening
balances:

General ledger : The Trial balance:

Handymas Havdurave Stove Control accounts:
Cloying Trial Balonce 2ot 28 Februsry 2021 Individual balances needs to be taken on
Beichpitor Ascount Ne. Pebix  Gredit | sopgrately for the following Control accounts:
Comital z05 1150000 ® Debtor's control (G700).
Rl!k«-h'ﬂ Ineame 510 420000 . \
Furmifure & Fiffungs — & Cost 600010 1 GOTO0 * Creditor's control (G900).
F“'M”:ZK iﬁmﬁw”“‘m“" Depriciation g%_gig . 30000
“ﬁﬁ:ﬁ ttuc‘:.m: | Acckanidsted. Depresiation §16-020. soo..oo soog0 | ® Stock control (G750)
?ﬁr%:: c"%'ﬁ'm 700 + eonon ‘0002 | Control accounts in the General ledger must
for i T . .
e e 3aea0e always be in balance with the total of the sub-
Oufpat VAT 26O-010 10000 [edgefs
Total, 17 60000 17 60000

Debtor’s ledger : The balances of the individual Debtor accounts:

e Harduare Stove | Debtor's ledger:
DW‘A“ dnalljsis a4 ot 28 February 2021 | Individual balances may be taken on for the
Dubfor aursn | O stossaons fsssaona| 1OLOWING:
Mr, Mike Davies [PIMBP-AVI T B 10600 Outstanding amount.
Mr. Roger Swith [PIRO-GSM 1 opop0|  60000|  200.00 200000« Fach period separately.
Tofal 180000 110000 40000 30000\ [qch period separately will allow you to use the
Ageing feature.

Creditor's ledger : The balances of the individual Creditor accounts:

Hamdyman Hardwore Stove Creditor's ledger:
Credidor's Age Analusis as at 28 February 2021 Individual balances may be taken on for the

, UW"W‘Q Outstanoling ag ot | . .
Credigir st Ko | e oa 2001 | 33/03/2022 38/sasponn | Tollowing:

A-Ont Supslitrs | 2A0-NES 0000 30000 200.00) 16000 * Outstanding amount.

BEST Supplitrs | 28E-STS 40000| 20000) 10000 10000 e Fqch period separately.
Tofal 100000|  S0000]  30000| 20000\  Fach period separately will allow you to use the
Ageing feature.

Stock ledger: The balances (Quantities and Cost prices) of the individual Stock items:

Hanelygman Havduware Stove Stock ledger:
List of Stock [tems as ot 28 February 2021 . .
bptaf Stock = "". mi e Only the total value (cost price of stock) is entered as the
st Unds alie . .
Stock e |Stock Code| 5y Handl | Gove Price| on Hamst opening balance of your stock items.
3 4 | 1 ccooo 4 cooLo
Py ol 5 | scooo 2 50000
Tortal & 50000
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9

1.3.1-

The opening balances for your trading stock items (Default stock type) must be entered for each individual
stock item - you cannot simply enter the total from the trial balance. You need to inform the program of the
quantities on hand and the cost prices for each stock item. See - MODULE K.3.

TurboCASH will calculate the value of each stock item by multiplying the quantities on hand by the cost
price. After all the quantities and cost prices of your stock items are entered, the total value of all stock items
should be equal to the control figure (stock control account), as per your financial statements.

Capturing opening balances for general ledger accounts

To enter opening balances from your trial balance:

1.
2.
3.

On the Action ribbon, select Batch entry (F2).
Select General jnl., and click on the Open button.

Enter the alias (batch name) in the "Change alias” field. In this example, enter

"OpenBalances" to indicate that the Opening balances was entered in this General jnl.
batch.

o The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch or import a posted batch.

Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is

displayed:

[] Optionsfor this batch *
Standard  Advanced
Contra accaunt 833000
Mo tax
|ncrement reference (H}
Conslidats balancing (]} Inclusive made
Contra aocount per line 2| Repeat details

Amount entry
@) Allow bath ) Debit O Credit

7] Dpering batance - This year

" OK & Cancel

The first time you enter transactions in a General journal, you should set it up according to your
requirements. This should be done for each journal, but only need to be done once, unless your
requirements change.

Set up the General journal as follows:

Contra account: The relevant contra account for the batch (ie. the account to which
TurboCASH will create a balancing entry).

\% Click on the Lookup button and select the suspense account, i.e.

"999 - Suspense Account”.

No tax:
o fax % Select this option, as no VAT/GST/Sales tax (Output VAT/GST/Sales

Tax and Input VAT/GST/Sales tax) is applicable to the opening
balance transactions.
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Increment reference:

Consolidate balancing:

Contra account per line:

Inclusive mode:

Repeat details:

Amount entry:

Opening balance — This
year

@ If you tick this field, TurboCASH will increment the reference number
by 1 on each subsequent line. DO NOT tick this option.

@ If you tick this field, TurboCASH will consolidate all balancing entries
into 1 entry, if you have used an account more than once. As for the
take-on of opening balances, it is NOT necessary to tick this option,
since you will be entering both debits and credits from your Trial
balance and will not be asking TurboCASH to balance the batch.

@ If you tick this field, TurboCASH will ask to allocate a contra account

for each transaction. As this will be a batch in which you wish to
enter both debits and credits DO NOT tick this field.

\% If you tick this field, TurboCASH will treat all amounts as inclusive of
VAT/GST/Sales tax. Tick this option.

\% If you tick this field, TurboCASH will repeat the detail entered in the

Description column on each subsequent line. Tick this option to
repeat the details for the next transactions.

% Set to "Allow both", since you will enter amounts in both the debit
and credit column.

ﬁ Tick this option.
If you do not tick this option, you will not be allowed to
post to the Retained earnings / income account. An
error message (similar to this error message "This
batch does not validate! Line JNLT Opening balance -
Take-on retained income must be adjusted in opening
balance batch! See F10 in batch for setup.” will be
produced.

Click on the Advanced tab.

Leave all fields blank, and make sure that the default option, “Account lookup type”, is set
to "All" and the "Contra account lookup type" is set to "General ledger".

Click OK.

Capture the first transaction as follows:

Reference:
Date:
Description:
Account:
Amount:

JNL1

2021/02/28

Opening balance - Take-on
Select - “G505 Capital”
11,500.00 CR

g Use the same reference number, date and details for all the entries.

Tax

Since No tax (VAT/GST/Sales tax) is applicable, to the opening balance transactions in this tutorial,
we have selected to hide the Tax column in the Setup options or this batch.
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10. Repeat as above for capturing the rest of the Trial balance. After capturing the Trial
balance, the transactions should reflect as follows:

L General jnl. - [OpenEalances] m] ®
Batcheniry - Posted batches
Change dliss —_— e
— + @@= 5 {7
pi— = L.
“D: Delete “M: Inseit F5: Balance FG&: Post  F8:List F3 Process F10: Setup
Account Contra account: Inclusive amount: Exclusive amount: FRieference total
G505000 Capital G999-000 Suspense -R11.500.00 -R11.500.00 RO.00
No. ' |Reference |Date [Description Account Debit Credit Open item
Ld: 1JMLT 2021/02/28 | Opening balance - Take-on G505000 Capital 11,500.00
| 2/JNLT 2021/02/28 | Opening balance - Take-on G510000 Retained income 4,200.00
|| 3JNLT 2021/02/28 | Opening balance - Take-on GEOO010 Furniture & fitings & cost 1.007.00
|| 4/JNLT 2021/02/28 | Opening balance - Take-on GEO0020 Furniture & fitings -Acc. deprec. 300.00
|| 5/JNLT 2021/02/28 | Opening balance - Take-on GE10010 Motar vehicles & cost 5.000.00
Ll B JMNLT 2021/02/28 Opening balance - Take-on GE10020 Matar vehicles -Accum. deprecistion 500.00
|l 7ML 2021/02/28 | Opening balance - Take-on 01DOPEM Opening Balances - Debtar 1.800.00
| 2 JNLT 2021/02/28  Opening balance - Take-on C2COPEM Opening balances - Creditor 1.000.00
|l 9/JNLT 2021/02/28 | Opening balance - Take-on G7E0000 Stock control £.500.00
| 10/JNLT 2021/02/28 | Opening balance - Take-on BE10000 ABC - Bank 2,192.00
|l 11/JNL1 2021/02/28 | Opening balance - Take-on Bi220000 Petty cash 100.00
L 12/ JNL1 2021/02/28 | Opening balance - Take-on TEE0070 Output VaT - 15% 100.00
12 17,600.00 17,600.00
ol 8

[717] fyou are not selling trading stock:
“" When entering the opening balance for the Stock control account (Account number G750-000),
TurboCASH, you may use the Suspense Account (Account number G999-000) for the purpose of
this tutorial.

g When entering the opening balance for the Debtor's control account (Account number G700-000),
TurboCASH will not allow you to select the Debtor's control account.
The same applies to the Creditor's control account (Account number G900-000).
The reason for this is that you cannot post any transactions to the Debtor's control account in the
General ledger. You need to select the individual Debtor accounts in the Debtor's ledger, to take
on each individual Debtor's opening balance. When posting the transactions for the opening
balances in the General journal, the Debtor's control account in the General ledger will
automatically be updated with the total of all the individual transactions posted to the Debtor's
ledger.

g It is not necessary to "balance" your batch, as your Trial balance should already be in balance.
You will note that there is an amount indicating the difference between the debit and credit entries
at the end of the Debit Amount column.
This amount (and the Reference total at the top right corner) should reflect a zero after entering
all your transactions.

11. Click on the F8:List icon to print a list of the transactions in the batch. The batch list is
displayed as follows:
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Capturing opening balances for general ledger accounts

12.

13.

14.

Q DATCASH plug_ins\reports\ GENERAL documentsibatch.rep - O b4
Md pHlzazROFEE2R (| &
Batch name General jnl, B
Alias (baich name) OpenBalances
Description * Tan Debit Credit
Openng balznne - Taizon T 800 14,5000
T pLe 4200

Opening balsnce - Takz-on

- -
=
@

$00000

T 0
T 0.00 E00

-
-
@

Q.00 000

100000

-
=
@

-
2
@

10003

- -
2 K
@

Total 1760060 17500840

v

It is recommended that the source document (e.g. trial balance or balance sheet and income
statement, etc,) be attached to this List of the transactions (take-on of opening balances) and that
it be retained for record and audit purposes.

Click on the F6:Post icon. A confirmation message "Do you want to continue posting?
Batch contains transactions posting to last year!" will be displayed.

Click on the Yes button. A confirmation message “Do you wish to post on the retained
earnings account?” will be displayed.

Click on the Yes button to continue posting. The transactions will be posted (updated to
the ledger).

Confirmation: Post to last year
If you click on the No button, the transactions will not be posted.
Confirmation: Retained earnings
*  Ifyou have not ticked the "Opening Balances — This year” field on the F10: Setup
Standard tab, you will not be allowed to post to the Retained earnings / income
account.
o If you click on the No button, the transactions will not be posted.

Leap years:

If a leap year is, for example, February 2020, the transactions may be entered and posted on 29
February 2020. If the Opening balance batch is posted with transactions entered for 29 February
2020, the transactions are automatically converted to 28 February 2020.
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T.3.2-

Capturing opening balance for debtors (customers / clients)

To enter opening balances for your debtor accounts:

1.
2.
3.

On the Action ribbon, select Batch entry (F2).
Select General jnl., and click on the Open button.

Enter the alias (batch name) in the "Change alias” field. In this example, enter
"DOpenBalances" to indicate that the opening balances for debtor (customer / client)
accounts was entered in this General journal batch.

Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen will
be displayed. The settings are basically the same as for the opening balances of the
General ledger account. Change the batch settings as follows:

»  Standard tab — Select the “Contra account” - “D1DO-PEN Opening balances —
Debtors" and set "Amount entry” to "Debit".

o The tick in the "Opening balances — This year" field must not be selected (not ticked) for
opening balances for debtors (customers / clients).

* Advanced tab - Set the “Account lookup type” and “Contra account lookup type"
both to "Debtor".

Once setup, click on the OK button.

Enter the following transactions:

Handyman Havrdywmare Stove
Debtor's Age snalysis a4 at 28 February 2021
) Oudttanding Oudstonding as at
Debfor | Atount wo |~ anount - |28/02/2021] 33/03/2021 |31/22/2020

Mr. Mike Davies |DLMD-AVI 800.00| 50000\ 20000 100.00|
Mr. Roger St |[PIRO-GSM 1 00000| ©0000| 20000 20000|

Total 180000 130000] 40000| 30000

The Opening Balances — Debtor account should reflect the total of all Debtor accounts (in the
Debtor's control account). You only need to list (select) the individual debtor accounts and enter
their balances.

You may enter only the total outstanding balance (i.e. 1,800.00 as per this example) as at 29
February 2020 for each debtor account (2 entries).

If you wish to optimise the ageing feature in TurboCASH, you may enter the balances for each
debtor account as at the end of each period, e.g. 28 February 2021 —1,7100.00, 31 January 2021 —
400.00 and 31 December 2020 — 300.00.

After entering the individual balances, for each period, the transactions should be
displayed as follows:
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L3 General jnl. - [DOpenBalances] O X

Batchentry  Posted batches

LChange alias + 6 W — —
— = =
= S L
“D: Delete “M:Insert FA5: Balance F8: Post  F8:List  F3 Process F10: Setup
Account Contra account: Inclusive amount: Exclusive amount: Reference total
D1MDAYI Mr. Mike Davies D1D0-PEN Opening Balances - R500.00 R500.00 R1.800.00
F 0 Box 333 Halfway House 1685 Debtor
No. ' |Reference |Date [Description [Account Debit Credit Open item
Ld 1.ML2 2021/02/28  Debtor opening balances - Feb 2021 | D1MDAVI Mr. Mike Davies 500.00
[ 2JML2 2021/02/28  Debtor opening balances - Feb 2021 | D1ROGSM Mr. Roger Smith E00.00
[ 3JML2 2021/01/31 | Debtor opening balances - Jan 2021 | D1MDAVI Mr. Mike Davies 200.00
[ 4.ML2 2021/01/31 | Debtor opening balances - Jan 2021 | D1ROGSM Mr. Roger Smith 200.00
[ 5.ML2 202012/31 | Debtor opening balances - Dec 2020 | D1MDAVI Mr. Mike Davies 100.00
L BJML2 2020/12/31 | Debtor opening balances - Dec 2020 | D1ROGSM Mr. Roger Smith 200.00
6 1,800.00

8. Click on the F5: Balance icon. Balancing entries, for each period (i.e. Feb2021, Jan2021
and Dec2020), are generated as follows:

L3 General jnl. - [DOpenBalances] m] e

Batch entry Posted batches

Charge aliss a —
DOperBakances I L4

“D:Delete “M: Insert F5: Balance FB: Post  F8: List  F3: Process F10: Setup

Accaunt Contra accourt: Inclusive amourt: Exclusive amaunt: Reference tatal,
D1MDAYI Mr. Mike Davies D1D0-PEN Opening Balances - R500.00 R500.00 R1.800.
P 0 Box 333 Halfway House 1685 Debtor

Ho. Reference Date Description Account Debit Credit Open item

» 1/JNLZ 2021/02/28 | Debtor opening balances - Feb 2021 | DIMOAY| Mr. Mike D avies 500.00°

2[JNLZ 2021/02428 | Debtor opening balances - Feb 2021 D1ROGSHM Mr. Roger Smith £00.00°

[ 3INL2 202101431 Debtor opening balances - Jan 2021 |D1MDAY] Mr. Mike D avies 200.00°

: 202101431 Debtor opening balances - Jan 2021 |D1ROGSM Mr. Roger Smith 200.00°

20201243 Debtor opening balances - Dec 2020 |D1MDAY| M. Mike D avies 100.00°

[ 2020M12/3 Debtor opening balances - Dec 2020 |D1ROGSM Mr. Roger Smith 200.00°
: 2021/02/28  Debtor opening balances - Feb 2021 D1DOPEN Opening Balances - Debtar 500.00
2021/02/28  Debtor opening balances - Feb 2021 D1DOPEN Opening Balances - Debtar £00.00
H 20210143 Debtor opening balances - Jan 2021 D1DOPEM Opening Balances - Debtor 200.00
H 20210143 Debtor opening balances - Jan 2021 D1DOPEM Opening Balances - Debtor 20000
[ 2020123 Debtor opening balances - Dec 2020 D1DOPEN Opening Balances - Debtor 100.00
: 2 e 2020M12/3 Debtor opening balances - Dec 2020 D1DOPEM Opening Balances - Debtor 200.00
12 1,300.00 1,300.00

n| [}

You may click on the F9: Process icon and select the “Totals per period” option. This will list the
totals of all the Debit entries and all the Credit entries for each period. The difference should be

Zero.
Totals for each period X
Period Credit To balance ~
ecember 20 1} 300
January 21 0 400
Februa 21 1100 0 1100 *

9. Click on the F8:List icon to print a list of the transactions in the batch. The batch list is
displayed as follows:
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E] DATCASHS plug_ins\reports\ GENERAL\ documentsibatch.rep - [ x

M 4 tpM|2as RO |FREE2 R o] @

List bateh - Unposted batch IS

L Batch name General jnl.
| Alias {batch name)] DOpenBalances

Il Dot Refeérence  Description hecount  Contra Tan Debit Credit
I account
| 200 N2 Debmropenng tslsnces - Dec 2020 DIMD-AVI  DiDO-FEN 08 10000
l 2020428 = “Debior apsring balsnees - Do DIDC-FEN  DCFEN 2.2 18080
Pl
| oML T AT Debior opening balsnoes - Dee 2020 DIRO-GEM  DADO-FEN [ -0
& IR *Debtor apning balances - Dec DIOO-FEN  1DO-FEN %00 20002
‘ 0
| Total 10000 30000
ate Reference  Description Account  Contra Tax Cebit Credit
azcount
ELOVI L2 Debior opéning beisnces - Jsn 2321 DIMD-AVI  DiDO-FEN 9% 20000
FORUOUIY === ~Deblor pening bstincss— dan DIDC-FEN  TDEFEN 9.0 200 03
2029
Debor opening bylances - En 2021 DTRD-GEM  DIDO-FEN [T BT
~Debtor apening balsnoes - Jan DIDO-FEN  1DOFEN 0.00 20008
2021
Total 40000 40000
Date Reference  Description Account  Contra Tan Debit Credit
FLCOUM
GRS N2 Teboropenng taiznces - e 2021 DIMD-AVI  DDO-FEN 080 50000 |
ARG *Debior cpening baisncks - Feb DIDG-FEN  1DCFEN 0.0 56090
0002ZE 2 Debinr opening balences - Feb 503t DIRD-GSM  DEDOFEN 300 O
HEA NS = “Deviorcpsning beiences-Feb  DIDG-FEN 10O 2.00 0003
2021
l Total 110000 110000 )

o It is recommended that the source document (e.g. trial balance or balance sheet and income
statement, etc.) be attached to this List of the transactions (take-on of opening balances) and that
it be retained for record and audit purposes.

10. Click on the F6: Post icon. A confirmation message “Do you want to continue posting?
Batch contains transactions posting to last year!" will be displayed.

11. Click on the Yes button to post the entries and update the transactions to the ledger.
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The “Opening balances — Debtor” account should have a zero balance after balances were debited
to the individual debtor (customer / client) accounts.

3 T-Account viewer G700-000 Debtors contral —

From date To date [ Shew corira
202012/~ 2022/02/28 - Expart Print < Debit Credit
Opering balances 0.00
10034 Empty Empty D1DOPEN Opening Balances - Debtor  DOperBalances  Debtor opening balances - Dec 2020 r— 2020412431 200,05
10034 Empty Ermply DIDOPEN  Opening Balances - Debtor  DOpenBalances  Debter opening balances - Dec 2020 2020412431 100.00
10034 Empty Emply DIMDAVI M. Mike Davies DOperBalances  Debtor opering balances - Dec 2020 INL2 202012431 100.00
10034 Empty Emply DIROGSM  Mr. Roger Smith DOperBalances  Debtor opering balances - Diee 2020 INL2 20201231 200.00
10034 Empty Ernply DIDOPEN  Opening Balances - Diebtor  D0penBalances  Debtor opening balances - Jan 2021 2021/01/91 20000
10034 Empty Empty D1DOPEM Opening Balances - Debtor  DOperBalances  Debtor opening balances - Jan 2021 r— 2021/01/31 20000
10034 Empty Emply DDAV M. Mike D avies DOpenBalances  Debtor opening balances - Jan 2021 JNL2 2021/01/31 200,00
10034 Empty Emply DIROGSM  Mr. Roger Smith DOperBalances  Debtor apering balances - Jan 2021 INL2 2021401431 200.00
10034 Empty Emply DIDOPEN  Opening Balances - Diebtor  D0penBalances  Debtor opening balances - Feb 2021 2021/02/28 E00.00
10034 Empty Empty DIDOPEN Opening Balances - Debtor  DOperBalances  Debtor opening balances - Feb 2021 . 2021/02¢28 50000
10034 Empty Empty DIMDAVI M. Mike D avies DOpenBalances  Debtor opening balances - Feb 2021 dNL2 2021/02¢28 500,00
10034 Empty Emply D1ROGSM M. Roger Smith DOpenBalances  Debtor opening balances - Feb 2021 JNL2 2021/02/28 * 600.00
<
1,800.00 1,800.00
Balance 0.00
Click on the Print button.
[ Iedgerdetail = O X
M 4 P =aa RO FREEAR v B
T-Account viewsr &
D1GOPEN Opening Balances - Debtor Debit Credit Cum
2300
12020
205 -500.20
Cebtor opaning batances - an
Cebtor cpening bals: LShb
Debtor o 50300
Dipendzhnes .
Totals 1.800.00
1,800.00
T-Account viewer
CIMEAVI Mr, Mike Davies Debit Credit Cum
Cebtar opening belences - D=0 2020
Debtor cpening bals: 4]
Debtor ops noes- FebZ02T 000
CCpenBziances
Totals BE0 0
800,00
T-Account viewer
C1RDGSM Mr. Roger Smith Debit Credit Cum
1 penmng belences - D= 02000 X
cpening baler 1
Debtor opening balsntes - Feb 2021 2 2.00
DOpenBzkinces . ‘
Totals 1.000 00
1.000.00 v
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T.3.3-

Capturing opening balances for creditors (suppliers)

To enter opening balances for your creditor accounts:

1.
2.
3.

On the Action ribbon, select Batch entry (F2).
Select General jnl., and click on the Open button.

Enter the alias (batch name) in the "Change alias” field. In this example, enter
"COpenBalances" to indicate that the opening balances for creditor (supplier) accounts
was entered in this General journal batch.

Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen will
be displayed. The settings are basically the same as for the opening balances of the
General ledger account. Change the batch settings as follows:

*  Standard tab — Select the "Contra account” - "Opening balances — Creditors" and set
"Amount entry” to "Credit".

o The tick in the "Opening balances — This year" field must not be selected (not ticked) for
opening balances for creditors (suppliers).

* Advanced tab - Set the “Account lookup type” and “Contra account lookup type"
both to “Creditor”.

Once setup, click on the OK button.

Enter the following transactions:

Handyman Hardyore Stove
Credifor's Age Analysis as at 28 February 2021
i Dufsfteiing Cetstanclivg as ot |
Credifrr Mawunt N | ™4 [2asearaons | 31/62/2021] 331202020
A0 Supplitrs, | 2A0-NES “0000|  3C000| 20000, 10000
BEST Suppletrs | 2BE-STS 40000 20000 10000, 10000
Total 1o0000]  S0000]  30000] 20000

The Opening Balances — Creditor account should reflect the total of all Creditor accounts (in the
Creditor's control account). You only need to list (select) the individual creditor accounts and
enter their balances.

You may enter only the total outstanding balance (i.e. 1,000.00 as per this example) as at 28
February 2021 for each creditor account (2 entries).

If you wish to optimise the ageing feature in TurboCASH, you may enter the balances for each
creditor account as at the end of each period, e.g. 28 February 2021 — 500.00, 31 January 2021 -
300.00 and 31 December 2020 — 200.00.

After entering the individual balances, for each period, the transactions should be
displayed as follows:
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Capturing opening balances for creditors (suppliers)

L Generaljnl. - [COpenBalances] O X
Batcheny Fostedbaiches e
LChange alias N — —
+ — =
o= S
“D: Delete “M: Insert F5: Balance  FB: Post  F@&:List  F%: Process F10: Setup
Accaunt Contrs account Inclusive smount Exclusive amount Fisference total;
C2BESTS BEST Suppliers C2C0-PEN Opening balances - -R100.00 -R100.00 E
P 0 Box 45532 Halfway House Creditor
1685 South Ahica
Ho. Reference |Date Description \Amonnt Debit Credit Open item
[ 1/JNL3 2021/02/28 Creditor opening balances Feb 2021 | C2AONES A-ONE Suppliers 300.00
[ 2[JNL3 2021/02/28 Creditor opening balances -Feb 2021 |C2BESTS BEST Suppliers 200.00
| 3 JNL3 202101430 Creditor opening balances -Jan 2021 C240MNES A-OME Suppliers 200.00°
| 4 JNL3 2021/0143 Creditor opening balances -Jan 2021 C2BESTS BEST Suppliers 100.00°
[ 5/INL3 2020412/3 Creditor opening balances -Dec 2020 | C2AONES A-OME Suppliers 100.00
Ld NL3 2020412/ Creditor opening balances -Dec 2020 |C2BESTS BEST Suppliers 100.00
6 0.00 1,000.00
L

Click on the F5: Balance icon. Balancing entries, for each period (i.e. Feb2021, Jan2021
and Dec2020), are generated as follows:

[ General jnl. - [COpenBalances] m| 'S
Batchenty  Posted batches
Changs aliss 6 —
— + =
COpenB alances 4
“D: Delete “M:Insert F5 Balance FG:Post  FO:List  F3 Process F10: Setup
Accaunt Contra account Inclusive amount: Exelusive amount. Reference total
C2ADMNES A-DNE Suppliers C2CO0-PEN Dpening balances - -RA300.00 -R300.00 g 0.0
P O Box 31318 Marshalltown Creditor
Johanneshurg 2000 South Afica
No. ! |Reference |Date [Description Account Debit Credit Open item
[ 1JNL3 2021./02/28 Creditor opening balances Feb 2021 C240MES A-OME Suppliers 300,00 f
L 2JML3 202102428 Creditar opening balances -Feb 2021 | C2BESTS BEST Suppliers 200.00
|| 3JML3 2021401431 Creditar opening balances -Jan 2021 C2AOMES A-OME Suppliers 200.00
|| 41NL3 202101431 Creditor opening balances -Jan 2021 C2BESTS BEST Suppliers 100.00
[ 5JNL3 202012¢31 Creditor opening balances -Dec 2020 | C240MES A-OME Suppliers 100,00
L B JML3 20201243 Creditar opening balances -Dec 2020 | C2BESTS BEST Suppliers 100.00
|| 7| o 202102428 Creditor opening balances Feb 2021 C2COPEN Opening balances - Creditor 300.00
|| g e 2021/02/28 Creditor opening balances Feb 2021 C2COPEN Dpening balances - Creditor 200.00
[ g e 202101431 Creditor opening balances -Jan 2021 C2COPEN Opening balances - Creditar 200.00
L 10 2021401431 Creditar opening balances -Jan 2021 C2COPEN Opening balances - Creditar 100.00
|| == 2020412431 Creditor opening balances -Dec 2020 C2COPEN Opening balances - Creditor 100.00
L 12w 202012¢31 Creditor opening balances -Dec 2020 C2COPEN Opening balances - Creditor 100.00
12/ 1,000.00 1,000.00
0 R

You may click on the F9: Process icon and select the “Totals per period” option. This will list the
totals of all the Debit entries and all the Credit entries for each period. The difference should be

zero.

Totals for each period

Period Detit
December 20 0
Jaray 21 0
February 21 0

Credt To bslancs
200 200

300 300

500 500 [N

X

”

Click on the F8:List icon to print a list of the transactions in the batch. The batch list is
displayed as follows:
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m DATCASHR plug ins\reports\ GENERAL  documentsibatch.rep - m} x
M4 1ph|=a ‘g\:'lnnn..n«)-,o-'., V| O
Il Batch name General jnl. Wl ~
Alias (batch name) COpenBalances
| Date Reference  Description k A ccount Contra Tax Cebit Credit
arzount
o P I R Credior opaning balances -Dec C2AO-NES C2CO-PEN 0.00 10000
| 2
213y — “Cratfitor opening balances -Dec SICO-PEN Z00FEN L0
200
200012731 N3 Credior opening taispces -Dec CBESTS 00PN 0.0 00 |
22
| Hy20 = *Cradfitor opening balances-Dec S2C0-PEN ZCCFEN 2 10002
202
Total 20000 20000
Date Reféranée Description Recount  Contra Tan Debit Credit
account
20210131 3 Creitsr ppaning balznoes <fan CIAD-MEE  CZCO-PEN a0 200
2
LG “Cretiiter pening balanpas - Jan CoCOFEN  ICOFEN @0 20009
22
20210131 3 Creitsr ppaning balznoes <fan CEEESTS  CICOFEN a0 10009
2
LG “Cretiiter pening balanpas - Jan CoCOFEN  ICOFEN 200 19089
22
Total 100,00 30000
Date Reference  Description Account  Contra Tax Debit Credit
account
PR NI Gresine opaning talsness Feti CIADNES  CZOO-PEN 2:00 3000
2
WO —= “Craditor opening blances-Fet  COCO-FEN  200FEN Q0 30080
o0
TR0 N3 Gresiioe opaning balsncss. Febi CIRESTS  CIOOFEN LE 20003
20
mE O = “Cradfitor opening balances-Feb  CICO-FEN  200.FEN 0 2008
o0
Tatal S00.00 50000
| v

v It is recommended that the source document (e.g. trial balance or balance sheet and income
statement, etc,) be attached to this List of the transactions (take-on of opening balances) and that
it be retained for record and audit purposes.

10. Click on the F6: Post icon. A confirmation message “Do you want to continue posting?
Batch contains transactions posting to last year!" will be displayed.

11. Click on the Yes button to post the entries and update the transactions to the ledger.
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The “Opening balances — Creditor” account should have a zero balance after balances were
credited to the individual creditor (supplier) accounts.

Q T-Account viewer GO00-000 Crediters control -

From date To date LEETETE
2020112401 = 2022/02/28 Export Frirt < Debit Credit
Opening balarices .00
10035 Erpty Empty C2COPEN (Opening balances - Crediter COpenBalances  Creditar opening balances Dec 2020 202041 2431 100,00
10035 Empty Empty C2COPEN (pening balances - Creditor COpenBalances  Creditor opening balances Dec 2020 200042/ 100,00
10035 Emply Empty C280MES AONE Suppliers COpenBalances  Creditor opening balances -Dec 2020 JNL3 202012431 100.00
10035 Erpty Empty C2BESTS BEST Suppliers COperBalances  Creditor opening balances Dec 2020 JNL3 20201231 100.00
10035 Ervpty Empty C2COPEN Opening balances - Credtor COperBalances  Creditor opening balances <lan 2021 2021401431 100.00
10035 Erpty Empty C2COPEN Opening balances - Credtor COperBalances  Creditor opening balances <lan 2021 202101431 200,00
10035 Empty Empty C240NES AONE Suppliers COpenBalances  Creditor opening balances -Jan 2021 JNL3 200101431 200,00
10035 Empty Empty C2BESTS BEST Suppliers COperBalances  Creditor opening balances <Jan 2021 JNL3 20214013 100.00
10035 Empty Empty C2COFEN Opening balances - Creditor COpenBalances  Creditar opening balances Feb 2021 2001/02/28 20000
10035 Erpty Empty C2COPEN Opening balances - Creditor COpenBalances  Creditar opening balances Feb 2021 2021/02/28 20000
10035 Erpty Empty C240NES AONE Suppliers COperBalances  Creditor opening balances Feb 2021 JNL3 2021/02/28 300,00
10035 Empty Empty C2BESTS BEST Suppliers COperBalances  Creditor opening balances Feb 2021 JNL3 2001202428 i 0000
< k
1.000.00 1.000.00
Balance 0.00
Click on the Print button.
[ ledgerdetail = O x
M 4 Lpp|=a || T QR | O
TAccount viewsr | A
C2AONES AONE Supplers Debit Credit Cum
T P! Cesitnt epening =5 -Ces 2020 12030 ErCE
Ciasitar paning batanses -Jan 2021 020 -305.20
Crednor epemng balanges -Fab 0000
Totale 50000
©00.00
T-Account viewer
C2BE STS BEST Suppliers Debit Credit Cum
1243 NG Cr=gitor spaning 19020 -702,
JNLE Cragitor cpaning balances -Jan 2021 10020 -B0.00
N Cregior opsning. ces-Feh 2001 20020
Totals 24100
400.00
TAccount viewsr
C2COPEN Cpening balances - Creditor Credit Cum
o Critnr epening 5
———— Cssinar spening
Rty Cregnor opsning balseoes -Jan 2021
Th Crefito opaning & Jan 2021
o= Craiio opaning B Pt 2021 205
et Craditos apaning bals Febl 2021 30000
Totals 1.000 00
1,000.00
v
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T.4- PRINTING A TRIAL BALANCE

It is good practice to print a Trial balance in TurboCASH at this point and check it with the Trail
Balance of your previous accounting records from which you have entered your transactions.

It is recommended that this printed Trial balance be retained with your working papers and the previous
trial balance for record and audit purposes.

To print a trial balance from the T-Ledger analyser:

1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

Perperiod Frae gelection

3 Grougs Repoit type
Bepart D\:p\a;_J . Nane | | Tral balance ~
?9?17}0‘3.‘1‘01 S lghore 2eia balances | Budget ‘ |
ERDod I.Fim'z;th Ok Viewer Deblor/ Cieditr [} Cost cantre 1
Print Q 2 Months () 6 Months. Include opening balances ) e
() 3 Months @) Year [Opering balances only [} Costeentre 2
~ ‘I REPORTING GROUP ROOT 0.00 |
- =L~ G505000 capital I 11,500.00
'f 5510000 Retained income | 4,200.00
~ =I* 6600000 Furniture & Fittings — Net value 707.00 |
=I* 6600010 Furniture & fittings & cost 1,007.00 |
=z® 6600020 Furniture & fittings -Acc. deprec. I 300.00
~ =I* 6610000 Motor vehicles - Net value 4,500.00 |
“I* G6L00L0 Motor vehicles & cost 5,000.00 |
=z® 6610020 Motor vehicles -Accum. depreciation ] 500. 00
o 6700000 Debtors control 1,800.00 |
=g* 6750000 stock control 6,500.00 |
! BBL0O00O ABC - Bank 3,;193.00 |
jiisi B820000 Petty cash 100.00 |
~ “L" GBGO00O VAT — control — 15% I 100.00
g T860010 Output VAT — 15% I 100.00
o 6900000 creditors control I 1.000. 00
(] |

Net Profitloss D 0200
= = Balance [ 000

P

9 If you need to check the individual balances of the Debtor's accounts in the Debtor's control
account (G700), you need to generate Debtor's age analysis report.
If you need to check the individual balances of the Creditor's accounts in the Creditor's control
account (G900), you need to generate Creditor's age analysis report.
If you need to check the opening balances of the individual stock items in the Stock control
account, you need to generate a Stock item listing report.

2. Select the following:

a) Periods — On the default “Per period” tab, select “Year" and Period “2021/03/01-
2022/02/28".

b) Report type — Select “Trial balance".
¢) Reporting group — The following options are available:
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PRINTING A TRIAL BALANCE

3.

i) None — Select this option. This will list the accounts according to the
Account code (account number).

i) Reporting group 1 — This will list the accounts according to the Account
Group 1 (Groups - Account group1) (Setup ribbon).

iii) Reporting group 2 — This will list the accounts according to the Account
Group 2 (Groups (Account group2) (Setup ribbon).

d) Ignore zero balances - Tick — This will list only those accounts for which
opening balances was entered.

e) Viewer Debtor / Creditor - If this option is not ticked, it will list only the
balances of the Debtor's control account and the Creditor's control account.

0 v B 6700000 pebrors control 1 800,00 |

&, DIMDAVT Mr. Mike Davies 800,00 |

‘.. DIROGSM Mr. Roger smith 1 000,00 |

=" 6750000 stack control 6 500,00 |

[ BB10000 aBC - Bank 3 193,00 |
Il B820000 Petty cash 100,00 |
v =i" GBGOOOO VAT - control - 15% | 100,00
[l TB6DO10 QUTpuT VAT - 15% | 100,00

- &, 6900000 Creditors control | 1 000,00

&, c2a0NEs a-onE suppliers | 500,00

B c2gesTs BEST Suppliers | 400,00

Tick this option to show the break down of the Debtor accounts in the Debtor's control
account and the break down of the Creditor accounts in the Creditor's control account.

f)  Include opening balances — Tick this option to include the opening balances.

g) Opening balances only - Leave this option blank, if no other transactions are
entered and posted for the selected period.

g If any transactions is posted for the selected period, you need to tick this option to list
only the accounts for which opening balances have been entered.

Click on the Report button. You may change the sequences, and click on the Print
button to print the trial balance.
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An example of the “Trial balance" (account code sequence), is as follows:

[ detail - | x

M 4 p M| 2a|ROo|FREEARQ

Tnal balance Period + Opening balances 2021/03/01 / 2022/02/28

Totals
Debit Credit Dehit Credit

REPORTING GROUP ROQOT

505000 Capits! 11:500.00
B10000 Retajnsd income £200.00
B00000 Fumniture & fifings - Nstwslus o700
B00010 Fumijture & fitings @ cost 1.007.00
600020 Fumiture & fitings -Acc deprac ‘200.00
810000 Notor vehicles - Metyelue 4,500.00
810010 hbtor vehicles @ -cost 500000
810020 hibtos vehidles -Aocum. depraciafion 50000
700000 Debtons contral 120000
TEDDDD Stodk control 850000
810000 ABC - Bank 3,15300
BI0000 Petycash 100.00
950000 VAT - Control - 15% 100.00
550010 Cutput VAT - 15% 10000
500000 Creditors sontrol 1.000.00

Tetals 17,600.00 17.E00.00

Netloss .,

| ] The totals should balance with the previous financial year. Check that the totals are in balance and
that the correct balances correspond with the balances on your source trial balance.

Hawndgman Havdware Stove
Cloving Triel Balavce a4 at 28 February 2021
Pueripiion Attovnt No.  Debit Crediz
; 505 11 50000
%?awd Inegme 510 420000
Furrdfure & Fiffungy - @ Cot eo0-0lo 1 0OTOC
Fidrmature & Fitti m3 Avtamulatid, Deprttiation 600020 30000
Motor Vehicles - @ Cost B6IO-010 5 OEOC0
Mooy Viehieles — Accumidbied, Depreeiation £10-020 S00.00
Delpfor's Control 700 1 BOCOC
Credlifer's Condrol 00 o soopn L P0008
el Covit 7!
g\::k id 2810 5 193,00
Porty Cosl 520 10000
Oufput VAT 260-010 10000
Total 17 60000 17 60000

AT THIS POINT YOU HAVE COMPLETED YOUR SETUP, CHARTED YOUR ACCOUNTS, CAPTURED
YOUR DEBTORS AND CREDITORS; AND ENTERED YOUR OPENING BALANCES INTO TurboCASH.
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PURCHASE AND SALES TRANSACTIONS - BATCHES OR DOCUMENTS

U.T- PURCHASE AND SALES TRANSACTIONS - BATCHES OR
DOCUMENTS

[ T“'I The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South Africa,
the South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April 2078.

If you need to enter your own transactions on which 14% VAT is applicable, on or before 31 March 2018,
you need to use the Tax codes for VAT at 14%.

In this MODULE, VAT is based on 15% tax for taxable transactions after 31 March 2018.

If you generate documents from your stock item code file in TurboCASH, transactions will
automatically be generated when documents are updated or posted to the ledger as follows:

* Sales documents (Invoices and Credit notes) in the Sales journal (as linked to the
“Batch type" field of the Invoices and Credit notes tabs in Documents setup (Setup
ribbon).

*  Purchase documents (Purchases and Supplier returns) in the Purchase journal (as
linked to the “Batch type"” field of the Purchases and Supplier returns tabs in
Documents setup (Setup ribbon).

In addition to the Sales and Purchase journals for transactions generated by documents, you also
need to enter transactions in other batches (journals) (i.e. Payments Jnl, Receipts Jnl,
Petty cash JInl, General Inl, etc.). These are the books of prime entry in which you need to
capture payments, receipts, opening balances, etc. and post or update it to the ledger.
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U.2- CAPTURING YOUR CASHBOOK

For this tutorial, assume that you purchase some fixed assets, such as a desk at 575.00 (inclusive of
VAT/GST/Sales tax) and 2 chairs at 345.00 (inclusive of VAT/GST/Sales tax) for your office on 1* of
March 2021. The owner also handed a cheque of 5,000.00 from his personal bank account which
you need to deposit into the current account of the business in order increase his Capital.

Dintal 5 Wik 2025 Therons: - nbole 2G2E You will need to issue the following cheques on 1

To: Offwe Decevadovy Tor Qffice Supplicr March 2021:

For: Purchuase of T Besk For: Purchase of 2 Chatin )

Balance by/f: Balance b/f: *  Cheque 105 - Office Decorators to 575.00

Deposit: Deposit .

D | 1755 (Inclusive of VAT/GST/Sales tax) for 1 desk.

e ligels T Chequeisaspohed. +  Cheque 106 - Office Suppliers to 345.00

105 106 (Inclusive of VAT/GST/Sales tax) for 2

chairs.

The cheque counterfoils (cheque requisitions) will be used to capture the transactions in the
Payments journal of the bank account from which the cheque is issued.

The invoices or slips received from the supplier also need to be retained for Tax and VAT/GST/Sales tax

purposes.
Handyman Hardware Store An amount of 5,000.00 is received from the owner, for
Receipt no.: 0007 Date! z Afarwt 2002

which the following receipt is issued:

Fecelved From!  deck Sasdely . . . .
= = Receipts are usually issued for all moneys received in cash
Far:  fstpedad Qumdes Grndribsifumn,

Ao B T avandt Rt Ol m and cheques received.

S N Receipts may also be created using the “Create receipts”
option (F9: Process) in the Receipts batch and the “Receive
payment” option on Open item link (Action ribbon)
feature.

Payment Method, iegae Discount:
Signature: e £7

A deposit number D5000 of 5,000.00 - Capital Contribution will be used to capture the
transactions in the Receipts journal of the bank account in which the owner's cheque is
deposited.

AB c Ba’nk Depasit Slip Date: 2 Murch 2032 _
MNotes
A ' Barik Stamp
z . fore
Credit: Managman Hovdpnre Stove Pt ot
Account Number: fa2zssaoss &00001 Money Orders
. o Sub-total
Drawer's Name Bank Branch Mame/Code
sk Paeiely Frarseatiie Sid | Sbraemesdors S T, T
Total | ------——- SOV
“Signature Deposit Reference | Receess 0r
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o The Cashbook consists of a Payments journal and
a Receipts journal.
* Cheques issued will be captured in the
Payments journal.
* Deposits will be captured in the Receipts
Jjournal.

Budget Bank  Bank links
Papments  ABC-Papments

Receipts  ABC-Receipts

ABC Bank

Deposits

|ABC Bank |

Geposit Slip

Cradit. Hondman Hardlagre Stare
Azceunt Number: S fchigeiiy
Tom Pays Cash Tom

100
200

Dick Pays Cash | Dick

= e e

- ""';Receip-fé-&_

~ Payments

[ABC Bank | g " "
Piesnamghoek, Rocdepoort ?‘g/

Rent - Landlord [ R100.00]

[ABC Bank | G2 eTTe
—"l ﬁ‘ﬁ
Lights - Council [ ® 25.00]
o Qi
ABC Bank ﬁyﬁf‘?""’ 7
Tax - Receiver [R 2500]
Lt

Salary - Debbie [R150.00]
A5

In this tutorial, the payments transactions are manually entered from source documents in the
payments batch and the receipts (deposits) are manually entered in the receipt batch. These
transactions may also be entered manually from bank statements.

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

to the right invoices.
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U.2.1- Entering your payments

To enter your payment transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the ABC-Payments journal and click on the Open button.

3. Enter the alias (batch name) in the “"Change alias” field. In this example, enter
"ABCPayments2103" to indicate that the payments of March 2021 was entered in this
Payments batch for the "ABC-Bank" account.

The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch or import a posted batch.

4. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is

displayed:
[ Options for this batch X
Standard .
e e The contra account is by default set to
Coria account |L‘..‘m.[£-§;?ﬁ the Bank account.
Mo tar I
Increment reference =) ..
Conzolidats balancing O Inclusive mode You cannot Change thlS n the ’Dayments
Fiepsat detsils O Journal or Receipts journal.
Amount entry
) Allowy bsth @® Distit ) Caedit
Paprnente pashboak Ok & Caneel

The first time you enter a transaction in the Payments journal you should set it up according to
your requirements. This should be done for each journal, but only need to be done once, unless
your requirements change.

5. Set up the Payments journal as follows:

No tax: . .
@ Leave blank for the purpose of this tutorial. You may at a later stage

select this option, if there are no tax (Input VAT/GST/Sales tax)
applicable to all the transactions you need to enter in the payments
batch (e.g. payment of creditor accounts).

Increment reference: % Tick

Consolidate balancing: @ .
Do not tick.

Inclusive mode: J@ Tick

Repeat details: @ blank
Leave blank.

Amount entry: . .
4 JEj Tick on "Debit".

6. Once setup; click on the Advanced tab.
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Leave all fields blank, and make sure that the default option, “Account lookup type”, is set
to "All" for this exercise.

Once setup; click on the OK button. You are now ready to record your first cheque.
Capture your cheques from your cheque stubs in your chequebook or from your cheque
requisitions (or the supporting documents), using the payment (cheque) number as the
reference number.

Reference: 105

Date: 2021/03/01

Description: 1 x Desk

Account: Type "fur" for furniture and select the correct sub-account —
G600-010 - Furniture & fittings @ cost.

Tax: Input VAT/GST/Sales tax - Capital goods - 15%

Amount: 575.00 DR (Inclusive)

The amount is a debit as it is the amount for the fixed asset account. When you balance the
batch, TurboCASH will create the credit to the Bank account.

Ensure that the F7:Inclusive icon is reflecting “inclusive”. Payment and Receipt batches, linked to
a Bank account, need to be set to the inclusive mode. Transaction amounts needs to be entered
inclusive of VAT/GST/Sales tax.

When you select a VAT/GST/Sales tax type, always check the top bar for the inclusive and

exclusive amounts.
[ ABC-Payments - [ABCPayments2103]

QaQ

(m} x

Batchenliy  Pasted batches

e — + W E] =5 M

“D:Dalete "M rgal F5 Balance  FE; Fost F7 Excluswe | F7: Inolusive | FBList  F3 Process F10; Setup

Aceount Confra account:

Inchasive ardunit Exclusive amount, Reference total
600010 Furniture & fittings @ cost  B810-000 ABC - Bank R575.00 R R575.00

500.00

3010 Furnilure & fittings @ cost__(TB50030 Input VAT - Capital goods -15% 576 LI

03/01 '1<:e»

Based on the 15% VAT rate, the amount of 575.00 will change to 500.00.
This is because the cost of the desk is 500.00 and should be posted to the furniture and
equipment account. The VAT/GST/Sales tax amount (75.00) must be posted to the Input
VAT/GST/Sales Tax account.

10. You are now ready for cheque no. 106.

Reference: 106

Date: 2021/03/01

Description: 2 x Chairs

Account: G600-010 - Furniture & fittings @ cost.

Tax: Input VAT/GST/Sales tax - Capital goods - 15%
Amount: 345.00 DR (Inclusive)
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11. After capturing your first two payments (cheques), the Payments journal is displayed as
follows:

L ABC-Payments - [ABCPayments2103] [ul X

Change aliss E— 2"
— + @] =5 00
ABCPayments2103 > - — | — R ere

“D: Delete "M Insett FS: Balance FB:Post F7: Exclusive | F7: Inclusive | F:List FS: Process F10:Setup

coount Contra accourt: Inclusive amournt Ewclusive amount FRieference total
GE00010 Furniture & fittings @ cost B

810-000 ABC - Bank R575.00 R500.00 R575.00

No. - [Reference _|Date [Description |Account [Tax Debit Credit Open item|~
P 1105 2021/03/01 |1 # Dok 600010 Fumiture & fitings @ cost | 7860030 Input AT - Capital goods -15% 500.00
2/108 2021/03/01 |2 Chairs GE00010 Fumiture & fitings @ cast | TBB0030 Input VAT - Capital goods -15% 300.00

o "F7: Inclusive” icon - Amounts in the reqular or reqular font indicate that it is entered Inclusive of
VAT/GST/Sales tax.
If the "F7: Exclusive” icon is selected, the amounts are entered as Exclusive if VAT/GST/Sales tax
and will be displayed in the bold font.
In Payments and Receipt batches the amounts are displayed as Exclusive of VAT/GST/Sales tax
when the cursor is not in the amount field (after the batch is balanced).

You can enter transactions in a batch daily and only post at the end of the month. Your
transactions will not be lost when you exit a batch or close TurboCASH. You may also choose to
post after every balanced entry.

* For the purpose of this tutorial, DO NOT balance or post the batch at this point.

U.2.2- Entering your receipts

To enter your receipts transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the ABC-Receipts journal and click on the Open button.

3. Enter the alias (batch name) in the "Change alias” field. In this example, enter
"ABCReceipts2103" to indicate that the receipts (deposits) for March 2021 was entered in
this Receipts batch for the “ABC-Bank" account.

The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch or import a posted batch.

4. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is
displayed:
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I3 Optians for this bateh x g The contra account is by default set to the
Standard  gidvanced Bank account.
Riiia s EmE ]
M You cannot change this in the Payments
Inisrerient refeterice ] journal or Receipts journal.
Congolidate balancing ] Inclusive mode:

HE

Ripeat dels From the first transaction, the Receipts

Ampurt sty o ~ Jjournal should be setup according to your

) Allows both () Debit (®) Credit . g
requirements. You only need do this once,

unless your requirements change.

Receipt cashbook W Ok ® Cancel

5. Set up the Receipts journal as follows:

No tax: . . . . o
\% Select this option for the purpose of this tutorial. This will hide the tax
column and tax lookup. You may at a later stage deselect this option,
if there are any tax (Output VAT/GST/Sales tax) applicable to any
transaction or all the transactions you need to enter in the receipts
batch (e.g. cash sales accounts).
Increment reference: J@ Tick
Consolidate balancing: @ .
Do not tick.
Inclusive mode: \% Tick
Repeat details:
@ Leave blank. You may select this option if you need to enter many
transactions of the same nature (e.g. Payment received - Thank you).
This will repeat the details to the next line or transaction.
Amount entry: ) .
¥ \% Tick on “Credit".

Once setup; click on the Advanced tab.

Leave all fields blank, and make sure that the default option, “Account lookup type”, is set
to "All" for this exercise.

Once setup; click on the OK button. You are now ready to record your first deposit.

Capture deposits from the deposit book or slips. Number each page of the deposit book
separately and use this number as your reference number.

0 It is important that this reference does/will not coincide with your cheque numbers. If you have
pre-numbered deposit slips, it is wise to prefix your deposit number with D. You may also prefix
your cheque numbers with C.

Reference: D5000

Date: 2021/03/01

Description: Cash from owner.

Account: Type "cap" for capital and select - G505-000 — Capital.
Amount: 5,000.00 CR
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Tax
Since No tax (VAT/GST/Sales tax) is applicable, to the receipt transactions in this tutorial, we

have selected to hide the Tax column in the F10:Setup — Standard tab.

o The amount is a credit for the capital account. When you balance the batch, TurboCASH will
create the debit to the bank account.

10. After capturing your first receipt, the Receipts journal is displayed as follows:

L3 ABC-Receipts - [ABCReceipts2103] [m] >
Batch entry - Posted batches
Change alias — PEET
— + +J]l= = =
ABCRecepts2103 > — =
“D:Delete "M: Insett FS: Balance FB: Post  F:List  F3: Process F10: Setup
Account Contra account: Inclusive amaurt: Exclusive amaunt: Reference total:
G505000 Capital B810-000 ABC - Bank 0 -R5.000.00 -R5.000.00
| |Mo ‘Reference |Date |De5criptio|| |Acoo||||t |Debit |Credit |Open item
|b[ 1/DB000 2021/02/01 | Cash received from owner GE05000 Capital £.000.00

You can enter transactions in a batch daily and only post at the end of the month. Your
transactions will not be lost when you exit a batch or close TurboCASH. You may also choose to

post after every balanced entry.

» For the purpose of this tutorial, DO NOT balance or post the batch at this point.

U.3- CAPTURING YOUR PURCHASES IN BATCHES

You need to capture all the supplier invoices you have received for purchases on credit, from your

creditors (suppliers).
o In addition to the Purchase journal in the Batch entry mode, you may also use the Document entry to create
Purchases using the following stock item types:
*  Financial entry — Use the Accounts lookup to select General ledger accounts.
*  Sales (no stock) — Create a Stock item for services only (e.g. consulting, labour, etc.)
Purchases are also usually linked to the Purchase journal in the Documents setup (Purchases tab) (Setup
ribbon).
Using the Document entry, Purchases may be printed by TurboCASHS5, which will generate similar
transactions as the Purchase journal batch entry as discussed here.
You may also create, print orders and convert these to Purchase documents.
For the purpose of this tutorial, the similar transactions as in the Purchases Batch are also replicated for
Purchase documents — See (Chapter J.3 of MODULE J).

238 - TurboCASH5 (4.0.0.969) — 2021 — Accounting Made Easy



Entering supplier invoices (Purchase journal)

U.3.1- Entering supplier invoices (Purchase journal)

To enter purchase transactions:
1. On the Action ribbon, select Batch entry (F2).

2. Select the Purchase Jnl and click on the Open button.

o If no contra account is displayed on the "Batch type selection” screen, you need to set up the
options for the batch. If you have not yet set the Purchase journal, or if your requirements should
change, click on the F10:Setup icon.

If you have a few supplier credit notes, you may enter a negative (minus sign), followed by the
amount in the credit column. These amounts will be transferred to the debit column.

If you have many supplier credit notes to capture, you need to set the amount entry to debit in
the F10:Setup — Standard tab for the Purchase journal, before entering supplier credit notes in the

Purchase journal Alternatively, you may enter the supplier credit notes in the Purchase returns
Jjournal.

3. Enter the alias (batch name) in the “Change alias” field. In this example, enter
"Purchases2103" to indicate that the Purchases for March 2021 was entered in this
Purchase batch.

This will help you if you wish to identify a specific batch to generate a batch type report, or if you
wish to export posted batches to a file.

4. Click on the F10:Setup icon to set your batch up. The "Options for this batch” screen is
displayed:

[ options for this batch X
Standard  Advanced

Conlia acoount |

Motax il

|ncrament reference o}

Congolidate balancing O Inchusive mode:
Conira ascount pet line = Repeat datails =]

Ampunt entry
(2 Allow both () Debit (@) Credit

[] Opering batance - This year

" O ) Tancel
5. Set up the Purchase journal as follows:

Contra account: .
u \ﬁﬁ Click on the Lookup button and select "750-000 - Stock
control”.
No tax:
o tax @ Leave blank.
Increment reference:
Leave blank.

Leave blank.

P
Consolidate balancing: @
B

Contra account per line:
P Tick.
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Inclusive mode:
Repeat details:
Amount entry:

Opening balance - This year:

ﬁ Tick.

@ Leave blank.

J@ Tick on “Credit".

@ Leave blank.

6. Once set up; click on the Advanced tab.

Select the "Creditor” option for the "Account lookup type”, since you only need to select
“Creditor” accounts when you enter transactions for purchases on credit to creditor
(supplier) accounts.

Once set up; click on the OK button.

Enter the following supplier invoices in the Purchase journal:

Tor My

ABC-Service-Centre

VAT Reg. No, 3333333333
Tax Involce: IND1O7
Date; 5 March 2023

ABCOffe Spples
Tax Invoice: INDO14

To: Hawslyimaie Date; & Merchk 2021

Herilymre Stve Hardbpoive Siore
27 Olifanhy Rond r?k:;g:”’ 27 Dlifandy Rond E&ﬁ“a
Envdrenfa . I i Emmartatia i
i aasde inhanneihurg e cbvirg 2345 J:él;gnnuburg
VAT N, 440020111 | Tel : (011) 313-9997 (VAT No. 446010512 Tel  (011) 312-9997
Qty Description Price Exel|Discount| Amount Excl aw Description Price Excl. | Discount] Amount Excl
Striace Dbty Voo | 400007 400,00/ Supely adl Twigall | 250000 = 1 50000
3 Now Tyres Built-ls Cibpbasady
Fittung anit Balensind | 2pp 00 H00.00
Sub-total 1 00000 Sub-total 1 50000
VAT @ 15% 15000 VAT @ 15% 22500
£s0E Invoica Total | 3 356.00| | a0 Invoice Total | T 72500

9. Enter and / or select the following:

a)

b)
o)
d)
e)

f)

9)

Reference - Enter the purchase or other applicable number you allocate to the
supplier invoice.

Date - Enter or select the date of the transaction.

Description - Enter a brief description for the transaction.

Account - Select the creditor account.

Contra account - Select the account to be debited with the credit purchase
(expense or asset).

Tax - Select the applicable Input Tax account for the expense or purchase.
This is only applicable if Input VAT/GST/Sales tax is allowed on a transaction, and if
you are registered as a VAT/GST/Sales tax Vendor. If no VAT/GST/Sales tax is
applicable to the transaction, select the No tax code.
You may also select to hide the Tax column, and lookup in the F10:Setup — Standard
tab for the Purchase journal, if no VAT/GST/Sales tax is applicable to all transactions in
this batch; or if you are not registered as a VAT/GST/Sales tax Vendor.

Amount - Enter the amount of the transaction (Inclusive or Exclusive of
VAT/GST/Sales tax) in the Credit amount column.
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10. After entering the supplier invoices in the Purchase journal, the transactions should be
displayed as follows:

3 Purchase jnl. - [Purchases2103] o b4
Batchenty Postedbatches W

Change aliss —
— + @I ad 5
Furchases2103 > L :
“D: Delete “N: Inseit F5: Balance  FE: Post | F7: Exclusive | F7: Inclusive  F8: List  F3: Process F10: Setup
Creditor Contra account Inclusive amount Exchusive amount Reference total
C2ABCSC ABCService Centre 6210020 Maintenance -R460.00 -R400.00 “R1.150.00
PO Box 9999 Lakeside
Johannesburg 2122
No. . |Reference |Date [Description Creditor Contra account: Tax Debit Credit Open item
Y T FUon S021/06/05 Serice Delvery van CZRECSC ADL Service Centre 10020 Maintenance 1550020 Input WAT - Standard rate 155 460,00
L] 2 PUODT 2021/03/05  SNew tyres - Fitting and balancing | C24BCSC ABC-Service-Centre 6210030 Fiepairs TB60020 Input VAT - Standard rate -15% 690.00
L] 3 PUO0Z 2021/03/06__ Install - Builin cupboards C24BC05 ABC Office Supplies GEOODTD Fumiture & fitings | T8E0020 Input VAT - Standard rate -15% 1.725.00
3 0.00 2,875.00

» You have now captured all your supplier invoices for the month and may proceed with posting.

U.3.2- Updating supplier invoices to the ledger

Once you have completed entering these supplier invoices, and you are sure they are correct, you
may proceed to finalise the batch. The recommended process, is as follows:

1. Click on the F5:Balance icon to balance the batch.

L3 Purchase jnl. - [Purchases2103] o x
Baichenly  Posted batches
Change dlias —_—
— =
Purchases2103 o— >
“D:Delete “M:Inseit F5 Balance FB:Fost |FT: Exclusive | F7: Inclusive F8:List 3 Process F10: Setup
Creditor Cortia acoount Inchsive amount Exclusive amount Reference total
C2ABCSC ABC-Service-Centre 6210-020 Maintenance -R460.0 -R400.0 -R1.150.00
PO Box 9939 Lakeside
Johannesburg 2122
No. Reference |Date Description Creditor | Contra account: [ Tax Debit | Credit Open item

Y 7|FUD0T 2021/03/05_ Service - Delvery van C2RBCSC ABC Service-Lentie G210020 Mantenance | 1860020 Input VAT - Standard rate -15% 460.00 ;
Ll 2|PUD0I 2021/03/05 | SeNew tyres - Fiting and balancing | C2ABCSC ABC-Service-Cenlie 6210030 Repairs 860020 Input VAT - Standard rate -15% 690.00
L] 3|FUD02 2021/08/06_ Install - Buiitin cupboards C24BC0S ABC Difice Supplies GB000TD Furniture & fittings | TBB0020 Input YAT - Standard rate -15% 1.725.00
] 4 2021/08/05  Servios - Delivery van T8B0020 Input VAT - Standard rete 16% Bal Bal 60.00
] 5 2021/08/05  Service - Delivery van 210020 Mairtenance Bl Bal 400.00
] 3 2021/08/05  BNew tyres - Fitting and balancing  T850020 Input VAT - Standard rete -15% Bal Bal 90.00
Ll 7 2021/03/05  Sblew tyres - Fiting and balancing  G210030 Repairs Bal Bal 600.00
L] 8 2021/08/06  Install - Builin cupboards TBB0020 Input VAT - Stardard rate -15%  Bal Bal 225.00
L] 9 2021/08/06  Install - Buiitin cupboards GBOO010 Fumiure & fitings @ cost Bdl Bal 1.500.00

9 2,875.00 2,875.00
D

2. Click on the F8:List icon to list the batch.

It is a good idea to list the batch, and check the entries on the batch thoroughly. If there are any
errors, you may edit the batch, before posting the batch.

3. Click on the F6:Post icon to post (update) the batch to the ledger.

It is not necessary to post (update) the transactions at the end of each day. You may add and / or
post the transactions on a daily, or weekly basis, or at the end of a month. When you have entered
a few transactions, you may close or exit the batch. The data will not be lost.
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U.3.3-

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:

1.
2.

On the Reports ribbon, select T-Ledger analyser 1 or 2.

Select an account (e.g. Creditor account ABC-Service Centre). Double-click on the
selected account; or right-click and select Show details on the context menu.

Click on the following to get specific views of transactions:

Batch number (e.g. 10030 automatically generated). This will list only the
transactions for a specific batch (journal).

Account code (e.g. G210-020 Maintenance, G210-030 Repairs, G610-010
Furniture & fittings, T860-020 Input VAT/GST/Sales tax-Standard rate - 15%,
C2ABCOS ABC-Office Supplies, C2ABCSC ABC-Service Centre). This will list the
transactions for a specific account.

Date — This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the transactions in the Purchase journal, the transactions should display as follows in
the T-Account viewer:

Batch view
L T-Account viewer G200-000 Crediters control -

0050 Emety
10030 Empty
10030 Empty
10030 Empty
10030 Empty
10030 Empty
10030 Empty
10030 Empty
10030 Empty

Empty
Erpty
Erpty
Emply
Erpty
Emply
Erpty
Emply
Erpty

Show contia

From date To date
2021/06/01 2022/02/28 = Export Print < Debit Crecit
Opering balances 0.0
TEEO020 Input VAT - Standard rate 11 Puichases2103  Service - Delivery van 2021/03/05 £0.00
G210020° Mairtenance Purchases2103  Service - Delivery van 2021/03/05 400.00
TEE0020 Input VAT - Standard rate -1 Purchases2103  Seew tyres - Fiting and balancing 2021/03/05 a0.00
GZ10030° Repairs Purchases2103  SeNew lyres - Fiting and balancing 2021/03/05 600,00
C2ABOSC  ABC-SemviceCentre Purchases2103  Service - Delivery van PLOOT 2021/03/05 460.00
C28BCSC ABC-Service-Centre Purchases2103  BuMew lyres - Fiting and balancing FUO0 2021/03/05 £90.00
1860020 Input VAT - Standard rate 1% Purchases2103  Install - Builbin cuphoards 2021/03/06 225,00
GEOo010 Fumniture & fittings @ cost  Purchases2103 Install - Builtin cupboards s 2021/03/06 1,500.00
C26BCOS  ABCOMice-Supplies Purchases2103  Install - Builbin cuphosrds PUO02 2021/03/06 1.725.00
287500 287500
Balance 0.00
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Account view
Accounts in the Creditor’s ledger:

L
&b ABC-Service-Centre
C2ABCSC ABC-Serucefentre

Debit Creadit
10020 2021005 PU00T Service - Delvery van 48000
RArchses2102
10029 20210305 PUODY Sxhaw tyres - Fitting and balancing 2000
FrchesesZ102 v
Totals 1,150.00
. . .
&b ABC-Office-Supplies
CZABCOS ABRC-OficeSupplies Debit Credit
10030 2MIMOV0E  PUOOZ Instgll - Buil-n cupboands 1723500
Rurchas ==2103 '
Totals 172600
Accounts in the General ledger:
¥ . .
“& Motor vehicles - Maintenance
G210020" M aintenance Debit Credit
100320 210205 Sarvice - Delvery ven 40000
Frchas=s2103
Totals A0.00
% ] .
“& Motor vehicles - Repairs
3210030* Repairs Debit Cradi
10030 A210305: = Sxiiew tyres - Fitfing and balancing 50000
Purcheses2103 .
Totals 600,00
il
&  Furniture & fittings @ cost
G600010 Fumiture & fitings @ cost Debit Credit
10020 2210308 === Inst=ll- Bult-in cupbaards 1500600
Rrchese=213
Totats: 1,500.00
=l Input Tax — Standard rate - 15%
TE60020 Input VAT - Standand rate -15% Debit Credit
10032 NN03N5 = Service - Defvery van 800
Arches 2103 .
10030 HMHOZE Exew, tyres - Fitting and balancing 20.00
Frchase=2103
10020 210308 - Instafl- Buil-n cupbcards 22500
Furches=s2103
Totals | 375.00

i3

Debits = Credits

[ ! |
Debit transactions in the General ledger (i.e. Purchases & Furniture + % Expenses + = Input Tax

(VAT/GST/Sales Tax) accounts).

]
Credit transactions in the Creditor's ledger (i.e. individual % Creditor accounts).
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U.4- CAPTURING YOUR SALES

In addition to the Sales journal in the Batch entry mode, you may also use the Document entry to create
Invoices using the following stock item types:

*  Financial entry — Use the Accounts lookup to select General ledger accounts.

*  Sales (no stock) — Create a Stock item for services only (e.g. consulting, labour, etc.)
Sales are also usually linked to the Sales journal in the Documents (Invoices tab) (Setup ribbon).
Using the Document entry, Invoices may be printed by TurboCASH5, which will generate similar transactions
as the Sales journal batch entry as discussed here. Using the documents feature to record sales transactions
in the Sales journal, you do not have to write out hand written invoices as in this example.

You may also create, print quotes and convert these to Invoices.

For the purpose of this tutorial, the similar transactions as in the Sales batch are also replicated for Invoices -
(See - MODULE J.4).

U4.1- Entering your invoices

You need to capture the invoices you have manually issued for sales to your debtors (customers).

For the purpose of the sales journal this tutorial, assume that you will be writing out your invoices
manually. You simply need to capture the details such as the invoice number, date of the invoice,
details of the services or goods sold, the amount and VAT/GST/Sales tax (if you are registered as a
VAT/GST/Sales tax vendor) in the Sales journal.

The hand written invoices in this Chapter are only applicable to the selling of services and items, which does

not constitute your trading stock items to debtors customers / clients). In this case, you need to manually
produce hand-written invoices, which are captured in the Sales journal.
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Entering your invoices

Capture the following four (4) hand-written invoices:

VAT Reg. No. 446010111

To: Mr. AG Green

Tax Invaice; INV03

VAT Reg. No. 446010171
Tax Invoice; INVOO4

To: Mike Davies

Handyman Hardware Store Handyman Hardware Store
VAT Reg. No. muluTml i VATEg NoJgdgooml s
— = ax Invoice; [To: MAC &) © ax Invoice:
:’gwf;:f ;;—';“' Date: 7 Maycl 2021 ;:u.u.',u.. e Date: 3 March 2021
Lakeside 27 Olifants Road PO Bex 5555 é? Dli*ani Road
st ss Es ti Moraiagiide mmarentia
;ou T "I-'N"Irﬂﬂ e g Joha bk Johannesburg
2195 2222 19
[[vAT Mo 232323232 Tel | (011) 310-1390 VAT N 65566656 Tel : (011) 310-1390
y Description Price Excl. [Discount] Amaunt Bkl || [0 Description Price Exc|, |Piscount| Amaunt Excl
aint - E) “zopaoe| - | 100000 Trstntl Baide
F P wo0 Liapbererly " 1 spaoo 1 Speo0
Sub-total 100000 Sub-total 1 50008
VAT@15% | 15000 VAT @/15% et |
EROE Invoice Total | 2 150.00| EADE Invoice Total 3 72500
Handyman Hardware Store Handyman Hardware Store

F Date: 10 March. 2021 Date; 12 March 2021
PO Box 11113
ribgioh 270iants Road z Olifants Road
mmarentia mmarentia

el Johannesburg Johannesburg

2195
VAT Mo 333333213 Tel : (011) 310-1390 |MAT No. 338022545 Tel - (011) 310-1380
Gty Description Price Excl. Discount| Amount Excl oy Descrption Price Excl. |Discount| Amount Excl

Faint -Exterier 1 000oe 1 00000 frvstudl Budle-in
= Cupboariy 1 spope| - 1 SP000
Sub-total s-p0000|| Sub-total 1 50000
VAT @ 15% 15000 VAT @ 15%

EROE invalceTotal | 12smo0] | Invoice Total |

To enter your sales transactions:

1.
2.

On the Action ribbon, select Batch entry (F2).
Select the Sales Jnl and click on the Open button.

Enter the alias (batch name) in the "Change alias” field. In this example, enter "Sales2703"

to indicate that the Sales for March 2021 was entered in this Sales batch.

9

This will help you if you wish to identify a specific batch to generate a batch type report, or if you
wish to export posted batches to a file.

Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is

displayed:
m Options for thiz batch
Standard  Advanced

Contra account:

Mo tax |
Increment reference
Conzalidate balancing [IFif
Contra ocount pet line =

Amount enty
(1 Allows bioth

|7 Opering balarice - This year

(8 Debit

Inclusre mode
Fepzat details

() Credit

O

© Dancel
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5. Set up the Sales journal as follows:

Contra account: \/ej Click on the Lookup button and select "0710-000 - Sales".

N .
0 tox @ Leave blank.

Increment reference: \ﬁtj Tick
Consolidate balancing: @ , blank
eave blank.

Contra account per line: @ Leave blank

Inclusive mode: % Tick

Repeat details: @ , blank
eave blank.

Amount entry:
4 % Tick on "Debit".

Opening balance - This year: @ , blank
eave blank.

6. Once set up; click on the Advanced tab.

Select the "Debtor” option for the “"Account lookup type”, since you only need to select
“Debtor” accounts when you enter transactions for sales on credit to debtors (customer /
client) accounts.

7. Once set up; click on the OK button.

If you wish to allocate different transactions to different sales accounts, setup one contra account
per line.

8. You are now ready to capture the first invoice.

Reference: INVOO1

Date: 2021/03/07

Description: Paint - Exterior

Account: D1AB-GRE (Mr. AB Green)

Tax: Output VAT/GST/Sales tax - 15%

Amount: 1,150.00 DR (Ensure that the F7:Inclusive icon is reflecting the

Inclusive mode)

9. After capturing your first invoice, the “Batch entry” screen for the Sales journal should
reflect as follows:
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10.

11.

L3 sales jnl. - [Sales2103] m] x
Batch entty  Posted batches
Change alias — aun
— E ﬁ |:1+ g = = i"m
Sales2103 > n—_— > Soooor
“D: Delete “M:Insert F5: Balance FG: Post | F7: Exclusive | F7: Inclusive  F8: List  F9: Process  F10: Setup
Dehtar Cantra account: Inclusive amaunt: Exclusive amaunt: Reference total
D1ABGRE Mr. AB Green G010-000 Sales R1,150.00 R1,000.00 R1.,150.00
PO Box 1111 Lakeside
Johannesburg 2122
[ Jno. - [Reference [Date [Description [Debtor [rax [Debit [Credit [openitem |
[T TROOT S0t A | Pan - E e TTABGHE Mr. A8 Green TEEOIID Dutput Vel - 15% 1.150.00 i

"F7: Inclusive” icon - Amounts in the normal or regular font indicate that it is entered Inclusive of

VAT/GST/Sales tax.
If the "F7: Exclusive” icon is selected, the amounts are entered as Exclusive if VAT/GST/Sales tax

and will be displayed in the bold font.

9

Capture the other 3 invoices in the same way.

Reference: INV002 INV003 INV004

Date: 2021/03/09 2021/03/10 2021/03/12

Description:  Install - Built-in Paint - Exterior Install - Built-in cupboard
cupboard

Account: MAC Shop Decor Mr. AB Green Mr. Mike Davies
Specialists

Tax: Output Tax - 15% Output Tax - 15% Output Tax - 15%

Amount: 1,725.00 DR (Inclusive) 1,750.00 DR (Inclusive) 1,725.00 DR (Inclusive)

After capturing all your invoices, the “Batch entry” screen for the Sales journal, should

reflect as follows:

L3 Sales jnl. - [Sales2103]

Batch entry  Posted batches

Change alias N — — e
+ wEld B8 =5 ("
Sales2103 > — > .t
“D: Delete  “M: Insert F%: Balance FE: Post | F7: Exclusive | F7: Inclusive  F8:List  F3: Process F10: Setup
Dehtar Contra sccount: Inclusive amaount: Exclusive amount: Reference totak:
D1ABGRE Mi. AB Green G010-000 Sales R1.150.00 R1.000.00 R1.150.00
PO Box 1111 Lakeside
Johannesburg 2122
No. Reference |Date ‘Description Debtor Tax Debit Credit Open item
L4 1] IMw0m 2021/03/07 | Paint - Exterior D1ABGRE Mr. AB Green TEE00T0 Qutput VAT - 1527 1,150.00
| | 2/ INwOn2 2021/03/09 | Install - Builkin cupboard | D1MACDS MAC Shop Decor Specialists | TBEOOT0 Output WAT - 15% 1.725.00
| | 3 INw003 2021/0310 | Paint - Exteriar D1ABGRE Mr. AB Green THE00T0 Output YAT - 153 1.150.00
|| 4 INYO04 202103412 Install - Built-in cupboard DDAV Mr. Mike Davies TEE00T0 Output VAT - 19% 1.725.00
4 5,750.00 0.00

* You have now captured all your sales invoices for the month and may proceed with posting.
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U.4.2- Updating sales to the ledger

Once you have completed entering these invoices, and you are sure they are correct, you may
proceed to finalise the batch. The recommended process, is as follows:

1. Click on the F5:Balance icon. The balancing entries should reflect as follows:

L sales jnl. - [Sales2103] [m] pd
Eatchenty  Posted batches
Change slias — — ann
= E 6 &) Q = = im
Sales2103 > —— [
“D: Delete “M:Insett F5 Balance F6 Post | F7 Exclusive | F7: Inclusive  F8: List 3 Process F10: Setup
Debtor Contra account Inclusive amount Erclusive amaurt: Riefersnce total,
D1ABGRE Mr. AB Green GO10-000 Sales R1.150.00 1.000.00
PO Box 1111 Lakeside
Johannesburg 2122
No. / [Reference |Date [Description Debtor Tax Debit Credit Open item
3 TR S0ETI0507 | Pant - Eseror DTAEGRE My, 46 Green THEGT0 Ciutpt We] - 155 ;150,00
I 2|INv002 2021203409 | Install - Builtin cupboard |D1MACDS MAC Shop Decor Spevialists | TEE0010 Dutput VAT - 15% 1,725.00
I 3|ivo03  |2021203410 | Paint - Exterior D1ABGRE Mr. 4B Green THE0010 Clutput VAT - 15% 1,150.00
I 4|INvV0D4 202120312 | Install - Builtin cupboard | D1MDAY! Mr, Mike Davies TEE0010 Clutput VAT - 15% 1,725.00
] 2021/03/07  Paint - Exterior TEE0010 Dutput ¥AT - 15% Bal 150.00
] 2021/03/07  Paint - Exterior GO10000 Sales Bal 1.000.00
] 2021/03/09  Install - Builtn cupboard  TBEOOD Dutput VAT - 15% Bal 22500
] 2021/03/09  Instal - Builtin cupboard | G010000 Sales Bal 1.500.00
] 2021/03410  Paint - Exterior TEE0010 Dutput ¥AT - 15% Bal 150.00
] 2021/03410  Paint - Exterior GO10000 Sales Bal 1.000.00
] 2021/0312  Instal - Builtin cupboard  TBEO0D Dutput VAT - 15% Bal 22500
] 2021/0312  Instal - Builtin cupboard | G010000 Sales Bal 1.500.00
12 5,750.00 5,750.00
Em R

2. Click on the F8:List icon to print a list of the transactions in the batch.

It is recommended that the source documents (e.g. sales invoices, etc.) be attached to this List of
the transactions and that it be retained for record and audit purposes.

3. Click on the F6:Post icon to post (update) the batch to the ledger.
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U4.3-

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:

1.
2.

On the Reports ribbon, select T-Ledger analyser 1 or 2.

Select an account (e.g. Debtor account Mr. AB Green). Double-click on the selected
account; or right-click and select Show details on the context menu.

Click on the following to get specific views of transactions:

Batch number (e.g. 10028 automatically generated). This will list only the
transactions for a specific batch (journal).

Account code (e.g. G010-000 Sales, T860-010 Output VAT/GST/Sales tax - 15%,
D1MD-AVI Mr. Mike Davies, D1AB-GRE Mr. AB Green, DMA-SDS MAC Shop
Decor Specialists). This will list the transactions for a specific account.

Date - This will list the transactions for a specific date. If you double-click on a
date, the “"From date” and "To date” will be changed to the selected date.

After posting the transactions in the Sales journal, the transactions should display as follows in the

T-Account viewer:

Batch view

[ T-Account viewer G700-000 Debtors control -

10028 Empty
10028 Emply
10028 Emply
10028 Empiy
10028 Emply
10028 Empiy
10028 Emply
10028 Emply
10028 Empiy
10028 Emply
10028 Empiy
10028 Emply

Ermpty
Empty
Emply
Empty
Emply
Ermpty
Empty
Emply
Empty
Emply
Ermpty
Empty

Fiom date To date [E=Tee
0210w | 20220228 = Evpart Pint < Dbt Credi
Opering balancss o
GOOMP Saes Sales2103 Pairt - Exterior 20210307 1,000.00
TaENTD DutputvaT - 15% Sales?103 Pt - Entsicr 21 AT 150,00
DIARGRE  Mr 4B Green Sales?103 Pt - Exteicr I 2021/03/07 115000
GOIDNOT Saes Sales2103 Istall - Buitin cupboard " 2021/03/09 1,500.00
Tasa01 DutputvaT - 15% Sales?103 Iristall - Buitin cupboard 202138 205 00
DIMACDS  MAL Shap Decor Specialits Gales2103 Istall - Buitin cupboard 2021/03/09 172500
GOIOOAT Seles Sales?103 Pt - Enteicn 221 /310 100000
Taga01 DutputvaT - 15% Sales?103 Pt - Exteicr 20210310 150,00
DIABGRE  bir AB Gresn Sales2103 Pairt - Extstor INv003 2021/0310 1.150.00
GOIOOT Sades Sales?103 Iretall - Buitin cupboard 021312 150000
TaE001D Oulput VAT - 15% Sales2103 Install - Builtin cupboard 20210312 2500
DIMDAY  bir Miks Daviss Sales?103 Irstall - Butin supboiard N4 W21 /0312 172500
5.750.00 575000
Balance 0.00
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Account view
Accounts in the Debtor’s ledger:

&
&8 Mr. AB Green

D1ABGRE Mr AB Green Debit Credit
Fant - Exierior 14000
Paant - Exrior 1A 00
Totals Z300 00

[
&b MAC Shop Decor Specialist

DIMACDS W AC Shop Decor Speciallste Debit Credit
oz DI0303  INVOOZ hsed- Sultin cupboard L r=2ii]
S3Es3103
Totals L Fr-%. 1

9
&b Mr. Mike Davies

DIMDAVI Mr. Wike Davies Debit Cradit
TonzE ZN0ENE - NV nsEd- Buli-in zupbosrd A prr=tin]
S3Ez2103
Totals 172500

Accounts in the General ledger:

E Sales

S010000* Sales De bit Credit
EZE 201K —_— Faint - Extaniar 1E 0
—_— st - Balr-m capboard
T Paint - Extanas
. k=ill- Buit-m:.cupboard 155000
Totals 5,000 00
n Output Tax - 15%
T850010 Dutput VAT - 15% Debit Credit
10028 AN QYT == Faint - Boerior 15000
Sales 2103 .
10023 2210308 ——= Instaft- Buil-n copboard 22500
SalesZ102
10028 20210310  e——— Faint- Bcferior 150.00
Sales 2103 "
10028 20210312 Instsil- Buit-n cupbosrd 22500
Sales 2102
Totals 75000

i

Debits = Credits

[
Debit transactions in the Debtor’s ledger (i.e. individual % Debtor accounts)

Credit transactions in the General ledger (ie. E Sales and = Output Tax (VAT/GST/Sales tax) accounts).

250 - TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy
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U.5- RECEIVING PAYMENTS FROM YOUR DEBTORS

U.5.1- Entering payments from your debtors (customers / clients)

On 16 March 2021, Mr. AB Green paid 2,000.00 (1,150.00 for INV0O01 and 850.00 for INV003) for
which receipt number 0002 was issued, and MAC Shop Decor Specialists paid 1,000.00 for which
receipt number 0003 was issued. An example of the receipts, is as follows:

Handyman Hardware Store
Receipt No.: 0003 Datel :& Afsrcic 2021

Handyman Hardware Store

Recaipt No. D002

Date! rg Afasci 20258

Received From!

Mr. A.JGrcen

Recaivad From;

Signature: it

For:s FPrgwutngd s Ascivind

For: Fagment on Accesing F — .
Amount; Tie Tuteitead Seeats Gady |~ 200000 AMOUNt Zeg Thensnad Ketnads Dandy [~ I_Mw 1
Payment Method: e Discount: Payment Method! S Discount:

Signature: A7

SAC S Eecar Speccalicds

Receipts may also be created using the “Create receipts” option (F9: Process) in the Receipts batch
and the "Receive payment” option on Open item link (Action ribbon) feature.

Both amounts were deposited on 16 March 2021 using deposit slip no. D5001. The total amount
deposited is 3,000.00. An example of the deposit slip, is as follows, and must be entered in the

Receipts journal:

ABC Bank Deposit Slip Date: 16 Muesl 2021
| MNotes | - 160000 - f 8
Credit: Handyman Hardywire Store ??’;‘35‘3;‘5‘ = [7]] All the deposits on one deposit
3 2\
Accaunt Number: 20235030057 | 600001 Maney Orders slip must have the same
Sub-total reference.
Urawers Name BapK [sranch Name/Code This is very important. If this is
AE Greee Firretise Bink| Spremay | ———- 2 00000 . o .
not done, bank reconciliation will
be difficult, if not impossible.
> Total | eeemeemce- 34000
“Signature Deposit Reference | Recssors 02 fo SA23

To enter your receipts transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the ABC-Receipts journal and click on the Open button.
3. Enter the receipt for Mr. AB Green.

Reference: D5001
Date: 2021/03/16
Description: Payment received - Thank you
Account: Mr. AB Green
Amount: 2,000.00 CR
Tax

Since No tax (VAT/GST/Sales tax) is applicable, to the receipt transactions in this
tutorial, we have selected to hide the Tax column in the F10:Setup — Standard tab.
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4,

An "Open item selection” screen will appear listing all invoices (both in batches as well as
documents, if any). If any opening balances were entered for Mr. AB Green, it will be
listed too. You need to select the invoice which, he is paying, i.e. INVOO1 and press the
Enter key. This links his payment to that invoice.

Press the Enter key again to link the rest of his payment (850.00) to INV0O03.

| Batchenty  Posted batches
Change alias E‘ 0— — S omm
{ [— + ﬁ — — H a
ABCRecaipts2103 > n— | -
“D: Delete  “M: Inseit F& Balance F& Post  F& List  F3: Process F10: Setup
Account Conlra account: Inclusive amount: Exclusive amount; Reference total
D1ABGRE Mr. AB Green B810-000 ABC - Bank -R2,000.00 -R2.000.00 -R3.000.00
PO Box 1111 Lakeside
Johannesburg 2122
[Ho. - [Reference [Date [Description Account Debit Credit [open item
5.000.00

1/ DS000 2021/03/01 | Cash received from owner G505000 Capital

2(D5001 20 16 |Payment re D 1ABGRE Mr. AB Green

|| L open item selection - O x
|1 ABGRE Mr AF Green

Payment received - Thank you (ELXT (Wi reeses

DOpen item link Fayment difference

This entry is already linkad!

Date Reference Desciiption Enter amount | Outstanding _ [Amount Fayment reference

202103407 MO0 Faint - Exterior 1.150.00 1,150.00 1,150.00| ABCR eceipts2103

1,150.00 1,150.00 1,150.00
Open item selection . )
7 Payrment discount [ Show all items

Reference ‘Outstanding Enter amount
u 2021/03/10 3 1,150.00 1,150.00 8
A
1,150.00 1,150.00 850.00
| * Cloze
{ Customise:
You may select (tick) the “Not open item batch” field (F10:Setup - “Options for this batch” -
Advanced tab) to de-activate the open item feature in batches.
If a transaction for a debtor in the receipts journal is linked to a transaction on the "Open item
selection” screen, the transaction will be displayed in a yellow background colour.
5. Now capture the deposit from MAC Shop Decor Specialists. As MAC Shop Decor

Specialists is not an open-item debtor, you won't need to link the payment to an invoice.

Reference: D5001

Date: 2021/03/16

Description: Payment received - Thank you
Account: MAC Shop Decor Specialists
Amount: 1,000.00CR
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Entering payments from your debtors (customers / clients)

Tax
Since No tax (VAT/GST/Sales tax) is applicable, to the receipt transactions in this
tutorial, we have selected to hide the Tax column in the Setup options.

a It is important to type something similar to "Payment Received" in the detail column, as this will appear on
the debtor statement and it must be useful information for the debtor.

o Do not charge tax on this transaction as you have already charged Output VAT/GST/Sales tax when you
captured the sale to the debtor.

» You have now captured all your receipts for the month and may proceed with posting.

U.5.2- Posting the receipts batch

Once you have completed entering these receipts, and you are sure they are correct, you may
proceed to finalise the batch. The recommended process, is as follows:

1. Click on the F5:Balance icon.

] ABC-Receipts - [ABCReceipts2103] o X

{Batch eniy . Posted batches

Change alias E‘ — —
— + a N — —
#BCReceipts2103 P> — >
“D:Delete “M:Inseit F5 Balance F6: Post  F8 List F3 Process F10: Setup
fccount Contra accounk: Inclusive amount: Exclusive amount: Reference total
G505000 Capital B810-000 ABC - Bank -R5.000.00 -R5.000.00 -R5.000.00
No. . [Reference |Date [Description Account Debit Credit Open item
O 1 D5000 2021/03/01 | Cash received from owner G505000 Capital 5.000.00
[ 2 D500 2021/03/16 | Papment received - Thank you | D1ABGRE Mr. 4B Green 2.000.00
| 3 D500 2021/0316 | Papment received - Thank pou | D1MACDS MAC Shop Decor Specialists 1.000.00
| T — 2021/03/01  Cash received from owner BE&10000 4BC - Bank 5,000.00
| g 2021/03/16  Papment received - Thank pou  BS10000 ABC - Bank 2.000.00
| 6 — 2021/03/16  Papment received - Thank pou  BS10000 4BC - Bank 1.000.00
[5 8,000.00 8,000.00
B S

2. Click on the F8:List icon to print a list of the transactions in the batch.

It is recommended that the source documents (e.g. deposit slips and /or copies of receipts, etc.) be
attached to this List of the transactions and that it be retained for record and audit purposes.

3. Click on the F6:Post icon to post (update) the batch to the ledger.
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U.5.3-

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:

1.
2.

On the Reports ribbon, select T-Ledger analyser 1 or 2.

Select an account (e.g. B810-000 ABC — Bank). Double-click on the selected account; or

right-click and select Show details on the context menu.

Click on the following to get specific views of transactions:

Batch number (e.g. 10032 automatically generated). This will list only the
transactions for a specific batch (journal).

Account code (e.g. G505-000 Capital account, B810-000 ABC - Bank, D1AB-GRE
Mr. AB Green, D1IMA-CDS MAC Shop Decor Specialists). This will list the
transactions for a specific account.

Date — This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the transactions in the Receipts journal, the transactions should display as follows in
the T-Account viewer:

Batch view
E T-Account viewer B810-000 ABC - Bank

(18032 Empry
10032 Empiy
10032 Empiy
10032 Empty
10032 Empty
10032 Empty

Emply
Emply
Emply
Emply
Emply
Emply

From date.

2021/03/01 =

B810000
G505000
B810000
EB810000
D1ABGRE
DIMACDS

To date [ Show contra
2022/02/28 ~ Export
ABC - Bank ABCReceipts2102
Capial ABCReceipts2103
ABC - Bank ABCReceipts2103
ABC - Bank ABCReceipts2103
M. AB Green ABCReceipts2103
MAC Shop Diecor Specialists ABCRecsipts2103
3

Print

Cash received from owner
Cash received from owner
Payment received - Thank you
Payment received - Thank you
Payment received - Thank you
Payment received - Thank you

Debit Credit
Opening balances 0.0
202103401 500000
202103400 5,000.00
2021 /03416 1,000.00
- 2021 /03416 2,00000
D500 2021/03416 200000
D500 2021/03416 1,000.00
8000.00 8,00000
Balance 0.00
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T-Account view of transactions

Account view
Accounts in the Debtor's ledger:

]
&b Mr. AB Green
D1ABGRE Mr AB Green

Debit Credit
100232 A=t03e. oE01 Fay ment raceved - Tham you 200000
ABCReceip= 2102 O
Totals 2.000.00
hA .
&b MAC Shop Decor Specialists
DIMACES MAC Shop Decor Specialists Cebit Credit
10032 XN 03e DD Fay ment recered - Thame you 1,000 050
ABCReceipt=2102
Totals 1,000.00
Accounts in the General ledger:
e
A Capital
GS0500D0 Capital Debit Credit
10032 A 03017 05000 Cas I recefved from o ner 5,000.00
ABCReceipt: 2103 v
Totals 5,000.00
LRI
== ABC - Bank
B210000 ABC -Bank Pebit Cradit
10032 210301 === Cas h received from ow ner £§.00000
ABCReceips 2103 .
10032 ;2o ——= Fayment recefved - Thark you 1,00000
ABCRecelpts 2103
10032 MHOIE - Foyment recaivad - Thank you 200000
ABCRecepts 2103
Totals 8,000.00

i

Debits = Credits

Debit transactions in the General ledger (ie. . 101 Bank account).

i | 4
Credit transactions in the General ledger (ie. & Capital account) + % Debtor’s ledger (i.e. individual Debtor
accounts).
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U.6- CAPTURING THE REST OF YOUR PAYMENTS

U.6.1- Entering the rest of your payments

Capture the following cheques issued on 30 March 2021 in the payments journal:

DPate: 20 Maveh 2021 Date: 30 March 2024 Date: 30 Mareh 2021 Date: 30 March 2021 Date: 30 March 2023
To! Lusciy Réadal Aocads To: ABC-Office -Sijpptics Tor Wally's Madery To: Wilfzns - 5intlanecy To: Casds.
For: Resvt for April 2021 For: Fagment pi Acooviet For: Fetrol Mereectes Geez For: Paper and Peey Fort Pefty Capiu tncaeage
Balance b/f: Balance b/f: Balance b/f: Balance b/t || Balance b/i:
Deposit: Deposit: Deposit Deposit || Deposit:
Balance: Balance: Balance: Balames: || Balances
This Cheque: 57500 (Inct) | This Cheque: _75odc | This Cheque: L5660 This Cheque: 23000 (nell || This Cheque: _ 10060
Balance cff: Balance ¢/f: Balance e/f: Balance cff: Balance o/f:
107 108 109 10 11
To enter your payments transactions:
1. On the Action ribbon, select Batch entry (F2).
2. Select the ABC-Payments journal and click on the Open button.
3. Enter the following transactions:
Ref. no. Date Description Account Tax Dr
107 2021/03/30 Rent - April Rent Input Tax- 15% 575.00
108 ABC-Office-Supplies Payment  No tax 750.00
2021/03/30 on Account
109 2021/03/30  Petrol - Mercedes-Benz Fuel & Oil  No tax 150.00
110 2021/03/30  Waltons - Paper and pens  Stationery  Input Tax - 15% 230.00
171 2021/03/30  Petty cash - Increase float Petty cash  No tax 700.00

4. An "Open item selection” screen will appear listing all purchase documents for ABC-
Office-Supplies. You need to select the purchase document which, is paid, i.e. PU002.
Select the correct amount and press the Enter key. This links this payment to that

purchase.
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Entering the rest of your payments

L ABC-Payments - [ABCPayments2103] O X

Batchenty  Posted batches

Change al .
o :‘ g :_— = .

_— + 6 = = i :
BBCPapents2103 > . -

“D: Delete "M Insert F5: Balance FB: Post  F7: Exclusive | F7: Inclusive | F3:List  F3 Process F10: Setup

Acoount Contra account Inclusive amount: Evclusive amount Reference total:
C2ABCOS ABC-Office-Supplies B810-000 ABC - Bank R750.00 R750.00 R750.00|
PO Box 8888 Lakeview

Johannesburg 2012

No. . [Reference |Date [Description Account [Tax Debit Credit Open item
| | 1/10% 20210301 |1 % Desk GEO0010 Furniture & fittings 2 cost| TAE0030 |nput VAT - Capital goods -15% 500.00
| | 2106 2021/03/01 | 2 % Chairs GEOO010 Furniture & fittings @ cost| TAE0030 Input WAT - Capital goods -15% 300.00
3107 2021/03/30 | Rert - Apiil 220000 Rent TBEO020 Input VAT - Standard rate -15% 500.00
1 8 2021/03/30 nt on 3
L Open item selection - O X
E}AE COS ABC-Office-Supplies e ] Auto process
ayment oh account
Open item link Payment difference
This entry is already linked!
[pate Reference Description Enteramount  |Outstanding  |Amount Payment reference
2021/03/06 PUO02 Iristall - Built-in cupboards 750.00- 1.725.00- 1.725.00- ABCPayments2103
-750.00 -1,725.00 -1.725.00
Open item selection .
|:| Payment discount [ Show all items
Amount Enter amount
-1,725.00 -975.00 ‘ 0.00
| =

You may select (tick) the "Not open item batch” field (F10:Setup - "Options for this batch” -
Advanced tab) to de-activate the open item feature in batches.

If a transaction for a creditor in the payments journal is linked to a transaction on the "Open item
selection” screen, the transaction will be displayed in a yellow background colour.

5. After entering all your payments (cheques), it should reflect your transactions, as follows:

[ ABC-Payments - [ABCPayments2103] m] X

! Posted batches

Change alias — + a Q o E : -
= = L
“D:Delete “M:lnsett F5: Balance FB: Post F7: Exclusive | F7: Inclusive | F3:List  F3: Process F10: Setup
Account Cortra account: Inclusive amount: Exclusive amourt Reference total
GB0D010 Furniture % fittings @ cost B810-000 ABC - Bank R575.00 R500.00 R575.00
No.  |Reference |Date [Description Account [Tax Debit Credit Open item
Ld 1/105 2021/03/01 |1 = Desk GE00010 Furniture & fittings & cost| TAE0030 Input VAT - Capital goods -15% 500.00
2/ 106 2021/03/01 | 2 % Chairs GEO0010 Furriture & fittings @ cost| TBE0030 Input WYAT - Capital goods -152 300.00
: 3107 2021/03/30 | Rent - April G220000 Rent TBE0020 Input WAT - Standard rate -15% 500.00
|| 4102 2021/03/30 | Payment on account C24BCOS ABC-Office-Supplies G 750.00
5109 2021/03/30 | Petrol - Mercedez Benz G210010 Fuel and oil G 150,00
1 E/110 2021/03/30  \waltons - Paper and pens | G230000 Stationary TBE0020 Input WAT - Standard rate -15% 200,00
[ 71 2021/03/30 | Petty cash - Increase float | BE20000 Patty cash G 100.00
7 2,500.00 0.00

3

TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy - 257



MODULE U - PROCESSING BATCH TRANSACTIONS

g "F7: Inclusive" icon - Amounts in the normal or regular font indicate that it is entered Inclusive of

VAT/GST/Sales tax.

If the "F7: Exclusive” icon is selected, the amounts are entered as Exclusive if VAT/GST/Sales tax

and will be displayed in the bold font.

You have now captured all your payments (cheques) for the month and may proceed with

posting.

U.6.2- Posting the payments batch

Once you have completed entering these cheques, and you are sure they are correct, you may

proceed to finalise the batch. The recommended process, is as follows:

1. Click on the F5:Balance icon. The balancing entries should reflect as follows:

3 ABC-Payments - [ABCPayments2103] [} x
Batch enty | Posted batches
LChange alias - + ﬁ + g — E
) = S L
“D: Delete  “M:Insert F5: Balance FB: Post F7: Exclusive | F7: Inclusive | F: List F3: Process F10: Setup
Account Contra account Inclusive amaunt Exclusive amount: Reference total
6600010 Fumiture 2 fitlings @ cost  B810-000 ABC - Bank R575.00 R500.00 R575.01
No. . |Reference |Date [Description Account [Tax Debit Credit Open item
N 02170301 |1 5 Dk 0010 Furriture & fiings @ cost| TEBO0A0 Input WAT - Captal goods 157 566 0
2021/03/01 2 Chairs GEDOOO Furniture & fittings @& cost TEE0030 Input VAT - Capital goods -15% 300.00
[l 2021/03/30 |Rent - April GZ20000 Rent TBE0020 Input VAT - Standard rate -15% 500.00
: 202103430 Payment on account C24BC0S ABCOffice-5 upplies G 750.00
[ | 2021/03/30  Petal - Mercedez Benz G210010 Fuel and ail G 150.00
|| 2021/03/30 “Waltons - Paper and pens | G230000 Stationery THE0020 Input VAT - Standard rate -15% 200,00
2021/03/30  Pefty cash - Increase float | BE20000 Petty cash G 100.00
: 20210301 1= Desk TBE0030 Input VAT - Capital goods Bal 75.00
[ | 2021/03/01 1= Desk BE10000 ABC - Bank Bal 575.00
[ | 2021/03/01 2% Chairs TEE0030 Input VAT - Capital goods Bal 45.00
2021/03/01 2% Chairs EE10000 ABC - Bank Bal 345.00
: 202103430 Rent - April TBE0020 Input VAT - Standard rate Bal 75.00
[ | 2021/03/30 Rent - April BE10000 ABC - Bank Bal 575.00
[ | 2021/03/30  Papment on account BE10000 ABC - Bank Bal 750.00
2021/03/30  Petrol - Mercedez Benz EE10000 ABC - Bank Bal 150.00
: 202103430 “Waltons - Paper and pens  TBAO020 Input YAT - Standard rate Bal 30.00
[ | 2021/03/30 W altons - Paper and pens  BE10000 ABC - Bank Bal 230.00
L] 2021/03/30  Petty cash - Increase float  BE10000 ABC - Bank Bal 100.00
8 2,725.00 2,725.00
51 S

2. Click on the F8:List icon to print a list of the transactions in the batch.
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Posting the payments batch

4.

m DA TCASHS plug_ins\reports\GENERAL documentsibatch rep - m| x
M < rHEag R FERAQ W@
il List batch - Unposied baich A

Batch name ABC-Payments
Alias baich name) ABCPayments#103

R

Oste Refersnce  Description Cantra Tax Debit Cradit
account
FILOLN 158 3 Desk E310.033 TEEI0I0  TEDD 50008
1% Desk 823030 2:00 TEAD
001 == 1% Desk 819000 .60 5500
10301 108 2 x Chairs: ES15-000 TEEIDM BT 2000
RO = *Zx Chairs 250920 -] 4830
EAA0) == *2x Chairs 8515000 315000 -] 34500
Total 20:00 52000
Date Reference  Description Ascount  Contrz Tax Debit Gredit
ascount
war Fant- Apedl GZI-00  BS10-0 TER-p S
“Rant- Al TEGO0ZT  EAOI 200
“Rant- Aol 208 5750

Payment an assount

“Feyment on sz count

TEE M

“Wesktons - Paper and pens

“Wesitons - Paper andpens

Total 120500 130500 v

e An asterisk (*) is displayed before the description of a transaction, indicates that it is a balancing
transaction.

0 It is recommended that the source documents (e.g. payment requisitions and / or invoices, slips,

etc. received from suppliers, etc.) be attached to this List of the transactions and that it be retained
for record and audit purposes.

Click on the F6:Post icon to post (update) the batch to the ledger. A confirmation

message “You are putting cash from a bank/cash directly to a bank/cash account. Do you

wish to continue?

Line : 111 Petty cash - Increase float 810000 ABC - Bank to 820000 Petty cash” will be

displayed.

Click on the Yes button.
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U.6.3- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. B810-000 ABC — Bank). Double-click on the selected account; or
right-click and select Show details on the context menu.

3. Click on the following to get specific views of transactions:

e Batch number (e.g. 10031 automatically generated). This will list only the
transactions for a specific batch (journal).

*  Account code (e.g. B810-000 Current Bank account, G610-010 Furniture &
fittings @ cost, G210-010 Fuel & Oil, B820-000 Petty cash, G220-000 Rent,
C2AB-COS ABC-Office-Supplies, T860-020 Input Tax - Standard rate- 15% or
T860-030 Input Tax - Capital goods- 15%). This will list the transactions for a
specific account.

«  Date - This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the transactions in the Payments journal, the transactions should display as follows
in the T-Account viewer:

Batch view

=]
From date Ta dete [ExEE=E
202170301 - 2022/02/28 Export Print < Dehit Credit
Opening balances 0.00
A0 Empty Emply T880030 Input'AT - Capital goods -1t ABCPayments2103 1 Desk s 2021 /03/01 75.00
10031 Empty Emply B810000 ABC - Bank. ABCPapmentsZ103 1« Desk . 2021/03/M A75.00
10031 Emply Emply T880030 Input VAT - Capital goods -1 ABCPayments2102 2  Chairs 2021/03/01 45.00
10031 Empty Emply B810000 ABC - Bank. ABCPayments2103 2 % Chars e 2021/03/M 345.00
10031 Empty Emply GEOOOO Fumiture & fittings (@ cost  ABCPayments2103 1 x Desk 108 2021/03/M 500.00
10031 Empty Empty Geooomo Fumiture & fittings @ cost ABCPayments2103 2 « Chairs 106 2021/03/M 300.00
10031 Emply Emply TEGOOZ)  InputAT - Standadrate1ABCPayments2103 Rent-dpd s 2021703730 75,00
10031 Empy Emply BEI0OND  ABC-Bark ABCPaymentsZ103 Rent - Agrl . 2021703730 575.00
10031 Empy Emply BEI00DD  ABC-Bank ABCPayments203 Petiol- Mercedes Benz 202103430 150,00
10031 Empty Emply BS10000 ABC - Bank. ABCPaprents2103  Papment an account 2021/03/30 750.00
10031 Emply Emply Ta80020 Input VAT - Standard rate -1f ABCPayments2103 Waltons - Paper and pens 2021 /03/30 3000
10031 Emply Emply B810000 #BC - Bank. ABCPayments2103 waltons - Paper and pens 2021/03/30 230.00
10031 Emply Emply B810000 #BC - Bank. ABCPapments2103  Petty cash - Increase float oo 2021/03/30 100.00
10031 Empty Emply G220000¢ Rert ABCPayments2103 Rent - April 107 2021/03/30 500.00
10031 Emply Emply C24BCOS ABC-Dffice-Suppliss ABCPayments2103 Pagment on account 108 2021/03/30 750.00
10031 Emply Emply G000+ Fuel and ol ABCPaymerts2103 Petiol - Mercedez Benz 109 20210330 150,00
10031 Empy Emply G000 Stationeny ABCPayrnentsZ103 Waltons - Paper and pens 10 2021703730 200,00
10031 Empy Emply BE20000 ety cash ABCPayments2103 Pety cash - Increase flost m 2021/03/30 100,00
<
2,725.00 272500
Balance 0.00
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T-Account view of transactions

Account view
Debit transactions in the Creditor’s ledger:

| ]
&b ABC-Office-Supplies

CZABCOZS ABC-Ofice-Supplies.

Debit Credit
10031 20210330 108 Py ment on accout THe 00
ABCFay meni=2102
Totals: THHO00
Debit transactions in the General ledger:
[
&  Furniture & fittings @ cost
3600010 Fumiturs & ftinos @ cost Debit Credit
12031 2021, 1 125 1 x Desk 000
ABCFIymEnt:
198 Zx Thairs. 22000
Totals 800 00
“& Motor vehicles - Fuel & oil
Z210010* Fuel and il Debit Cradit
10031 bl 159 Fetrnd - Warzeder Benr 153 00
BBCPaymentsl
Totals 1300
“& Rent
G220000" Rent Debit Credit
wr Rent- Aprf ELigra)
Totals SO0 00
. Stationery
3230000 Stationery Debit Credit

Wizitons - Pepar andpans

Totals 200 00
=== Petty cash
BA20000 Petty cash Bebit Creadit
10031 2Z0F2A0 M Fefty cesn - hossssfbat 0000
ABCFay ment= 2103
Totals 10000

= Input Tax — Standard rate - 15%

TS80020 Input VAT - Standam rate -15%

Credit
e 2004/02A0 Fent - Aprl
_— Visitons - Peper and pens
Totals: 105.00
= Input Tax — Capital goods - 15%
TE20030 Input VAT - Capital goods -153% Credit
Tom1 PR

tx Desk

2x Chars

Totals: 12000
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MODULE U - PROCESSING BATCH TRANSACTIONS

Credit transactions in the General ledger:

I

== ABC - Bank
BE10000 ABC - Hank Debit Credit

10021 Azmyogy 1x Desk &6 00
ABCRzy meni=2102. .

10021 2210397 2x Chars B0
ABCPey mert=2102 .

10021 1oy = Rent - Aprit EFE00
ABCFay ments 2102 v

10021 HFivIFP Fetral- Mercedee Bere 15000
ABCPay ment=2 103 .

10031 aipy3aa ——— Fay ment o sccount TEO.OO
ABCRay meai=2103 .

10021 Aoyl — Walinns - Faper snd pens 23000
ABCRzy meni=2102. .

10031 210330 —-— Fetty c= h- horesss fost 100 00
ABCPgy ment=2103

Totals | 272500
Debits = Credits
. Lo , i miH o . . i
Debit transactions in the General ledger (i.e. =~ Petty cash + A Furniture & fittings + “== Expenses +

L ]
= Tax (Input VAT/GST/Sales tax)) and %8 Creditor's ledger (i.e. individual Creditor accounts.

. , " X [
Credit transactions (i.e. payment transactions from the LCL Bank account).

» THE NEXT STEP IS TO RECONCILE YOUR BANK. TURN TO MODULE M TO DO THIS.

U.7- PETTY CASH PAYMENTS

e Petty cash payments should be used as a bank account. If it is used as a normal General ledger — Balance
sheet Account, it could cause problems on the Tax Reports (Input VAT/GST/Sales tax).

You may also reconcile your Petty cash Payments and Receipt Batches. See. MODULE M — BANK
RECONCILIATION.

U.7.1- Entering your petty cash payments

For the purpose of this tutorial, we assume that you have paid the following expenses from your
petty cash:

Handyman Hardware Store Handyman Hardware Store
Petty Cash Voucher No. PCV001 Perty Cash Voucher No. PCV002
Date: 31 Mariic 2021 Date: 34 Mugeh 2021
Whlfons - Paper (VAT Incd.) ——#2 | | ABE Servics Station ~ Fix Puwmétsivs L8R
— -
e ‘ e
Total: | ———007 Total: | ———- L0
Account; Sindumesry - Ace 235 Account: Mefer \iebiole Repdey = Ace 23002
Petty Cashier: ST puthorised: S Petty Cashier: AP pithorised: Sroc
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Entering your petty cash payments

To enter your petty cash payment transactions:

1.
2.
3.

5.

On the Action ribbon, select Batch entry (F2).
Select the Petty cash Pay. and click on the Open button.

Enter the alias (batch name) in the "Change alias” field. In this example, enter
"PCPayments2103" to indicate that the Petty cash of March 2021 was entered in this
Petty cash payments batch.

The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch or import a posted batch.

Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is
displayed:

[ Optionsfor thic batch ®
Standard  Advanced .
The contra account is by default set to
Cortra ascount o) T —,
Mo tax i}
|ricrement reference (|
Conraldatmbulancig o Inchashes mod You cannot change this in the Payments
Fiepeat details O . [ P ” h P ¢ . [
R Jjournal or Petty cash Payments journal.
(@) Allow both ) Debit () Credit
Payments oashhook 7 OK @ Cancel

Set up the Petty cash payments journal as follows:

No tax. @ Leave blank for the purpose of this tutorial. You may at a later stage
select this option, if there are no tax (Input VAT/GST/Sales tax)
applicable to all the transactions you need to enter in the Petty cash
payments batch.

Increment reference: .
Tick.

Consolidate balancing:
Leave blank.

Inclusive mode:
et Tick.

Repeat details:
Leave blank.

Amount entry:

Cannot change this at this stage. This is set to "Allow Both". You need

to enter payments in the Debit column of the Petty cash Payments
batch.

Once setup; click on the Advanced tab.

Leave all fields blank, and make sure that the default option, “Account lookup type”, is set
to “All" for this exercise.

Once setup; click OK. You are now ready to record your first petty cash payment.
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8. Capture your petty cash vouchers from your petty cash voucher book or from your
requisitions. Use your petty cash voucher number as the reference number.

Ref. no. Date Description Account Tax Amount

PCV001 2021/03/31 Paper - Waltons Stationery Input Tax - 15% 46.00

PCV002 2021/03/31 Fix puncture ABC Maintenance No tax 10.00
Service Station

10. You are now ready to capture your first petty cash voucher.

Reference: PCV001

Date: 2021/03/31

Description: Waltons - Paper

Account: G230-000 - Stationery

Tax: Input VAT/GST/Sales tax - Standard goods - 15%
Amount: 46.00 DR

g The amount is a debit as it is the amount for the expense account. When you balance the batch,
TurboCASH will create the credit to the Petty cash account.

Ensure that the "F7:Inclusive” icon is reflecting “inclusive”. This should be so as we set the batch to
inclusive mode. When you select a VAT/GST/Sales tax type, always check the top right-hand
corner for the inclusive and exclusive amounts. The amount of 46.00 will change to 40.00.

This is because the cost of the paper is 40.00 and should be posted to the Stationery expense
account. The VAT/GST/Sales tax amount (6.00) must be posted to the Input VAT/GST/Sales tax
account.

11. You are now ready to capture your second petty cash voucher.

Reference: PCV002

Date: 2021/03/31

Description: ABC - Service Station — Fix Puncture
Account: Maintenance (motor vehicles).

Tax: No tax

Amount: 10.00 DR

12. After capturing your first two petty cash payment vouchers, the Petty cash payments
journal is displayed as follows:

L3 Petty cash Pay. - [PCPayments2103] m} X
Baichentty  Posted batches
Change sliss [T — goo
= oE & () Q = = i"m
> = = L
°D:Delete “N:Inset F5 Balance FB: Past F7: Exchisive | F7: Inclusive | FE:List FS: Process F10: Setup
fccount Contia account Inclusive amount: Exclusive amount i Reference tolal
6230000 Stationery EB820-000 Petty cash R46.00 R40.00 R46.00
[Ho. - [Reference [Date [Description [Account Tax Debit Credit Open item
Mo APCYODT 2021703731 |altons - Paper G230000 Stationers | 1860020 nput VAT - Standard rale -15% 4000
[ 2[PVCOD2 | 2021/03/31 |ABC - Service Station Fis punclure | G210020 Maintenance |G 10.00)
2 50.00 0.00
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You can enter transactions in a batch daily and only post at the end of the month. Your transactions
will not be lost when you exit a batch or close TurboCASH. You may also choose to post after every

balanced entry.

» For the purpose of this tutorial, we will post the batch.

U.7.2- Posting the petty cash batch

Once you have completed entering these petty cash payments, and you are sure they are correct,

you may proceed to finalise the batch. The recommended process, is as follows:

1. Click on the F5:Balance icon.

[ Petty cash Pay. - [PCPayments2103] O %
Baloh enity  Posted batches
Change siss —_— it
T — + @ & (*] = = {'m
PCPayments2103 > — > 8oooo0
“D: Delete  “M:Insertt F5 Balance FE: Post F7: Esclusive | F7: Inclusive | FB: List  F9 Process F10: Setup
Account Contra aceount: Inclusive amaourt Exclusive amount Reference totat;
G230000 Stationery B820-000 Petty cash R46.00 R40.00 R46.00,
No. . |Reference [Date [Description Account [rax Debit Credit [Open item
Y| 1 PCyaDl |Z021703731 Walans - Paper 230000 Statianery TEEUNZ0 et AT - Standard (3t 5% 000
[ 2 PYCO02 2021/03/31  ABC - Service Station -Fix puncture | G21 0020 Maintenance G 1000
[ g s 2021/03/31  Waltons - Paper T8E0020 Input WaT - Standard rate -16%  Bal 6.00
[ 2021/03/31  Waltons - Paper BB20000 Petty cash Bal 46.00
[ s=== 201037 ABC-Senice Statian Fir punctws  BS20000 Pty cash Bal 10.00
5 56.00 56.00
e N
2. Click on the F8:List icon to print a list of the transactions in the batch.
[ DATCASHS plug_ins\reports\ BENERAL\ documents\batch.rep - O x
" | = e == Y Y |
M 4 1 p| = & || |F :|_.'J..-,'.s-.! v
List batch - Unposted batch ”
Batch name Pefty cash Pay.
Alias (baich name) PCPayments2103
Date Reference  Description Cantra Tan Debit  Credit
aecoun
IO POV Wallor= - Fapes BE20-000 THERO 40 000
“Waitcns - Fapet 850070 800 630
“Wetions - Fager 20500 0.00 890
ABC - Service Staion -Fi pin chete BR26-600 [T 1680
*ABLC- Sarvios Siation - Fx puncturs B20-000 080 0
Total 5600 5500 o

It is recommended that the source documents (e.g. petty cash vouchers and / or invoices, slips, etc.
received from suppliers, etc,) be attached to this List of the transactions and that it be retained for

record and audit purposes.

3. Click on the F6:Post icon to post (update) the batch to the ledger.
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U.7.3-

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, exported and analysed.

To access the T-Account view of the transactions:

On the Reports ribbon, select T-Ledger analyser 1 or 2.

Select an account (e.g. B820-000 Petty cash). Double-click on the selected account; or
right-click and select Show details on the context menu.

Click on the following to get specific views of transactions:

1.
2.

Batch number (e.g. 10033 automatically generated). This will list only the
transactions for a specific batch (journal).

Account code (e.g. B820-000 Petty cash, G210-020 Maintenance G230-000
Stationery, T860-020 Input Tax Standard - 15%). This will list the transactions for
a specific account.

Date — This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the transactions in the Petty cash journal, the transactions should display as follows
in the T-Account viewer:

Batch view

3 T-Account viewer B220-000 Petty cash

{70033 Empty
10033 Empty
10033 Emply
10033 Emply
10033 Empty

Empty
Empty
Emply
Empty
Empty

Fram date Todkis [ Show contra

2020/03/01 - 202200228 ~ Export Piirt < Debit Credit
Opening balances 0.00
860020 Input VAT - Standard rate 18 PCPayments2103  Waltons - Paper 2021/03/31 600
B520000 Petty cash PCPayments2103  Wakons - Paper 2021/03/31 45,00
£820000 Petty cash PCPapments2103  ABC - Service Station Fix puncture 2021/03/31 10.00
6230000 Stationery PCPayments2103  Waktons - Paper PCYOOT 2021/03/31 40.00
6210020 Maintenance PCPapments2103  ABL - Senvice Station Fix puncture PYCO02 2021/03/31 10.00
5E.00 56,00

Balance 0.00
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Account view
Debit transactions in the General ledger:

“& Motor vehicles - Maintenance

G210020" W = Dehit Cradit
Toaas 351 IO AEC- Sarvice Sabon P st ]
FCFaymentsEi
Totals 10.00
“Z Stationery
G230000° Stationery Debit Cradit
10033 231 POVOR Viiations - Feper 4200
PCPaymentsZ1s
Tatals a0 w0
= Input VAT — Standard rate - 15%
T2a0020 Input VAT - Standard rate -15% Debit Credit
el WAGHI  ——— Vialians - Feper &0
PCPaymen
Totals &.00
Credit transactions in the General ledger
Petty cash
B820000 Petty cash Debit Credit
10023 MO - ‘Walons - Faper =200
FoRayment= 2102 .
10023 2210%3 ABC - Serice Station-F i punchirs oo
FCRayments 2103
Totals | 56.00

i

Debits = Credits
Debit transactions (i.e. <& Expenses + = Tax (Input VAT/GST/Sales tax)).

Credit transactions (i.e. payment transactions from the ¢ Petty cash account).

You may also reconcile your Petty cash payments and receipt batches. See MODULE M — BANK
RECONCILIATION.

U.8- REPEATING TRANSACTIONS

TurboCASH has a Repeating Transactions feature available to enable you to enter transactions,
which occur on a periodic basis. They may be weekly, monthly, quarterly or annually, etc.
You may enter the transactions once and, when due, copy them into the normal batch, edit (if

amounts have changed), delete or add an entry. This feature will save you lots of time. You may
identify those transactions in your business and enter them in this feature.
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A few examples of these entries are:

For entry in the General journal or alternative batch type.
o Depreciation of fixed assets
o Payroll Journals or integration
*  For entry in the Payments journal
o Debit orders to third parties.
*  For entry in the Receipts journal
o Debit orders from third parties
Repeating transactions may be processed via the following options:

Edit — Repeating transactions (Action ribbon) — Enter the transactions once in the
"Repeating batch entry” screen. You may then Import the transactions into the normal

"Batch entry” screen using the "Repeating transactions” option on the F9:Process
("Process the batch”) list.

Import a posted batch option on the F9:Process options - Batch entry (Action
ribbon). Once you have entered and posted a normal batch, you may import the batch,
edit it, as required, and then post it.

For the purpose of this tutorial, assume that you will write-off some depreciation on your fixed
assets. Enter the following entries for your depreciation on 2021/03/31:

Furniture & fittings: 50.00 per month.
Motor vehicles: Mercedes-Benz 75.00 per month.
Motor vehicles: Delivery van 25.00 per month.

U.8.1- Entering repeating transactions

To enter repeating transactions:
1. On the Action ribbon, select Edit — Repeating transactions.
2. Select the General jnl. batch type and click on the Open button.
g To indicate that you have selected a Repeating Batch or Journal, note the following:
a)  ***Repeating transactions*** is displayed after the name of the batch type.
b)  No alias for the batch will be displayed in the screen heading (titlebar).

¢)  The alias will not be saved, as only one Repeating transactions batch can be set for a
specific batch type.

3. Click on the F10:Setup icon to set your batch up. The “Options for this batch” screen is
displayed:
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[ Options for this batch X
Standard  fdvanced
Coritra aceaunt; | 205000
Mo b
Increment reference 2
Consclidate balancing [ Inchusive mode
[ontra aocount pec line O Repaat delals
Ariotint sty
{2 Allow bath ) Dehit (@) Credit

[ Dpering bisfarice - Thisyear

+ OK S Cancel

4. Set up the repeating transactions General journal for depreciation transactions as follows:

Contra account:
v J@ Click on the Lookup button and select - "205-000 - Depreciation”.

No tax: % Tick

Increment reference: @
Leave blank.

Consolidate balancing: @ blank
Leave blank.

Contra account per
line: @ Leave blank.
Inclusive mode: % Tick
Repeat details: J@ Tick
Amount entry:
Y 4 JEj Tick on "Credit”.

Opening balance - This
ye!()Jr: I @ Leave blank.

5. Once setup; click on the Advanced tab.

6. Select the "General ledger” option for both the “Account lookup type” and “Contra
account lookup type”, since you do not need to select "Debtor” or "Creditor” accounts
when you enter transactions for depreciation.

Once setup; click on the OK button.

You are now ready to capture your repeating transactions.

Ref. no. Date Description Account Credit
DE2103  2021/03/31  Depreciation-Furniture & Fittings 600-020 Furniture & fittings 50.00
- Accumulated depreciation
DE2103  2021/03/31  Depreciation-Motor vehicles-Merc 610-020 Motor vehicles - 75.00
Accumulated depreciation
DE2103  2020/03/31  Depreciation-Motor vehicles-Delivery 670-020 Motor vehicles - 25.00
van Accumulated depreciation

9. The repeating transactions for “General journal” screen should reflect as follows:
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G General jnl. ™ Repeating transactions

e

Batchenty  Posted batches

Lhange alias  — [
— + ¥ S
— = = L
“D:Delete “M: Inseit F9: Balance FE: Fost F8:List  F3: Process F10: Setup
Account Contra account: Inchusive amount; Exclusive amaunt: Reference total
GEO0DZ0 Fumniture & fittings -Acc. G205-000 Depreciation -R50.00 -R50.00 -R150.00
deprec.
No. Reference |Day Description Account Debit Credit
3 1/ DE2103 2021/03/31 | Depreciation-Furniture & fittings GE00020 Furniture & fittings -Acc. deprec. 50.00;
|| 2 DE2103 2021/03/31  DepreciationYehicles-Meic GE10020 Motor vehicles -Accum. depreciation 75.00
3 DE2103 2021/03/31  Depreciationehicles-Delivery van GE10020 Motor vehicles -Accum. depreciation 25,00
3 0.00 150.00

10. Click on the F5:Balance icon. Balancing entries will be generated to the Depreciation
Contra account.
11. Click on the F8:List icon to print a list of the transactions in the batch.

o You may wish to print the list of repeating transactions for record purposes.

The Batch list will not display an alias (batch name); since you cannot change the alias.
The alias for a normal batch (journal) will be displayed as (for example in this case) Alias (batch
name): General jnl.

12. Press the Esc key to exit this repeating batch.

U.8.2- Updating repeating transactions

To post or update the repeating transactions batch:
1. On the Action ribbon, select Batch entry (F2).
2. Select the General jnl. and click on the Open button. Note that there will be no alias
displayed on the screen titlebar as this is a normal batch.
3. Click on the F9:Process icon. The “Process the batch” screen will be displayed.
4. Select the "Repeating transactions” option and click on the OK button. The following
screen on the "Batch entry” screen, will be displayed:

Enter month and year to repeat entries to
If you enter a reference number into the "New
Reference” field, the reference numbers will

not be incremented.

Year

‘ Lazt iear ‘

Add thiz to descriptions MNew reference

| | | |
o LCancel

Period

The reference number entered, will apply to
all repeating transactions which will be
imported or generated into the batch
(journal).

v 0K
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5. Select and / or enter the following options:

Year: .
Jej Select “This year”.

Period:
eno % Select "March 2021".

Add this to descriptions:
@ Leave blank, for the purpose of this tutorial.

New reference:
@ Leave blank, for the purpose of this tutorial.

6. Click on the OK button. All the transactions you have entered in the repeating batch
entry for the General journal will be imported (copied) into the normal batch.
7. Enter the alias (batch name) in the “Change alias” field. In this example, enter

"Depreciate2103" to indicate that the Depreciation transactions for March 2021 was
entered in this General journal batch.

g The alias option allows you to identify a batch by a unique name. You will be able to select the
batch by alias or batch name if you need to reverse the posted batch, import a posted batch or
print a posted batch from the Batches tab of the Batch entry — Posted batches - Details tab.

8. Click on the F5:Balance icon to re-balance the batch.

L3 General jnl. - [Depreciate2103] O X
Posted batches *

Change alias E‘ W — — U ER
— + ﬁ E— = . .
Depreciate2103 ) U— » Sooooe

“D: Delete “N:lmsert F5: Balance F6& Post  F8 List  F9: Process F10: Setup

Account Contra account: Inchusive amount Exclusive amount: Reference total
GB00020 Furniture & fittings -Acc. G205-000 Depreciation -A50.00 -R50.00 -R150.00
deprec.
No. Reference |Date |De§cription Account Debit Credit Open item
4 2|DEZ103 2021/03/31 | DepreciationFurmiture & fitihgs GEOO020 Fumiture & fitings -Acc. deprec, 50.00
: 3 DEZ103 2021/03/3 | Depreciationehicles-Meic GE10020 Motor vehicles -4ccum. depreciation 75.00
4|DEZ2103 2021/03/31 | Depreciationehicles-Delivery van | GE10020 Mator vehicles -Acoum. depreciation 25.00
2021/03/31  DepreciationFumiture & fitings G205000 Depreciation 50.00
: 2021/03/31  DepreciationYehicles-Merc G205000 Depreciation 75.00
L 2021/03/31  Depreciationehicles-Delivery van  G205000 Depreciation 25.00
3 150.00 150.00

e

Always check that the amounts are the same before posting this batch. For instance if you have
sold your Mercedes-Benz, you may need to delete the entry for the next months.

If you have purchased new assets you may change the amount or add a new entry.

You may do it on this screen, but it is recommended that you edit your repeating transactions in
the Edit — Repeating transactions menu (Action ribbon) to avoid having to change the same
issues every time you wish to update a repeating batch.

9. If the batch is not balanced or in balance, click on the F5:Balance icon to balance the
batch.

10. Click on the F8:List icon to print a list of the transactions in the batch.
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It is recommended that the source documents (e.g. working papers, calculation of depreciation,
etc.) be attached to this List of the transactions and that it be retained for record and audit
purposes.

11. Once you are satisfied that all the entries are correct, click on the F6:Post icon.

U.8.3- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, exported and analysed.

To access the T-Account view of the transactions:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. G205-000 Depreciation). Double-click on the selected account; or
right-click and select Show details on the context menu.
3. Click on the following to get specific views of transactions:
*  Batch number (e.g. 10036 automatically generated). This will list only the
transactions for a specific batch (journal).

*  Account code (e.g. G205-000 Depreciation, G600-020 Furniture & fittings -
Accumulated Depreciation, G610-020 Motor vehicles - Accumulated
depreciation). This will list the transactions for a specific account.

«  Date - This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the transactions in the Depreciation transactions in the General journal, the
transactions should display as follows in the T-Account viewer:

Batch view
3 T-Account viewer G205-000 Depreciation -
Fromn date To dats LI
aozimam | |z2/0zE - Expart Eiint < Debit Crecit
Opering balances 0o
1003 Empty Empty 5205000 Depreciation Depreciale2103  Depreciation-Fumiure & fitings 2021403/ 5000
10035 Empty Empty GZ0S000*  Depresiation DepreciateZ] i3 Depreciation'ehicles-Meic 202140331 7500
10035 Empty Empty GI0S000*  Depresiation DeprecialeZ103  Depreciationehicles Delivery van 2021/03/31 2500
10035 Empty Empty 600020 Furniture & fitings Ace. depr DepreciateZ103  Depreciation-Fumiture & fitings DEZI02 2021403/91 5000
10035 Emply Empty GE10020 Motar vebicles ccum, depr DeprecisteZ1 13 Deprecistion®ehicles M DEZI03 2021403/ 7500
10035 Emply Empty GE10020 Motor vehicles -Acoum. depr DeprecialeZ103  Depreciationehicles Delivery van DEZI0Z 2021/03/31 2500
<
& 150.00 150.00

Balance 0.00
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Account view
Debit transactions in the General ledger:

-8 Depreciation

GZ05000" Depreciation

Cebit Credit
10038 10331 — Deprecpfion-Fumniwre &fiftings 6900
Depr anist=2 103 .
10038 00N ——— Depracpfion-Vehices-Merc TEOO
CoprecisteZ 102
10038 A21AY3Y - Depracition-Vehicles- Defivery wan 2500
Depr=ciat=2103
Totals 150.00
Credit transactions in the General ledger:
il
&  Furniture & fittings - Accumulated depreciation
GE&00020 Furniture & Wttings -Acc. deprec, Debi Credit
10038 0¥ DEMO2 Deprecifion-Furnitwrs Efittings &0 D0
Degr eciate? 102
Totals | 80.00
il
& Motor vehicles - Accumulated depreciation
5810020 Motor wehiclez -Accum  depreciation Debit Credit
10038 0z10¥31 DEMOS Deprecafion-Vehicles-Mec =00
ecista? 103 .
100238 20210331 DEXO3 Deprecisfion-Vehiclss- Delivery van =00
Depreciate2 102
Totsis 4100.00

i3

Debits = Credits

Debit transactions (i.e. o Depreciation expense account)

Il
Depreciation Account for each Fixed Asset (e.g. for & Furniture & fittings and Motor vehicles)).

Since you have updated your batches, you may generate any of the reports to view what your profits and
losses are and any detailed transactions, etc. and evaluate your business on any of these reports.
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SALES AND PURCHASES TRANSACTIONS

V.1- SALES AND PURCHASES TRANSACTIONS

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

If you need to enter your own transactions on which 14% VAT is applicable, on or before 31 March 2018, you
need to use the Tax codes for VAT at 14%.

In this MODULE, VAT is based on 15% tax for taxable transactions after 31 March 2018.
g The Purchases and Sales of Trading stock items (Default) stock type are dealt with in MODULE K.

V.1.1- Purchases

The following options are available to enter Purchase transactions:

1. Batch entry — Hand-written purchases and supplier returns (supplier credit notes) may
be entered in the Purchase Jnl.

g These are dealt with in Chapter 1.3 of MODULE |.

2. Documents - If you wish to generate purchase documents (i.e. Purchases, Supplier
returns and Orders), you may enter transactions in Documents (Action ribbon). To do
this, you need to create stock item codes for the following stock types:

a) Financial entry — You only need to set the Tax accounts (Input and Output Tax
accounts). When selecting this item, it will allow you to select the general ledger
account on the Accounts lookup. Purchase prices may also be maintained for
the Financial entry stock item type.

For the purpose of this tutorial, we will be purchasing services (i.e. Tyres and Service to
Delivery Van and Installation of Office Equipment from creditors (suppliers).

b) Purchases (no stock) — Pre-set the Input Tax account and pre-set purchase
(expense / asset) account as well as purchase / cost prices.

c) Purchases - This is similar to the Purchases (no stock) stock type. - It will also
allow you to keep track of stock item quantities, etc. by updating the stock
transaction table.

0 Purchases could also be used for any purchases other than trading stock. Non-trading stock items
could be captured through the Batch entry - Purchase journal (Action ribbon). These may now be
entered using the different stock types. An example of a non-stock item could be the purchase of
consumables such as stationery, etc.
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V.1.2- Sales

The following options are available to enter Sales transactions:

1. Batch entry — Hand-written invoices and credit notes may be entered in the Sales Jnl.
o These are dealt with in Chapter .4 of MODULE |.

2. Documents — If you wish to generate sales documents (i.e. Invoices, Credit notes and
Quotes), via TurboCASH, you may enter transactions in Documents (Action ribbon). To
do this, you need to create stock item codes for the following stock types:

a) Financial entry — You only need to set the Tax accounts (Input and Output Tax
accounts). When selecting this item, it will allow you to select the general ledger
account on the Accounts lookup. Selling prices may also be maintained for the
Financial entry stock item type.

b) Sales (no stock) — Pre-set the Output Tax account and Sales account as well as
selling prices.

For the purpose of this tutorial, we will be selling 2 services (i.e. Install - Built-in
cupboards and Paint - Exterior (outside of houses)) at 500.00 per hour to our debtors /
clients).

c) Sales - This is similar to the Sales (no stock) stock type. It will also allow you to
keep track of stock item quantities, etc. by updating the stock transaction table.

Invoices could also be used for any sales other than trading stock. Non-trading stock items could be captured
through the Batch entry - Sales journal (Action ribbon). These may now be entered using the different stock
types. An example of a non-stock item could be the sale of old or obsolete furniture, which your business
does not use any longer.
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V.2-

DOCUMENTS / STOCK SETTING AND PARAMETERS

It is important that the required accounts and settings be absolutely correct before you proceed
with purchasing and selling of stock items in a Set of Books. If this is not done, you may find
incorrect results in TurboCASH. For example, the Cost of sales transactions may not be generated
when documents are posted to the ledger or the cost of sales may be calculated at average cost in
stead of latest cost, etc.

Setup of Documents is a once off process:

1.

Documents setup (Setup ribbon) — Check document numbers, messages, set layout files,
etc. - (See - MODULE E.4.5).

Groups (Setup ribbon) — Add the Cost of sales reporting group under Account group 1
(Reporting group 1). Add Reporting groups 1 and 2 for Document groups and Stock
group 1 /2, where applicable. - (See - MODULE E.4.4).

Salesperson (Setup ribbon) — Add Salespersons. - (See - MODULE E.4.7).

Setup — Batch types — Add Cost of sales Batch (only to be used with Cost of sales
settings for the Default Stock type). - (See - MODULE E.4.3).

Stock information (Setup ribbon) — Unit prices, Selling price descriptions, Default selling
price. - (See - MODULE E.4.6).

Accounts (Action ribbon) — Create a Cost of sales account for Trading stock. - (See -
MODULE F.1).

Creditors (Action ribbon) — Create a Sundry Supplier account. - (See - MODULE F.3).

Debtors (Action ribbon) — Create a Cash Customer and Linking Debtors to a Salesperson.
- (See - MODULE F.4).

You may print a Company information (Reports = Company info — Information) report to check the
selling price descriptions. This report will also display the default headings and messages that will print
on document layout files (i.e. Invoices, Quotes, Credit notes, Purchases, Supplier returns and Orders).

» Your Set of Books should be set up to process documents for the purchase and selling of stock items.
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V.3- PROCESSING CREDITORS - ORDERS AND PURCHASES

The similar Purchase transactions may be entered in the normal “Batch entry” screens as above
(See - MODULE 1.3). Using the batch option, will not generate any purchase documents (i.e.
Orders, Purchase documents and / or Supplier return documents). These documents need to be
manually written in purchased stationery.

Using the Documents option, the transactions in the Purchase journal will automatically be
generated and these documents will be automatically be generated via the layout files as set in as
follows:

*  Global Settings - As selected on the “Layout file" fields of Documents setup
(Purchases, Supplier returns and Orders tabs) (Setup ribbon).

+  Creditor (Supplier) Specific Settings — As selected on the “Layout file" fields of the
Creditors - Delivery address tab) (Action ribbon) — (“Layout file 7" = Purchases, “Layout
file 2" = Supplier returns and “Layout file 3"= Orders fields).

*  The Default setting on the layout file should always revert to the Global settings unless
another layout file have been set for a specific creditor (supplier) account. In addition to
these two (2) settings layout files may be changed or other formats may be selected as
follows:

= Documents (Action ribbon) — Sidebar for Purchase document types (i.e.
Purchases, Supplier returns and / or Orders).

= Creditors — Documents tab (Action ribbon) of a selected creditor (supplier)
account.

g Purchase documents must be used for trading stock items. Please refer to MODULE K of this tutorial.

The transactions will automatically be generated when documents are updated or posted to the
ledger. It will automatically generate and update (post) the transactions to the ledger in the batch
types as set (linked) in the Documents setup (Setup ribbon) - Purchases and Supplier returns
tabs.
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V.3.1- Creating an order

You may need to place an order with any of your creditors (suppliers). When the Goods are
received you may confirm the order against the actual goods received and the original order. You
will do this by converting the Order to a Purchase document.

Orders cannot be updated (posted) to the ledger and it generates no transactions. But, once the Order has
been converted to a Purchase document, it can be updated (posted) to the ledger.

Order the following services and goods (NON-TRADING STOCK ITEMS) from ABC-Service

Centre:

ORDER: OR000001 - 2021/03/01
ABC-Service-Centre

Service - Delivery van 400.00
5 x New Tyres - Fitting and balancing __600.00
Total 1,000.00
Input Tax - 15% 150.00
Total 1,150.00

To create an order:

1. On the Action ribbon, select Documents (F6).

2. Select “Orders" in the “Documents” field; if “Orders" is not selected.

3. Click on the New button. The “Creditor accounts” screen is displayed:

Save
Cancsl

Open

G+ Expatt

2 Creditor accounts o x
Filter column Value ~
New None v [tk ~ Filter Clear [ Show disabled
Delete
Use your mouse to pull a column here to group on that column
Edit

h

E-mail
|(011)312-8997 |(011)312. s @pinksoft.co.z
(011)313-9397 |(011)313-9938 |(011)313-3399 | abe@pinksoft.coza

ABC-Service-Centre

IPD Box 9399 |Lakeside Johannesburg | 2122

[ |260nES 4-ONE Suppliers |F 0Bk 31318 | Marshalbown |Johannesburg | 2000 (011) 838.9221 |011) 838:3222 |(011) 389223 aonest@pinksolt.co za
[ |2eesTs BEST Suppliers |P 0 Box 45532 | Halfway House 1685 10111 310-3110 1011) 3103111 | best@pinksoft.co.2a
[ |zcopen Opering balances - Credtor |

| |zsunsu SUNDRY SUPFLERS |

4. Select the Creditor (supplier) account (“ABC-Service-Centre").

5. Click on the Open or OK button. The screen for "Orders" is displayed:
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‘four reference

Salesperson
Russel

2ABCSC  Order OR000001

ABC-Service-Centre

Address 2 | Lakeside
Address 3 [Johannesburg

Postal code | 2122

Document group Date *
AABZIAGP Document gioup 14 | |2021/03/00 - Contra account: Standard
Document group Due date
~ 2021/03/31 -
Postal address Delivery addiess Message
Campany |ABC-Service-Centre ABC-Service-Centre Please confirm extras
Contact Havier Brown | |Havier Brown
Address | PO Box 9393 Metro Building
Lake Street Tax reference
Lakeside 3333333333
123
Countiy | S outh Africa ~ | | South Africa

W

+

bd

“D: Delete F12: “N: Insert | F7: Exclusive

F7: Inclusive

O 0

+0pen fast add F&: Discount  F3: Comment  F10: Delete all F11: Copy

M
| | Service - Delivery van
| |[*] GL-CODE 210030 Repairs 1.00 1.00/Input VAT - Standard rate -15% £00.00 %0 £00.00
| | B Mew tyres - Fitting and balancing

Creditor Current balance 1150.00  Gross weight 0.00 Exclusive total 1000.00

24B-L5C Available 2850.00 Mt weight 0.00 Taw 150.00

Order na. Credit limit 10000.00 Total discount 0.00 Payments

Std disc 0.00 Invoice tokal 1150.00 0.00
Fast add it de/barcode/serial
a3t add item [coderbarcode/serial] o OK

| | &) Cancel

6. Enter and / or select the following options:

Your reference: Enter "AAB234GP" as the registration number of the vehicle.

This will allow you to track down the vehicle's history when entering
the registration number in the Search (Investigator) on the Action
ribbon. All documents matching that registration number will be listed.
Sal :
atesperson Select "Russell”. Salespersons are optional for orders. This field is to
show who handled the order.

Document group 1/2:
group 17 Select "Document group TA".

Document group 2 cannot be selected as Groups are not added for

Document group 2 in Groups. (Setup ribbon)
Date:
ate Select "2021/03/01", for the purpose of this tutorial. By default, the
system date will be displayed.

Due date:

T D T b

This date will be automatically be calculated. It is the "Date” plus the

number of days set in the Accounting information tab of the selected
creditor account.

0

Press the Enter key until you get to the transaction details screen (skip
the "Address, Delivery address” and "Message” fields).
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ftem no.:
em no B setect “61-cope

The "Accounts lookup” screen will be displayed.

% Select the Account “G210-020 — Maintenance” for the Service of the
Delivery Van. The description of the selected account is displayed.
You may over-type this.

o If Abbreviation definitions were set in the Batch entry (Action
ribbon) (F9:Process), you may enter a character (or more) to
auto-complete a description in the document line.

JEj For the purpose of this tutorial, click on the F3:Comment icon or press
the F9 key. Enter “Service Delivery Van" and click on the OK button.

% Enter the Unit price (Exclusive of VAT/GST/Sales tax, if the F7:Exclusive
icon is active - or Inclusive of VAT/GST/Sales, tax if the F7:Inclusive
icon is active).

% Select "GL-CODE".

The "Accounts lookup” screen will be displayed.

% Select the Account “G210-030 — Repairs” for the 5 new tyres and fitting.
The description of the selected account is displayed. You may over-
type this.

J@ For the purpose of this tutorial, click on the F9:Comment icon or press
the F9 key.

Enter "5 x New Tyres Fitting and balancing” and click on the OK
button.

0

Enter the Unit price (Exclusive of VAT/GST/Sales tax, if the F7:Exclusive

icon is active - or Inclusive of VAT/GST/Sales, Tax if the F7:Inclusive
icon is active).

7. Click on the OK button. A confirmation message “Do you wish to print this order?" will be
displayed.
8. Click on the Yes button to print the order.
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An example of the printed order, is as follows:

L Layout file - O o
M 4 1p M| =& || TR
Order Pags 1 e
ABC-Service-Cenfre ?
PO Bax 9999 Handyman Hardware Store
Lakeside 27 Clidants Road
Johannes burg Emmarentia
2122 Johannesburg
2185
Teleghone (011 210-1350
Delivery address Fax (011)'310-2000
Metro Building Emat nymei@my spnet
EE:S?;:‘* Company reg no. 335012345
o473 Texreg no 442010111
[Dmer. DROD0OOOT Date: 202170301 Account no.: C2ABCSC J
{ Description unt Gty Price  Disc% Exchisive Tax% Tax  Inclusive }
M ainterance Each 1 400.00 40000 15.00% 6000 460.00
Senice - Delvery van
Repairs Each 1 600.00 50000 15.00% 90.00 A00.00
Fix New tyres - Fitting and balancing
Total 100000 180.00 1,150:00
Due date: 2021033 Order accepted:
Your reference:  AAB2IAGP S
T iaoaaas M Name:
Message Please confimm extras Date
Signature:
Salesperson Russell [ S e b s 1
-

V.3.2- Confirming / Converting an order to a purchase document

We have already placed an order with our ABC-Service-Centre - and the delivery van are fixed
(serviced and 5 new tyres have been fitted and balanced) on 14 March 2021. The order needs to
be checked and converted into a Purchase document.

o Convert invoice to order
If you have already created invoices (whether they are updated to the ledger (posted) or not), you may
convert the Invoice to an Order. To do this, select the Invoice on the documents list and right-click and select
the "Documents — Convert invoice to order” option from the context menu.
You may then edit the order and convert it to a purchase document.
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To convert an order to a purchase document:

o You may also convert Orders to Purchase documents from the Input — Confirm (Action ribbon).

1. Access the "Orders" in the "Documents” field; if “Orders” is not selected.
2. Select the order to convert and right-click.
Document entry
Diocuments Search by Valus .
rdler None e e I Clear
All e =
New
= Date |Description Due date | Amount incl.
Edl 20T - A e vee Cantie. | 202105791 B e
Frirt Salesperson Ll
B Setreporting group | »
8§ Set reporting group 2 |
E Pocuments B Copy document |
& Print ¥ & Confirm quotes and orders:
Layout filz Others b B Convert decuments to single document
Default
= = & Plugin action 0% Change account
cevalies & Plugin mass action {ny  Edit account
St Document links Create purchase on default supplier 1
Sciesn Copy to 2
Create account from decument details
3. On the context menu, select the “Confirm quotes and orders” option. A confirmation
screen "Do you wish to continue?” will be displayed.
4. Click on the Yes button to proceed. Another confirmation screen “Do you wish to delete
this Order?" will be displayed.
5. Click on the No button not to delete the order.
If you click on the Yes button, the order will be deleted from the "Orders” list of the "Document
entry” screen.
Should you click on the No button the order will still be available on the "Orders" list of the
“Document entry” screen. You may then Copy the order, change the account, edit the account, etc.
before converting it to a purchase document.
g You may delete Orders in Edit - Delete - Documents (Action ribbon,).
V.3.3- Creating a purchase document

Once an Order is converted to a Purchase document, it must be checked to see that the correct
stock was received. When we access the Purchase documents screen from the Documents —
Purchases menu (Action ribbon) and the Creditor is selected, all available unposted Purchase
documents for that supplier are listed.
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V.3.3.1-  Editing a purchase document confirmed from an order

To edit a purchase document converted from an order:
1.  On the Action ribbon, select Documents (F6).

2. Select "Purchases” in the "Documents” field; if “"Purchases” is not selected.

9

3. Select the Purchase document on the list and click on the Edit button. The screen for
Purchases is displayed:

The Purchase document, listed on the "Document entry” screen, was automatically created when
you have confirmed and converted the Order to a Purchase document.

2ABCSC Purchase PUDD0001  ABC-Service-Cenire

Your reference Document group Date
Document group 14 ~ 2021403414 - Contra account: Standard
Salesperson Document group Due date
Russel ~ 2021/04113 -
Postal addiess Delivery address Message
Company | ABC-Service-Centre ABC-Service-Centre Please Confirm Extras
Contact |Xavier Brown | |Havier Brown v
Address |POD Bos 9393 et Buiding Ref:0RO0000T
Address 2| Lakeside Lake Street Tax reference
Address 3 |Johannesbuig Lakeside 3333333333
Postal code | 2122 2123
Couniry | South Aliica ~ | | South Afiica v

— + 4

“D: Delete F12 “M: Insert

N4

+Open fast add

S B EEOD

F7: Exclusive | F7: Inclusive  F8: Discount F10: Delete all  F11: Copy

F8: Comment

:Z|Ttem no. Description Amount excl.
|+ GL-CODE 210020 [EISEl

+ Service - Delivery van
: +| GL-CODE 210030 |Repairs 1.00 1.00| Input VAT - Standard rate -15% 600.00 %0 E00.00°
| |+ B Mews tyres - Fitting and balancing

Creditor Current balance 2300.00 Gross weight 0.00 Exclusive total 1000.00

28B-CSC Available 7700.00 Net weight 0.00 Tax 150.00

Purchase no. Creditlimit ~ 10000.00 Tatal discount 0.00 Payments

Std disc® 0.00 Irevnice total 1150.00 0.00
‘Fasl add item [code/barcode/zerial] | @ Eeied v Ok

The Order number "OR000001", which was converted to this Purchase document, is displayed in
the very last line in the "Message” field.

4. Enter and / or select the following options:

Your reference:
@ Check that "AAB234GP" is displayed.

Date \% The system date should be displayed. Select "2021/03/14", as it is the date on
which the order was fulfilled.
This is the date on which the Order need to be converted to a Purchase
document).

Due date:

@ This date will be automatically be calculated. It is the "Date” plus the number
of days set in the Accounting information tab of the selected creditor account.
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5. The items and details of the order will be displayed on the respective fields. Check the
details and that the purchase price is correct. You may edit it, if necessary.

6. Click on the OK button. A confirmation screen “Do you wish to print this purchase?" will
be displayed.

7. Click on the Yes button.

An example of the printed purchase document, is as follows:

3 Layoutfile: O ®
W < ipM|zan A FEEQ R | ®
Purchase Page 1 B
ABC-Service-Cenire
PO Box 0999 Handyman Hardware Store
Lakeside 27 Olifants Road
Johannesburg Emmarentia
2122 Johannesburg
295
Telephone {017 310-1390
Delivery address Fax (011} 310-2000
M etra Building Emst nymeil@ny Epnet
Lake Strest Conpany reg no 238012245
E_Ia;gs‘de Taxreg no 215010111
[ Purchasa: PUOO0001 Date: 202110314 Account no:: C2ABCSC I
[ Description unit Qty Price Disc% Exclsive Tax% Tax inclusive ]
Wainterance Each 1 400,00 40000 15.00% 60.00 460.00
Serdce - Delivery van
Repairs Each 1 600.00 500 00 15.00% 90.00 69000
& New tyres - Fitting and balancing
Total 1, 00000 150,00 1,150.00
Due date: 2021/0413 Purchase accepted:
Your reference:  AAB2MGP N
Tax reference 3333333333 Ll
Message Please Confrm Extms Date
RerDRO0D0001 Signature:
Salesperson Russell h‘ e e seriiow i axdn
w

» You are now ready to enter the rest of your Purchases.

V.3.3.2- Creating a new purchase document

We have also purchased the following services:

PU000002 - 2021/03/15

Invoice INOO14 from

ABC-Office-Supplies

Installation of office equipment 1,500.00
Input Tax —15% 225.00
Total 1,725.00
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To create a new purchase document:

1.  On the Action ribbon, select Documents (F6).

2. Select "Purchases” in the "Documents” field; if “Purchases” is not displayed.

3. Click on the New button.

Only select "New" when you are actually creating a new Purchase document. Remember that
you will only be able to edit Purchase documents as long as they have not yet been updated to

the ledger.
" . ” . . .
The “Creditor accounts” screen is displayed:
& Creditor accounts. a x
Filter column Valie "
ey None v e~ Filter Clear [ Show disabled
Delete
Use your mouse to pull a column here to group on that column
Edi
Postal cod|Telephone 1 |Telephone 2 [Fax
Save .
B 225cos ABC. plies 012 |(011)312-5297 |(0 ) inks:
Cancel [ [2e8csC ABC-Service Cerlie |POBox5993  Lakeside |Johannesbwg (2122 |[011[3139997 |(011)313:3398 |[011)313-9959 | abo@pinksoft co.2a
[ [2eomes A-DNE Supplers |POBox 31318 [Marshaltonn |Johannesburg |2000 [(011)838:9221 |(011) 8339222 [(011) 838:9223  aones@pinksoft.co.za
=N [ [28esTS BEST Suppliers |P 0 Box 45532 | Heliway House 1685 (0113109110 (011) 3103111 | best@pinksoft co.za
[ |zcopen Operning halances - Credior |
[ Jzsumsu SUNDRY SUFFLERS |
G- Expot
v

4. Select the Creditor (supplier) account (“ABC-Office Supplies").

5. Click on the Open or OK button. The screen for "Purchases” is displayed:

2ABCOS Purchase PUO00002  ABC-Office-Supplies

“Your ieference

Document group

IMOOT4 Document group 14

Salesperson
Tracy

Document group

Date

w | |2021/0315
Due date
2021/04/14

Postal address

Delivery addiess

- Contra account Standard

Message

Company | ABC-Office-Supplies

ABC-Office-Supplies

Contact |'walters Penny | |'walters Penny v
Address | PO Box 8228 Lake Street 444
Address 2 | Lakeview Lakeview Tax reference
Address 3 |Johannesbuig Johanneshurg Aaadaay
Postal code | 2012 203
Countty | Sauth Afiica ~ || South Africa ~
y — + o T
N4
+Openfastadd “D:Delete F12 “M:Insert | F7: Exclusive | F7: Inclusive F8: Discount  F2: Comment F10: Delete all F11: Copy
Z|1tem no. Description ‘Order Ship Tax Unit excl. |Disc% Amount excl.
B+ Furniture & fittings @ cost 3
+ Installation of office equipment
Creditar Curent balance 270000  Gross weight 0.00  Exclusive tatal 1500.00
248-C03 Available 7300.00 Net weight 0.00 Tax 225.00
Purchase ne. Creditfmt  10000.00 Total discount 0.00 Payments
Std disc’ 0.00 Invoice total 1725.00 0.00
Fast add item [code/barcode/serial) @ o K
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6. Enter and / or select the following options:

Your reference:

Salesperson:

Document
group 1/2:

Date:

Due date:

Item no:

Order / Ship:

Tax:

Unit excl.

Discount:

Comment:

()

Enter "INOQ74" as the reference of the creditor.

J@ Select "Tracy". Salespersons are optional for purchases. This field is to show

B
P

B
P

P

o o

[n]

o o

who handled the purchase.

Select "Document group TA".

Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups (Setup ribbon).

Select "2021/03/15".

This date will be automatically be calculated. It is the "Date” plus the number
of days set in the Accounting information tab of the selected creditor account.

Press the Enter key until you get to the lines (skip the "Address, Delivery
address” and "Message” fields).

Select the account "G600-010 — Furniture & fittings @ cost” for the
Installation of office equipment. The description of the selected account is
displayed. You may over-type this.

Enter "T".

The default Input Tax account for the stock item will be displayed. Confirm
that it is correct by pressing the Enter key.

Enter the Unit price ("1,500.00" - Exclusive of VAT/GST/Sales tax, if the
F7:Exclusive icon is active - or “1,725.00" - Inclusive of VAT/GST/Sales, Tax if
the F7:Inclusive icon is active).

Press the Enter key to keep it at the default 0% discount rate.

Click on the F9:Comment icon or press the F9 key. Enter "Installation of office
equipment” and click on the OK button.

7. Click on the OK button. A confirmation screen "Do you wish to print this purchase?” will

be displayed.

8. Click on the No button.
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V.34-

Updating purchases to the ledger

Since we have not selected the "Auto-post documents on print” option on the Documents setup (See -
MODULE E.4.5) we need to post the purchases manually.

To post or update your purchases:

1.

On the Action ribbon, select Update ledger (F3). The “Update Invoice” screen will be
displayed.

Select "Purchases” and its name will change to “Update purchases” - listing all your
unposted purchases.

L Update purchase - u] X

Documents  Batches k Select type

[Purchaseno.  [pate [Account [creditor Reference ]
(| Puooooon 2021/03/14 |24BCSC_ | ABC-Senvice Centie AABZIGP Puchase &

PLIOO000Z 2021/03/15 | 28BC05 ABC-Office-5upplies MO0

Suppress open item
Options

@ From... to
O Selested

Fram puichase
PLUOOOOOT v

To
PLOOON02 v

2

Saarch by Purchase no
Search " Update X Close

Purchases in rows with a cream background (i.e. PUOO000T), have been printed.
Purchases in rows with a plain white or grey or peach background (i.e. PUO00002), have not yet
been printed.

Click on the “From... to” field and select -
From purchase:  PU000001
To: PU000002

Click on the Update button. TurboCASH will generate the Purchases journal and update
the stock, creditors and Input VAT/GST/Sales tax. The transactions is as follows:

DR Expense / Asset Purchase account
DR VAT/GST/Sales tax (net amount)
CR Creditor (total amount)
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V.3.5- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.
To access the T-Account view of the transactions:

1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. Creditor account C2AB-CSC ABC-Service Centre). Double-click on

the selected account; or right-click and select Show details on the context menu.
3. Click on the following to get specific views of transactions:
¢ Batch number (e.g. 10037 or 10038 automatically generated). This will list only
the transactions for a specific batch (journal).

e Account code (e.g. G210-020 Maintenance, G210-030 Repairs, T860-020 Input
Tax — Standard rate — 15% account, C2AB-CSC ABC-Service Centre). This will list
the transactions for a specific account.

+  Date - This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the Purchase documents, the transactions should display as follows in the T-Account
viewer:

Batch view
Batch 10037 — PUO0000T — ABC-Service-Centre

G T-Account viewer G300-000 Creditors contral -

From date To date CIEERE=E:
2021/03/01 - 2022/02/28 Export Frint < Debit Credit
Opening balances oo
{37 Empty Emply B210020°  Maintenance FUODOOOT Mainlenance PUDO00OT 2021/0314 10000
10037 Empty Emply B2I0030"  Repais FUODOO0T Repaits PUDO00OT 2021/03/14 B00.00
10037 Empty Emply T880020 Input VAT - Standard rate -1¢ FLIODODDT Puichases /AABZ3GP PUDO00OT 2021/03/14 15000
10037 Empty Emply C2ABCSC  ABCSevicsLertrs FUODOO0T Puichases /4AB23GP PUDO00OT 2021/03/14 115000
<
L3 1,150.00 1.150.00
Balance 0.00
Batch 10038 — PU000002 — ABC-Office-Supplies
G T-Account viewer G300-000 Creditors centrol -
Fram date Todats [0 Show contia
2021/03/01 - 2022/02/28 ~ Export Fint < Debit Credit
Opening balances 0.00
{0038 Empty Empty T860020 Input VAT - Standard rate -1t PLIODD002 Purchases /INOOT 4 PUOOOONZ 2021/03/15 22500
10038 Empty Emply 248005  ABCfios-Supples PLIONO002 Purchases ANDD 4 PUOA00Z 2021/03/15 172500
10038 Empty Emply GE000TD Furniture & fitings @ cost PLIOD002 Fumiture & fitings @ cost PLOO0002 202140318 150000
<
h 172500 172500
Balance 0.00
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Account view
Accounts in the Creditor’s ledger:

[ ]
@b ABC-Service-Centre

C2ABCEC ABCS endce-Cartre Debit Credit
[k 20210314 ANMIDDT  Furcieses AARHGE [EETS
AO00001
Totals 115000

| ]
&b ABC-Office-Supplies

(C24BCOS AEC-OMce-Supplies petit —
10038 202170316 RO00002 Rurchases ANOD14 173800

PI030002
Totals 1.725.00

Accounts in the General ledger:

tid
& Furniture & fittings @ cost

GA00C1D Fumiture & fttings @ cost Debit Credit
10038 20210315 FLOCODOZ Fumiurs & fittngs @ cost 1.500.00
AO0000Z
Tosals 150000

“& Motor vehicle — Maintenance

G210020* Maintenance De bit Credit
10037 2021/0314  PUDD00OT Meintenance 40000
PUD000O0T .
Totals 40000

“& Motor vehicle - Repairs

G210030* Repairs Debit Credit
10037 20210314 PX00001  Repers 50000
000001
Totals 600.00

= Input Tax — Standard rate — 15 %

TBE0020) Input VAT - Standard rate -15% Debit Credit
10037 2021/0314  AO0T001 Furcheses AABRMGP 130900
AC00001
10038 Z02U031E  RO00002 Furchases AMNDOT4 22500
AUO00DD2
Totals 375.00

i

Debits = Credits
Debit transactions in the “sa Expenses (i.e. Maintenance and Repairs) and & Fixed assets accounts (i.e.

Furniture & fittings @ cost) and = Input Tax (VAT/GST/Sales tax).

2
Credit transactions in the Creditor’s ledger (i.e. individual % Creditor accounts).
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V.4- PROCESSING DEBTORS - QUOTES AND INVOICES

The similar Sales transactions may be entered in the normal “Batch entry” screens as above (See -
MODULE 1.4). Using the batch option, will not generate any sales documents (i.e. Quotes, Invoices
and / or Credit notes). These documents need to be manually written in purchased stationery.

Using the Documents option, the transactions in the Sales journal will automatically be generated
and these documents will be automatically be generated via the layout files as set in as follows:

* Global Settings — As selected on the “"Layout file" fields of Documents setup (Invoices,
Credit notes and Quotes tabs) (Setup ribbon).

+  Debtor (customer / client) Specific settings — As selected on the Layout fields of the
Debtors - Delivery address tab) (Action ribbon) — (“Layout file 7" = Invoices, "Layout file
2" = Credit notes and "Layout file 3"= Quotes fields).

*  The Default setting on the Layout file should always revert to the Global settings unless
another layout file have been set for a specific debtor (customer / client) account. In
addition to these two (2) settings layout files may be changed or other formats may be
selected as follows:

=  Documents (Action ribbon)- Sidebar for Sales document types (i.e. Invoices,
Credit notes and / or Quotes).

= Debtors — Documents tab (Action ribbon) of a selected debtor (customer /
client) account.

l\!/'al Sales documents must be used for trading stock items. Please refer to MODULE K of this tutorial.

V.4.1- Creating a quote

Your debtors (customers / clients) may ask you for a quotation on your products for various
reasons. TurboCASH allows you to create a quote on the system. When the debtor (customer /
client) accepts the quote, you may confirm the Quote and Convert it to an Invoice.

Note will not be able update the Quotation to the ledger and it generates no transactions. But
once the Quote has been converted to an Invoice, it can be updated or posted to the ledger.

On 1 March 2021 Mr. AB Green asked for a quote for painting outside of his house.
To create a quote:

1. On the Action ribbon, select Documents (F6).

2. Select "Quotes” in the "Documents” field; if “Quotes” is not selected.

3. Click on the New button.

Only select "New" when you are actually creating a new invoice. Remember that you will only be
able to edit invoice as long as they have not yet been updated to the ledger.

4. The "Debtor accounts” screen is displayed:
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& Debtor accounts. o x
Fiter column Value
New None v||ke v Fiter Clear [ Show disabled
Delete . .
Edit
— [ ebtor code [Hame |Mdr€ss [Address 2 Address3 | Postal cod Telephone 1_|Telephone 2|[Fax Debtor group 1 [E-n
[P 1HDAY] POBox333 Halfway House. 1685 (011) 3151225 | 083 286-6763 [I011) 3151226 | Debtor group 1B mike
LCancel | [1ROGSM bir. Rager Smith |iot 533 Eover Rioad |Glen Austin Ex 3 [Midiand 1685 1011) 3101677 [011) 3101678 smif
| [1CASHE CASH CUSTOMERS I Debior group 14
| |14BGRE bir. AB Green |PoBax 1111 Lakeside Johannesburg 2122 (011)314-9957 | (011]314-9398|(011)314-9933 | Debior group 10| e
| |1mMacos MAC Shop Decor Specialists | PO Box 5555 Momingside  Johanneshug | 2222 1011)314-5557 | (011]314-5558 |(0111)314-5559 mac
| [1oaPen Opening Balances - Debtor Diebtor group 14
G Expart
5. Select the Debtor (customer / client) account (“Mr. AB Green").
6. Click on the Open or OK button.
* 1ABGRE Quote QUDODO0T  Mr. AB Green
“Your reference Document group Date
Document group 14, || 202170301 - Contra account: Standard
Salesperson Document group Due date
Ruszzell “ 2021/03/31 -
Postal address Delivery address Message
Company | Mi 4B Green tdr 4B Green This quote iz valid for 14
Contact [Andrew Green ~ | |Andrew Green v days only.
Address PO Box 1111 Green Street
Address 2 | Lakeside Lakeside Tan reference
Address 3 |Johannesburg Johannesburg 111
Postal code | 2122 2123
Countty | South Africa ~ | South Afica ~
v - + \~ | ==
h e
+0penfastadd  “D: Delete F12 “N:Insert | F7: Exclugive F7: Inclusive F&: Discount F3: Comment F10: Delete all F11: Copy  Add to backarder
= |Item no. Order Ship Tax Unit excl. |Disc% Amount e3|
oy Output VAT - 15%
HE Paint - thite Price Name
Selling price 1 .
Seling price 2 BA0
Selling price 3 600
Debtar Current balance 4900.00  Gross weight 0.00 Exclusive tatal 1000.00
14B-GRE Available 5100.00  MNetweight 0.00 Tax 150.00
Quote no. Credit imit 10000.00 Total discount 0.00 Payments
Std disc 0.00 Invoice total 1150.00 0.00
Fast add item [code/barcode/serial) ® Cancel o K
7. Enter and / or select the following options:

Your reference: @ blank
Leave blank.

Salesperson:

P % Select "Russell”; if not already selected. As Russell was set as the default
salesperson, his name should automatically be displayed. (You may select
any other salesperson if Russell is not doing this quote).

Document . B
group 1/2: ﬁ Select "Document group 1A".

Document group 2 cannot be selected as Groups are not added for

292 - TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy




Creating a quote

Date:

Due date:

Item no.:

Quantity:
Tax:

Discount:

F9:Comment:

B
P

nm S

]

=

B

)

=

B

Document group 2 in Groups. (Setup ribbon).
Select "2021/03/01".

This date will be automatically be calculated. It is the "Date” plus the number
of days set in the Accounting information tab of the selected debtor account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Select "4L-PAINT-E". The description, Quantity (default 7), Output Tax
account, Unit selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive
icon is active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is
active) will be displayed.

The default selling price for the Debtor account will be displayed. Make sure
that Selling price 1 (i.e. "500") is selected for the purpose of this tutorial.

The default quantity is displayed as "1". Enter "2" as the quote is for 2 hours.

The default Output Tax account for the stock item will be displayed. When
the cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Press the Enter key to keep it at the default 0% discount rate.

Click on the F9:Comment icon.

Enter "Paint - White" as a comment.

Click on the OK button.

8. Click on the OK button. TurboCASH will ask you if you wish to print the Quote now.

9. Click on the Yes button. An example of the printed quote, is as follows:
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[ Layoutfile - O x
M 4 M| =8 RO |FEEA R il
Quote Page 1 =
!:5 Qcﬂoci:i?l" Handyman Hardware Store
Lakeside 27 Clifarts Road
Johannesburg Emmarentia
2122 Johanneshurg
2185
Telephone: (011} 3101250
Delivery address P (@31} 330-2000
Green Street Emsl mymeli@myisp nat
Lakeside o
Comany eg no 2EC12345
Johannesburg - -
s Taxr=g no, 24501011
‘ Ouots: QUODDO0T Date: 2021/0301 Account no.: D1ABGRE I
[ Description unit Oy Price  Disc% Exclusive Tax% Tax  Inclusive ]
Paint - Extenor Each 2 50000 1,000.00 15.00% 150.00 1,150.00
Paint - White
Tatal 1,000.00 150 00 1,150.00
Due date 2021033 Quote accepled:
Y our reference
Tac reference. 111111111 b
Message: This quote is valid for 14 Date:
day s only
} Signature:
Salesperson Russell SR mines 1w
v

V.4.2- Confirming a quote - Converting a quote to an invoice

On 13 March 2021, Mr. AB Green confirms that he wishes to repair his roof as quoted on 1 March
2021. We need to check or confirm the quote and convert it to an invoice.

v If you have already created invoices (whether they are updated to the ledger (posted) or not), you may
convert the Invoice to an Order. To do this, select the Invoice on the documents list and right-click and select
the "Documents — Convert invoice to order"” option from the context menu.

You may then edit the order and convert it to a purchase document.
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Confirming a quote - Converting a quote to an invoice

To convert a quote to an invoice:

o You may also convert quotes to invoices from the Input — Confirm (Action ribbon).

1.  Access "Quotes” in the “Documents” field; if “Quotes” is not selected.
2. Select the quote to convert and right-click.

Dacument entry

Documents Search by Walue

.| Mone w Lk~ | Filter Cleat

Al v

Cluote

Bfint Salesperson v

# Setreportinggroupl ¥

Set reporting group 2

B Documents B Copy document
&/ FPrint L & Confirm quotss and arders
Layaut file Others ¢ Creste purchase on default supplier 1 ..
[Detsut v 5 Pluginaction Convert invoiceto order
Layoutfie 2 &4 Plugin mass action & Convert documents to single document
x Document finks Redo discount on decument
?;ISZ;W“' ] T i & Change account
== [} Editaccount
Create backorders to defver
& Printer setup Copy to »
= Expit Create account from- document details

3. On the context menu, select the “"Confirm quotes and orders” option. A confirmation
screen "Do you wish to continue?" will be displayed.

4. Click on the Yes button to proceed. Another confirmation screen "Do you wish to delete
this Quote?” will be displayed.

5. Click on the No button not to delete the quote.

g If you click on the Yes button, the quote will be deleted from the quotes list of the "Document
entry” screen.
Should you click on the No button the quote will still be available on the quote list of the
"Document entry” screen. You may then Copy the quote, change the account, edit the account,
etc. before converting it to an invoice.

g You may delete Quotes in Edit — Delete - Documents (Action ribbon).

6. Click on the Yes button to proceed. An information message “Document(s) created
INO0000T D1ABGRE Mr. AB Green” will be displayed.
Click on the OK button to close the information message.

Access the “Invoices” screen and edit the converted invoice, if necessary.
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V.4.3- Creating an invoice

Once a Quote is converted to an Invoice, check that all the items on the quote are accepted. When
accessing the Invoice documents screen from the Documents - Invoices (Action ribbon) and the
debtor (customer / client) is selected, all available unposted Invoices for that debtor (customer /
client) are listed.

V.4.3.1- Editing an invoice confirmed from a quote

To edit an invoice converted from a quote:
1.  On the Action ribbon, select Documents (F6).
2. Select "Invoices” in the "Documents” field; if “Invoices” is not selected.

The Invoice, listed on the "Document entry” screen, was automatically created when you have
confirmed and converted the quote to an invoice.

3. Select the invoice on the list and click on the Edit button.

* 1ABGRE Invoice INODOOO1  Mr. AB Green
Your reference Dacument group Date
Document group 14 ~ (202140343 - Contra acoount Standard
Salesperson Document group Diue date
Ruszal ~ 202104412 -
Postal address Delivery address Message
Company | Mr 4B Green b1 AB Green 30 Days NettThis quote iz walid far
Contact | &ndrew Green ~ | |Andrew Green w days only
Address| PO Box 1111 Green Street Ref:QL000001
Address 2| Lakeside Lakeside Tax reference b
Address 3 |Johannesburg Johannesburg mnnm
Postal code | 2122 2123
County | South dirica ~ | | Gouth Africa ~

v — + 4 B PAB OO

+0pen fast add  “D: Delete  F12 "M: Insert | FF: Exclusive F7: Inclusive F& Discount  F9: Comment  F10: Delete all F11: Copy

E Item no. Description Order Ship Tax Unit excl. |Disc% Amount 3
NG . % 500.00
+ Paint - White Price Mame Walue
— Selling price 1 (2]
Seling price 2 550
Seling price 3 &00
Debtor Curent balance 2600.00  Gross weight 0.00 Exclusive total 1000.00
14B-GRE fvailable 7400.00 Met weight 0.00 Tax 150.00
Invaice no. Credit limit 10000.00 Tatal discaunt 0.00 Paymerits
Sid disck 0.00 Invoice tatal 1150.00 0.00
Fast add item [code/barcode/serial] S Cancel 0K

The Quote number "QUO0000T", which was converted to this Invoice, is displayed in the very last
line in the "Message” field.

The standard Invoice message is displayed in Message lines and the standard quote message is
automatically added. You may edit these messages.
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Editing an invoice confirmed from a quote

4. Enter and / or select the following options:

Your reference: Enter "AB-INT10" as the reference supplied by Mr. AB Green.

Salesperson:
P @ Check that "Russell” is displayed.
Date:
@ "2021/03/13" (should be displayed, as it is the date on which the quote was
converted to an invoice).
Due date:
@ This date will be automatically be calculated. It is the "Date” plus the number

of days set in the Accounting information tab of the selected debtor account.
5.  The items and details of the quote will be displayed on the respective fields. Check the
quantity and selling price for the paint and the hours is correct. You may edit it, if
necessary.
The quantity ordered is the number of stock items the customer requested. The quantity shipped is
the number of items actually supplied. If the quantity ordered and the quantity shipped are not the
same, the difference will appear on the back order report.
6. Click on the OK button. A confirmation screen “Do you wish to print this invoice?" will be
displayed.
7. Click on the Yes button. An example of the printed invoice, is as follows:

[ Layaut file =5 O b
M < pMlaagAeFEER] .| @
i Invoice Page 1 o
glé Qg((i[ﬁj“ Handyman Hardware Store
Lakeside 27 Clifarts Road
Johanngsurg Emmarentia
2122 Johannesburg
2185
3 Telephone (O11) 315-1350
Delivery address Fae: {Q11) 310-2000
Green Street Em=t myr=ii@myisp net
Lakeside -
o Company rég o 3012235
%TZS”HESEL"Q Taxreg ne. 243010114
| Invoice: INDDOOM Date: 202110313 Account no.: D1ABGRE ]
[ Description U nit Qty Price  Disc% Exclusive Tax%s Tax Inclusive ]
Paint - Extenar Each 2 S00.00 1,000.00 15.00%  150.00 1.150.00
Paint - White
Total 1,000.00 15000 115000
Due date 202710412 " Invoice -accepted:
Your reference. AB-NAA0 Marme
Tax reference: RERRRARAR]
Message: 30 Days Nett Date:
Ref:QUNN0001 Signature:
Salesperson Russell * e R ey IO EI T Wi
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- If you need to print a Delivery note, you may select a Delivery note layout file.

To turn-off (disable) the Delivery notes, select the blank line in the "Layout

file 2" field:

V.4.3.2-

Creating a new invoice

Layout file LI s|iNuuuuE

Default ~
Layout file 2

Delivery note (15 cod

Credit note (10 cade]
Credit note (15 code)

Credit note [no codes|

Credit note Ad Plain [10 code

Enter the rest of your sales:

Salesperson - Tracy
2021/03/14 Invoice INO00002
To: MAC Shop Decor Specialists
Reference: 1B-101

Comment: 3 White cupboards with 6
drawers

Salesperson - Russell
2021/03/15 Invoice INOOOOO3
To: Mr. AB Green

Reference: PH-101

Comment: Paint - Green

Salesperson - Tracy
2021/03/16  Invoice INOO0004
To: Mr. Mike Davies
Reference: I1B-102

Comment: Install 6 cupboards

Install - Built-in cupboard 1,500.00 Paint outside of house 7,000.00 Install - Built-in cupboard ~ 1,500.00
Output Tax - 15% 22500  |Output Tax - 15% 15000  Output Tax - 15% 225.00
Total 1,725.00 Total 1,750.00  Total 1,725.00
To create a new invoice:
1.  On the Action ribbon, select Documents (F6).
2. Select "Invoices” in the “Documents” field; if “Invoices” is not selected.
3. Click on the New button. The "Debtor accounts” screen is displayed:
& Debtor accounts. [m] X
Filker column Value
New Hone. ~| Lke Filter Clear [ Show disabled
Delete: . o
Ediit
— =|Debtor code [Hame 'Mdnss [Address 2 Address3_|Postal code| Telephone 1_|Telephone 2[Fax Debtor group 1 _|E-n|
R IMDANI P 0Box 333 Halfway House 1685 (011) 3151225 |083 286-8763 [(011) 3151226 | Debtor group 16 ik
Cancel | [1ROGSH 1. Roger Smith |Fiot 535 Bover Road |Glen Austin Ext 3 | Midiand 1685 1011) 3101677 1011) 3101678 smil
— | |1EASHT CASH CUSTOMERS Debtar group 14
1ABGRE bir. AR Green |PoBos 11 Lakeside: Johanneshuig | 2122 [01)314-8957 |[011]314-9998 |(011)314-9989  Debtor goup 1C | gree
:WMAEDS MAC Shop Decor Specialists |PD Box 5955 Momingside Johammesburg 2222 (011)314-5557  (011)314-5958 (011)314-5559 mac
| [1o0Pen Opening Balances -Debtor | Debtor group 14

G Expott

4. Select the Debtor (customer / client) account (“MAC Shop Decor Specialists").
Click on the Open or OK button.
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Creating a new invoice

1MACDS Inveice INDD0OD2  MAC Shop Decar Specialists

Your reference Document group Date
Document graup 14 | [2021/03/14 - Contra account Standard
Salesperson Document group Due date
Tracy ~ 2021/04413 -
Postal address Delivery addiess Message
Campany  MAC Shop Decor Specialists MAL Shaop Decar Specialists 30 Daps Nett
Contact | Mac McKay | [Mac McKap v
Address| PO Box 5555 Black Street
Address 2 |Momingside Momingside Tan reference
Address 3 | Johannesburg Johannesburg BEEREEES
Postal code | 2222 2223
Counity | gouth Afiica ~ | | South Africa ~

W — + M M P

“D: Delste F12: "N: Insert | F7: Exclusive

+Open fast add

00

F7: Inclusive F& Discount F3: Camment F10: Delete all F11: Capy

+ 3'White cupboards with B drawers

Price Name:

Selling price: 1 E e
Selling price 2 850 *
Selling price 3 E00

Debiar Current balance 2450.00  Gross weight 0.00 Exclusive total 1500.00

1MA-LDS Avalable 7550.00 Net weight 0.00 Tax 225.00

Invaice no. Credit imit 10000.00 Total discount 0.00 Payments

Std disc? 0.00 Inwoice total 1725.00 0.00
Fast add item [code/barcode/seriall Sc | K
Lancel jul

9

If you would like to include a longer description than the description field, you can press the F9
key for a comment and type in a comment on that line.

Enter and / or select the following options:

Your reference:

Salesperson:

Document
group 1/2:

Date:

Due date:

Item no.:

Quantity order
Quantity ship:

o)

=

Enter "IB-107".

\% Select "Tracy"; if not already displayed.

% Select "Document group TA".

P

)

=

Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups. (Setup ribbon).

Select "2021/03/14".

This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected debtor
account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Select "Sales (no stock)". The description, Quantity (default 1), Tax account,
Unit selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is
active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active)
will be displayed.

Enter "1".
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Tax: The default Output Tax account for the stock item will be displayed. When
the cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Discount: Press the Enter key to keep it at the default 0% discount rate.

7. Click on the OK button. A confirmation screen “Do you wish to print this invoice?” will be
displayed.
Click on the Yes button.
Enter your sales to create invoices INOOO003 and INO00004.

Once you have completed all your invoices, check to see that you are:
o Selling to the right person.
. Selling at the right date.
e Selling the right item requested.
o Selling the right quantity requested.
e Selling at the right price.
e Selling t the correct Tax rate.

‘ Once all your invoices are correct, you may post or update them to the ledger.
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Updating your invoices to the ledger

V.4.4- Updating your invoices to the ledger

Since we have not selected the "Auto-post documents on print” option on the Documents setup (See -
MODULE E.4.5) we need to post the invoices manually.

Check all your Purchases (Goods Received Notes) to see that they are correct and have been updated to the
ledger, before you update the Invoices to the ledger.

To post or update your invoices:
1. On the Action ribbon, select Update ledger (F3).

2. Invoices are displayed by default - listing all your unposted invoices. If not, select

“Invoices”.
m Update invoices - O x
Documents  Batches T,
Invoice no. ‘Date |A.ooou||t Debtor Reference ‘
(| INOO0O0T 202140313 | 1ABGRE Mr. 4B Green ABANTI0 Imvsice ¥
| |INooogo2 2021/03/14 | 1MACDS MAC Shop Decar Specialists IB-101
| |IMooooo3 202140315 | 1ABGRE Mr. 4B Green PH-10 [ Suppress open iem
| |INoaooo4 20210316 | MDAV Mr. Mike Davies 1B-102 ORED
@® From.. o
() Selected
From invoice
INOODOO1 ~
To
INOOOOD4 ~
4
Search by Invoice no.

Invoices in rows with a cream background (i.e. INO000OT), have been printed.
Invoices in rows with a plain white or grey or peach background (i.e. INOOOOO2 to INOO0004), have
not yet been printed.

3.  Click on the “From... to" field and select -
From invoice: INO00001
To: INO00004

4. Click on the Update button. TurboCASH will generate the Sales journal and update the
Sales, Debtors, Output VAT/GST/Sales tax and Stock. The transactions is as follows:

DR Debtor (total amount)
CR Sales (net amount - selling price)
CR VAT/GST/Sales tax (net amount)

V.4.5- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.
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To access the T-Account view of the transactions:

1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. Debtor account Mr. AB Green). Double-click on the selected

account; or right-click and select Show details on the context menu.

3. Click on the following to get specific views of transactions:

*  Batch number (e.g. 10039, 10040, 10041 or 10042 automatically generated).
This will list only the transactions for a specific batch (journal).

¢ Account code (e.g. GO10-000 Sales, T860-010 Output Tax - 15%, D1AB-GRE Mr.
AB Green). This will list the transactions for a specific account.

«  Date - This will list the transactions for a specific date. If you double-click on a

date, the “From date” and "To date” will be changed to the selected date.

After posting the Invoices, the transactions should display as follows in the T-Account viewer:

Batch view
Batch 710039 — INO0000T

L3 T-Account viewer GO10-000 Sales

From dete To date ISR
202/0300 - 2021/04/30 ~ Export
[ AGEE Evpy Empty GO10000° Sales INODO0T
10039 Emply Empty DIABGRE Mr. 48 Green INODO00T
10039 Emply Empty TEEO0 0 Output VAT - 15% INODO01
< L3
Batch 10040 — INO000O2
3 T-Account viewer G010-000 Sales
From date Todate [ IEEETEREE
2021/0301 ~ 2021/04/30 Expont
004G, Empty Emply DIMACDS  MAC Shop Decar Sperialists INDOODOZ
10040 Empty Empty TEEOM 0 Cutput VAT - 15% INGOOO02
10040 Empty Empty GO10000" Sales INO0D002
g L3
Batch 10041 — INO00003
L T-Account viewer G010-000 Sales
From date Todate [ Show conira
2071/0301 ~ 2021/04/30 Export
AT Empry Empty D1ABGRE hr. A8 Green INODO003
10041 Empty Empty TEE000 Output VAT - 15% INDDO003
10041 Empty Empty GO10000° Sales INDDO003
< L3
Batch 10042 — INOO0004
L3 T-Account viewer GO10-000 Sales
From date To date LIEERETS
202103/~ 202170430 - Export
AH0EZ, Empty Empty DIMDAYI M. Mike Davies INDOO004
10042 Empty Empty TEEOMD Output VAT - 15% INDO004
10042 Emply Empty GO010000% Sales INDOO004
« L3

Print

Paint - Esterior
Inveice JABANT10
Inveice JABANT10

FErint

Inweice /1B-101
Inwoice AB-101
Install - Builtin cupboards

Print

Inwoice JPH-101
Invoice /PH-101
Paint - Exterior

Frint

Inwoice /IB-102
Invoice /B-102
Install Builtin Cupboards

INO0D0OT
INO0D0OT
INO0D0OT

INO0D002
INODO00Z2
INO0O002

INO0003
IN0OO003
IN0OD003

INOO0004
INODOON4.
INOO0004

Opering balances

2021/03/13
2021/03/13
2021/03/13

Opening balances

20210314
2021/0314
2021/03/14

DOpening balances

2021/0315
2021703115
2021703115

Opening balances

2021/03/16
2021/03416
2021/03/16

Debit
0.00

1.150.00

1.150.00

Dehit

0.00

172500

1,725.00

Debit
0.00

115000

1.150.00

Dehit

0.00

172500

1,725.00

Credit

1.000.00

150.00

1.150.00

Credit

226.00
1.500.00

1.725.00

Credit

150.00
1.000.00

1.150.00

Credit

22600
1,500.00

1,725.00

302 - TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy



T-Account view of transactions

Account view
Accounts in the Debtor’s ledger:

&
&b Mr. AB Green

DM1ABGRE Wr AB Gresn

Debit Credit
10028 AN0¥13 INDDOOOT ImioneiAB-INTIG 115000
1000001 .
10041 H21OIE  INDO0D03 IvoesPE-101 115000
000002
Tatals 2,300 0D
&b MAC Shop Decor Specialists
01MACDS MAC Shop Decor Specialists Debit Credit
10040 22140314 INDODGOZ Imvoiee/IB-101 17200
1ODI00Z
Totals 1,725.00
[ A
&b Mr. Mike Davies
DIMDAVI Mt Wike Daves Debit Credit
10042 A2103E INDIDDO4 Ineope/IB-102 1,72500
NODDG0L 5
Totals 1,725.00
Accounts in the General ledger:
3
E--; Sales
G010000° Sales Bebit Credit
10038 ;2103713 NDDDOOT Faint- EvEricor 1,000:00
HOOa001
10040 20210314 NOODDOZ instali- Buit-in cupbossds 1.500:00
FODOO0Z
10041 2210215 MNO00G02 Fant- EErior 1.00000
MOD2003
10042 2210318 NODOOOL Install Buil-in Cupbcarcs 1.500.00
NOODOOS .
Totals 5.800.00
= Output Tax - 15%
TBE0010 Dutpul VAT - 15% Debit Eredit
10023 2A0210¥%12  INDODOOT Imeoie (AE-INTID 15000
L] .
10040 2210312 |NDoDooz ImenE= /18101 22|20
Hoooanz "
10081 010215 WODDOD3 IneoioeFH-101 15000
Nooogo2 B
10042 20A03ME  INODDOD4 Imvoice /B 102 22500
1000004 F
Totals | T50.00

i

Debits = Credits

| ]
Debit transactions in the Debtor’s ledger (i.e. individual %8 Debtor accounts).

Credit transactions in the General ledger (i.e. E Sales and =~ Output Tax (VAT/GST/Sales tax accounts)).
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DOCUMENTS / STOCK SETTING AND PARAMETERS

w.1-

DOCUMENTS / STOCK SETTING AND PARAMETERS

[ 'T'I The Tax authorities may impose changes in the VAT (GST/Sales tax) rates. For example, in South Africa,

the South African Revenue Services (SARS), changed the VAT rate from 14% to 15% on 1 April 2018.

If you need to enter your own transactions on which 14% VAT is applicable, on or before 31 March 2018,
you need to use the Tax codes for VAT at 14%.

In this MODULE, VAT is based on 15% tax for taxable transactions after 31 March 2018.

It is important that the required accounts and settings be absolutely correct before you proceed
with purchasing and selling of stock items in a Set of Books. If this is not done, you may find
incorrect results in TurboCASH. For example, the Cost of sales transactions may not be generated
when documents are posted to the ledger or the cost of sales may be calculated at average cost in
stead of latest cost, etc.

Setup of Documents is a once-off process:

1.

Documents setup (Setup ribbon) — Check document numbers, messages, set layout files,
etc. - (See - MODULE E.4.5).

Groups (Setup ribbon) — Add the Cost of sales reporting group under Account group 1
(Reporting group 1). Also add Reporting groups 1 and 2 for Document groups and Stock
group 1 /2, where applicable. - (See - MODULE E.4.4).

Salesperson (Setup ribbon) — Add Salespersons. - (See - MODULE E.4.7).

Batch types (Setup ribbon) — Add Cost of sales batch (only to be used with Cost of sales
settings for the Default Stock type). - (See - MODULE E.4.3).

Stock information (Setup ribbon) — Unit prices, Selling price descriptions, Default selling

price.

For the purpose of this tutorial, we need to activate and set the cost of sales parameters,

if the Cost of sales were not set correctly when you created your Set of Books. - (See -

MODULE E.4.6).

| JT'I You also have the option of ticking “use average cost” - if you wish you may leave this field not
ticked in which case, “latest cost” will be used for calculating the value of your stock. Consult with

your accountant as to which method you should use. The value of your stock can affect your
profit and loss figures.

Accounts (Action ribbon) — Create a Cost of sales account for Trading stock. - (See -
MODULEF.1).
Creditors (Action ribbon) — Create a Sundry supplier account. - (See - MODULE F.3).
Debtors (Action ribbon) — Create a Cash customer and Linking Debtors to a Salesperson.
- (See - MODULE F.4).
You may print a Company information (Reports = Company info — Information) report to check
the Cost of Sales settings (Average cost or Latest cost) Selling price descriptions. This report will

also display the default headings and messages that will print on document layout files (i.e.
Invoices, Quotes, Credit notes, Purchases, Supplier returns and Orders).
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Your Set of Books should be set up to process documents for the purchase and selling of trading
stock items.

W.2- BASICS OF TRADING STOCK

Before you start with this Chapter in the Tutorial, you need to be absolutely sure that all settings for Stock
items, Cost of sales and Documents are correct.
Please refer to (See - MODULE E.4.6) - Setup Stock information (with particular attention to Cost of sales).

£,

Invoice

7 Flow
Suppliers Customers L -
( ! Purchase Document | Crom | Sales Invoice
[ Gy Pererprion | Pege | Amount | (e | oussrwnan | Price | Amouns
10 ® | 500 500 [ 1 ® | 100 100

==
Subsidiary Ledgers
Creditor_Supplier Bill

TS chbreeanc Debtor Tom
o Quantity
Purchase 500 Tn | Gut| Bakance | €25 | Total Sale 100
10| 10 |50 | 500
| 1 9 |50 | 450
General Ledger
Cost of Sales [ Sales
Purchase 500/ Sale 50 Sale 100
Balance 450
Creditor's Control Account|| Stock Control Account || Debtor s Contral Acceunt |

Purchase 500 [Sale 50 |Purchose500|| sale 100 |

N
[

|| When you first set up TurboCASH, it is important that you either enter a purchase or do a stock take-on for

=" each stock item, before entering any invoices. By doing this you are giving TurboCASH the cost price of the
stock item.
The cost price is used to update the Cost of sales and Stock accounts, when an invoice is created. Therefore,
if TurboCASH does not have a cost price, the cost of sales account will be updated with a zero amount. This
will cause your gross profit to be over inflated.

I'JF“ It is important that the required accounts and settings be absolutely correct before you proceed with

“" purchasing and selling of trading stock items in a Set of Books.

If this is not done, you may find incorrect results in TurboCASH. For example, the Cost of sales transactions

may not be generated when documents are posted to the ledger or the cost of sales may be calculated at

average cost in stead of latest cost, etc.

If you generate documents from your stock item code file in TurboCASH, transactions will
automatically be generated when documents are updated or posted to the ledger as follows:

* Sales documents (Invoices and Credit notes) in the Sales journal (as linked to the
“Batch type" field of the Invoices and Credit notes tabs in Documents setup (Setup
ribbon).

*  Purchase documents (Purchases and Supplier returns) in the Purchase journal (as
linked to the "Batch type” field of the Purchases and Supplier returns tabs in
Documents setup (Setup ribbon).

The transactions for the Default (Trading stock) stock type, is as follows:
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Trading stock items (Default stock type)

Purchases (Purchase journal)

Invoices (Sales journal)

DR - Stock item (net cost price - Input Tax excluded)
DR - Input Tax (% of purchase price)
CR - Creditor (full amount - Input Tax included)

DR - Debtor (full amount - Output Tax included)
CR - Sales (selling price - Output Tax excluded)
CR - Output Tax (% of selling price)

Cost of sales journal

DR - Cost of sales (cost price)
CR - Stock (cost price)

The transactions for Supplier returns (Credit notes received from creditors (suppliers)) are exactly
the opposite than those of purchase documents (Invoices received from creditors (suppliers)).

The transactions for Credit notes (issued to debtors (customers / clients)) are exactly the opposite

than those of Invoices.

Trading stock items (Default stock type)

Supplier returns (Purchase returns journal)

Credit notes (Sales returns journal)

DR - Creditor (full amount - Input Tax included)
CR - Stock item (cost price - Input Tax excluded)
CR - Input Tax (% of purchase price)

DR - Sales (selling price - Output Tax excluded)
DR - Output Tax (% of selling price)
CR - Debtor (full amount - Output Tax included)

Cost of sales journal

DR - Stock (cost price)
CR - Cost of sales (cost price)

All other stock types (excluding the Bills of Materials (BOM) stock type), have no cost of sales

transactions.

0 The Bills of Materials (BOM) and the Bills of Materials (Production) (BOM (Production)) stock types, are

usually linked to trading stock items (components).

W.3- TAKING ON TRADING STOCK ITEMS

The opening balances for your stock items must be entered for each individual stock item - you
cannot simply enter the total from the trial balance. You need to inform the program of the
quantities on hand and the cost prices for each stock item.

TurboCASH will calculate the value of each stock item by multiplying the quantities on hand by the
cost price. After all the quantities and cost prices of your stock items are entered, the total value of
all stock items should be equal to the control figure (stock control account), as per your financial

statements.
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W.3.1- Entering opening quantities on hand and cost prices

In practice you would now do a stock take and inform TurboCASH as to the numbers of each item
you have in stock. Unless your opening balances are actually entered into the system, TurboCASH
would never know how many items you had in stock to start with. For the purpose of this tutorial,
we have 5 drill presses and 4 compressors to take on.

9

Example: List of stock items in the Stock ledger, is as follows:

Hanoliyraon Havdlware Stove
List of Stock Iltems as at 28 February 2021
Ciketindify (VRS Wadue of Stock
Stock.ftewn | Stock Code | 5y Huindl | Cost Price| i Hamat
Lisor 3601:-3& 4 | 1+ oc000 4 00000
Oridl Press 3Dvi = S00.00 2 50000
Total & 50000

Only the total value (cost price of stock) is entered as the opening balance of your stock items.
To take on opening balances for your stock items:

1. On the Action ribbon, select Stock items (F12).

2. Click on the Advanced mode button. The Advanced mode button's caption will change

to Default.
f& Search |tern code Description Extra description
New ‘ ‘
Clear
Dalste Reporting gioup 1 Reparting group 2
5= Tupe Barmn Unallocated
Hardware
Ed Labour
Option
Power tools

Purchases

Cancel Sales

Copy fram item

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

Default
Limit rowis

200 “«ie > |20 [~] [~] 0 | 1ooo.00]  1,000.00
Barcods " Diill press 3| 201912725 16:1| Pawer tool % 500,001 50000 v
4LINSTEUP | Instal - Builkin cup| 19| 2019/12/25 16:1| Labour 0 0.00 001
& Report 4L-PaINT E Paint - Exterior 18|2019/12/25 18 TILaboul 1] i} 0.00 0.0o v
. BOM BOM 132018712425 161 Bom 0 i 000 150000 W
el erelop s BOMPRODUCT BOM (Production] | 14/2015/12/25 16:1] Bom i i oo 0o
[ 8ingle line mode GL-CODE General ledger 10/2018/12/25 16:| Labour 0 il 000 0o W
Updats type OPTIONITEM | Option item 11| 201812425 15:2| Dption 0 0 0,00 [
Stock take-on v OFTIOMITE M- Option item [ra ste] 12| 2013/12/25 16:2] Dption 0 i 0.00 001 W
FURCHASES | Purchases B|2019/12/25 16 ZIF‘ulchases 0 0 0.00° 000 |

e M

3. Select the Stock take-on the "Update type" field (on the sidebar).

v You may select (tick) the "Power tools" in Reporting group 1, and click on the Search button to list
only the stock items linked to "Power tools".

Select “"COMPRESSOR" to take on the compressors. Enter “4" for the Quantity on hand (in
the "On hand" column) and "7000" for the Average cost (in the “Avg. cost” column).

13

You may click on any column heading and drag it. For example, to enter the Average cost (in the
"Avg Cost” column), simply click on the column heading and drag it next to the "On Hand"
column.

4,
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5. Select the stock code for the “DRILL PRESS" to take on the drills. Enter “5" for the
Quantity on hand (in the “On hand” column) and "500" for the Average cost (in the "Avg.

cost” column).

6. Click on the Save button.

W.3.2-

Printing stock item listing reports

To print a stock item listing report:

1. On the Reports ribbon, select Reports — Stock — Stock item listing. The "All selling
prices” report options will be displayed.

2. Select the "Stock item listing” from the list of reports.

[ Stock item listing

Stock item listing

- [m] X

[ 0penin FDF

From

Feporting aroup 1

[3comp

Empty

To

Eom
Hardware

[3oRILL

Labour

Sequence
Stack description

Show details

Mew page per item

Option
Paint

& Power tools
Purchases
Sales
Taols
Unallocated

S Cancel

3. Select the following options:

From:

To:

Reporting group 1:

Show details:

New page per item:

J@ Select the Stock item i.e. "3COMP" on the list.

% Select the Stock item i.e. "3DRILL." on the list.

\/E‘j Click on the “Power tools” tick box to view only those Stock items linked

to this Stock groupl. You may also remove the tick to view all items, if
the last Stock item is selected.

@ Leave blank.

@ Leave blank.
4. Click on the OK button.
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The report is displayed as follows:

| [ stock item listing = [} b4
LR ipM|sagRe|FEFAR ) \
1 Stock jtem lising i~ |

From siock cods: JCOMP To: JORILL

Sequence: Siock descripion Show detilz No ‘

New page per item: No
Code Description Unit size On hand Quantities Value
- Unposted On hand
3C0OMP Conpressot Each 3 4 4000
BRILL Cril prazs Each % 5 250008
Total Vaiue: £.500.00

v

I"r You should have 6,500.00 of Stock on hand. This amount should balance with the stock records
=" and the stock control account in your previous accounting records.

Handywmian Havdiwrarve Stove
List of Stock ltews as at 28 February 2021

Qundentif Uit Value of Stock.

S it Stock- Cade | o, Hﬂﬂ-&:‘r Cc.tt";"kn'.c.'t i f-lfu--d
a0t 5601:/39 4 | 1 ooooo 4 00000
Dridl Press 3DviL = S00.00 2 50000
Totad 6 50000

It is recommended that the source document (e.g. stock item list, etc.) be attached to this Stock
item List (take-on of opening balances) and that it be retained for record and audit purposes.

This report only reflect the Quantities and value at cost price (Quantity x Cost price as in this case
the number and amount entered in the "Avg. cost” column for the Stock items).
It is good practice to retrieve a detailed report to check that you have entered all the details and
information correctly. To view additional information, select the “Show details” option. This will list
the Extra description, Manufacturer, Unit size, Net and Gross weight, Selling prices 1/2 /3,
Barcode, Reporting group 1/ 2 and preferred supplier 1/ 2.
I"r It is also recommended that the All selling prices Stock item listing report s printed to check your
selling prices, before you start invoicing.

5.  After viewing the report, click on the Close button to close the report preview screen.

W.4- PROCESSING CREDITORS - ORDERS AND PURCHASES

The transactions will automatically be generated when purchase documents are updated or
posted to the ledger. It will automatically generate and update (post) the transactions to the
ledger in the batch types as set (linked) in the Documents setup (Setup ribbon) - Purchases and
Supplier returns tabs.

I'T‘ It the Tax (VAT/GST/Sales tax) rate increased (as in South Africa, from 14% to 15%), make absolutely sure
" that the correct Tax (VAT/GST/Sales tax) rate is selected.
If the 14% Tax (VAT/GST/Sales tax) rate is still reflecting on the Tax lookup, it is recommended that the 14%
Tax (VAT/GST/Sales tax) rate be set to "“Disabled” (once the 14% transactions are finalised) in the "Status”
field of Accounts on the Action ribbon.
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Creating an order

W.4.1- Creating an order

You may need to place an order with any of your creditors (suppliers).

When the Goods are received (or services are rendered), you may confirm the order against the
actual goods / services received.

Orders cannot be updated (posted) to the ledger and it generates no transactions. But, once the Order has
been converted to a Purchase document, it can be updated (posted) to the ledger.

Order 3 x Drill presses from A-ONE Suppliers:

A-ONE Suppliers
3 Dirill presses at
Input Tax - 15%
Total

ORDER: OR000001 - 2021/04/01

1,500.00
225.00
1,725.00

To create an order:

1.  On the Action ribbon, select Documents (F6).

2. Select "Orders" in the "Documents” field; if “Orders" is not selected.

3. Click on the New button. The “Creditor accounts” screen is displayed:

2 Creditor accounts

New None
Delete

Edit

Fiker column

Value

~| |Lke ~ Filker

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

Cea [ Show disabled

Save

Cancel

Open A

G Export

ABC-Service-Centre

|POBO:3333  |Lakeside
BEST Suppliers |P 0 Box 45532 | Halfway House
Opering balances - Credtar |
SUNDRY SUPFLIERS |

Johanneshurg | 2122
-ONE Suppliors |P 0 Box 31318 | Marshalhown |Johannesburg |2000 1011)838.9221 |(011) 838:3222 |(011) 8389223 aonest@pinksolt.ca 2a

(c o
101)313-9357 | (01113136998 | (011)313-9339 | abo@pirksoft co.za

1685 (01113103110 (0111 310-3111 best@pinksoft.co 25

4. Select the Creditor account ("A-ONE Suppliers").

Click on the Open or OK button.
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“our reference

2A0NES Order OR000002 A-ONE Suppliers,

Dacument gro

Diacument group 1B

up Date

e [2021/04/01

-

5.00 items on hand..

Cantra account: Standard

Salesperson Diocument group Due date
Empty ~ 2021/08/01 -
Postal address Delivery address Message
Company | &-0ME Suppliers A-OME Suppliers
Cantact | Mr. Andy Austin | | M1 &ndy Austin w
Address|P O Box 31318 Lustin Street
Address 2 | Marshallown Marshalltown Tax reference
Address 3 [Johannesburg Johannesburg 06012345
Postal cods | 2000 200
Country | 5uth Africa ~ | | South Africa ~

v — + 4 8 PBOM0O

+0pen fast add  “D: Delete F12 “N: Insert | F7: Exclusive F7: Inchusive F8: Discount F3 Comment F10: Delete all F17: Copy

+ 3DRILL

Drill press

Creditor

Current balance 600.00 Gross weight D.00 Exclusive total 1500.00
ZA0-MES Available 11400.00 Met weight 0.00 Tax 225.00
Order no. Creit limit 12000.00 Total discount 0.00 Payments
Std disc® 0.00 Irweoice total 1725.00 0.00
Fast add it de/barcode/serial
ast add item [code/barcade/senal) @ Concel v Ok

6. Enter and / or select the following options:

Your reference:
f \% Enter "4562" as the reference for the order.

Salesperson: .
P \% Select "Russell”. Salespersons are optional for orders. This field is to show
who handled the order.
Document
u . JEj Select "Document group 1B".
group 1/2:
@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups. (Setup ribbon,).
Date:
\% Select "2021/04/01".
Due date:

@ This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected
creditor account.

Press the Enter key until you get to the transaction details screen (skip the
"Address, Delivery address” and "Message” fields).

It
emno \% Select "3DRILL". The description, Quantity (default 1), Tax account, Unit
Purchase or Cost price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive
icon is active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is
active) will be displayed.
Quantity: Enter “3".
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Tax: The default Input Tax account for the stock item will be displayed. When the
cursor is in this field, the Tax accounts lookup will be displayed. Confirm that
it is correct by pressing the Enter key.

Discount: Press the Enter key to keep it at the default 0% discount rate.

7. Click on the OK button. A confirmation screen "Do you wish to print this order?” will be
displayed.
8. Click on the Yes button.

W.4.2- Confirming / Converting an order to a purchase document

We have already placed an order with our A-ONE Suppliers - and the three drills are received on 7
April 2021. The order needs to be checked and converted into a Purchase document or a Goods
received note.

o If you have already created invoices (whether they are updated to the ledger (posted) or not), you may
convert the Invoice to an Order. To do this, select the Invoice on the documents list and right-click and select
the "Documents — Convert invoice to order"” option from the context menu.

You may then edit the order and convert it to a purchase document.

To convert an order to a purchase document:
0 You may also convert Orders to Purchase documents from the Input — Confirm (Action ribbon).

1. Access "Orders" in the "Documents” field; if “Orders” is not selected.

2. Select the order to convert and right-click.

Document entry

Dacuments Search by Value )
Orclay «| |Nonz = bke |l | [ Fite Clear
Al v v
Hew = T
E|id | lm.lDate ‘Dscriprjnn Due date ‘Aoud ‘
Edit |2021/03/0 ABC-Service-Cenlre 021 /03/37 5/

ol |2021/o- Bl A-ONE Supplers | z021/05 Bl
Salespersan, 3
# Setrepartinggioup 1 ¥

i Set reparting group 2

| Documents B Copy decurrient
Layiit file & Punt v & Confirm quotes and orders
I Default v Others ¥ #  Convert documents ta single document B
Layout fils 2 & Plugin action & Change account

=, Y Plugin mass action [} Editaccount
e T Document links Create purchase on default supplier 1
Seieen s L ~ Capy o ¥
Create account from document details
& Printer setuip

3. Right-click and select the “Confirm quotes and orders” option on the context menu. A
confirmation screen “"Do you wish to continue?" will be displayed.

4. Click on the Yes button to proceed. Another confirmation screen “"Do you wish to delete
this Order?" will be displayed.
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5.

W4.3-

Click on the No button not to delete the order.

9

If you click on the Yes button, the order will be deleted from the "Orders” list of the "Document
entry” screen.

Should you click on the No button the order will still be available on the Orders list of the

“Document entry” screen. You may then Copy the order, change the account, edit the account, etc.

before converting it to a purchase document.

g You may delete Orders in Edit - Delete - Documents (Action ribbon,).

Creating a purchase document

Once an Order is converted to a Purchase document (Goods received note), it must be checked to

see that the correct stock was received.

W.4.3.1-

Editing a purchase document confirmed from an order

To edit a purchase document converted from an order:
1.
2.

On the Action ribbon, select Documents (F6).

Select “Purchases” in the “Documents” field; if “Purchases” is not selected.

The purchase document, listed on the "Document entry” screen, was automatically created when

you have confirmed and converted the order to a purchase document.

Select the purchase document on the list and click on the Edit button.

Your reference
Salesperson
Russell

Company
Contact
Address

Address 2
Address 3

Postal code

Country

2A0NES Purchase PU0OD0003  A-ONE Suppliers,

Document group
Dacument group 18
Document group

~

Postal address

~

Date

202104406

Due date

2021/06/05

Delivery address

-

-

Message

5.00 items on hand..

Contra accountStandard

4-0ONE Suppliers 2-0NE Suppliers

Mr. Andy Austin o || M Andy Austin ~

POBox 21218 Augtin Street Ref.ORO0OD002
tarshalltown Marshalltorn Taureterence R
Johannesburg Johannesburg 906012345

2000 2001

South Africa ~ | | South Africa ~

v — + M & PB OO

+0pen fast add

“D: Delete F12: "N: Insert | F7: Exclusive

F7: Inclusive

F& Discount F3: Comment F10: Delete all F11: Copy

£|Item no. Description
+ Cill press

Creditor
280-MES
Puichase no.

Current halance:
Available
Credit imit
Std disc

Fast add item (code/barcade/serial]

2325 00
9675.00
12000.00
0.00

Gross weight
Met weight

0.00 Exclusive total 1500.00
0.00 Tax 225.00
Total discount 0.00 Papments
Invoice total 1725.00 0.00
® Cancel " OK
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o The order number "OR000002", which was converted to this purchase document, is displayed in
the very last line in the "Message” field.

4. Enter and / or select the following options:

Your reference:
f Enter "4562" as the reference of the creditor.

Date:
@ 2021/04/05 (should be displayed, as it is the date on which the order was

converted to a purchase document).

Due date:
@ This date will be automatically be calculated. It is the “Date” plus the number

of days set in the Accounting information tab of the selected creditor account.

5.  The items and details of the order will be displayed on the respective fields. Check the 3
drills and the purchase or cost price is correct. You may edit it, if necessary.

6. Click on the OK button. A confirmation screen “Do you wish to print this purchase?” will
be displayed.

7. Click on the Yes button.

» You are now ready to enter the rest of your purchases.

W.4.3.2- Creating a new purchase document

We have also purchased two (2) compressors:
PU0O00004 - 2021/04/06

Invoice 3532 from

BEST Suppliers

2 Compressor 2,000.00
Input Tax - 15% 300.00
Total 2,300.00
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To create a new purchase document:

1.

On the Action ribbon, select Documents (F6).

Select "Purchases” in the "Documents” field; if “Purchases” is not displayed.

Click on the New button. The “Creditor accounts” screen is displayed:

& Crediter accounts

New
Delete
Edit
Save
Cancel

Open

G- Expot

o x
Filter column Valie
None v||bke ~ Filer Clear [ Show disabled
Use your mouse to pull a column here to group on that column
reditor cod - [Name Address Postal cod| Telephone 1 [Telephone 2 [Fax -

PO Bo:
[P0 Box 9399

(011J313-8387 |[011)313-9998 |(011)313-9999 | abe@pinksoft co.za

Lakeside

ABC-Service-Cerlre

Johannesburg | 2122
ADNE Supplers |POBok 3138 | Marshaltonn | Johannesburg | 2000 (011)838:9221 |[011) 8389222 | (011) 8389223 acnes@pinksoftcoza
BEST Suppliers |P 0 Box 45532 | Halfway House 1685 (011) 3103110 (011 310-3111 | best@pinksoft co.za
Operning halances - Credior |
SUNDRY SUPFLERS |

Select the Creditor account (“BEST Suppliers”).
Click on the Open or OK button.

‘our reference

2BESTS Purchase PUO00004 BEST Suppliers, 1.00items on hand..

Document graup Date

32 Dacument gioup 18 | [202170408 - Conhia accountStandard

Salesperson Document graup Due date
Russell ~ 2021/05/06 -
Postal address Delivery address Message

Company | BEST Suppliers BEST Suppliers

Contact | Mr Ben Best ~ | |MrBen Best ~

Address |P 0 Box 45532 Best Street
Address 2 | Halfway House Halfway House Tax reference
Address 3 1234567892

Postal code | 1685 1686
Country | South Africa ~ | South Africa ~

N4

+0pen fast add

— + o O3 OD

“D: Delete F12: “N: Insert | F7: Exclusive F?: Inclusive F8: Discount  F9: Comment F10: Delete sl F11: Copy

Amount excl.

Creditr Current balance: 2700.00 Gross weight 0.00 Exclusive total 2000.00

2BE-STS Aovailatle 7300.00 Mt weight 0.00 Tax 300.00

Purchase na Credit limit 10000.00 Total discount 0.00 Payments
Std disc® 0.00 Invoice total 2300.00 0.00

Fast add it de/barcode/serial

| ast add item [code/barcode/senal) @ Cancel v Ok
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Creating a new purchase document

6. Enter and / or select the following options:

Your reference: ()

Salesperson: ~/@

Document group J@

1/2: @
Date: ~/@
Due date: @
=)
Item no.: \ﬁﬁ
Quantity:
Tax: g
Discount:

Enter "3532" as the reference of the creditor.

Select "Russell”. Salespersons are optional for purchases. This field is to
show who handled the purchase.

Select "Document group TA”".

Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups (Setup ribbon,).

Select "2021/04/06".

This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected
creditor account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Select "3COMP". The description, Quantity (default 1), Tax account, Unit
price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is active - or
Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active) will be
displayed.

Enter "2".

The default Input Tax account for the stock item will be displayed. When the
cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Press the Enter key to keep it at the default 0% discount rate.

7. Click on the OK button. A confirmation screen “Do you wish to print this purchase?” will

be displayed.

8. Click on the Yes button.

ey

| | TurboCASH defaults to an average costing basis. Please ask your accountant whether to use this option or

to check the “use latest cost” option.
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W.4.4-

Updating purchase documents to the ledger

Since we have not selected the "Auto-post documents on print” option on the Documents setup (See -
MODULE E.4.5) we need to post the purchases manually.

To post or update your purchases:

1.

On the Action ribbon, select Update ledger (F3). The “"Update Invoice” screen will be
displayed.

Select "Purchases” and its name will change to “Update purchases” - listing all your
unposted purchases.

L3 Update purchase — u] X

Documents  Batches Select type
Purchaseno. __ |Date [Account __[creditor Reference ]

[»|PuOOD00S 2021/04/05 |250NES | ADNE Suppliers 4562 Pt 4

|_|Puoooos 2021/04/06 | 2BESTS BEST Suppliers 32
[] Suppress open item

Options

@® From ... to

O Selected

From purchase
PLI000003 ~

To
FLI000004 ~

2

Search by Purchase no,

Search +" Update X Close

Purchases in rows with a cream background (i.e. PUO00003) have been printed.
Purchases in rows with a plain white or grey background (i.e. PUO00004), have not yet been
printed.

Click on the "From... to” field and select -
From purchase:  PU000003
To: PU000004

Click on the Update button. TurboCASH will generate the Purchases Journal, and update
the stock, creditors and Input VAT/GST/Sales tax. The transactions is as follows:

DR Stock (net amount)
DR VAT/GST/Sales tax (net amount)
CR Creditor (total amount)
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T-Account view of transactions

W4.5- T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.

To access the T-Account view of the transactions:

1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select an account (e.g. Creditor account A-ONE Suppliers). Double-click on the selected
account; or right-click and select Show details on the context menu.

3. Click on the following to get specific views of transactions:

*  Batch number (e.g. 10043 or 10044 automatically generated). This will list only

the transactions for a specific batch (journal).

*  Account code (e.g. G750-000 Stock control, T860-020 Input Tax — Standard rate
- 15%, C2AO-NES A-ONE Suppliers). This will list the transactions for a specific

account.

+  Date - This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the Purchase documents, the transactions should display as follows in the T-Account

viewer:

Batch view
Batch 10043 — PU000003 — A-ONE Suppliers

L T-Account viewer G300-000 Creditors control

From date To date [l shaw zanra
cootia/m v 202202028 ~ Export
643 Empty Empty G750000 Stock contral FUO0000Z
10043 Empty Empbr 850020 Input VAT - Standard rate -1 PLODDOD3
10043 Empty Empi C240NES  A-ONE Suppliers FLOD0003
< L3

Batch 10044 — PUO00004 — BEST Suppliers
L T-Account viewer GID0-000 Creditors control

From date To date ] Show cortra

2021/04/01 ~ 2022/02/28 ~ Export
10044 Empty Empty G750000 Stack contral PLIO00004
10044 Empty Empty TBE0020 Input VAT - Standard rate -1¢ PLOD0004
10044 Empty Empty C2BESTS BEST Suppliers PLIO000O04

< B

Frint

Diill press
Purchases /4562
Purchases /4562

Print

Campressar
Purchases /3532
Purchases /3532

FUO0OO0Z
PUIDOOO03
PUO0DOO3

PUDO0NOA
PLIDOO0O4
PLID0OODA

Opering balances

2021/04/06
2021/04/05
2021704405

Opering balances

2021/04/08
2021704708
202104708

Debit
0.00

1.,500.00
225.00

1.726.00

Dehit

0.00

2,000.00
30000

2.300.00

Credit

1.725.00

1,725.00

Credit

2.300.00

2.300.00
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Account view
Accounts in the Creditor’s ledger:

o
@b A-One Suppliers

CZADNES A-ONE Supplisrs Dehit Credit
10043 20210405 AUO00003 Rurchases A2 172500
AIO00003
Totals 172500

|
@b BEST Suppliers

C2BESTS BEST Suppliers Debit Credit
10044 2021/04'068 PUDD0004 Furcheses 2522 230000

PU0D0004 .
Totals 2,300.00

Accounts in the General ledger:

tid
& Stock control

G750000 Stock contral Debit Credit
10042 Z031/0405  FLLO0IDO3 Trill press 1.500.00
AR00002
10044 ZOPUO4CE  FOODODA Compesssor 200000
RI00004
Totals 3500.00

= Input Tax — Standard rate 15%

TEAO020 Input VAT - Standard rate -15% Debit Credit
10043 2021/0805 PAO00003 Furohases 4552 2250
RIGB0003 .
10084 Z20Z1/0402  RIOO0004 Furchaszes 2532 20000
PUOD0004
Totals ‘ 52500

i3

Debits = Credits
el m
Debit transactions in the & Stock control account (i.e. Stock ledger) and Input Tax (VAT/GST/Sales tax)

o
Credit transactions in the Creditor’s ledger (i.e. individual % Creditor accounts)

W.5- PROCESSING DEBTORS - QUOTES AND INVOICES

If you are selling stock to a customer or debtor, it is best to create an Invoice using the
Documents - Invoices and not in the Batch entry - Sales Journal. By creating an Invoice
TurboCASH will automatically write up your Sales journal for you, credit the stock, credit the
Output VAT/GST/Sales tax and debit the debtor.

o Invoices could also be used for any sales other than stock. Non-stock items could be captured through the

Batch entry - Sales journal (Action ribbon). An example of a non-stock item could be the sale of old or
obsolete furniture, which your business does not use any longer.
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Creating a quote

W.5.1- Creating a quote

Your Debtors or Customers may ask you for a quotation on your products for various reasons.
TurboCASH allows you to create a quote on the system. When the Debtor or Customer accepts the
quote, you may confirm the Quote and Convert it to an Invoice. You will not be able update the
Quotation to the ledger, since it generates no transactions. But once the Quote has been
converted to an Invoice, it can be updated or posted to the ledger.

On 1 April 2021 Mr. Davies asked for a quote on a drill press.
To create a quote:
1. On the Action ribbon, select Documents (F6).
2. Select "Quotes” in the "Documents” field; if “Quotes” is not displayed.

3. Click on the New button. The "Debtor accounts” screen is displayed:

& Debtoraccounts m] x
Fiter colurn Value -
New Hone o[k~ Fiter Cesr | [ Show distled
Deele
Edt
o [z[Debtor code [Hame Address 2 Address3 | Postal cod¢| Telephone 1_|Telephone 2[Fax Debtor group1 |E-ni
[P TEA F oy How T 13151255, |05 38 8753 1011 315122, Debtor g 18, i
Concel [[TROGSH M. Fager Smitn [Piot 638 Bover Fioad | Glen AustinExt 3 Fidkand 1685 011) 3101677 011) 3101678 e
[icesHC |casHcusTOMERS | Debtor group 14
[ [148GRE M. AB Gieen [P0 gertit Lakesice Johameshug 2122 | (D11)3149957 | (0117314:3998 (0113149399 Deblorgioun 1T |
[[MACDS WAL Shop Decor Specilits | D Box 5565 Momingeide | Joharmeshuig 2222 | [O11/S145557 (0113145558 10113145553 mad
[100PENOpening Balances -Debtar | Debtor group 14

G- Expot

4. Select the Debtor account (“Mr. Mike Davies")
Click on the Open or OK button.
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“four reference
D-1m
Salesperson
Tracy
Company
Contact
Address
Address 2
Address 3
Postal code

1MDAVI Quote QUODDD0Z2  Mr. Mike Davies,

Document group
Document group 18
Document group

4.00 items on hand..
Date
W |2021/04/01 L

Due dale

Contra aceount: Standard

2021/05/01

Postal address Delivery address Message
r Mike Davies Mr Mike Davies This quote is valid for 14
Mr. Mike Davies | |[Mr. Mike Davies ~ daps only.
PO Box 333 195 AZ Street
Halfway House Eastem Areas Tax reference

Halfway House

1685

1686

336012345

Countty | South Aica

4

+0pen fast add

South Afiica

+ M &

“D: Delete F12: “N: Insert | F7: Exclusive | F7: Inclusive

F8: Discount

— BODO®R

F3: Comment F10: Delete all F11: Copy  Add to backorder

Amount excl.

1.00 |Qutput VAT - 15%

» Price Mame

Selling price 1

Selling price 2 1100

Selingprice3 1200
Debtor Current balance 8275.00  Gross weight 0.00 Exclusive total 1000.00
THD-AVI Avallale 172500 Netweight 0.00 Tan 150.00
Ouote no Credit fimt ~ 10000.00 Tatal discount 0.00 Payments

Std disc 0.00 Invaice total 1150.00 0.00

Fast add item [cods/barcode/serial) T

‘ ‘ ® Cancel

Enter and / or select the following options:

Your reference: @ blank
Leave blank.

Salesperson:

P \ﬁ@ Select "Tracy”; if not already selected. As Russell was set as the default
salesperson, his name should automatically be displayed. (You may select
any other salesperson if Tracy is not doing this quote).

D t
ocumen- J@ Select "Document group 1B".
group 1/2:
@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups.(Setup ribbon).
Date:
e B setect 2021/04/01"
Due date:

@ This date will be automatically be calculated. It is the “Date” plus the
number of days set in the Accounting information tab of the selected debtor
account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Item no.:

D

Select "3DRILL". The description, Quantity (default 7), Output Tax account,
Unit selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is
active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active)
will be displayed.

B

The default selling price for the Debtor account will be displayed. Make sure
that Selling price 1 is selected for the purpose of this tutorial.
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Quantity:

Tax:

Discount:

Confirm "1".

0 o

The default Output Tax account for the stock item will be displayed. When
the cursor is in this field, the Tax accounts lookup will be displayed. Confirm

that it is correct by pressing the Enter key.

Press the Enter key to keep it at the default 0% discount rate.

7. Click on the OK button. A confirmation screen "Do you wish to print this quote?” will be

displayed.

8. Click on the Yes button.

W.5.2-

Confirming a quote - converting a quote to an invoice

On 7 April 2021, Mr. Davies confirms that he wishes to take the Drill press as quoted on 1 April
2021. We need to check or confirm the quote and convert it to an invoice.

To convert a quote to an invoice:

o You may also convert Orders to Purchase documents from the Input — Confirm (Action ribbon).

1. Access “"Quotes” in the “Documents” field; if “Quotes” is not selected.

Docurnets

Quots:

Lok file
Dafault
Layiout filg 2

Send teport o
Sereeh
B Printer sehup

& Eport
Single line mode

Document entry

Gearch by I\fall‘lﬁ
None ~ Like =~ Fifter Clear
Uriposted ~ =l |
Z|id |Dnmm|=_nt M‘DB'.E |Desq'ipﬂmr Due date ‘Aou'd
31| BU0G0001 2021703/0 Mr AB Bree 20277033 | 54/
7 ex | z021/05 | 77|

Salesperson Lo
Ei Setreporting group | 4
#  Set reporting group 2

Documents | @ Cepy document

Print *| & Confinn quotes anc orders

Others r Create purchase on default supplier 1
@ Plugin action Convert invoice te order
W Plugin mass action #  Convert documents to single document

Docurment links | Redo discount on document

iF-" Change sccount
D Editaccount

Create backorders to deliver
Copy to 4

Create account fram document details

2. Select the quote to convert and right-click.
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3. On the context menu, select the “Confirm quotes and orders" option. A confirmation
screen "Do you wish to continue?” will be displayed.

4. Click on the Yes button to proceed. Another confirmation screen “"Do you wish to delete
this Quote?” will be displayed.

5. Click on the No button not to delete the quote.
g You may delete Quotes in Edit — Delete — Documents (Action ribbon).

o If you click on the Yes button, the quote will be deleted from the Quotes list of the "Document
entry" screen.

Should you click on the No button the quote will still be available on the "Quotes” list of the
“Document entry"” screen. You may then Copy the quote, change the account, edit the account,
etc. before converting it to an invoice.

6. An information message “Document(s) created INOOOOO5 D1MD-AVI Mr. Mike Davies" will
be displayed.
Click on the OK button to close this screen.

Access the "Quotes” screen and edit the converted invoice, if necessary.

W.5.3- Creating an invoice

Once a Quote is converted to an Invoice, check that all the items on the quote are accepted. When
accessing the Invoice documents screen from the Documents - Invoices (Action ribbon) and the
debtor (customer / client) is selected, all available unposted Invoices for that debtor (customer /
client) are listed.

W.5.3.1-  Editing an invoice confirmed from a quote

To edit an invoice converted from a quote:
1.  On the Action ribbon, select Documents (F6).
2. Select "Invoices” in the "Documents” field; if “Invoices” is not selected.

9 The Invoice, listed on the "Document entry” screen, was automatically created when you have
confirmed and converted the quote to an invoice.

3. Select the Invoice on the list and click on the Edit button. The screen for “Invoice entry” is
displayed:
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Editing an invoice confirmed from a quote

* 1TMDAWVI Invoice INOODODS  Mr. Mike Davies,
Your reference Document graup Date
D101 Document group 16 | 2021704407
Salesperson Document group Due date:
Tiacy ~ 2021705407

Postal addiess

Delivery addiess

8.00 items on hand..

Contra account: Standard

Message

Campany | Mr Mike Davies Mr Mike Davies 30 Days MettThis quate is walid for
Contact | Mr. Mike Davies ~ | [Mr. Mike Davies ~ days only.
Address |P O Box 332 195 A2 Street Fief. 0000002
Address 2 |Halfway House Eastern Areas Tax ieference
33012345

Address 3
Postal code | 1685

Halway House
1686

~ | South Africa v

+ 4 M P 00

“D: Delete F12 “N: Insert | F7: Exclusive F8: Discount  F9: Comment  F10: Delete al F11: Copy

County | gquth Africa

N4

+0pen fast add

F7: Inclusive

ice Name
Selling price 1
Seling price 2
Seling price 3

Debtor
ThD-41
Invoice no.

1000.00
150.00
0.00
1150.00

0.00 Exclusive total
0.00 Tax
Total discount

Invoice total

7125.00
2875.00
10000.00
0.00

Gross weight
Met weight

Current balance
Ayailable
Credit it
Std disc’

‘ ® Cancel

Payments
0.00

Fast add item (code/barcade//serial]

9

Enter and / or select the following options:
()|

v 0K

The quote number "QU000002", which was converted to this invoice, is displayed in the very last
line in the "Message” field.

Your reference: Enter "D-101" as the reference number.

Salesperson:
P @ Check that "Tracy" is displayed.
Date:
@ "2021/04/07" (should be displayed, as it is the date on which the quote was
converted to an invoice).
Due date:
@ This date will be automatically be calculated. It is the "Date” plus the number

of days set in the Accounting information tab of the selected debtor account.

The items and details of the quote will be displayed on the respective fields. Check the
quantity and selling price for the drill is correct. You may edit it, if necessary.

The quantity ordered is the number of stock items the customer requested. The quantity shipped is
the number of items actually supplied. If the quantity ordered and the quantity shipped are not the
same, the difference will appear on the back order report.

Click on the OK button. A confirmation screen “Do you wish to print this invoice?" will be
displayed.
Click on the Yes button.

» You are now ready to enter the rest of your invoices.
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W.5.3.2-

Creating a new invoice

Enter the rest of your Sales:

Salesperson - Tracy Salesperson - Russell Salesperson - Tracy
2021/04/09 2021/04/10 2021/04/11
Invoice INOO0006 Invoice INOO0007 Invoice INOO0008
To: Mr. Smith To: Mr. Davies To: Mr. Smith
2 Compressors 3,000.00 1 Compressor 1,500.00 2 Drill presses 2,000.00
Output Tax —15% 450.00 Output Tax - 15% 225.00 Output Tax - 15% 300.00
Total 3,450.00 Total 1,725.00 Total 2,300.00
To create a new invoice:
1.  On the Action ribbon, select Documents (F6).
2. Select “Invoices” in the "Documents” field; if “Invoices” is not selected.
3. Click on the New button. The "Debtor accounts” screen is displayed:
& Debtor accounts. [m] x
Filter column Value
New Hone. ~| ke Fiter Clear [ Show disabled
Delete
Edit
- 2| pebtor code: Address2_ |Address3 | Postal codd| Telephone 1| Telephone 2[Fax Debtor group 1_|E-m
kDA [F 0 Box 233 Faliway House 7685 {071 3151205 | 083 286 8763 |(011) 3161926 | Debior group 18, | mikd
Cancel [ [1ROGEM|Mr. Roger Smith [Plot 535 Bever Fload |Glen Austin Ext 3 |Midiand 1685 1011) 3101677 1011) 3101678 smif
-~ 1CASHE. CASH CUSTOMERS | Debtor group 14
ZWABEHE Mr. AB Green |FoBexiin Lakeside Johannesburg | 2122 [011)314-9997 |(011)314-9998 | (011)314-9939  Debtor group 1C | gres
71MAED5 MAC Shop Decar Specialists IPD Bow 5555 M amingside Johannesburg | 2222 (011)314-5557 | (011]314-5558 |{011)314-5559 mac
[ [10oFen Opening Balances - Deblor Debtor group 14
- Export
4. Select the Debtor account ("Mr. Roger Smith").

Click on the Open or OK button.
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1ROGSM Invoice INODOODE  Mr. Roger Smith, 5.00 items on hand..

‘Y'our reference [ocument group Date
C-0z Document group 1B ~ | (2021704409 - Contra account:Standard
Salesperson Diocument group Due date
Tracy ~ 2021./05/09 -
Postal addiess Delivery addiess Message
Company |Mr Roger Smith Mr Roger Smith 30 Days Nett
Contact |Mr Roger Smith ~ | |MrRoger Smith ~
Address |Plot 539 Bower Road PFlot 539 Boxer Road
Address 2| Glen Austin Ext 3 Glen Austin Ext 3 Taw reference
Address 3 | Midrand Midrand 342023456
Postal code | 1685 1E8E
Country | South Africa ~ | South Africa ~

7 —

+Dpen fast add

+ M &

“D: Delete F12: "N: Insert | F7: Exclusive

0 [0

F8: Discount FS: Comment F10: Delete all F11: Copy

F7: Inchusive

Output VAT - 15%

ice Mame Value
Selling price 1 aa0.........
Selling price 2 1800
Selling price 3 1700
Debior Current balance 6750.00  Giross weight 0.00 Exclusive total 3000.00
TRO-GSM tvailable 5250.00 Net weight 0.00 Tax 450.00
Invoice no. Credit limit 12000.00 Total discount 0.00 Payments
Std disc¥ 0.00 Invoice total 3450.00 0.00
Fast add item [code/barcode/serial] ® r ) o Ok
Lancel o

9

If you would like to include a longer description than the description field allows you can press
the F9 key for a comment and type in a comment on that line.

6. Enter and / or select the following options:
Your reference: E  enter “c-102" as the reference for the debtor.

Sal :

atesperson % Select "Tracy"; if not already displayed.
D t

ocumen- J@ Select "Document group 1B".
group 1/2:

@ Document group 2 cannot be selected as Groups are not added for

Document group 2 in Groups.(Setup ribbon).
Date:
ae B setect "2021/04/00"
Due date:

@ This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected debtor
account.

Press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Item no.:

Select "3COMP". The description, Quantity (default ), Tax account, Unit
selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is active
- or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active) will be
displayed.
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Order / Ship
(Quantities):

Tax:
Discount:

Enter "2".

The default Output Tax account for the stock item will be displayed. When
the cursor is in this field, the Tax accounts lookup will be displayed. Confirm
that it is correct by pressing the Enter key.

Press the Enter key to keep it at the default 0% discount rate.

7. Click on the OK button. A confirmation screen “Do you wish to print this invoice?" will be

displayed.

Click on the Yes button.
Enter your sales to create invoices INOO0007 and INOOOOO8.

I'THI Once you have completed all your invoices, check to see that you are:
4 *  Selling to the right person.
e  Selling at the right date.

U Se

L
lling the right item requested.

*  Selling the right quantity requested.
L

e Selling at the right price.
. At the correct Tax rate.

W.54- Updating your invoices to the ledger

Since we have not selected the "Auto-post documents on print” option on the Documents setup (See-
MODULE E.4.5) we need to post the invoices manually.

I'T‘I Check all your Purchases to see that they are correct and have been updated to the ledger, before you
update the Invoices to the ledger.
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Updating your invoices to the ledger

To post or update your invoices:

1.
2.

W.5.5-

On the Action ribbon, select Update ledger (F3).

Invoices are displayed by default - listing all your unposted invoices. If not, select
“Invoices”.

L] Update invoices * — m] X
Daocuments  Batches Select type
Invoice no. [Date Account _[Debtor Reference |
|#|INOOOOOS 2021/04/07 | 1MDAVI Mr. Mike Davies D10 Invoice e
| |IN0O000s 2021/04/09 [1ROGSM Mr. Roger Smith C-102
| |IN0oo0o7 2021/04410 [ 1MDAVI Mr. Mike Davies c-103 [ Suppress open item
| |IMooo002 2021/04411 [1ROGEM Mr. Roger Smith D-102 s
@® From ... o
O Selected
From invoice
1N00000S ~
Tao
INOODDOS ~
4
Search by Invaice na.
Search +" Update X Close

Invoices in rows with a peach background (i.e. INO0O0006 and INOOO008), have been printed.

Invoices in rows with a plain white or grey background (i.e. INOOOOO5 and INO000O?), have not
yet been printed.

Click on the “"From... to" field and select -
From invoice: INO00005
To: INO00008

Click on the Update button. TurboCASH will automatically write up your Sales journal. It
will control Sales, Cost of sales, Output VAT/GST/Sales tax and Stock.

The following journals are passed:
DR Debtor (total amount)
CR Sales (net amount - selling price)
CR VAT/GST/Sales tax (net amount)
DR Cost of sales (cost price)
CR Stock (cost price)

T-Account view of transactions

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, printed, exported and analysed.
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To access the T-Account view of the transactions:

1.
2.

On the Reports ribbon, select T-Ledger analyser 1 or 2.

Select an account (e.g. Debtor account Mr. Mike Davies). Double-click on the selected
account; or right-click and select Show details on the context menu.

Click on the following to get specific views of transactions:

*  Batch number (e.g. 10045, 10047, 10049 or 10051 for Sales transactions
automatically generated). This will list only the transactions for a specific batch
(journal).

0 If the Cost of sales is activated, TurboCASH will generate the following 2 batches for
each Invoice:
1. Sales batch — This is the journal (batch type) linked to the Invoices in
Documents setup (Setup ribbon) (e.g. Batch number 10045, 10047, 10049,
and 10057).
2. Cost of sales batch — This journal (batch type) selected on Stock information
(Setup ribbon). The Cost of sales account is selected on the Ledger tab for
Stock items (e.g. Batch number 10046, 10048, 10050 and 10052).

*  Account code (e.g. G100-000 Cost of sales account, G750-000 Stock control,
T860-010 Output Tax -15%, D1MD-AVI Mr. Mike Davies). This will list the
transactions for a specific account.

«  Date - This will list the transactions for a specific date. If you double-click on a
date, the “From date” and "To date” will be changed to the selected date.

After posting the Invoices, the transactions should display as follows in the T-Account viewer:

Batch view
Sales (Selling prices)
L T-Account viewer G010-000 Sales —
From dats To date [ IEE=E
2021/04/01  « 2022/02/28 ~ Export Print < Debit Credit
Opening balances 000
0045 Empty Empty GO100007 Sales INGODOCS Dl press INODOOOS 202104707 1.000.00
10047 Empty Empty GO10000% Sales INOODOODE Compressar INODOO0S 2021/04/09 3,000.00
10049 Empty Empty GO10000% Sales INOOOno? Campressor 1N0D0007 2021/04110 1.500.00
100571 Empty Ermpty GO10000% Sales INOODDE Dl press INODO00B 2021/04/11 2.000.00
<
000 7.500.00
Cost of sales (Cost prices)
L T-Account viewer G100-000 Cost of sales —
From date To date [ hows coriea
2021/03/01  ~ 2022/02/28 - Export Frint Debit Credit
Opening balances 0.oo
TR Empty Emply G100000¢ Cost of sales Cos*DOC* *COST OF SALES /D101 INODODOS 2021/04/07 500.00
10048 Empty Emply 100000 Cost of sales Cos-DoC “COST OF SALES /0102 INO0D00S 2021/04/09 2,000.00
10050 Empty Enmpty 6100000 Cost of sales Cos*DOC *COST OF SALES /G103 INO0D007 2021/04410 1.000.00
10062 Empty Emply 100000 Cost of sales Cos-DoC “COST OF SALES /D102 [ 2021/04111 1.000.00
S L3
500,00 500,00

0 TurboCASH calculates Cost of sales according to either Average cost or Latest cost, depending on your
selection on Stock information. (Setup ribbon).
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Cost prices and Quantities are determined by the following:
*  Opening stock balances entered.

«  Purchase documents posted (updated).

o If the Cost of sales is activated, TurboCASH will generate the following 2 batches for each Invoice:

*  Sales batch — This is the journal (batch type) linked to the Invoices in Documents setup (Setup
ribbon).

Cost of sales batch — This journal (batch type) selected on Stock information (Setup ribbon).

Account view (Selling prices)
Accounts in the Debtor’s ledger:

9
&b Mr. Mike Davies
DAMDAV] Mr. Mike Davies

Debit Credit
10045 202170407 INODD0DDE regies 1O-101 1,450
300005 .
10048 202170410 INDDDOOT rvoios /C-102 172500
H000007 E
Totals 2,875.00
@& Mr. Roger Smith
DIRCGSM Mr. Roger 3mith Dehit Credit
10047 2021/0409 NOGD008 Imeoioe C-102 245000
HOO0000G
10051 20210411 NODODODOE Irmeoice D-102 230000
NOOO00E.
Totals 575000
Accounts in the General ledger:
[
Ea% Sales
G0000* Sales Debt Cradt
10048 20210407 NODODOE Drill prass 100000
NOGD0OS .
10047 2021/0408 NOODODE Compressod 300000
WOGD0GE 3
10043 Z0/0410 NODOODT Cormressor 150000
000007 "
10061 ZQ21/04°11  NODODDS Orillpress 200000
NOG003E .
Totals T7.500.00
= Output Tax —15%
TBE0010 Ciutput VAT - 15% Debit Cradit
10047 202004907 M0OGDI0S Imé oioe T-101 18000
NDOD00S
10049 2020/0409 MNOODDDS i gice 1C-102 25000
NDDGODE
10GE1 20000410  NOQDDDT I gice iC-103 23500
NOODODDT .
10083 202070411 M0O000E Imyoice /0102 20040
NO0000E
Totals 112500

i

Debits = Credits

| ]
Debit transactions in the Debtor’s ledger (i.e. individual & Debtor accounts).

Credit transactions in the General ledger (i.e. L—”"-‘- Sales and = Output Tax (VAT/GST/Sales tax) Accounts).
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g The Cost of sales transactions are not applicable to those Stock types dealt with in MODULE J.

Account view — Cost of sales (Cost prices)
Accounts in the General ledger:

E Cost of sales

G100000° Cost of sales Debit Credit
10042 20210407 NODODOE *COSTOF SALES 0107 £0000

CosDoC .
100 20210409  NODODOS *COSTOF SALES C-102 200000

CCsSDos i
10050 20210410 NODODDT “COSTOFSALES €103 1.00000

cosDocT ) .
10062 Z02110411  NODODDE “COSTOF SALES 0-103 100000

CCsoe .

Totals 450000

tid
& Stock control

G7E0000 Stock controt Debit Credil

10048 20210407 INDODOOE “COSTOF SALESD-101 500.00
oosrnoc

10048 20210409 INDODOOE CCST OF SALES/C-102 2,000.00
oCcs oG .

10050 ZOZ10410 INDODOOT CTOSTOF SALESC-102 1.000.00
Cos 00

10052 20210411 INDODOOE TOOSTOFSALESD 102 1,000.00
ocsooc .

Totals ‘ 4,500.00

i

Debits = Credits
Debit transactions in the E---i Cost of sales account

(=]
Credit transactions in the & Stock control account (i.e. Stock ledger).

o Any quantities and cost prices will automatically be updated for all stock items on the invoices.
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INTRODUCTION TO THE CALENDAR

X.1- INTRODUCTION TO THE CALENDAR

In TurboCASH, you may use the Calendar to perform various actions. For example, you may record
appointments with your debtors (customers) and creditors (suppliers), set and process repeating
documents (Invoices and Purchases). This will allow you to optimise your planning and generate
Invoices for hours registered with your debtors (customers / clients).

In addition to this, you may also add any tasks, events and manage your contacts.

You may set the reminder, to allow a pop up screen to remind you of these actions well in advance.

You may then click in the Open item button of the "Reminder” screen to perform this action, as
scheduled.

If the Reminder was not activated; or if you wish to adjust the reminder, select the "Event”, and select the
“Edit event..."” option on the context menu.

To launch the calendar and add an event:
1.  On the Action ribbon, select Calendar.

You may set the Calendar to launch by default when opening a Set of Books. To do this; select
the "Show calendar" option on Setup — System parameters (Setup ribbon,).

L Oes | r Calendar Cimate invoices for hours
7
| Vd
T
Calor H Display days Timeslat [ ] May 2021 |
alsnoat Mon Tue Wed Thu Fri Sat Sun |
> |week 18 - % 7 ) 23 0 1 2
da s v Friday, May 07 17
3 4 5 B 7 B Fl
7 00 18
Contacts —_
10 1 12 13 14 15 18
= e
— 8 o0 jf Dentist | 17 18 13 20 21 2 23
® — 20
t 24 E E3 27 28 23 30
Tasks 9 00 Repsating invaices 21
| C20BCOS | ABC-Difice-Supplies | Tracy | Order [ w7 1 2 3 4 5 5
10 00 | D1ABGRE |Mr. AB Green | Russel | Paint house [
= i Task list -TutboCASH
[ 5/6/2021 - Statements
00
il o | [P sr7s2021 - Cash How
[l 54242021 - Rerittancs-advise
12 00 | DIMDEVI ;. Mike Davies | Tracy |Imvice
B D14BGRE | Mr. 4 Green | Fussel | Follow up !
Add event...
13 00 | DIABGRE [Hir 4B Groon | Aussol | Credit lmit it vt
D1CASHE | CASH CUSTOMERS | Tracy | Special sale e —
14 oo Create Invoice
D1ROGSM | Mr. Roger Smith | Tracy | Credit imit
15 oo I D1ROGSM | Mr. Rroger Smith | Tracy | Quote
16 00
Print — v

v These events in the Calendar are available on 2021/05/07 in HANDYMAN-B Set of Books.
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The context menu (right-click) allows you to select the following:

a) Add event - create new appointments for creditors (suppliers) or for debtor
(customer / client) appointments (up to six (6) categories). You may also
generate documents (Repeating invoices or Quotes “Hours").

b) Edit event — Edit / change or reschedule any of these events.
c) Delete event — Permanently delete / remove a selected event.
d) Create Invoice — Create invoices for any of the six (6) categories of debtor
(customer / client) appointments.
@ Multi-User Calendar Plugin may also be purchased for Multi-user versions.

"

2. Select a date and right-click on a time slot. On the context menu, select the “Add event...
option. The “Untitled — Event” screen is displayed:

Untitled - Event X
Event  Plugins
Appointment
Subject [ 1 1 Empty | Erepty ‘
Catogor !
#pnointment . "
B Repeating invaices Location| |
Salesperson: |1 Debtor appointment F :
P I Creditor appaintment fReessne
B Hows ~
B Debtor appointment 2 X Appaintment recunence
I Debtor appointment 3 A
Start| @ Debtor appointment 4 © ~ None ~ [iJsS
End time | 2021/05/07 @ [0a30 - &
U [ Reminder 15 * | Minutes )
TurboCASH Caricel

3. Toregister (create) an appointment; you need to select one of the categories to use the
different functions. The categories, are as follows:

Category Description / Function

Appointment This allows you to create general appointments and set reminders for
these appointments (events).

Repeating invoices This allows you to set repeating invoices for debtors (customers / clients).

You may create repeating invoices for a specific debtor or a debtor group.
Debtor appointment (up  This allows you to set appointments (events) for debtors (customers /

to six (6) categories) clients). You may also add notes, etc. and set reminders. You may create
up to 6 categories of appointments for your debtors (customers / clients).
Creditor appointment This allows you to set appointments (events) for creditors (suppliers). You
may also add notes, etc. and set reminders.
Hours You may use the hours to create invoices for a debtor (customer / client).
For the purpose of this tutorial, the Invoices for hours and Repeating invoices will be discussed
here.
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Debtor appointments - All events for the six (6) categories are listed in the Appointment tab for a
selected debtor (customer / client) account.

Creditor appointments - All events are listed in the Appointment tab for a selected creditor
(supplier) account.

X.2- REPEATING INVOICES

Should you need to invoice a debtor (customer / client) or specific debtors (customers / clients) on

a regular basis (e.g. monthly, etc.), you may use the “Repeating invoices” category to schedule and
process the repeating invoices with a few mouse-clicks.

Once the Repeating invoices is scheduled, you need to reopen the Repeating invoices event to
process the repeating invoices.

To set repeating invoices:

1. Select a date and right-click on a time slot. On the context menu, select the "Add event...”
option. The “Untitled — Event” screen will be displayed.

Untitled - Event e
Event  Plugins
Appointent
Subject [Repesting inveicss |
Category | B Fiepeating inveices v
Locatian| ~]
Salesperson: | Russel “lProcssns| | Please save tis repeating nvoice fisl After
teopening you can add dients to the invoice:
~
[ &0l dap event K2 Appointment recunence
Stait nme|2nzw J05/07 g| |na i} v‘ Marthly by date ~ 0=
End time | 2021/05/07 @ [0330 ~ Repeat unti | 2022/05/07 @
¥ Opeminder 15 2 Minutes @
TurboCASH Cencel

2. On the "Untitled Event” screen, enter and / or select the following:

Subject:
@ Leave blank. If you click on the OK button, "Repeating invoices” will
be displayed in the "Subject” field.
Cat 0
ategory; \% Select "Repeating invoices”.

l :
Salesman % Select “Russell” as the salesperson.
All day event: @ Leave blank
Start time:

J@ Select "2021/05/07". This is the date and time as selected on the

Calendar from where the "Untitled - Event"” screen was launched. If
this date is not correct, you may select the correct date.
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End time:
@ Field disabled.

Appointment recurrence: \ﬁ@ Select “Monthly by day”

Repeat until:

Reminder:

@ The default will be one year as from the "Start time".

@ Leave blank. You may activate it and set the "Minutes, Hours" or

"Days" to remind you in advance to process repeating invoices.
Click on the OK button to register and save the “Repeating invoices — Event”.

Reopen the "Repeating invoices — Event” to add your debtors (customers / clients). The
Repeating invoice tab will be added to the "Repeating invoices — Event” screen. Click on

the Repeating invoice tab.

Repeating invoices - Event
Event Repeating invoice  Plugins
- L 1
Process list Inwoice date | 2021/05./07 @~
Delete Account no Description Diocument group 1 Document o, Rieference
» 1ABGRE i Mr. AB Green Empty INODOOD3 PHAD1
Process selected || W AABBRE . |
Frocess al L

You may enter a Message (up to 3 lines) to display on the invoice. This message will be
displayed on the “Message” fields in the “Document entry” screen's header section and

will be printed on the printed invoice.

Select the Invoice date “"2021/05/07"; if not correct. This is the date on which, the

invoice(s) will be created.
Click on the New button.

L Repeating invoice - O X
Type

Copy invoice ~

Debtar

D1ABGRE | Mr. AB Green

Documents
INDOO003 | PH-101 ~
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11.
12.
13.

X.3-

Select the following options:

Type: L .
P \% Select "Copy invoice” (default option).
Debtor:

evtor % Select "Mr. AB Green”.

Documents:

\% Select "INO00003".

o If you select the "Copy invoice to group 1" option as the "Type”, you may to select a specific Debtor
reporting group 1.

Click on the OK button. The details of the debtor will be listed in the Process list.

. Click on the Process selected button. Once the process is finished, a confirmation

message “"Document(s) created!" will be displayed.

Click on the OK button.

Click on the OK button of the Repeating invoices — Event (e.g. “Monthly Invoices”") screen.
Click on the Documents — Invoices. The Invoice will be created as INO00009, as per this
example. Edit the Invoice, if necessary.

o This Invoice may then be viewed on the "Document entry” screen as Unposted.
You may also view and print the Invoice on the Documents tab of the Debtor account (Action
ribbon).

Once the Invoice is posted (updated to the ledger), it will be listed as a debit transaction on the
Transactions tab of the "Debtor account”.

o The Repeating invoice — Event will be displayed in Red colour on the time slot of the scheduled
day. The Day in the calendar will also be underlined and displayed in a Red font.

CREATING INVOICES FOR HOURS

The Calendar (Planner) allows you to schedule appointments with debtors (customers / clients)
and generate quotes for appointments / services rendered. This combines your electronic dairy
with the quotes and invoicing features in TurboCASH5.

You may then send them the quote for the time. Once the appointment is finished / completed,
you may convert the quote to an invoice and edit it before posting the invoice to the ledger.

For example, if you have scheduled a 3 hour appointment, and it took only 2 hours, you may edit
the invoice (converted quote) change the number of hours from 3 to 2 hours.
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To create invoices for hours:

1. Select a date and right-click on a time slot. On the context menu, select the "Add event...”
option. The "Untitled — Event” screen will be displayed.

2. Select the "Hours" category. A field “Hours" will be added to the “Untitled — Event”

screen.
Untitled - Event X
Event  Plugins
Appointment
Subijsct [DTABGRE | r. AB Green | Russell | Paint house
Category | HE Hours v
N
Dettor [D1ABGRE | i AB Green W] Location| EEEETEERERRRT,
Salesperson: | Ruszell | Pracessna:
.
[l &0 day evert R Appointment rscurence
Stan time 2021 /05407 @ [1ow v Nons v 0=
End time 2021/05/07 @ [1zo0 - (&)
A CReminder |15 2 [Minutes [R
Paint house white
TurboCASH Cancel

3.  Click on the “Hours" field and select a debtor (customer / client) account.

4. Select "Russell” as the salesperson.

The Debtor code, description and name of the salesperson (and Description, e.g. "Paint House", if
entered in the "Subject” field), will automatically be inserted in the “Subject” field.

5. Select the "Start time" and "End time" for the appointment. If this is event is for the whole
day, you may tick the "All day event” field.

Appointment recurrence should be "None". Trying to select any of the recurring options will
display an "Error Hours cannot be repeated”.

6. Click on the OK button to register the event and add it to the Calendar. This event will be
may be viewed and if the reminder was set, you will be reminded of the event.

7.  When ready to process the quote, click on the Create invoices for hours button.

r Calendar | Create invoices for hours |
Vd

The “Hours between date” screen is displayed:

L Hours between date ~ — O x
From dale
{2021/05407 B
Tadate
{2021 /05407 B
Stock tem
[ALFaINTE \L%

« OK § Canee!
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11.
12.

13.

Select the dates “From date” and “To date".
Select the Stock item. The Stock code will be displayed.

Click on the OK button. The Quotes will be generated. Once the process is finished, an
information message “Quote(s) generated!" will be displayed.

Click on the OK button.
Click on the Documents — Quotes. The Quote should be created as "“QU000003", as per

this example.
* 1ABGRE Quote QUOD0D00S  Mr. AB Green
Your reference Document group Date
Empty || 2021/05/07 - Contia accountStandard
Salesperson Document group Due date
Russsll ~ 2021/06/06 -
Postal address Delivery address Message
Campany | Mr. 48 Green Mr. 4B Green
Contact | Andre Green | |Andrew Green v
Address |PO Box 1111 Green Strest
Address 2 | Lakeside Lakeside Tan reference

Addiess 3 |Johannesburg

Johannesburg

11111

Postal code | 2122

2122

areen(@pinksoft.co.za

Countty £ mety

~ | Emply

v — + d M PB OO

+Dlpen fast add

=

“D: Delete F12: "M: Insert | F7: Exclusive F7: Inclusive F& Discount F9: Comment F10: Delete sl F11: Copy  Add to backorder

Frice Name Valie
Selling price 1 500
Selingprice 2 550 'Y

Selling price 3 600

Debtor Current balance 4900.00  Gross weight 0.00 Execlusive total 1000.00

14B-GRE Avvailable 5100.00 Het weight 0.00 Tax 150.00

Quote na Credit limit 10000.00 Total discount 0.00 Papments
Std disc® 0.00 Irwoice total 1150.00 0.00

Fast add item [code/harcode//serial) ® Carcel 0K

[ I
Edit the Quote, if necessary. You may print these quotes and send them to your debtor
(customer / client). For the purpose of this tutorial, “2" hours and “7,000.00" is the selling
price.

This Quote may then be viewed on the "Document entry” screen as Unposted (not converted to an
invoice).

You may also view and print the quote on the Documents tab of the Debtor account (Action
ribbon).

Once the quote is is converted to an invoice and the invoice is posted (updated to the ledger), it
will be listed as a debit transaction on the Transactions tab of the Debtor account.

The Hours — Event will be displayed in Magenta colour on the time slot of the scheduled day. The
Day in the calendar will also be underlined and displayed in a Red font.

0
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X.4- CREATING INVOICES FOR DEBTOR APPOINTMENTS

You may also create invoices for any of the six (6) categories of appointments scheduled with
debtors (customers / clients).

o You may also create invoices for Creditor appointments.

To create invoices for debtor (customer / client) appointments:
1. On the Calendar, select any of the six categories of debtor appointments and right-click.

2. On the context menu, select the "Create Invoice” option. A new "“Invoice entry” screen,
displaying all the information and details for the debtor (customer / client) account will

be displayed.
@ TMDAVIE X IMNOO0010  Mr. Mike Davies, 3.00 items on hand.. — [m] >
Your refershce Document group Date
Document group 14 ~| [2021/05/08 - Contra account:Standard
Salesperson Document group Due date
Tracy ~ 2021/06/07 -
Postal address Delivery address Message
Company | Mr. Mike Davies Mr. Mike Davies 30 D ays Mett
Contact [Mr. Mike Davies ~ | M Mike Davies ~
Address|P O Box 333 195 AZ Street
address 2 | Halfway House Eastern Areas Tax reference
Address 3 Halfwsy Houss 3362345
Postal code | 1625 1626 mike@pinksoft oo za
Countty | £ mpty ~ | Empty

— +

“D: Delete F12: "M: Insert | F7: Exclusive

w7

+0pen fast add

=M B E OO

F7: Inclusive F8: Discount F3 Comment F10: Delete all F11: Copy

Output VAT - 15%

Price MName
Siellimg price 1 A P
Seling price 2 1100
Seling price 3 1200

Creditar Current balance 8275.00 Gross weight 0.00 Ewclusive total 1000.00

THD -4 Awailable 1725.00 et weight 0.00 Tax 150.00

Invoice no. Credit limit 10000.00 Total discount 0.00 Payments

Std disc? o.00 Invoice total 1150.00 0.00
Fast add item [code/barcodesserial] © Cancel « DK
® TMDAYI X INOODO1D  Mr. Mike Davies, 500 items on hand,

3. Enter and / or select the following options:

Your reference: B enter "AP-7/5/2021" for reference to the appointment.

Sal :
aiesperson % Select "Tracy"; if not already displayed.
é)/cz)'cumentgroup \/@ Select "“Document group TA".

@ Document group 2 cannot be selected as Groups are not added for
Document group 2 in Groups (Setup ribbon,).
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Date: ﬁ The system date will be displayed. Select "2021/05/08" for the purpose of
this tutorial.

Pue date: @ This date will be automatically be calculated. It is the "Date” plus the
number of days set in the Accounting information tab of the selected
debtor account.

5 press the Enter key until you get to the invoice details screen (skip the
"Address, Delivery address” and "Message” fields).

Item no. ﬁ Select "Drill press”. The description, Quantity (default 1), Tax account, Unit
selling price (Exclusive of VAT/GST/Sales tax if the F7:Exclusive icon is
active - or Inclusive of VAT/GST/Sales tax if the F7:Inclusive icon is active)
will be displayed.

gj;;g;:f @ Leave at the default "1" for 1 drill press.

Tax: 2 71he default Output Tax account for the stock item will be displayed.
Confirm that it is correct by pressing the Enter key.

Discount: 5 press the Enter key to keep it at the default 0% discount rate.

4. Click on the OK button. A confirmation screen “Do you wish to print this invoice?" will be
displayed.
5. Click on the Yes button.

X.5- REMINDERS

The "Reminder” screen is automatically launched at the intervals set (if the Reminder is activated).

If the date and / or time is in the past (earlier than your system's date), the header OVERDUE! and
the date end time of the event will be displayed.

The options to manage the reminder of an event or appointment are:

1. Dismiss - Click to turn the Reminder option for [ mree = N %
the event or appointment off. You may later, at | suic
. . [D14BGRE [ Mr. 4B Green | Russel | Credit it ||| Dismiss
any time select the event or appointmentand |,
edit it to turn the reminder on. Credit limit application and credit profile

2. Snooze - Click to be reminded later. You may
also adjust the time intervals to be reminded
later, e.g. 5, 10, 15, 30, 45 minutes, 1 to 8 hours, Click Srooze to bs remtindisd agsin i |5 minutzs o
1 to 6 days or 1 week, before clicking on this
button.

Snooze

3. Open item - Click to edit the event or appointment. You may finalise or reschedule the
appointment. You may also deactivate or activate the reminder again.
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X.6-

PRINTING A REPORT FOR EVENTS IN THE CALENDAR

The Hours report for the entries in the Calendar will display a list of all the appointment types for a
selected period or selected date(s).

a Repeating invoices will not be included in this report.

To print the calendar report:

1. On the Reports ribbon, select Reports — Calendar. The "Hours" screen is displayed:

E} Hours

Hours

= O X

~ 1 Open‘in POF

Date

Dizplay

() 2 Mariths
) 3 Manths

Petperiod  Free selection

2021/03/01 4 BU22/02/28
g LA
) Manth

(Cr 4 Morithis
(6 Months
@ Year

Agenda
Drebtor appointment
Creditor appoinitment

Hours

S ¥

2. Select the Categories for the Appointments (events) to include in this report.

3. Select the periods on the Per period tab or date(s) on the Free selection tab.

4.  Click on the OK button. An example of the “Calendar - Hours" report, is as follows:

x

3 Hours = m|
M 4 pH A RO FEFARX] e
1 Calendar - Hours.
Period: Agenda: Yes Deblor appointment Yes
22030 - 202210228 Hours Yes Creditor appointment Yes
TurboCASH .‘
Start ime End ime Minutes Details
2024/08/07 08 00:00 090000 60 Dentist
207005/07 093000 00000 30 ABC-OfficeSupples PO Box BBES | akevdew Johannesburg 2012
(011)312-8997 ABC-Office-Supplies
2021/05/07 10:00:00 120000 120 WMr AB Green PO Box 1111 Lakeside Johannesburg 2122 {011)314-9997 Mr
AB Green
202/ 0807 120000 123000 30 WMr. Mike Dades P O Box 333 Halfway House 1835 [011) 3151225 Mr.
Mike Daves
20210507 123000 120000 30 Mr AB Green PO Bax 1111 Lakeside Johannesburg 2122 (011)314-9997 Mr.
AB Green
20105/ 07 13:00:00 13:30:00 30 Wr AB Green PO Box 1111 Lakeside Johannesburg 2122 (01113149997 Mr
AB Green
14:20:00 60 CASH OJSTOMERS  CASHCUSTOMERS
150000 30 Wr Roger Smith Plot 539 Boxer Road Glen Austin Ext 3 Midrand 1685
(011) 210-1677 Mr Roger Smith
20210507 15:00:00 15:30:00 30 Mt RogerSmith Plot 539 Boxer Road Glen Austin Ext 3 Midrand 1685
(071) 3101677 Mr. Rager Smith
Minutes 240
Minutes 240

B Fepeating invoices
3 Debtor appointment
[ Creditor appointment
B Hours

B Debtor appointment 2
B Debtor appointment 3
[ Debtor appointment 4
(3 Debtor appointment 5
B Debtor appointment &
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X.7- CONTACTS

Lists all contacts for debtors (customers / clients) as well as contacts for creditors (suppliers).
You may add, edit and or delete contacts in the Calendar.

Contacts can also be added, edited or deleted using the following options on the Action ribbon:
e Contacts
»  Debtors — Contacts tab.
»  Creditors — Contacts tab.

T
S Contacts Crete fvoices for houts
| o 1 r—
4 [t Bridy | | |Gizen dndie 1 52
Calendar #:ONE Suppliers AE Gireen _a |
P OBox 31318 PO Bax 1111 b
Marshalltown; Johannesbu 2000 Mormingside, Johanmeshuig 2222 e
E Hane: (011 838-9221 Horme: (01113146957 d
Telew: (011 838:9222 Other: (0111314-9988
Contactt Emal  asiistin@scnes o Telex 011131 4-3393 lﬂ
e @Bm I ) F-mall: green@pirksoft.oo.za —-g—‘]
W BEST Supplisrs MeKs Mac h
® m—
P O Box 45532 MAC Restaurant m
Tatks Haliway Houze, 1685 PO Boy 5565 ﬂ
Harne; (@7) 303110 Marningsids, Johannesbuig 2222 i
Telen: 10117 9103111 Home: [011)214-5567 et k
E-mail bebest@best com Other (011)314-5568 1
G Telr 011145858 Eit contack., =
Pre=— E-mail mac@piiksoft.coza ) Delete contact.. .
AL — ' 8
Mr Mike Davies P
F O Box 333 |Srith; Fioger ] q
Halbway House, 1685 Mr Rioger Smith T
Hame: 1011] 3181225 Flot 539 Boxet Road 5
Othst: 083 2868763 Gilert Austin Ext 3; Midand 1685 -
Telex: (0171) 3151226 Hone: (011} 3101677 Cl
E-mal mike@piicof.coza Talew (011)310-1678 _u |
E-mait 1oaer@selt com ¥
w
x|
¥
2
Print

The Print button not implemented.
Reports for contacts can be printed in the following options on the Reports ribbon:
. Reports — Contacts - Lists all contacts for debtors (customers / clients) as well as contacts for
creditors (suppliers).
*  Reports — Debtors — Listing - Lists only contacts for debtors (customers / clients).
*  Reports = Creditors — Listing - Lists only contacts for creditors (suppliers).
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X.8- TASKS

You may add, edit, or delete tasks (to do list), and set a completion date when the tasks should be
completed. You may also add some notes to each task to remind you of additional steps,

procedures, phone numbers, etc.
All tasks (excluding the deleted tasks, will display as follows:
*  Expired tasks - Will display in a red font colour.

*  Tasks marked as completed - The field is ticked and
the task displays a stripe through it. The task will also
be displayed in a grey font.

Task list -TurboCASH

[ 5/6/2020 - Cash flow

[Fl 5842020 Statements

[ 541442020 - Remittance advises
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INTRODUCTION TO THE BANK RECONCILIATION

Y.7- INTRODUCTION TO THE BANK RECONCILIATION

TurboCASH allows you to match your Cash-book with your bank statement. You will always find
that the bank costs and interest paid/received does not appear in your Cash-book. The same
applies for debit orders and electronic payments as well as moneys paid directly into your bank
account by your customers or other parties. This bank reconciliation helps you to identify these
transactions and enter them into your general ledger.

In this tutorial, the manual bank reconciliation reconciling printed bank statements with the cash-
book (payments and receipt batches) will be discussed.

ID%LU_I Banklmport Plugin is a commercial plugin.

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

The bank reconciliation is carried out for a number of reasons, such as:

. It checks to see that the transactions, which you have entered into TurboCASH, are the
same as the transactions, which went through your bank.

* It checks to see that these transactions which went through the bank are the same as
those going through your TurboCASH program.

. It checks to see whether you or the bank is, in fact, correct.

« It will list all your outstanding cheques and receipts, thus giving you a reconciled bank
balance, which would be the actual amount you would have in the bank, had all your
transactions gone through the bank.

For the purpose of this tutorial, you have received the following bank statement:

Handyman Hardware Store ABC Bank - Registered Bank
27 Olifants Raod PO Bax 1
Emmarentia Johannesburg
tohannesburg 2000
2195
Date of Statement: 1 April 2021
Bank Statement No. 5 Page 1'of 1 .
Bank Statement for the period 1 March 2021 to 31 March 2021
Data Transaction Description Reference Dehit Credit Balance
01 Maich 2021 Balance braught dawn 193,00
01 March 2021 Derpaisit il Y] 5 00a.ao & 193,60
16 harch 2021 Depogt Q5001 200000 171 183.00
30 Maeh 2021 Chegue 106 34500 1084800
30 Mareh 2021 Cheque 107 L7500 10273100
30 March 2021 Cheque 108 T50.00 954300
30 Maich 2021 Chequs 109 150.00 937300
20 Marchy 202 Cheque 116 23000 904300
30 March 2021 Chedue 111 10000 S 04300
31 March 2021 Semice Fee SF 45.00 B 99800
Definitian | interest Unpaid Other Bank
of Codes Depasits: | peceived | “hesues Chedues Debits Charges
CO - Comyriission 4 0a0.00 aoe | 215000 000 .00 45.00
] v r
ﬁ.u_ hE.ffr’:f_ oot Important Notice
SF - Sarvice Fes Sraterments are geconted ov corm Liiss queried within 30 deye Ay chenues refimien g s
U - Uripaid Chegue statormnf, whish sno b aftachnd: will e dachadad with jout net stamariens
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Y.2- BANK RECONCILIATION PROCESS

Hints when doing the Bank reconciliation:
*  Check that you have all the pages and that they run sequentially.
*  Use the last day of the month and amount as per the bank
statement - this will be your closing date (include items until) and bank balance.
«  Start at the beginning of the bank statement and not in the middle.

*  Use aruler to make it easier to do the reconciliation line by line and "tick" every
reconciled item on your statement.

* If you find an error, go back to your Cashbook and try to correct it immediately. Do not
simply carry on doing the reconciliation.

Y.2.1- Reconciling your cash-book with bank statements

0 If you have entered any repeating transactions for your payments and receipts batches, copy them to a
normal batch to a normal batch, as they will not be reflected in the above list of Cashbook transactions if
they are not at this stage updated or posted to the ledger.

To do a bank reconciliation:
1. On the Action ribbon, select Reconciliation (Alt + F2).
2. Select the Cashbook you wish to reconcile, i.e. "ABC - Bank".

3. Press the Enter key. The "Bank account recon options” screen is displayed:

E} Bank account recon options X

Bank account |ABC - Bank ~
Include iterms untl | 2021/03/31 -
Last total 8.468.00

Bank balance 8938.00
+" Reconcile ¥ Cloze

4. Select and / or enter the following:

Bank account:
Y ﬁ Select "ABC — Bank".

Include items until: \ﬁ@ Select "2021/03/31"

Bank balance:
ank balance Enter "8,998.00" (closing balance of your bank statement).

5. Click on the OK button and the “Reconcile bank account” screen displaying the name of
your current account will be displayed listing all your transactions in this Cashbook for
the selected period, i.e. “07 to 37 March 2021". These entries represent your unreconciled
items.
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Reconciling your cash-book with bank statements

Q Reconcile bank account Current bank account: B810-000 ABC - Bank m} x
willie, aili, —
s/ojals e = A

N - - > v

Lonzolidate Shaow statement Search Beconcile Unreconcie Process BRepart
Batch tyg|Reference Date A A t Description A t R iled
Payment | 106 2021./03/01 E00-010 2 % Chaire 245.00
Fayment  |105 2021,/03/0 EO0-010 1% Desk 575.00 O
Receipt | 05000 202120301 505000 Cash received from owner 5000.00
Receipt D&OO1 2021/03/16 1MA-CDS Payment received - Thank you 1000.00
Feceipt L5001 2021,/03M16 14B-GRE Payment received - Thank you 2000.00
Payment 111 2021203430 820-000 Petty cash - Increase float 100.00
Payment |110 2021,/03/30 230-000 Waltons - Paper and pens 230.00
Payrment  |[109 2021,/03/30 210010 Petrol - Mercedez Benz 150,00
Payment 2021203430 2AB-COS Payment on account 7R0.00

10 TotalPosted Payment item 5275.00

Bank balance 853200
Feceiptz 0.00
Payments 575.00
Reconciled
Tranzactions Q04200
Difference ! 4500

Before beginning your bank reconciliation you may set up the following functions:

*  Show Statement — The BankOnline Plugin - Not implemented at this stage for
TurboCASH5. You may use the Bankimport Plugin - Import Bank statement
option (if the “Default bank reconciliation method” field is not selected on Setup
— System parameters. (Setup ribbon).

*  Search - Click on the Search icon and a window will appear at the bottom of the
“Reconcile bank account” screen. This allows you to locate an item by Date,
Reference or Amount.

*  Reconcile - Click on the Reconcile icon to reconcile all items, or specific items by
reference or date.

O Unreconcile - Click on the Unreconcile icon to unreconcile all items, or specific
items by reference or date.

*  Process — Click on the arrow of the Process icon to select one of the following:

*  Apply reconciled process all items selected (ticked) in the Reconciled column.

. Transfer unreconciled to batches - This will transfer all items not selected (not
ticked) in the Reconciled column) to the Payments and / or Receipt batches.

*  Report - Print the Bank reconciliation report.
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To reconcile items:

1. Type in the reference: D5000 (as per your reference in the Cashbook) and press the Enter
key - The amount (5000.00) and entry will be highlighted in a different colour. If your
TurboCASH corresponds with your bank statement, press the Enter key.

2. You will notice that a tick appears next to the entry. If you can't remember the reference
number, you can reconcile by amount. Just click to the amount field and enter the
amount. Ensure that you mark your bank statement accordingly.

3. You are now ready for the next line on your bank statement.
Reference: 106
Amount: 345.00

4. Press the Enter key to tick. Continue until you get to the bank charges.

Once you have "ticked” all possible entries - click on the arrow on the Process button
and select the “"Apply reconciled” option. All reconciled items will disappear from the list
and you will be left with a list of unreconciled items.

Y.2.2- Processing bank charges

You would only know what your bank charges are when you actually receive your bank statement
from the bank. Any bank charges that have to be paid must be entered into your "Payments
journal", and only interest received must be entered into your "Receipts journal".

It is always a good idea to use a reference number; such as your Bank statement number; so as
have a reference to the specific bank statement.

You now need to go back to your Payments journal and enter your bank charges. Press the Esc
key to exit the reconciliation.

0 Before exiting the batch, make sure that you have clicked on the "Apply reconciled” option on the Process
button to save the "ticks” and reconcile the ticked items.)

To enter the bank charges and finalise the bank reconciliation:

1. On the Action ribbon, select Batch entry (F2).

2. Select the ABC-Payments journal and click on the Open button.
3. Enter the Alias (batch name) as “ABC-PaymentsBS5".
4

Enter the following transaction:

Reference: BS5

Date: 2021/03/31

Description: Bank charges - Bank statement no.5

Account: G200-000 - Bank charges

Tax: Select “No tax" for the purpose of this tutorial.

[ 'T'I VAT/GST/Sales tax may be applicable to some charges on your bank statement, if you
~"are registered as a VAT/GST/Sales tax vendor.
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Processing bank charges

Amount: 45.00 DR

In practice, it is easier to enter any bank charges, debit orders, interest, etc. into your
Payments or Receipts journals before starting the reconciliation.

Balance the batch. After entering the transactions and balancing the batch, the Payments

batch, is as follows:

[} ABC-Payments - [ABC-PaymentsBS3] ] X
{Balchenty] Posted batches
Change liss —_— e im
- + @G & M= S "
EBCPaymentsB95 > — > Boaoar
“D: Delete “M:Inset F5:Balance FB:Post F7: Exclusive | F7:Inclusive | F8:List F3: Piocess F10: Setup
Account Contra account Inclugive amourt Exclusive amount: Reference total
G200000 Bank charges B810-000 ABC - Bank R45.00 R45.0i .|
No. Reference Date [Description Account Tax Debit Credit Open item
L4 1655 202170331 Bank charges - Bank statement no.% | G200000 Bank charges | T Empty 45.00
L 2| e 2021/03/31 Bank charges - Bank statement no. 5 BEI0000ABC - Bank  Bal 45.00
2 45.00 45.00
i >

Post the batch.

Exit the “Batch entry” screens.

Printing the bank reconciliation report

Go back to your bank reconciliation and reconcile your bank charges. (To do this, tick the
Unreconciled item and click the Process icon and select the "Apply reconciled” option) on the The

Difference in the bottom right-hand corner of the "Reconcile bank account” screen should now
reflect a nil balance.

Once you have completed your bank reconciliation, you must check that your Cashbook is, in fact,

in balance.
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To print a bank reconciliation statement:

1.

2.

Click on the Report icon. The “Bank account recon options” screen is displayed.

B Bank account recon options
Send report to

Screen ~ 1 & Printer setup
Bark accaunt ABC - Bank
Include iterns until | 2021403431

Last total

iIN

8.423.00

Bark balance

+" Reconcile

* Cloge

e

All the data of the Bank account, Date, Bank balance, etc. should still be the same as per your

your previous selection criteria.

Click on the Open or Reconcile button. The “Bank reconciliation report as at 2021/03/31"

is displayed:

[ recon

M < i M| = a

*®

Bank reconciliation report as at
20110331

BB10000 (ABC - Bank)
Batch type: ABC Payments
Batch type: ABCReceipis

Bank balance as per bank statement

Outstanding: ABC-Payments
Date Reference  Description

20210301 105 “tx Desk

Account
E00-010

Unposied paymenis

Date Reference  Description Account
Unposted receipts

Cate Reference  Descoription

Reconciled bank balance

Account

Bank balance according to TurboCASH at
AH0FN

Difference:

Total:

8,998,800

8,473.00

B,4731.00
0.00

Credit

STEOD

575.00

Credit

Tredit

3

W

TurboCASH will subtract any unreconciled payments and add any unreconciled receipts from the
bank balance according to the bank statement, thus giving a reconciled balance.

9

After studying and printing the report, you may close the report.

4. Click on the Close button of the “Bank account recon options” screen to exit (close) these
screens).
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TROUBLESHOOTING DIFFERENCES

Y.3- TROUBLESHOOTING DIFFERENCES

0 If there is a difference between the reconciled balance and the balance according to TurboCASH, there is an
error, in the "Payments" or the "Receipts” journals. Search for the error and correct it.
A few examples that can possibly cause a difference:
*  Your closing bank balance is incorrectly entered on the “Reconcile bank account” screen
(Reconciliation option (Action ribbon)); or on the “Bank account recon options” screen.
* Incorrect date entered ("Include items until" field) on "Bank account recon options” screen.
*  Errors in posting — these errors should have been detected when your bank reconciliation
was done.
If everything else fails you may sometimes have to look at your Cash-book and link up the source
documents to check if you have entered all your transactions correctly. You could also have
posted an amount incorrectly e.g. as 64.00 and entered it as 46.00.
You may need to print the posted batch transactions for the period on the following options to
trace the errors:
»  Print a "Batch transactions per period” report for the Payments and Receipt batch and the
(Reports — Batch entry (Reports ribbon)) (select the period of your Bank reconciliation).

*  Print a "Batch transactions type report — Posted batches" report for the Payments batch
and / or Receipts batch (Batch entry - Posted batches tab (Action ribbon)). Select the
correct batch and double-click on it. Click on the Print button.

*  Print transaction reports for the Bank account. (Reports — Ledger — Transactions /
Transactions - Standard / Transactions — Extra details (Reports ribbon).
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MODULE Z - BUDGETING

Z.1- BUDGETING

The budget feature is used to enter and edit budget figures in TurboCASH, which can be
compared with actual income and expenses. Budgets are a guide as to what you want to achieve;
for instance what income you expect to generate (sales forecasts and income from other sources)
and a plan for your expenses you need to incur to achieve that income. Budget figures can be
flexible so as to take into account seasonal trends in business.

Budget figures can be added for all accounts, except the following accounts:
1. Main accounts — Budget figures need to be entered for each sub-account.

2. Debtor's control account — Need to enter Credit Limits for each debtor (customer /
client) account on the Accounting information tab (Debtors (Action ribbon)).

3. Creditor's control account — Need to enter Credit Limits for each creditor (supplier)
account on the Accounting information tab (Creditors (Action ribbon)).

Budget figures can be added for the following features (extra columns will be added in the
Budget tab of the Accounts (Action ribbon):

*  Cost centres — Cost centre 1 and 2 added in Groups - Cost centre 1/ 2 (Setup ribbon).
*  Projects — Projects added in the Groups — Projects (Setup ribbon), and if activated.
Budget figures are displayed on the following options and / or reports:
* T-Ledger analyser (Reports ribbon).
*  User reports — If User reports were designed to print budget figures.

For the purpose of this tutorial, we need to enter the following budget:

ACCOUNT ALLOCATION | DESCRIPTION | ANNUAL | MONTHLY
070-000 Sales -120 000 -10 000
7100-000 Cost of sales 48 000 4 000
GROSS PROFIT 72 000 6 000
200-000 Bank charges 480 40
205-000 Depreciation 600 50
210-010 Fuel & ol 1200 100
210-020 Maintenance 1800 150
210-030 Repairs 2400 200
220-000 Rent 6 600 550
225-000 Salaries 6 000 500
230-000 Stationery 120 10
TOTAL EXPENSES 19 200 1600
NET PROFIT -52 800 -4 400
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g Cost of sales and Gross Profit are only applicable to Trading stock in MODULE K.

If you do not deal with Trading stock and do not wish to complete MODULE K, enter the amounts (for the
purpose of this tutorial) as follows:

. Sales account figure as -72 000 instead of -120 000.

. Cost of sales account — Do not enter any figure
Net Profit should still be 52 800 for the year and 4 400 for March.

g The net profit need not be entered, as it will automatically be calculated.

Z.2- ENTERING THE BUDGET FIGURES

To enter your budget figures:

1.  On the Action ribbon, select Accounts.

[ Accounts =5 O ®
Sott Marie |
Acoount starts with ‘7‘ Description |:/ [ Expard afier tefresh
| 2 G AN
"'_J...- REPORTING GROUP ROOT | seccurtve (i
-{ 8] 6010000 Sajes Accountna. 010 oo
-{@] 6100000 cast of sales Description | Sales
G200000 Bank charges Account droup 1 [reome =
~{@] 6205000 pepreciation Becount group 2 | Ireome2 =
{@] 6210000 Motor vehicle expenses Account type | [Heaine stalstenl Subascouil:
[@] 6215000 Maintenance of tools Status | Eviabled - Dpen tem accaunt [No |
-[@] 6220000 Rent Link tax | Empty =
{@] 6225000 salaries and wages Fog(adl;-
-{@] 6230000 stationery rE=Ersssss————
[@] 6235000 sundry expenses Budget  Biark ks
== 6505000 Capital Total amount Periods “ear

[-t20000 | [12 | }gum |

et 6510000 Retained income =
4 Set petiod budget |
=I* 6520000 Installment agreements

-=5* 6600000 Furniture & Tittings - (§ | & | @ ‘ w | Y | e ‘ — £l | v | 2 ‘ o
=* 6610000 motor vehicles - et va|

a G700000 Debtors control

+®5% 6733000 pOS - Transfer
= 6740000 pos - Ti11
=% G745000 POS - Payment ] m
=2* 6750000 stock control | |20=1/1140
7 BELO000 ABC - Bank ke
021030
B820000 petty cash _Z‘D;fﬁ:m?
830000 Xyz-Aank 2021/67/01
-=2= GES0000 VAT - Cantrol - 14% L e
e 2021405401
-=I* GBGOO00 VAT - contral - 15% 2021 /04/01
& G900000 Creditors control 2021/03/01 |
=% 6009000 Suspense M ]
i | T || -120000.00] \

il ] o] :

X Close:

2. Select the first account, i.e. “Sales” and enter the budget figure. Enter the annual amount
of =720 000 in the “Total period budget" field.
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Z.3-

Click on the Set period budget button. A confirmation message "Delete old budget for
year 2021?" will be displayed.

Click on the Yes button to delete and replace the budget figures for the year.

g The — sign will display the amounts as credit figures on all reports, etc.

For a debit amount just insert the annual amount without the "=". The amount will automatically
be divided this amount into 12 months in the debit or credit fields, depending on whether a "~" or
Credit sign have been entered in the "Amount” field.

o Each month can be overwritten so that the budget can be flexed month by month to
accommodate seasonal trends and spending patterns of your business. The system will keep a
running total for you, so that as you are flexing the monthly budget, you can see the effect on the
annual amount.

Budaget figures can also be entered for Balance sheet accounts (Capital, Liabilities and Assets),
which may be used as a guideline to control the balances on these accounts.

Click on the Save button (next to the “Account no."” field).

1)
A4

Select the next account and enter the budget figure.

If you do not click on the Save button, any budget figures entered, or changed, will not be saved.

Continue on your own using the budget on the previous page until you have completed
entering your budget figures.

When you are finished entering all your budget figures, click on the Close button (on the
titlebar).

ENTERING A BUDGET FOR SPECIAL EVENTS

On 1 May 2021 we need to budget 5,000.00 extra sales for a special promotion. You may enter
budget figures for specific dates and / or periods.
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To enter budget figures for special events:
1.  On the Action ribbon, select Accounts.

[ Accounts - | x
St Nane v
Accourt sarts wih | | Dasoiplion [l Expand lter effesh
| e
| A \ S AN
v 8 REPORTING GROUP ROOT Acoountyps | Lergel |
(@) 6010000 Sales Aceotnt o, 010 o
[@] 6100000 cost of sales Discription [Sales |
{{@] 6200000 Bank charges Acount gioup ) [Tritome 5
-{@] 6203000 pepreciation Aecountarnop? e N
-{@] 6210000 motor vehicle expenses Aesaurt ype: Inesite sateme! Sl
{@] 6213000 maintenance of tools Status: Enablad v Open tem sccaurt |Ha ~
{7 6220000 Rent Linka [ Bt <
{@] 6225000 salaries and wages Pnstad‘TZ |
[@]6230000 statfonery |
{16 6235000 Sundry expenses Budost Bank links
=x 505000 €3] Tatal aniaurt Peiinds  Year
A \-wzuutm \ \12 \ \2mzw |
. '!rﬂ' 6510000 Retained income
¥ St penod budget
--=% 6520000 Installment agreements
=" 600000 Furniture & Tittings - Net value L] ‘ & [ ‘ 123 e ‘ - + ‘ "4 ® [
=" 610000 wotor vehicles - Net value
& 6700000 Debtors contro]l se your mause to pulla co e to group on that co =
=L" 6735000 POS - Transfer z[pate Description Date last action
=5* 6740000 pOs - Ti11 2022/02/01 2021/03/22 07.42.35
2022/01/01 =
=I* 6745000 POS - P it Hesrea
< i 2021412001 1 =
=% 6750000 stock control BEEGI 1000000 Gen 021,
8810000 ABC - Bank 202110/01 10,000.00- Gen 2021/03¢22 (7:42:35
2021/09/0 0,000.00- 203722 07 423
BB20000 petty cash i il UL, i =L
BB30000 xYz-Bank
=L" GB50000 VAT - Control - 14%
== GBGO000 VAT - Control - 15% Shecblraden
& 6900000 creditors control /0401
=7" 6999000 Suspense | Anenini, 1000000
3 || -125000.00 =
X Ooe

2. Select the "Sales” account. On the Budget tab, click on the button to create a new
record.

3. The system date will automatically be displayed. Enter or select the date (i.e.
"2021/05/31") for the special event.

Enter the amount for the budget (i.e. “=5 000" ) in die "Amount” column.

Enter the reference (i.e. “Sale”) in the “Reference” column.

6. Enter the description (i.e. “Special promotion” ) in die "Description” column.

Click on the button to save the new budget for "2027/05/31".

Clic

k on the Save button.

@ If you do not click on the Save button, these budget figures, or any changes will be lost.
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Z.4- PRINTING BUDGET REPORTS

Once any budget figures are entered or edited (and saved) (Accounts (Action ribbon)), these
figures will automatically be updated to the applicable accounts and will be available in the T-
Ledger analyser and any reports which supports budget figures.

Budgets may be viewed, printed and / or exported from the following options:
*  T-Account analyser 1/ 2.

. Budget option for the Trial balance, Income statement, Balance sheet and Standard
column balances.

*  Budget vs actual.
+  T-account viewer (Budget listing).

*  Budget vs actual (3 periods) (Reports ribbon - Reports — Ledger — Budget).

ZA.1- Printing budget listing reports

This option, if selected, will list only the budget figures (Budget listing) in the Trial balance, Income
statement, Balance sheet and Standard column balances report types.

To view and analyse budget listing:

1. On the Reports ribbon, select T-Ledger analyser 1.

Per petiod  Free sefection

Giolps: Feport upe:
Feport Display Ni;lﬂ& w || Income statement -
—— ot & B
= (2 Morth i 2% B
Brint (:\ 2 Mot =
() 3 Manths Cust centre 2
v i REPORTING GROUP ROOT I 57 ,B00. 00
[ *G0D10000 sales | 125,000.00
*G10000D cost of sales 48,000.00 |
*6200000 Bank charges 480.00 |
“G205000 pepreciation 600.00 |
- '@ 1 *6210000 Motor velricle experses 5,400.00 |
[0 | %6210010 Fuel and oil 1,200.00 |
o ] %6210020 Maintenance 1,800.00! |
@ ) *6210030 Repairs 2,;400.00 |
'@ 1*G220000 Rent 6,600.00 |
“G225000 salaries and wages ©,000.00 |
@ ]*G230000 stationery 120.00 |
x 1 MetProfit/Logs: C-57.800.00°

Balarige D 0O.00
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2. Select the "Budget” option (tick). This option is available for the Income statement, Trial
balance and Balance sheet report type. Since budget figures were entered for Income
and Expense accounts only, the "Income statement” is selected in this example.

3. Select the period from 2021/03/01 to 2022/02/28 to view the budget figures for the
financial year.

o To view the monthly budget figures, select the period from 2021/03/01 to 2021/02/31, etc.

4. Click on the Report button to refresh and generate the budget figures.

To view the budget figures for sub-accounts, e.g. click on the + icon next to G210-000 Motor
vehicle expenses. This will display the figures for each sub-account.

5. If any of these budget figures need some adjustment, click on the Accounts (Action
ribbon); select the applicable accounts and edit or enter the necessary figures.

6. Click on the Print button.
The example of the Tail balance, listing the budget for March 2021, is as follows:

[ detail - o b
M 4 phzag|ROFERAR] e
Budget Income statement Period 2021/03/01 f 2022/02/28 5
Totals
Dehit Credit Dehit Credit
REPORTING GROUP ROOT 57,800.00
010000 Sales 125000.00
100800 Costofeales 4£8,000.00
200000 Bank charges 480.00
205000 Deprecistion 600,00
Z10000 Motor vehide expenses 5400.00
210010 Fuel and oil 1,200.00
210020 Mainienance 1,800.00
210030 Repairs 2,400.00
220000 Rent 5,800.00
225000 Salariesand wages 5,000.00
230000 Stationeny 120.00
Totals 67,200.00 12500000
Netprofit 57 800.00 v
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ZA2- Printing budget listing report from the T-Ledger viewer

To print a list of budgets in the T-Account viewer:

1. If the Budget option is selected on the Trial balance, Income statement, Balance sheet
and Standard column balances report types in the T-Ledger analyser 1 or 2, you may
right-click and click on the Show details option. This will display the budget figures in
the T-Account viewer.

2. Select the dates (e.g. from “2021/03/01 to 2022/02/28" from and to to include in the
budget figures, if necessary.

L3 T-Account viewer GO10-000 Sales -

Fiom dale To date [ ko
A - | |z - Evpart Fint Dekit Credt
Opening balances oo

0 Empty Empty EOINOOT Seles Gen 202113401 10,0000
0 Emgly Empty GOIOOOF Seles Gen 2021/04/01 1000000
0 Empty Empty EOINOOT Seles Gen 202106401 10,000 00
0 Emgly Empty GOIOOOF Sales Special promaion Sale 2021/05/01 5,000,00
0 Empty Empty EOINOOT Seles N Gen 202106401 10,000 00
0 Empty Empty GOIOOOF Seles Gen 2021/07/01 10,000.00
0 Empty Empty EOINODT Seles Gen 2021 /88400 10,000 00
0 Empty Empty GOIOOOT Seles Gen 2021/09/01 10,000.00
0 Empty Empty EOINOOT Seles Ben 2021 A0/ 10,000 00
o Empty Empty G0N Seles Gen 2021411400 10000 00
0 Empty Empty EOINOOT Seles Ben 2021 120 10,000 00
o Emply Empty EOINAOT Seles Gen 2022/ 10,000 00
0 Emply Emply GOI0OI  Sales Gen 2022/02/01 [T

noo 125,000.00

Balance -125.000.00

3. Click on the Print button. You may also click on the Export button to export the budget
figures to a spreadsheet.

Q ledgerdetail = [ o
W < ip M| =&
T-Account viewer |
GO10000" Sales Debit Credit Cum
[ 20210301 Gan 1000000  -10.000.00
[ 20210401 Gen ’ 1000000 -20,00000
o 2210501  Gen 1000000 -30,000.00
o 22050 Ssk Scecié| promotion 500000 -35.00000
o 0601 Gen * 1000000  -45.000.00
o AT Gen 10,000 -35.000.00
[ 20210801 Gen 1000000  -55,00000
[ 20210501 Gen 1000000  -FE00000
o 2211001 Gen 1000000 -85000.00
o AN Gen 1000000 -25.000.00
o 221M1ZM Gen 1000000 -105,00000
o ZMAT  Gen 1000000 -115000.00
[ 020 Gen 1000000 -125,00000
Totals 125,000.00
125,000.00 v
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Z.5- PRINTING BUDGET PERFORMANCE REPORTS

The following two (2) reports are available to print budget vs actual figures:
1. Budget vs actual report (T-ledger analyser 1/ 2).
2. Budget vs actual (3 periods) report (Reports — Ledger — Budget (Reports ribbon).

Z.5.1- Printing the Budget vs actual report

This report will display the following:

1. Trial balance — The actual figures on the Trial balance - totals of transactions as posted
(updated to the ledger) in batches (journals), sales documents (i.e. Invoices, Point-of-Sale
Invoices and Credit notes) and purchase documents (i.e. Purchases and Supplier returns).

2. Budget - Once any budget figures are entered or edited (and saved), these figures will
automatically be updated to the applicable accounts and will be available in the T-Ledger
analyser and any reports which supports budget figures.

3. Difference — The difference amount actual trial Trial balance vs the Budget figures.
4. Percentage — The difference expressed as a percentage.

To print a budget vs actual report:
1. On the Reports ribbon, select T-Ledger analyser 1 or 2.

2. Select the "Budget vs actual” report type. This option is available for the Income /
Expenses, Trial balance and Balance sheet report type.
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Perperiod  Free selection

Report type
Beport Display Budaget vs actual ~
2021/03/01 / 2022/02/28 ~ O
Export F'Henods - Cost centre 1
) Morth ) 4 Morths
Prirt O 2 Months (6 Months Include opening balances ] -
= () 3 Months (®vear Opering balances only [] CostcenteZ

Code Name Trial balance Budget Difference
GO10000  Sales 000 1750000 0.00 12600000 107 500.00
G100000  Costof sales 4.500.00 000 4800000 000 4350000
(200000  Bank charges 45.00 0.00 460.00 0.00 435.00
(205000  Depreciation 150.00 0.00 £00.00 0.00 450.00
(210010 Fuel and ol 150.00 000 120000 000 1.080.00
G210020  Maintenance 210.00 0.00 1.800.00 0o 990.00
(210030 Repairs 1,200.00 000 240000 000 1.200.00
(220000 Rent 500.00 000 EE00.00 000 E100.00
(225000 Salaries and wages 0.00 000 600000 000 600000
(230000  Stationery 240.00 0.00 120,00 0.00 -120.00
GEOS000  Capital 0.oo 5,000.00 0.00 0o 5.000.00
GBOOO10  Furniture & fittings @ cost 3.800.00 0o 0.00 000 -3.800.00
GBO0020  Furniture & fitings -Ace, deprec. 0.00 5000 0.00 0.00 50.00
GE10020  Matar wehicles -Accum, depreciation 0.00 100.00 0.00 0.00 100.00
(700000  Debtors contral 17.,125.00 0.00 0.00 000 1712500
G750000  Stock control 0.oo 1.000.00 0.00 0o 1.000.00
BETO000  ABC - Bank £,.230.00 0o 0.00 000 523000
BE20000  Petty cash 44.00 0.00 0.00 0.00 -44.00
TBEODID  Output VAT -15% 000 2g2500 0.00 000 262500
TBEOD20  InputVAT - Standard rate -15% 1.386.00 0.00 0.00 000 -1.386.00
TBEO030  Input%AT - Capital goods -15% 120.00 0o 0.00 0o -120.00
GS00000  Creditors contol 0.oo 9.025.00 0.00 0o 9,025.00

Net Profit/Loss 0 990500 57,000.00 -47.895.00

Totals 0.00 57,800.00 -57.800.00 *

2 1

3. To view the annual budget figures; select "Year” and the period from 2021/03/01 to
2022/02/28.

Select the period from 2021/03/01 to 2021/03/31 to view the budget figures for a specific period,
e.g. "March 2021".

4. Click on the Report button to refresh and generate the budget figures.

To view the budget figures for sub-accounts, e.g. click on the + icon next to G210-000 Motor
vehicle expenses. This will display the figures for each sub-account.

5. If any of these budget figures need some adjustment, click on the Accounts (Action
ribbon); select the applicable accounts and edit or enter the necessary figures.

6. Click on the Print button.
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Printing the Budget vs actual report

An example of the printed “Budget vs actual’ report, is as follows:

[ budvsactsimple = | ®
M 4 ip M| =8 Re FEEQARX v O
I Budget vs actual Period 2021/03/01/ 2022/02/28 W~
Tral balance Budget
Code Name Debit Credit Detit Credit Difference Y
GO0000  Sales 17 590,00 12500000 | 10750000 1400
GI00000  Ccstofsaks 450000 3,000 00 4350000 S8
GZ0000] Bark charges 4500 <3000 43500 93
It GHAI00 | Degwecistion 15000 500 00 45000 ‘26500
i GZ10010  Fuelandoi 150.00 1,200.00 185000 1280
G000 Miinenancs 510.00 1,200.00 88000 4500
G210030  Repair: 1.20000 240000 120000 S000
G000 Asn 500,00 6600 00 0o TER
G000 Salies snd w ages 6.000:00 G.000.00 100:00
GIW000  Staionery 240.00 12000 12000 200.00
GEIS000 - Cipital 500000 500000 100.00
GE0010  Furniure & fitings @) cost 330000 -380000 10000
GE002)  Furniure &fitings -Acc deprac .00 5000 100.00
CEOZ.  Moior vehicks -Aooum 100.00 10000 100.00
depr scistion
GTO0000  Debtors comral 712500 1712500 100.00
GFa000  Since conftol 1.000.00 100000 10000
ES0000  ABC- Bark £.230.00 -EZ30.00 10000
A BEZ0ODD  Fetty essh 4a00 -4200 10000
! TEEOOI0  Cutmud VAT- 15% 282500 2E5.00 100.00
I TEOQH  Input VAT - Senderdrate -15% 138600 138500 10000
TE80020 It VAT - Capital goods -1536 12000 -120.00 10000
GHO000  Crediors control B02E 00 502500 10000
Totals 35,300.00 35300.00 &7,200.00 125,000.00 -57,800.00
0m 50500 600 57.800,00
Net profit “ Net profit w

Z.5.2- Printing the Budget vs actual (3 Periods) report

The Budget vs Actual (realisation - 3 periods) report lists the Income and Expense account
balances and budget figures for three (3) periods as comparative figures.

Only the transactions in documents and batches which are posted (updated) to the ledger will be
included in this report.

Budget figures are entered and edited in the Accounts (Action ribbon).
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If you have activated Cost centres and have entered the budget figures for Cost centres, you may
select (tick) the Cost centres to print this report for your Cost centres.

To print a Budget vs actual (3 periods) report:

1. On the Reports ribbon, select Reports — Ledger — Budget.

[ Budgetvs actual - O X
| Budget vz actual . [l Openin POF é
Dale Date:
Pei period  Flee selection Perperiod  Fres selection e e
Dusplay Display =
2021/03/01 £ 2021/033 ~ 2021/04/01 / 2021704730 ~
Pariods Peiinds Balafices
(® Manth ) 4 Manths (@) Month ()8 Months |
(02 Months () B Moriths (Z) 2 Months (VB Morths
) 3Monthe O ¥ear () IMonths O Vear
Dats Cost cantie ] Cost cente 2
Perpeiod  Frae selection
Display
2021705401 2 2021/05/31 ~ *
Period:
® Morith () 4 Morths
() 2 Months () B Mornths
()2 Months O¥ea
R @ Carcel

2. Select the following options:

a)

b)

Period - Select up to three (3) periods on the Per period tabs. You may click on the
Free selection tab to select a specific date or a range of dates to include balances
and budget figures in the report.

Include zero balances - If this option is not selected (not ticked), it will list only the
expense and income accounts which has balances and / or budget figures. Tick this
option to include all accounts including those with no actual transactions and / or
budget figures).

Balances - If this option is not selected (not ticked), it will list the expense and
income accounts which has balances and / or budget figures. Tick this option to
show only the actual transactions totals and / or budget totals of expense and
income accounts for the selected period or dates.

Cost centre 1 - Will be listed if you have activated Cost centres and created Cost
centre 1 (Groups (Setup ribbon)). You may select any of these Cost centres, to
include in the report.

Cost centre 2 - Will be listed if you have activated Cost centres and created Cost
centre 2 (Groups (Setup ribbon)). You may select any of these Cost centres, to
include in the report.

3. Click on the OK button.
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Printing the Budget vs actual (3 Periods) report

The Budget vs actual (realisation - 3 periods) report, should be displayed as follows:

[ Budgetvs actual =5 O x
M 4 =& RO FERQ R | ®
1 Budget visrealisation 3 periods Include zer balances No |~
Balances: No
Periods 01032021 01042021 01052021
303201 3004 2021 310520
‘Expenses
Account no. / De scription Actual Budget Actual Budget Actual Budget
200000 Bank charges 4500 000 000 4100 oo 4000
205000 Deprediston 150.00 50.00 000 50,00 000 5000
210010 Fuslend ol 150,00 100.00 9.00 100.00 0.00 10000
210020 Nsintensnce 210.00 15000 000 150,00 0.00 15000
210030 Recsis 1.200.00 20000 200 000 000 000
220000 Feat 500.00 80,00 000 550,00 000 55000
225000 Selries S0 wages 000 500.00 LE] 500.00 0.00 0000
230000 Statonery 24000 1008 000 1000 000 1000
Total - *Expenses 3,095.00 1,600.00 .00 1,600.00 000 1,50000
Actual- Budget 148500 -1.560000 -1600.00
‘Income
Account no_ | Deseription Actual Budget Actual Budget Actual Budget
010000 Sales +10,00000  -10.00000 -7E0000  -10,000.00 400 -1500000
100000 Costof 5 sles 9.00 200000 450000 400000 LE 400000
Total - “Income -10,000 00 -6.000.00 -300000  -6,000.00 000 -41,00000
Actual - Burget -4,000 00 300000 1100000
Net profit | Net los: Actual ,305.00 -3000.00 0.00
Net profit/ Net loss: Budget 440000 -4400.00 -8,400.00
Net profit/ Netloss: Actual - Budget -2,505.00 140000 8,400.00
[ v

The details, is as follows:

1.

Header section - Report name and Periods as selected on the Periods in the “Report
options / parameters" screen.

Expenses - A list of the accounts (created as Income and Expense account type and
linked to the Expenses group / financial category). If the “Include zero balances” field is
selected (ticked), all expense accounts will be listed (including those accounts with no
actual transactions and or budget figures. If the “"Balances” field is selected (ticked), only
the “Total - *Expenses” will be displayed.

Income - A list of the accounts (created as Income and Expense account type and linked
to the Income group / financial category). If the “Include zero balances” field is selected
(ticked), all income accounts will be listed (including those accounts with no actual
transactions and or budget figures). If the "Balances” field is selected (ticked), only the
“Total - *Income” will be displayed.
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4. Totals -

a) Net Profit / Net Loss: Actual - This is the total of the Expenses less the Income
totals for posted batches and documents. A negative figure indicates a Net Profit
and a positive figure displays a Net Loss for the selected periods (dates).

b) Net Profit / Net Loss: Budget - This is the total of the Expenses less the Income
totals for the budget figures as entered / edited (Accounts (Action ribbon)). A
negative figure indicates a Net Profit and a positive figure displays a Net Loss for the
selected periods (dates).

c¢) Net Profit / Net Loss: Actual - Budget - This is the total of the Net Profit / Net
Loss: Actual less the Net Profit / Net Loss: Budget totals. A negative figure
indicates that the posted batches and documents exceeds (overspend) the budget
figures for the selected periods (dates). A positive figure indicates that the posted
batches and documents is less than the budget figures (available) for the selected
periods (dates).
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INTRODUCTION TO REPORTS

AA.1- INTRODUCTION TO REPORTS

TurboCASH allows you to generate a wide range of standard reports, each with various options to
select. These reports are an exceptionally powerful tool for use in managing and controlling all
aspects of your business. Reports are grouped into the various types. All reports are generated on
the Reports tab.

AA.2- OPTIONS TO PRINT REPORTS

As the principles to generate reports are basically the same on all report option / parameter
screens, it is a good idea to discuss the output media ("Send report to") in this chapter. To print a
report, click on the Reports ribbon and select the specific report you wish to print. You can
generate these any of these reports on the following mediums:

Send report to Brief description

Screen Displays the report on your screen, from where you can page and scroll through the
report. You may also print the report or save it after you have previewed it.

Printer Prints the report directly to the printer specified in the Printer icon (Setup ribbon).

File TurboCASH Report Export utility allows you to Save the report in a directory and in
certain formats, you specify.

E-mail Send the report over the Internet as an e-mail message.

Fax Send the report as a Fax to a specified recipient.
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AA2.1- Send to - Screen

The “Reportman preview" screen is displayed when printing a report to the screen. Reports and
Documents are stored in the following directories (folders):

Reports - ...\plug_ins\reports\systemreports
Documents - ..\plug_ins\reportsyDOCUMENTS/DOCUMENTS

[ detail — [} w®
1 2 I s a5 |
M 4 up M| =& 2 RO FTimiic & )
Income statement Period 2021/03/01/2021/03/31 | »
Totals
Debit Credit Debit Credi
REPORTING GROUP RDOT 5,905.00
Income 10,000.00
010400 Sajes 10,000.00
Expenses 3,095.00
240000 Bank charges 4500
205000 Deprecation 150.00
Z10000 Motorvehide exjienses 2,160.00
210010 Fuel and ail 150,00
210020 Maintenancs #10.00
2100320 Repairs: 1,200.00
220000 Rent 500.00
230000 Siationery 240,00
Totals 3,095.00 1000000
Net prafit 600500 ‘
W

The icons are grouped into five (5) sections (i.e. Navigation, Output, Settings, Zoom and Search)
and the Close button. These icons are as follows:

1. Navigation - <« e
a) First (Home) — Goes to the first page of the report.
b) Previous (Page up) — Goes to the previous page of the report.

c¢) Page number - Displays the page number of the page in the "Report preview"
screen. You may enter a specific page number and hit the Enter key on your
keyboard to jump to that specific page.
d) Next page (Page down) — Goes to the next page of the report.
e) Last page (End) — Goes to the last page of the report.
2. Output - |&aa|

a) Print (Ctrl+P) — This will launch the “Print" screen. You may select another
printer (than your system's default printer), select a specific page and change
the number of copies, if necessary.
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b)

Q

Save (Ctrl+S) — This will launch the “Save Metdfile as” screen. On this screen, you
need to do the following where necessary:

i)  Select the directory (folder) where you need to save this file, if
necessary.

ii) Enter a file name.

iii) Select a file type if another file type than the default file type (PDF file —
Compressed) is required. The following Report meta file types are
available:

*romf
*pdf
*pdf
*xls
*xls

* txt
*bmp
* html
* html
*svg
*csv
*ixt
*romf
*exe

Report Metdfile

PDF file — Compressed

PDF file — Uncompressed (default)
Excel file

Excel file (one sheet)

Text file

Bitmap file

Html file

Html file (single)

Scalable Vector Graphics file
Comma Separated Value file
Custom Text file

Executable Meta file uncompressed
Executable meta file

[ T‘I Microsoft Excel (Office) required to save reports (Save report as a meta file report from
the "Reportman Print preview” screen) to an Excel spreadsheet or Excel (one sheet)

spreadsheet (*xls).

E-mail (Ctrl+E) — This will generate a Portable Document Format (pdf) file. It will
also launch a blank E-mail message (using your system's default e-mail
program) and insert the report (or document) as an attachment.

The name of the report (or document) is automatically generated (for example,
REPC526.pdf). It will also automatically be inserted in the "Subject” field and displayed
in the titlebar of the e-mail message.

It is recommended that you add your own sensible subject to this in the "Subject” field.
You still need to select a recipient (and other recipients, if necessary) and type a
message before clicking on the Send button.

3. Settings RO

a)

b)

Show report page setup (F11) — This will display a “Dialog" screen on which
you may do the “Page setup, Print setup” and "Options” (i.e. select the “Preferred

save format").

Show report parameters (F12)- This is the selection or options screen, on
which you may select the options to include or exclude data in the report.
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o Should the report have no report parameters (when it prints directly when you click
on the Print button of the "Reportman” screen), the report has no options to change.
This icon will then be inactive.

If the report has an active Report parameters icon, you may click on it to change the
report parameters. This will change the content of the report.

4. Zoom-|ﬂ i QR

a) Shows the report in real size (F6) — This will display the report in the actual
size when it is printed.

b) Adjusting the paper to fit the window width (F7) — The report will be
stretched to fit the entire Preview window. If you resize the report (e.g. click on
the Maximize button or on the Restore down button of the "Reportman
preview" screen's titlebar), it will automatically be resized.

c) Scale to full page (F8) — This will display the full page (length and with) in the
window.

d) Zooms out the view (- numeric keypad) — Each click will reduce the size.

e) Zooms in the view (+numeric keypad) — Each click will increase the size.

5. Search (Ctrl+F3) - H:l s |

Enter text, numbers, amounts, special characters, etc. to find the matching results in the
report.

To close the "Reportman preview" screen, click on the Close button. Alternatively, click on the
Close button of the "Reportman preview" screen's titlebar.

AA.2.2- Send to - Printer

If you have selected the "Send report to" Printer option and you click on the OK button, the
report will be printed automatically by the printer you have selected in the Printer icon (Setup
ribbon), without having a chance to preview the report. If you wish to print more than one copy of
the report, you may select the number of copies to be printed before you click on the OK button.
For all the other report output options, you cannot select the number of copies, since they will
only be generated in 1 copy.

AA.2.3- Send to - File

If you have selected the "Send report to" File option and you click on the OK button, the very same
“TurboCASH Report Export” screen as discussed above will be displayed. You will not be able to
preview the report before you can save it.
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AA.24- Send to - E-mail

If you have selected the "Send report to" E-mail option and you click on the OK button, the
“Sending E-mail and Fax report "screen will be displayed. Your e-mail should already be set up in
the Setup — Internet (Setup ribbon). Enter the subject and select the e-mail address from your
address book and click on the Send button.

AA.2.5- Send to - Fax

If you have selected the "Send report to" Fax option and you click on the OK button, the “Sending
E-mail and Fax report” screen will be displayed. Your Fax drivers should already be set up in your
Windows operating system.

In addition to these reports, which you can use, you also have the further option as to export these
reports or data in these reports via the Export utility to further analyse your data in spreadsheets,
word processing, presentation programs, etc. You can use the reports and exported data to draft
powerful presentations, business plans, etc.

AA.3- REPORTS IN THE T-LEDGER ANALYSER

All processed (posted) transactions will be accumulated in the T-Ledger analyser. There are various
ways in which the transactions may be viewed, exported and analysed.

The options, is as follows:

1. Transactions and balances — These are the balances of transactions as posted (updated
to the ledger) in batches (journals), sales documents (i.e. Invoices, Point-of-Sale Invoices
and Credit notes) and purchase documents (i.e. Purchases and Supplier returns).

There are six (6) report types, which may be selected (i.e. Trial balance, Income statement,
Balance sheet, Standard column balances, Budget vs actual and This year vs last year)
which may be printed and exported to spreadsheets.

In addition to this, there are 6 report types which may be exported to spreadsheets (i.e.
Column balances, Column balances Debit/Credit, Column balances debtor, Column
balances creditor, Column balances debtor Debit/Credit, and Column balances creditor
Debit/Credit.)

2. Budget - Budget figures as entered in the — Accounts (Action ribbon). This option, if
selected, will list only the budget figures (Budget listing) in the Trial balance, Income
statement, Balance sheet and Standard column balances report types. The Budget vs
Actual is the budget performance report. It will list and compare the budget figures
versus the actual posted (updated) transactions.

3. T-Account viewer — You may select a specific account, group, etc. to view the
transactions in the T-Account viewer. To do this, right-click on a selected account, and
select the "Show details” option on the context menu.

TurboCASHS5 (4.0.0.969) — 2021 — Accounting Made Easy - 377



MODULE AA - REPORTS

The T-Account viewer may also be selected on the Reports — T-Account viewer menu. When launching it
from the Reports ribbon, you may select the following:
*  Account — Select a specific account.
*  From date and To date — Select a specific date or a range of dates to view data.
You may click on the following to get specific views of transactions:
*  Batch number (e.g. 10012, etc. automatically generated). This will list only the transactions for a
specific batch (journal).
. Account code (e.g. GOT10000 Sales, B810000 ABC - Bank, T860010 Input VAT/GST/Sales tax, etc.).
This will list the transactions for a specific account.
. Date — This will list the transactions for a specific date. If you double-click on a date, the "From
date” and "To date” will be changed to the selected date.

To print reports in the T-Ledger analyser:

1. On the Reports ribbon, select T-Ledger analyser 1/ 2.

Perperiod  Free selection

) Groups Report type
FReport Display Nane ks |T|ia| balance N ~ |
2'22‘! .-’33.-"01 J AR lgnore zero balances Budget * |
Ergpai 5[:1ofwth O 4 Manths Wigwer Debtar / Creditor [] Costcente1
Erirt ) 2 Months () 6 Months Include opening balances | ~
- O 3 Manths @ rear Opening balances only [] Costcentrs 2
2. Select the following options:
Option Description
Report type: 1. Trial balance — List of all accounts in the chart of accounts. This
will include:
[
. & - Income / Expense;

tid
. & - Asset / Liability / Capital accounts;

-4

o Qo ¥

- Retained earnings / income;

- Debtor's control; and

. &b - Creditor's control accounts.

2. & Income/ & Expenses — List only those accounts which is
reported on the Income statement.

3. Balance sheet — List only those Accounts, which is reported in the
Balance sheet. This will include:

il
. & - Asset / Liability / Capital accounts;
v
. ¥ - Retained earnings / income;

&
. &b - Debtor's control; and

. li.' - Creditor's control accounts).

4. Standard column balances — Lists the debit and credit account
balances in the Trial balance and the Income statement and
Balance sheet accounts in separate columns.
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Option

Budget:

Cost centre 1/ 2:

Description

5

10.

11.

12.

Budget vs actual — Lists the budget figures entered in the Accounts
(Action ribbon) versus the actual totals of all transactions in
posted batches and documents.

This year vs last year — This will list the actual totals of all
transactions in posted batches and documents in this year periods
versus the actual totals of all transactions in posted batches and
documents posted to last year periods (previous financial years).
Column balances — Lists all accounts in a spreadsheet view. These
are the Accounts reported in the Trial balance (this includes both
the accounts reported in the Trial balance, Income statement and
Balance sheet).

Column balances debtors — Lists the balances of all accounts
which is created and maintained in the Debtors (Action ribbon) in
a spreadsheet view. The total of these accounts are reported in the
Debtor's control account on the Trial balance and the Balance
sheet.

Column balances creditors — Lists all accounts which is created
and maintained in the Creditors (Action ribbon) in a spreadsheet
view. The total of these accounts are reported in the Creditor's
control account on the Trial balance and the Balance sheet.
Column balances D/C — Lists all debit and credit account balances
in a spreadsheet view. These are the Accounts reported in the
Trial balance (this includes both the accounts reported in the Trial
balance, Income statement and Balance sheet).

Column balances debtors D/C — Lists the debit and credit account
balances of all accounts which is created and maintained in the
Debtors (Action ribbon) in a spreadsheet view. The total of these
accounts are reported in the Debtor's control account on the Trial
balance and the Balance sheet.

Column balances creditors D/C — Lists all debit and credit account
balances which is created and maintained in the Creditors (Action
ribbon) in a spreadsheet view. The total of these accounts are
reported in the Creditor's control account on the Trial balance and
the Balance sheet.

This will list all accounts for which budget figures were entered (and / or
edited) in the Accounts (Action ribbon).

The Cost centres (2 Groups) will only be available, if Cost centres are added
in Groups (Setup ribbon), and if activated.
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Option Description

Groups: Select one of the following options:

i None — This is the default. This will list all accounts for the
selected Report type according to the Account numbers (codes) in
numerical order.

*  Reporting group 1 - Lists all accounts according to the Account
reporting group 1 as created in Groups (Setup ribbon,).

*  Reporting group 2 — Lists all accounts according to the Account
reporting group 2 as created in Groups (Setup ribbon).

Reporting group 1 and 2 — The sequence in which the groups and accounts
are listed, may be changed in Groups. (Setup ribbon).

This is done by selecting the groups on the list and use the Move up or Move
down buttons.

Period: Select "Per period" or "Free selection”
. Per period — Select a period (Month, 2 Months, 3 Months, 4
Months, 6 Months or Year.
*  Free selection — You may select or enter any date or dates.

From: The periods will automatically filter and display the periods matching the
To: selected option in the "Per period” radio selection options.
On the “Free selection” tab, you may select any date or dates in the "From
date” and "To date” fields.

Ignore zero balances: If this field is not selected, all accounts will be listed for the selected reports
type. If you select (tick) this field; only those accounts with balances will be
included in the report.

Include opening If this option is selected (ticked), it will include the opening balances of those
balances: accounts which have opening balances. If this option is not selected, the
opening balances will not be included in the report.

Opening balances only:  If the “Include opening balances” option is not selected; this option will not
be displayed. If this option is available; you may select (tick) this option to
include only the opening balances. All other balances will then be ignored.

Report button: This will generate the report as per your selection of the report parameters.

Export button: This will export the report to a comma separated value (*.csv) file format.
The exported data will automatically be opened in your system's default
spreadsheet (if configured) e.g. Excel.

Print button: Click to print the report.

3. Select a group or account and right-click on it. On the context menu, select the “Show
details" option. This will launch the T-Account viewer.

o The T-Account viewer may also be selected on the Reports — T-Account viewer menu.

How to print the trial balance, income statement and balance sheet are discussed in detail. It is a good idea
to look through each report, making sure that you understand it.
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Trial balance

AA3.1-

Trial balance

The Trial balance will reflect all your accounts (Accounts (Action ribbon)), which were created as
Balance and Income / Expenses type for the Ledger, Bank and Tax account types.

To print a trial balance:

1.

2.

On the Reports ribbon, select T-Ledger analyser

1 or T-Ledger analyser 2.

Perpeiiod  Frée selection

=z~ 6600020 Furniture & fittings -acc. deprec.

Groups. Haport tipe
Report Display _ IHepn‘rtlhg grobin 1 || Trial balance v
Er;pu[l 2331;‘53’101 £ 2021/039] |gnur.e zei balancss_: Budgel ) (|
® Manih O 4 arthe Viewgr Dabtor / Creditor [ Costcentie 1
Bint Q 2 farths I:j £ Moriths: Include tpening balances. ] ~
- (43 Manths () Year LCosteentre 2
~
v : REPORTING GROUP ROOT 0.00 |
v E #1Income | 10,000.00
E #G010000 Sales | 10,000.00
v A FEXpENSES 3,005, 00
[&7*6200000 Bark charges 45,00 |
[@7 *6205000 Depreciation 150.00 |
[67 6210000 Motor vehicle expenses 2,160.00 |
[&7] *6220000 Rent 500.00 |
[&7] *6230000 Stationary 240,00 |
z "3 #capital | 5,000.00
=z~ G505000 Capital | 5,000.00
T g 1 eemw
v =z~ GBO0000 VAT - control - 15% | 519.00
= T8G0010 Output VAT - 15% | 1,500.00
uTBGUUZU Input VAT - Standard rate -15% 861.00 |
=0 T8E0030 Input VAT - capital goods -15% 120.00 |
:. G900000 Creditors control | 5,000.00
w /:\I #Fixed assets 3,650.00 |
:- =" G600000 Furniture & fittings - Net value 3,750.00 |
=* 6600010 Furniture & Fittings @ cost 3,800.00 |

50.00

Select the following options:

Report type:

Per period:

Groups:

Ignore zero balances:

% Select “Trial balance”.

Met Profit/Less  C-B.905.00
Balance D ES05.00

J@ Click on the "Month" option and select "2021/03/01 — 2021/03/31".

You may also click on the Free selection tab and enter or select the dates in
the “From date” and "To date” fields.

JEj Select Reporting group 1.

have entered for the selected period.
If this option is not selected (“not ticked"), all accounts listed in your chart of

accounts will be displayed and balances will be listed.

J@ Select ("tick") this option, to list only the balances of the accounts we
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Viewer Debtor /
Creditor

Include opening
balances:

Opening balances
only:

% Remove the "tick” to list only the totals of the Debtor's and Creditor's

control accounts.
If this field is selected, “ticked" it will list the totals of the individual Debtor
and Creditor accounts.

% Do not select (“tick”) this option, to list only the balances of the
accounts we have processed transactions for the selected period.

If this option is selected (“ticked"), the opening balances entered in MODULE

H will be included in the report.

% Do not select (“tick”) this option, to list only the balances of the
accounts we have processed for the selected period.

If this option is selected ("ticked"), only the opening balances entered in

MODULE H will be included in the report.

3. Click on the Report button.
4. Click on the Print button. An example of the printed “Trial balance”, is as follows:

Page 1 -

[ detail
M 4 Lp M| ==

|Ro|Fh

Trial balance Period 2021/03/01 [ 2021/03/31 )

Dehit Credit Debit Credi

REFORTING GROUP ROOT
Income

010000 Sales

Expenses

200000 Bank charoes
205000 Depredation

210010 Fuel and gil
210020 Maintenancs
210020 Repairs
220800 Rent
230000 Stationery

Capial
505000 Capital

Current fabilities
860000 VAT -Confrol- 15%
260010 Output VAT - 15%

00000 Creditors control

Fixed assets.

Current assets

210000 Wotor vehicle exienses 2,160.00

2E0020 Inpul VAT - Standard rate -15% SE1.00
880030 Inpul WAT -Capital goods -15% 120.00

B00000 Furnifu re & fHings - Net wwlue 3,750.00
500010 Furniturs & ttings @ cost 3,800.00

600020 Furniture & tiings -Acc. depréc 50.00
B10000 Wolor vehides - Net value 100.00
810020 Motor vehides ~Acoum . depreciation 100.00

10,000.00

10,000.00

3,095.00

4500
150.00

150,00
810.00
1.200.00
S00.00
240,00
5,000.00
5.000.00
5519.00
519.00
1500.00

500000

3,650.00

13,774.00
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@A Q

Page 2 -
L detail = m} x
M 4P PR oA FEREA R Lo
Trial balance Pericd 2021/03/01 / 2021/03/31 F
Tofals
Dehit Credit Dehit Credit
700000 Deblors control F500:00
10000 ABC -Bank 523000
820000 Pettycash 00
Totals 21,650.00 2155000
Net profit 3,085.00 10.000.00
590500
Il * s

The net profit should be as follows if the following MODULES are completed and posted:
MODULE A-J and MODULE M -"Month - 2021/03/01 — 2021/03/31" 6,905.00
MODULE A-K and MODULE M -"Year - 2021/03/01 — 2022/02/28"  9,905.00

The Cost of sales were introduced in this tutorial in MODULE K — April 2021. It will therefore not be included
in March 2021. It should be included if the report is printed to include April 2021.

In this tutorial, a Net profit should be printed.
Should you make a Net loss, the Net profit label will change to Net loss and will be displayed in a Red font

colour on the screen, as well as the printed report in the “Reportman preview" screen.
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AA3.2- Income statement

The Income and Expenses report will reflect all your accounts (Accounts (Action ribbon)), which
were created as Income / Expenses type for the Ledger account type.

To print an income statement:

1. On the Reports ribbon, select T-Ledger analyser 1 or T-Ledger analyser 2.

Ferperiod  Free selsction
Display

Gioups. Riepiort lype

Eepart Ere — RAzporting group 1 v | | Income statement ~ |
— zgsljf#m 20217031 > |anoie zero balarces E::lg:;n"_e ! [
@ Morth ) 4 Manthe iz
—
~ "_ REPORTING GROUF ROOT ] 6,905. 00
- E' #Tncome ] 10,000.00
*&010000 sales ! 10,000.00
- 3,095.00
*200000 Bank charges 45.00 |
*6205000 pepreciation 150.00 |
~ *5210000° Motor vehicle expenses 2,160.00 |
e *6210010 Fuel and oil 150.00 |
76210020 Maintenance B10.00 |
77777 *G210030 Repairs 1,200.00 |
"6220000 Rent 500.00 |
*6230000 Stationery 240.00 |
1]
2’ 1 Met Profit/Loss C-6.90500

Balance D 000

2. Select the following options:

Report type:
eport type J@ Select “Income statement”.
P iod:
er perto B Click on the "Month" option and select *2021/03/01 - 2021/03/31"
You may also click on the Free selection tab and enter or select the dates in the
“From date” and "To date” fields.
Groups:

\% Select Reporting group 1.

Ignore zero . . . .
bga lances- \% Select ("tick”) this option, to list only the balances of the accounts we have

entered for the selected period.
If this option is not selected (“not ticked"), all Income and Expense accounts listed in
your chart of accounts will be displayed and balances will be listed.

3. Click on the Report button.
4. Click on the Print button.
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An example of the printed “Income statement”, is as follows:

L3 detail — O o
M < ipHzsasRO|FERI R o
Il Income statement Period 2021/03/01/ 2021/03/31 |~
| Totals
Debit Credit Debit Credt
REPORTING GROUP ROOT 5,905.00
Income 10,000,00
010600 Sales 10,000 00
Expenses 3,095.00
200000 Bank charges 45.00
205000 Deprecation 150.00
210000 Motorvehide expenses 2,160.00
| 210010 Fuel and ail 150,00
210020 Maintenance &10.00
210030 Repairs: 1,200.00
| 220400 Rent 500.00
230000 Siafionery 240,00
Totals 3,095.00 1000000
| Net profit 690500 h-
' L

®

The net profit should be as follows if the following MODULES are completed and posted:
MODULE A-J and MODULE M -"Month - 2021/03/01 — 2021/03/31" 6,905.00
MODULE A-K and MODULE M -"Year - 2021/03/01 — 2022/02/28" 9,905.00
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AA.3.3- Balance sheet

The Balance sheet will reflect all your accounts (Accounts (Action ribbon)), which were created as
Balance type for the Ledger, Bank and Tax account types.

To print a balance sheet:
1. On the Reports ribbon, select T-Ledger analyser 1 or T-Ledger analyser 2.

P period  Free selection s Bt
Fepait Dis_play_ - lF‘ig‘pﬁltinggﬂ_DupJ ~ | |Balance sheet v
Evpr ZEEZWHSSS.JUT #202103/3T > |g'nnr§a2em ba?anc..et ; Budget L1
L ®) Manih O Morths Wiewer Debtar / Creditar [] Costeenirel
Drint ()2 Manths (215 Monthe Inchude opening balances -
2 0 3 Manths Ofear Opening balances anly [ Costeentre2
-
| v 5., REPORTING GROUP ROOT 6,905.00 |
- ’:3. scapital 20,700.00
=I* G505000 capital | 16,500.00
i!' " 6510000 retained income | 4,200.00
~ =1" GB60000 VAT - control - 15% I 619,00
nTBEDDIU output VAT - 15% | 1,600.00
=8 TB60020 TInput VAT - standard rate -15% 861,00 |
[= TBED030 Input VAT - capital goods -15% 120.00 |
:. GI00000 Creditors control I 6,000.00
~ Q#Fixed as58ts 8,857.,00 |
~ =1 6600000 Furriture & firttings - net value 4,457.00 |
=5* 6600010 Furniture & fittings @ cost 4,807.00 |
=% 6600020 Furniture & Tittings -Acc. deprec. I 350.00
~ =1® 610000 Motor vehicles - Net value 4,400.00 |
=" 6610010 motor vehicles @ cost 5,000.00 |
=3 6610020 Motor vehicles -Accum. depreciation I 600. 00
A#currant assets 25,367.00 |
:. G700000 pebtors control 10,300.00 |
=I® 6750000 stock control 6,500.00 |
BS10000 ABC - Bank 8,423.00 |
B820000 Petty cash 144,00 |
a4 |
I | NetFididos 000D

—_—= | Balance D 690500

2. Select the following options:

Report type:
eport ype J@ Select "Balance sheet".
P iod:
er perto VB Click on the "Month” option and select "2021/03/01 - 2021/03/31"
You may also click on the Free selection tab and enter or select the dates in the
“From date" and "To date” fields.
G :
roups \/@ Select Reporting group 1.
I ) . . .
izggecjse_m \'ﬁ@ Select ("tick") this option, to list only the balances of the accounts we have

entered for the selected period.
If this option is not selected (“not ticked"), all Balance sheet accounts listed in
your chart of accounts will be displayed and balances will be listed.
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Balance sheet

Viewer Debtor /
Creditor

Include opening
balances:

Opening
balances only:

% Remove the "tick” to list only the totals of the Debtor's and Creditor's

control accounts.
If this field is selected, "ticked" it will list the totals of the individual Debtor and
Creditor accounts.

ﬁ Select (“tick") this option, to include the opening balances as processed in
MODULE H.

\'ﬁ@ Do not select ("tick") this option, to list only the balances of the accounts we
have processed for the selected period.

If this option is selected (“ticked"), only the opening balances entered in MODULE

H will be included in the report.

3. Click on the Report button.
4.  Click on the Print button.

An example of the printed “Balance sheet", is as follows:

E} detail

T b M| 2&aas RO |FiEEAARX Lo

Balance sheet Period + Opening balances 2021/03/01/2021/03/31 a

b

Totals

REPORTING GROUP ROOT
Capital

505000 Capital
510000 Retained income

Current kabilities

260000 VAT - Control - 15%

GE0010 Output VAT -15%

860020 Input VAT - Standard rate -15%
260030 Input VAT - Capital goods -15%
200000 Crediprs-control

Fixed assets

E00000 Furniture & itings - Net wlus
800010 Furnitire & itings @& cost
500020 Furniture & ftfings -2c2 deprec
610000 Motorvehides - Net value
510810 Motor vehides @ cost

Current asseis

700000 Dsbtars cantrol
TE0000 Stock control
10000 25C -Bank
820000 Pettycash

610020 Motorvehides -Acaum . depreciation 500.00

6,805.00
20,700.00

18,500.00
4200 00

5,618.00

619.00
1,500.00
861.00
120.00
6.000.00

8,857.00

4,457.00
4307.00

350.00
4,400.00
5,000.00

25,367.00

10,360.00
5,500.00
842300

144 00

Totals 36,155.00 2925000
Net profit 690500 | ™

0 The net profit should be as follows if the following MODULES are completed and posted:
MODULE A-J and MODULE M -"Month - 2021/03/01 — 2021/03/31" 6,905.00
MODULE A-K and MODULE M -"Year - 2021/03/01 — 2022/02/28"  9,905.00

o The Cost of sales were introduced in this tutorial in MODULE K — April 2021. It will therefore not be included
in March 2021. It should be included if the report is printed to include April 2021.
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MODULE AA - REPORTS

In this tutorial, Net profit should be printed.

0

colour on the screen, as well as the printed report in the "Reportman preview" screen.

AA.4- LEDGER REPORTS

Should you make a Net loss, the Net profit label will change to Net loss and will be displayed in a Red font

The following reports are available to manage all the accounts in the general ledger:

1. Budget — Budget vs actual (3 periods) This
. Stat JAstion Repattz ~ (Galup Lesitah
report lists the Income and Expense account
balances and budget figures for three (3) periods D |_D m T TAcoount
as comparative figures. B = e | v
N . - anal lyser 2
2. Graph - Profit / Loss per week - Net Profit and | e e e L s
Ki bar chart By T-ledgeranalyser1 § DEEE
Loss per week in a ba . 2 ik arsale
3. Listing - List the General ledger accounts (Chart M Ledges v| & Budget
of accounts). & Deptors v | g sraph
4. Transactions - Transactions, Transactions - & | Specltars Y| & Lsting
Standard and Transactions - Extra details. gl b | B Densadions
AA.5- DEBTOR REPORTS
The following reports are available to manage the accounts in the debtor's ledger:
1. Graph - Debtors per week - Invonges and nglt SN ros NEE
transactions, Credit notes and Credit transactions =
. . Cooun
as well as the difference per week in a bar chart. D |_D E B s
2. Age analysis - Various age analysis reports. |Rm réJpSEerrts_;;ﬂtﬁ'dsfl_ a-l;ltﬁddslgefr;
Listing - Contacts, Listing, List delivery address, |53 Lledgeranalysert | SO
List postal address or List details, Tax and E s
. . . Lzd
company registration numbers and the Credit = = :‘f[ : |
. . T Ueotors | Graph
control listing (Credit limit vs current balance and AN i _
R R ¢ -  Creditors r | ® Ageanalysis
avgllgble balances as at the date and time o i b 5 g
printing) report. Y Fiuiging v | @ Print labels
4. Print labels - Postal and delivery address labels. i stock » | B Iransactions
Transactions - Transactions - Open item, W | Polt e b | Byl eutsEntng
Transactions - Standard and Transactions - Extra details.
6. Outstanding — Debtor statements, Debtor statements — Outstanding, Due date and

Outstanding at date.
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CREDITOR REPORTS

AA.6-

CREDITOR REPORTS

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

1.

AA.7-

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

Age analysis - Various age analysis reports.

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

Print labels - Postal and Delivery address labels.

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

Stal  Achion | Report: | Gelup . Userfal
E‘ |_ E E T T-Acenunt
! D & Printer
|Reports | User  T-ietlger T4edger
SRS remity aaliser 1 | canalier 2
Bo T-ledgeranalyser | _ Reporis
¥ | Boint-of-Sale
MR L=dger b
&  Debtors 3
& Craditors k| ﬁu;graph
»* Sales P | @® Ageanalysis
2 Plugins ¥ | = Listing
B stock b | @ Print lahels
¥ Point-of-Sale » | B Transaction:
22 Contacts @ Outstanding

Outstanding — Remittance advise, Remittance advise — Outstanding, Due date and

Outstanding at date.

BATCH REPORTS

Batch reports for unposted batches may be printed from the F8:List option on the "Batch entry”

screens.

Once a batch or a document is posted (updated), batch reports may be printed from the following

options:

Reports — Batch entry menu (Reports ribbon).

Batch entry — Posted batches tab (Action ribbon).

Reverse posted batch/document — Details tab — (Tools — Global processes menu

(Setup ribbon)).
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MODULE AA - REPORTS

AA.7.1- Batch reports (Reports menu)

The following two (2) reports are available:

1. Batch transactions per period — Print the transactions of posted invoices, credit notes,
purchase and supplier return documents as well as posted batch transactions (i.e. sales
journal, purchase journal, payments journals, receipts journals, general journals, etc.) for a
specific selected period and for a selected batch type.

2. Batch type report — Documents - Print the transactions of all posted invoices, credit
notes, purchase and supplier return documents for a specific selected period.

AA.7.1.1-  Batch transactions per period report

Print the transactions of posted invoices, credit notes, purchase and supplier return documents as
well as posted batch transactions (i.e. sales journal, purchase journal, payments journals, receipts
journals, general journals, etc.) for a specific selected period and for a selected batch type.

To print a batch transactions per period report:

1. On the Reports ribbon, select Reports — Batch entry. Documents (listing the batch
transactions generated by documents only) is by default displayed.

2. Select "Batch transactions per period” report.

L3 Batch transactions per period - O x
om
‘ Batch lanzactions per period ‘ w | [10pen in PDF [+ ]
Date Batch enty
Per period  Free selection Salesjnl. v
Display Shaw balancing entries
2021/03/01 / 2021/04/30 ~ O
Periods -
Each period separatel
() Month () 4 Months e i J
®) 2 Months () 6 Months
(O 3Manths O Vear
« Ok &) Cancel

3. Select the following options:
Per period:
er period B Tick on 2 Months* and select 20210301 - 2021/04/30"

Batch entry:
aten enty \% Select "Sales jnl."

Show balancing entries: @ o , }
Leave blank. By default, this option is not selected. It will only list
the transactions entered into batches and / or the totals of
documents and totals for each amount column. If this option is
selected, it will list all the balancing entries.

Each period separately: \/@ Select (tick) this option to print each period on a new page.

4. Click OK. An example of the "Batch transactions per period” report, is as follows:
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Batch transactions per period report

Page 1 -

[ Batch transactions per period - a x
WAl pM|za@mo Rl Sl®
Batch type report: Salesjnl. ]
Period: Show balancing enfries; No
202/0301 - 2021/04/30 Each period Yes
Period: 201103y
Batch Date Reference Description Tax acoount Tax Debit Credit
ne. | Alias.
Ascount
i _ Contraaccount
10028 20210207 INVOD! Faint- Ed=rior TE0010 150,00 1,150.00
Saks2103
DIAEGRE Wi AB Graen
010000 Seles
10028 avom2 Instsll- Bult-iv cupbean TEE0010 ‘22500 172500
Sales2103
DIMACDS  WACShop Decor Speciabsts
010-000. Sl
10628 2020310 WW003 Faint- Brieror TEE0-010 15000 1,150.00
Saks2103
DIAE-GRE M. ABGrasn
010-000. Sales
10028 2010242 INGDE Insiall- Bul-in cupboard 50010 ‘22500 172500
Sels2103
DILEAVI Wi Mie Devies.
00000 Seks
10038 20210343 NOODOOY Iresics FAB-N110 TBED010 150,00 1.150.00
1EOD0OT
DIABGRE  Mr ABGreen
01000 Sals
10040 2020/0344 MADODAZ Invsios/EA01 80510 22500 172500
1ODDOaZ
DIMA-CDS  MAC Shop Decce Speciebtz
00000 Ssl=
10041 20210345 NODDDOZ Inveios /PH- 101 TBED010 150,00 1.150.00
HO00033
DIAB-GRE  Mr ABGreen
010-000  Seles
10042 20210316 MODDDOS InvoicesIB102 TR9D010 2500 172500
HO000GE
DIMCEAV] W = Tavies
00000 Ssks
Tatst 1,50000 11,800.00 0.00
v
Page 2 -
[ Bateh transactions per period - | x
M df PH| =2 RO a | )
Baltch type reporl: Salesjnl 3
Period: Show balancing entries: No
20210301 - 2021/04/30 Each period separately: Yes
Penod: 202108
Batch  Date Reference. Description Taxaccount Tax Debit Credit
no. I Alias
Acoount
Contra account )
10045 Z0200407 INODDGOS Invoice (D101 0010 180,00 1,150.00
1OD0GT5
TIND-AVI Mo Wiks Davies
010-060° Seles
10047 20210403 400008 Imwsie /G102 TEE0-010 45000 345000
100605
DIRG-GSM Wi Aoger Smith
010-060° Seles
10043 20210410 14000607 Imwoice /G102 TEE0-010 ‘22500 172500
PODOGIT
DILD-AVI W e Davies
010-000- Sales
10081 20210411 1MOD0GOB Imwmice /0102 TEE0-010 0000 2000
1NODDOSE:
DIRG-GSM Wi Aoger Smith
040-000- Sales
T 112500 B.62500 00
750000 v

This report will list the following:
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MODULE AA - REPORTS

1. Batch no. - The batch id or number as automatically generated.
2. Date - Date of the transaction.

3. Alias - In the case of documents, the document number will be listed. In the case of
batch transactions, the Alias as entered on each “Batch entry” screens will be displayed. If

no Alias is entered on "Batch entry” screens, the Alias (Batch name) will be the same as
the Batch type).

4. Account — The account which was selected for documents or in the Account lookup on
“Batch entry" screens.

5. Contra account - The account which was selected as the Contra account on the
F10:Setup on "Batch entry” screens.

Tax account column — Tax account code.
Debit column — Debit transaction amount.

Credit column - Credit transaction amount.

AA.7.1.2- Batch type report - Documents

Print the transactions of all posted invoices, credit notes, purchase and supplier return documents
for a specific selected period.

To print a batch type report - documents report:

1. On the Reports ribbon, select Reports — Batch entry. “Documents” (listing the batch
transactions generated by documents only) is by default displayed.

[ bocuments m] o
. (= ]
[Bocuments A ~|  DOopeninFoF  Com
Date Show balancing enties
Pei period | Free sélection
Display Each period separatsly
2021/03/07 7 2021/03/31 ~
e
() Month () & Moriths
()2 Morths ) B Morths
() 3 Months () ¥ear
Ok © Cancel

2. Select the following options:
P iod:
o pero VB Tick on Month” and select "2021/03/01 - 2021/03/31"
Show balancing entries: @
Leave blank. By default, this option is not selected. It will only list
the transactions entered into batches and / or the totals of
documents and totals for each amount column. If this option is
selected, it will list all the balancing entries.
Each period tely:
ach period separate’y. \% Select (tick) this option to print each period on a new page.

3. Click OK.
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Batch type report - Documents

An example of the “Batch type report — Documents” (Page 1 only), is as follows:

[ bociments — O g
== =g p
M 4 ip M| =& Ro|FEEa | ®
Balch type report - Documenis L)
Period: Show balancing entries: No
0211030 - 20210303 Exiih period separately; Yes
Period: 201/03
W00 0001 : Sales jnl. ABIN11D
Hatch no. Date Reference Description Tax Tax Debit Credit
Account acoount
Contra account
10638 20210213 IND00G01  Feint- Edesior 1000.00
GO10-000  Sales
10038 Z0Z03A3MO0D0T Fvcice JAB-INTID THEL-D10 15000 1,150,060
DIAE-GRE M. AHGreen
00000 Sakes
10039 20ZU0313IO0000T  Fvoice JAB-INTID 15000
TEO0-010  Dutput VAT- 15%
Total 150.00 1,150 00 1,450.00
-180.00
PUODO0OT : Purchasejnl  AABZ34GF
Hatch o Cate Reference: Desaription Tax Tax Debit Credit
Acootnt account
Contra ascount
10037 Z0210314 FUOD00D  Weintensnce 20000
G210-020  Maintenance
10037 ZDOVWEGA4PLOD00DY  Fapsis E00.00
G210-020  Rensis
10037 20210214 PLODOOD!  Flrchesss /AABI34GP TEa0-020 13000 1150200
C2AB-0SC ABG Servics-Canks
210020 Isintensnos
10037 20200314 PUODOODY  Flrchesss [AAED3AGP 15000
TEEL-020  hput VAT Stencerdrats-15%
Total 000 2,300.00 2,300.00
WOQ0002 : Salkes jnl. B-101
Batch no. Date Reference Description Tax Tax Debit Cradit
Account account
Contra sccount
10040 202110314 INDODODZ | hstall- Bull-n cuphosrd 150000
G010-000  Sales
10080 20200314 NDODDOZ . weice /JE-101 TBE0-010 =00 172500
TIWA-COS WAC Shep Decor Speciiss
010005 Sales
10040 2021/02/14 NDODOOZ . Twoioe JB- 101 22800
TEE0-010  Outpul VAT - 15%
Total 22500 402500 402500
-22500
PUGDO002: Purc hase jnL NGO 14
Batch no. Cate Reference Description Tax Tax Detit Credit
Account account
Conira account
10038 20ZU031SPUDID00Z.  Frchasss /INOOTS. TBED-02D -29500 172500
CIAECCS ABC-Offics Supples
B00-010  Fornitre & Fitngs 8 cost
10038 2021021SFUDD00DZ  Furmiturs Bifilings @ cost 1,50000 v

This report will list the following:

1.

Document heading — Document number, Batch type and Reference (as entered in the
"Your reference” field of “Document entry” screens).

Transaction details -

a)
b)
Q
d)

e)

Batch no. — The batch id or number as automatically generated.
Date — Date of the transaction.
Reference — The document number will be listed.

Description — Document number / Your reference (as entered in the "Your reference”
field of "Document entry” screens).

Account — The account which was selected for documents.
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MODULE AA - REPORTS

f)  Contra account - The account for the document type.
g) Tax account column — Tax account code.

h) Tax - Tax amount.

i)  Debit column — Debit transaction amount.

j)  Credit column — Credit transaction amount.

AA.7.2- Batch reports for posted batches

If you have entered the aliases (batch name), it will be easy to identify and view or print the correct
batch transactions.

For example, if “OpenBalances, DopenBalances, COpenBalances” and "Depreciate2103" were not
entered in the "Change Alias" field of the General journal, these four (4) batches would have been
displayed as “General jnl". As per this example, it is easy to identify the batches as Opening
Balances for the General ledger (BatchID10027), Debtor Opening Balances (BatchID10034),
Creditor Opening Balances (BatchID10035) or Depreciation for “March 2027" (BatchID10037).

To print a posted batch report:
1. Select the Batch type (F2) and select the General jnl (as per example).
2. Click on the Posted batches tab. The "Batch entry” screen, will display as follows:

] General jnl. - [General jnl.] ] ®

Batchenty Fosted baiches

Eatch entry

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

D Alias (batch name) |~ |Date Line count id |Date - Date +
10036 | Depreciate2103 } 2021/03/20 [3 0/2021/03/31 2021/03/31
10035 COpenBalances 2021/03/20 12 0/ 202012/31 2021/02/28
10034| DOpenBalances 2021/03/20 1z 0202012/ 2021/02/28
10027 OpenBalances 2021/03/20 12 0/ 2021/02/28 2021/02/28

4

3. Double-click on a selected batch. The transactions for the selected batch will be listed.

[} General jnl. - [General jnl.] m] *

Baich eniyy  Fosted baiches

Batch sty Details

Use your mouse to pull a column here to group on that column
S S T Sl ey
u - Depredation-Furniture & fittings  |G600020 Furniture & fittings -Acc. dep 205000 [ - | . 0.00) 50.00|  50.00
l 2021 /03/31 | DepreciationVehicles-Merc GE10020 Motor vehicles -&ecum. depn) 205-000 - D DU 75.00 75.00-
l 2021/03/31 | DepreciationVehicles-Delivery van |GE10020 Motor vehicles -&ecum. depn) 205-000 - 0.00 25.00 25.00-
l 2021/03/31 | Depreciation-Fumiture & fittings: 206000 Depreciation - 50.00: 0.00 50.00: v
l 2021/03/31 | Depreciation-vehicles-Merc: G205000 Depreciation - - 75.00 0.o0 75.00 d
l 2021/03/31 | Depraciation-ehicles-Delivery van | G205000 Depreciation ° ° 25.00 0.00 2500 d
6 150.00| 150.00 0.00

4. Click on the Print button to print the Posted batch transactions.
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Batch reports for posted batches

An example of the printed “Posted batch type report” (for the selected batch), is as follows:

E} D\ TCASHS plug_ins\reports\GEMNERAL documentsh postedbatch.rep = | x
i | = = = Y Y | 4
M 4 1>H|:—_“* |ao‘n:|_:4.-_'-.¢-.! v O
Batch type report - Posted balch BatchiD 10036 -
o~ Batoh fpe ig a4
Batch type : General jnL Bachia BoaT1 21
Alias (hatch name) : Depredate2103 Fite nane bathis
Date Reference Description Accoont  Contra Tax Debit Credit
acount . .
AN0YN CE0I Deprecistion Furnitwr = & fitting GE00020  G20E-000 - 000 000 000
Furnitir= & fittings -Ace deprec
201033 DED3 Deprscistion Vehicks-Mero G002 GX05-000 - 000 00o TEOD
Mptor vehicles - Aocum deprecistion
030y DERR DegrecistionVehicks-Delivery var  'GE10020° 6205000 = 0.00 000 2500
Motor v snicles -Acoum dem sciation
PNFIOITY seeseses *DeprecisfionF e & fitings G20EI00 - - 0.00 £0.00 0.00
Deprecistion
A2NOHF —— *Depreciation-Vahicks-lec 205000 - - o FEOD o
Deprecisiion
20O — *DepreciationVehicks-Delvery van.  G20E000 - - ooo 2500 ooo
Deprecishon
Total 150.00 150.00 v

AA.8- TAX REPORTS

9

l_x—n

The Tax report (Reports — Tax menu) does not include the Sales batch. It only includes Sales documents
(i.e. Invoices and Credit notes). Transactions on other Batch types may cause similar errors.

The reason for this, is the "Consolidate balancing” option on the Standard tab of the F10:Setup on the
“Batch entry” screen. When setting up the batch and the "Consolidate balancing” option is selected (ticked)
if Tax is enabled in a batch, the following Information message is displayed:

“Consolidating lines and using tax will mess up your tax report!
Please make sure you do not use tax or do not consolidate lines”

Click on the OK button and click on the F10:Setup icon and deselect (remove the tick from the "Consolidate
balancing" field on the Standard tab of the "Options for this batch” screen.
Balance the Batch again.

Before you print tax reports to submit your Tax (VAT/GST/Sales tax) returns, you need to post (update) all
batch transactions and documents (i.e. invoices, credit notes, purchase and supplier return documents) for
the tax period.

The following tax reports are available:

1.

Tax per period report — This report is used to complete the Tax (VAT/GST/Sales tax)
returns. It will list a summary of the Output tax less the Input tax and the total tax payable
/ refundable.

Tax report - Reference / Document no. - This report will list the details of accounts and
transactions of all posted (updated) batch and document transactions, on which Tax
(VAT/GST/Sales tax is applicable. It will display the Tax code and description as well as the
contra accounts for each transaction.
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3. Tax list debtor with tax id - This report will list a total exclusive of tax, tax amount and
inclusive amount of tax) for the Invoices less Credit notes for debtor (customer) accounts
for selected period(s) or date(s). It will also display the Company and Tax registration
numbers for each for debtor (customer) accounts.

4. Tax list creditor with tax id - This report will list a total exclusive of tax, tax amount and
inclusive amount of tax) for the Purchase documents less Supplier returns for creditor
(supplier) accounts for selected period(s) or date(s). It will also display the Company and
Tax registration numbers for each for creditor (supplier) accounts.

[ T"I The Tax excluded and Tax amount in the Report total of the Tax report - Reference / Document
“" no. report, should balance with the Total - Output tax — Input tax of the Tax per period report, if
the same periods are selected.

o It is recommended that these tax reports are printed and archived (PDF) for record and audit
purposes.

AAB8.1- Tax per period report

To print tax per period reports:
1. On the Reports ribbon, select Reports — Tax.

2. Select the Tax per period report. The “Tax list debtor with tax id” report is the default
report.

3. Select the “Tax per period” report.

Q Tax per period - o X
|Tax per penad * . | 1 0penin POF -E
| Date Show details
Pei period | Free selection L]
Display Show tax separately
2021/03/07 4 2021/04/30° O
Periods:
() Marth () 4:Marnths
®) 2 Months () B Months
(1 3 Monthe OYear
o Ok & ECancel

4. Select the following:

Per period:
er peno VB Tick on 2 Months” and select *2021/03/01 / 2021/04/30"

Show detalils:
@ Leave blank. By default, this option is not selected. It will only list the totals

exclusive of Tax (VAT/GST/Sales tax) for each tax code.

If this option is selected, it will list all transactions and documents including the
account code, account description, country and tax reference of the debtor or
creditor account (if applicable).
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Tax per period report

Show tax

separately: @ Leave blank. By default, this option is not selected. If this option is selected,

each tax code will print on a new page. It is recommended, that this option
should only be selected, when the “"Show details” option is selected.
e For the purpose of this tutorial, we assume that our tax registration certificate indicates that we
need to pay Tax (VAT/GST/Sales tax) every 2 months.

5. Click OK.
An example of the “Tax per period" (no details) report, is as follows:
[ Tox per period =S m} x
M 4 ‘Mz RO IFEEAR] K
I Tax per pefod Wl ~
Periods Show details No
20210301 - 2020430 Show tax separately: No |

TBE0010 Output VAT-15%

Output VAT - 16% TBS0010 17,600.00 252500
TBE0020 Input VAT - Standard rate -15%
Input VAT - Standard rate -15% TB60020 -9,240,00 1,38600
TBE0030 Input VAT - Capital goods -15%
Input VAT - Capital goods -15% TB60030 -800.00 42000
Total: Output tax - input tax 7,460.00 L) S

@ It is recommended that the details should also be printed and saved for record purposes.
@ It is important to print the details to check the details of your transactions.

The detailed tax report (“Show details” and "Show tax separately” options selected) for the same
period, is as follows:

Page 1 - Output tax - 15%

[ Tax per pericd = O x
M« ipM=as RO FREEQ R (| ®
(] Tax per period W~
Periods Show details Yes
2021/0301 - 20210430 Show tax sepammiely: Yes

TBE0010 OutputVAT-15% h‘
GO10000 Sales

Date Reference Bateh Code ! Description / Country/ Taxreference Amount exel Tax amotint
22N 0T === 100% DIABGREMY AR esr 111111111 1.000.00 150.00
e T e 10028 DINRCDS WAC Shop Deox Spechk & 555805508 1,500.00 =00
PG ——— 10028 DIABGREW: AB Gessm 111111111 1.000.00 150.00
;AR —— 10028 DINDAVING [es Davies 338012245 150000 2500
2021013 INGDOTO1 10023 DMABGREM. ABGreen 111111111 1.000.00 150.00
0210314 HNGDDD0Z 10040 DIMACDS WAC Shp Decor SpacEks G0000000 1.500.00 2m00
220315 INDDI02 10041 DMABGREWNE AR Gr==n 111111111 1.000.00 150.00
310398 FO00004 10042 DINDAVING. W= Dayies 336012345 1.500.00 =500
20210407 INODDDOS 10045 DINDAVINY. Mes Davies 226012345 1.000.00 150.00
20210409 INODDDCS 10047 DIR@ESMNK. Roger Smith South Africs 342023458 3000.00 450,00
210410 WNOODDOT 10048 DINDAVIM. Wi Davies 328012245 1.500.00 26500
010441 INDDDOOS 10051 DIROESVLE Roger Smim South Africe 347073458 200000 200,20
Tatal: GG10000 - Sales 17,500.00 252500

Output VAT - 5% TBGO04D 47 ,500.00 252500 “
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Page 2 — Input tax — Standard rate -15%

[ T per period = | x
W 4f P z2as R |FEEa o
I Tax per period al
| Periods Show details Yes
202110301 - 202110430 Show tax : Yes
T860020 Input VAT - Standard rate -15%
G210020 Maintenance
| Oate Reference  Batch  Code /Description / Country { Tax reference Amont sxal Tax amount
o
| WA 10030 COABCSC ABC Sevite Senbe 23333238 000 000
031031 FIODI0DT 10037 CIABCSC ABC Smvies Canre 2333323333 ~400.00 80,00
I? Total: G210020- Mainte ance -800.00 -120.00
I G210030 Repairs
i Date Refersnce  Bstch  CodefDeseription / Country | Tax reference ‘Amotnt sxel Taxamount
o
200 = 10020 C2ABCSC ABC Sevice Ganrs 23302225 -f00.00 -mm
210315 FIODOD0T 10037 CSABCSC ABG ServicsCenvs 3233333330 20000 -0
Total: 6210030 - Repairs 120000 -180.00
I\ 5220000 Rent
Oate Reference  Bstch Code /Description / Country | Tax refersnce Amount excl Taxamount
no.
‘ 2203 0T 10031 3220000 Rent 50000 7Em
| Total: G220000 - Rent ~500.00 7500
il 6230000 Staionery
0 Ot Reference  Bstch Code Descoription / Country | Tax refersnce Amount excl Taxamount
o
‘ artgzm 10 10021 Staticniery 20000 -
2020 FOV0DT 10033 G230000 Steticr=ry =000 e
Total: 6230000 - Stationery 240.00 3800
GEO0OI0 Furniture & fitings @ cost
Date Reference  Bstch  Code Description f Country / Tax reference Taxamount
o,
o0 —— 10030  CIABCOS ABC-Offios Supplies 4444444445 2=
0I5 FUODOD0Z 10028  COABCOS ABC Off oo Supples $434494444 200
Total: GE00010- Furniture & fitting s & cast 25000
G750000 Stock control
Oate: Reference  Batch Code /Deseription / Country [ Tax reference Amount excl Tax amount
o
0710405 FUODODDS 10043 CIACHES A-ONE Suppkers Scuth Africa 3060 12245 -1.50000 -z
| 0910408 RUD0OD0: 10044  CSOESTS BEST Supslers SoulhAfrics 1234557550 2,000.00 -200.00
i Total: 6750000 - Stock contrat -3,500.00 -525.00
; Input VAT - Standard rate -15% TEE0020 -8,240,00 1,38600 <
Page 3 — Input tax — Capital goods - 15%
[ Tax per period = O x
M af M| =a & | Ao
I Tax per penod Bl -
§
| Perods Show details Yes
202103 M - 20210430 Show tax : Yes
TB60030 Input VAT - Capital goods -15%
G600010  Furniture & fithngs @ cost
| Date Reference  Bateh Code /Desaription / Country / Tax reference Amotint sxcl Tax amount
no,
| g 105 10031 SO0 Fumiirs & fitings @ st =000 750
oEtoaet 108 10031 GE00610 Fumiirs & fitings @ st 200.00 200
|? Total: 5800090 - Furniture & fitfings @ cost -800.00 12000
t Input VAT - Capital goods -15% TBG0030 800,00 42000
|
Totmk: Output tax - Input tax 7,460.00 1,113.00
-

@ The Tax excluded and Tax amount in the Report total of the Tax report - Reference / Document no. report,
should balance with the Total - Output tax — Input tax of the Tax per period report, if the same periods are
selected.
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Tax report - Reference / Document no.

AA8.2-

Tax report - Reference / Document no.

This report will list the details of accounts and transactions of all posted (updated) batch and
document transactions, on which Tax (VAT/GST/Sales tax is applicable. It will display the Tax code

and description as well as the contra accounts for each transaction. If the same periods is selected

as on the Tax per period report, the Exclusive and Tax amount totals should balance.

To print
1.
2.

tax list debtor with tax id reports:

On the Reports ribbon, select Reports — Tax.

Select the Tax per period report. The “Tax list debtor with tax id” report is the default

report.

Select the "Tax report — Reference / Document no.” report.

E} Tax report - Reference / Document no. O

] Open'in POF

‘ Tar tepart - Rafterence / Dogument no.: o |

b

| Date

Perperiod | Frez selection

Display

20210307 £2021/04/30°
e
(3 Minth
(®) 2 Morths
()3 Morths

(0 4 Miorithis
() B Moriths
(Ci¥ear

@ Eancel

4.

5.

Select the following on "2 Months" and select “2021/03/01 / 2021/04/30".

For the purpose of this tutorial, we assume that our tax registration certificate indicates that we

need to pay Tax (VAT/GST/Sales tax) every 2 months.

Click OK.
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MODULE AA - REPORTS

An example of the “Tax report — Reference / Document no." report, is as follows:
Page 1 -

[_.] Tax report - Reference / Document na. = O
M odf PH =Aaa|Re TR e
I Tax report - Reference | Document no.
Penods " 20210301 - 202904/30
Reference Code (I Description (f Country (/ Tax reference
boiodyrmig DIABGRE  if Mr. A8 Green /i ) M1
Date Batch no.  Description (Tax cods) Taxexcluded  Taxamount Code/ Desoription
i 20210307 10028 Cutput VAT - 153 (880010 | 1,000.00 150,00 CGO10000 Saks
| 2xox0s 10028 Cutput VAT - 15% (650010 | 1,500.00 20500 GO10000 Saks
20210310 10025 Cutput VAT - 15% (850010 | 1,000.00 150.00 3010800 Ssks-
M O4Z 10028 Cutput VAT - 16% (850010 | 1,500.00 22500 2010000 Ssks
| Reference wtal: £.000.00 750.00
Reference Code [l Description I Country |/l Tax reference
INOG Q001 DIABGRE i Mr. AB Green. // ) 111111111
i Date Batchno.  Description (Tax code) Taxexcluded  Taxamount Code/ Deseription
2162 10035 Caput VAT - 15% (880010 | 1,000 00 15000 GO10300 Saks
Reference total: 1,000.00 160.00
Reference Code [  Desaription I Country (/ Tax reference
NOODD02  DAMACDS I MAC Shop Decor-Specialists 1/ i BEGEEEEE
Date Batch no.  Description (Taxoode) Taxexcluded  Taxamount Code/ Description
210V1S 1000 Output VAT - 15% (850010 | 1,500.00 22500 5010000 Ssks
it Reference total: 1,500,00 225.00
I|
I Reference Code [f Descripiion i/ Country /I Tax reference
| INODOO02  DYABGRE o Mr AB Green /i " M1
Date Batchno.  Description {Tax code} Taxexcluded  Taxamount Code/ Description
20210315 10041 Cutput VAT- 153 (880010 ) 1.000.00 150.00 G010000 Saks
Reference iotal: 1,000.00 150,00
Reference Code Descniption i/ Counfry /I Tax reference
INOQODD4  DIMDAYVE N Mr Mike Dades M " 236012345
Date Batch no.  Description {Tax code} Taxexciuded  Tax amount Code/ Description
2AZIOINE 10042 Cutput VAT - 163 (850070 1,500.00 22500 GO10000 Saks
Reference total: 1,500.00 225.00
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Tax report - Reference / Document no.

Page 5 — (Last page) Totals

m Tax report - Reference / Document na. - O X
ol vycecACIFTEFAR o
I Tax report - Refere nce | Document no. “
Periods 2070301 - 2021/0430
Reference Code [ Description Tax reference
105 GBOOO1D  J Furriture & fitlings @ cost i
Tate Batchno.  Description (Tax code) Taxexcluded  Taxamount Code / Dessription
| 20210301 10031 Input VAT - Capiisl gnods - 153 -500.00 7504 GE00010 Fumihrs &fitings @ oost
i 1580030 )
Reference total: 500,00 _75.00
Reference Code 1/ Descripiion Tax reference
108 (=L | Furmiture & fittings (@ cast I
Dste Batchno.  Description (Tax coda) Taxesdided  Taxamount Code ! Description
202031 1002 Input VAT - Capitsl goods - 16% -300.00 -45.00 GE00010 Fumitur = Efitings @ oot
(850030 )
Reference fotal: 300,00 _45.00
Reference Code |  Descripiion Tax reference
PLDOOODZ CZABCOS N ABC-Office-Supplies i ddgdagartd
Date Batchno.  Description {Tax code) Taxexcluded  Taxamount Code ! Description
030315 10038 Input VAT - Btandard rate - 189 -1,500.00 20500 GEO0MD Fumitr e &Fittings (3 oost
{80020 )
| Reference total: -1,500.00 225,00
‘n
[ Reference Code 1  Descripiion Tax reference
| PLOOOD03 C2AONES I A-ONE Suppliers South Afica 1/ 906012348
Date Batchno.  Description (Tax coda) Taxexduded  Taxamount Cods /Description
0210405 10043 Input VAT~ Btandsrdrale - 15% ~1.500.00 22500 GFEO000 Stodk control
(820020 )
Reference total: 1,500.00 23500
Reference Code (  Description Tax reference
PLOODOD4 C2BESTS BEST Suppliers SouthAfica 4 1234567392
Dote. Batchno.  Description (Tax code) Taxexduded  Taxameunt Code/Desaripbion
20406 10032 Input VAT - Standarcrate - 15% ~Z00D.00 -300.00 750000 Stock control
(20020 )
‘ Reference toiak -2,000.00 -300.00
Report totak 7,460.00 111800 v

@ Once again, the Tax excluded and Tax amount in the Report total of the Tax report - Reference / Document
“" no. report, should balance with the Total - Output tax — Input tax of the Tax per period report, if the same

periods are selected.
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This report will list the following for each transaction on which Tax (VAT/GST/Sales tax) is
applicable:

1.

AA.8.3-

Reference and account detail -

a)

b)
9]
d)

e)

Reference — Document number or reference as entered in batches.
0 Balancing entries in batches are indicated as ******** eight (8) asterisks.

Code - Account code
Description — Name of the account.

Country — The name of the country, if selected on debtor (customer) and creditor
(supplier) accounts).

Tax reference — Tax reference number, if entered on debtor (customer) or creditor
(supplier) accounts).

Transactions detail —

a)
b)
Q
d)
e)

f)

Date — Date of the transaction.

Batch no. - The batch id (number) as automatically generated.

Description — Tax account and tax code.

Tax excluded — Amount of the transaction exclusive of Tax (VAT/GST/Sales tax)
Tax amount — Tax amount for the transaction.

Code / Description — Contra account code and account name (description).

Tax list debtor with tax id / Tax list creditor with tax id

The following two (2) reports will list the totals of documents for selected periods (as well as the
registration numbers):

1.

Tax list debtor with tax id - This report will list a total exclusive of tax, tax amount and

inclusive amount of tax) for the Invoices less Credit notes for debtor (customer) accounts

for selected period(s) or date(s). It will also display the Company and Tax registration

numbers for each for debtor (customer) accounts.

Tax list creditor with tax id - This report will list a total exclusive of tax, tax amount and
inclusive amount of tax) for the Purchase documents less Supplier returns for creditor
(supplier) accounts for selected period(s) or date(s). It will also display the Company and
Tax registration numbers for each for creditor (supplier) accounts.
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Tax list debtor with tax id / Tax list creditor with tax id

To print tax list debtor with tax id reports:
1. On the Reports ribbon, select Reports — Tax.
2. Select the Tax per period report. The "Tax list debtor with tax id" is the default report.

] Tox list debtor with tax id = ] X

[ Tanlist debtor with tax id | [JOpenin POF

Dtz Sequence |
Pei petiod  Free slection Diebior code
Dizplay
2021/03/01 7 2021/04/30
el n e
() Month (4 Minthis
@) 2 Morth: (1B Moriths
) 3 Morths (D) Year

v | ]

3. To print the similar report for creditors, select the “Tax list creditor with tax id" report.
4. Select the following:

Per period:
€ perto B Tick on 2 Months” and select *2021/03/01 / 2021/04/30"

Sequence:
u % Select "Debtor code”

For the purpose of this tutorial, we assume that our tax registration certificate indicates that we
need to pay Tax (VAT/GST/Sales tax) every 2 months.

5. Click OK.

An example of the "Tax list debtor with tax id" report, is as follows:

L3 Tax list debtor with tax id — ] ®

M phlzagRO|FERa R \| @

Tax list debtorwith tax id ]

Tax report - Debtor list - Tax reg. no. - Company reg. no.

From: 2021/03/01 To: 2021/04/30 Sequence: Debior code

Cods Name kaxrﬁg,nn Company teg. no Total Total Total

Tax excluded Tax Tax Included
DIABGRE Wt AB Grsen 111111111 20090970 2000.00 200.00 230000
CIMACDS WAC Shop Decar Specisists seeseces 1500,00 ZEm 1725
DINDAVI Bt Wike Davies 230012345 s4a0109a8 400000 20000 460000
DIROGSM W Roges Smih Ereer 105881048 £000.00 7E0.00 £750.00
Report total: 12,500 00 1,875.00 14,375:00
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AA.9-

REPORTS TO MANAGE AND ANALYSE DOCUMENTS,
STOCK, SALES AND PURCHASES

A range of reports are available on the Reports menu to manage, analyse and control your stock
items, sales and purchases. You may generate these reports to see how the transactions in this
tutorial will be displayed in the reports.

AA.9.1-

Stock item reports

The following reports are available to manage the stock items:

1.

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

Print labels — Print the Barcode or the Yagoda
barcodes.

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

Backorder — Print a list of any stock items that
are on backorder.

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

Start  Aeticn Reportz ~ Galup Lzsitab
D I_D m m T T-Account
I & Printsr
|Beports | User  T-iedosr T-ledger
. s st 2o 2
| B3 I-Ledgeranalyser1 Aeports
IE Point-of-Sale
B} L=dger »
£ Debtors 3
=  Creditars »
~"  Sales 3
llé'"] Plugins 3
B stoc v 28 Reorder |
E Point-of-Sale ¥ | @ Print izbels
28  Contacts = Stockitem listing
5 calendar m& Backorder
& Batch entry 2§ Stock In/Out

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

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

AA9.2- Document listing reports
The following reports are available to print lists of documents:
1. Document listing — Select Invoices, Credit notes, Quotes, Purchases, Supplier returns and
Orders. Stal  Anlivn | Repait: | Selup | Usertab
isti T-Accolnt viewer
2. Document listing per account |:| ]_D E E ;th [:2.'";]
a) Sales documents — Select ‘Rﬂm e s | T =
to list only posted or w!ﬁggg';};;,};,’}" Regelie |
unposted Invoices or Credit ¥ Boint.ofSale
notes or unconfirmed / Bl Ledger !
open / confirmed Quotes. SjiEcn !
& | Creditors »
b) Purchase documents - A Sals )
Select to list only posted or &5 Pugins ’
unposted Purchases or i stock !
Supplier returns or F s
unconfirmed / open / E E:if::f
confirmed Orders. T —
3. Unprinted document listing — L e .
This is similar to the Document ? Ezﬁ::::”m
listing per account reports. It will B e = e
list all documents which have not w2 Solesanaigis > B Documentlisting et aceount. > T —
yet been printed for each debtor Tax B Unprinted document fisting » | (& | Burchase documents
(customer / client) account.
AA9.3- Sales reports
Various reports are available on the Reports —
Sales menu to analyse each of the sales st Fenors KSR ISR
documents (i.e. Quotes, Invoices and Credit notes). m ]_|:| B B ;”’ﬂ’”"”""“e’ [==i]
The reports for Invoices are as follows: B, T | T o ot
1. Graphs - Invoices per week — Quantities | B Ttedgeranalysert Reruite
and Invoices per Week — Turnover. W | Boint-of-Sale
M0 Ledger »
2. Debtors — Debtor - Invoices per period — 2 | Debtars v
Quantities. & [t L
7 Sales | Ouates 3
3. Sales - Invoices per period — Quantities B plugins er— i ra—
and Invoices per period — Turnover. B stoc Creditnotes » | 2 pebtors
4. Items - ltems per period. :’; ZZ;::SSE[ d ; ._St: :i
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AA9.4- Sales analysis reports

Various reports are available on the Reports — Sales
analysis menu to analyse sales documents.

Sales documents per period (Reporting groups):

Five (5) reporting groups (i.e. Debtor group 1, Debtor
group 2, Document group 1, Document group 2 and
Salespersons):

1. Sales per period — This will list both the
transaction details of posted invoices and
credit notes for a selected period or date(s).

2. Invoices per period — This will list the
transaction details of posted invoices only for
a selected period or date(s).

3. Credit notes per period — This will list the
transaction details of posted credit notes only
for a selected period or date(s).

4. Quotes per period - This will list the
transaction details of confirmed (posted)
quotes only for a selected period or date(s).

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

Sl Aclion
00 &
|H=ports | User  Tedger

- reporte- analys=er 1
B I-ledgeranalyser 1

H Point-of-Sale
HER L=dger

£ Debtors

&  Creditars
~* Sales

@ Piugins

L stock

¥ Paint-af-Sale
28 Contacts

) Calendar

B Eatch entry
¥y | Purchaces
B Company info
S | Currendes
@ Dotuments
" Sales-analysiz
Tay

4 Purchase analysis

Fepmrts

Selup - Ussrtall

E T T-Account viewer

& Printer
T-edger
analyser 2

Repori=

| Ej Quates per period

[ Credit notes per period
Invaices per perod

n Sales per produc

A* Eales par period

406 - TurboCASH5 (4.0.0.969) — 2021 — Accounting Made Easy



Purchases reports

AA9.5- Purchases reports

Various reports are available on the Reports — Purchases menu to analyse each of the sales
documents (i.e. Purchases, Supplier returns T e

and Orders). The reports for Purchases are D ]—D B B T T-pceountviewer, (]

as follows: B o e | T S
IS et Sraliser 11 cenedyser designet
1. Graphs — Purchases per week — rErr—— A |
Quantities and Purchases per Week F  Eoint-ot-Sale
— Cost B Leclat >
£ Debtars 3
2. Creditors — Creditor — Purchases 2 | Craditars ,
per period — Quantities o Esles <
t_l;'l Plugins »
3. Purchases — Purchases per period B stock v
- Quantities and Purchases per A Rl ’
. 28 Contarts
period — Cost. | caienie
4. Items - Items per period. B Batch entry |
u . Pupehidzes L @ Burchase documents  »
& Company info E Ceders v | i Graph
$ | Currences Supplier returns » | & craditors
@ Documents SN () Ttems
A" Sales analtysis » “e, Purchases
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AA9.6- Purchase analysis reports

Various reports are available on the Reports — Purchase analysis menu to analyse purchase

documents.

Purchase documents per period (Reporting
groups):

Five (5) reporting groups (i.e. Creditor group 1,
Creditor group 2, Document group 1, Document
group 2 and Salespersons):

1. Purchases and supplier returns per
period — This will list both the
transaction details of posted purchases
and supplier returns for a selected
period or date(s).

2. Purchases per period — This will list the
transaction details of posted purchases
only for a selected period or date(s).

3. Supplier returns per period — This will
list the transaction details of posted
supplier returns only for a selected
period or date(s).

4. Orders per period — This will list the
transaction details of confirmed (posted)
orders only for a selected period or
date(s).

Stal  Aslion

0o @&

Reports | Ussr  T-iedger
- TEports- analyser L

‘ Ba T-ledger analyser 1

E Point-of-Sale
MR Ledger

& ' Debtors

& Creditors
~* Sales

&5 Plugins

=% stock
Point-of-Sale
Contads
Calendar
Batch entry
Purchases

Campany info

o § W R

Currencies

@ Documents

#~* | Sales-analysis
Tax

M Purchase analysis

Fepots | Selip Weeflab

- v v vy v o o

L 2l

m T T-Aecount wewer ER

& Printer
T-Ledger Report
analyser 2 desigrer
flegorts
g Orders per penad
Purchases per period
a Supplier returns per period
=‘ Prirchases per product
. Purchases and supplier returns per period

Purchases per product - Stock group 1 and Stock group 2 are also available to analyse the
purchases and supplier returns of trading stock items (default stock type).
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INTRODUCTION TO OPEN ITEM PROCESSING

AB.1-

INTRODUCTION TO OPEN ITEM PROCESSING

TurboCASH allows two basic methods of age processing of Debtor and Creditor transactions.
These age type processing methods are:

Balance brought forward -

Debtor (customer) accounts - The credit transactions (payments received,
debtor allowances, credit notes or any other credit transaction) are allocated to
the oldest outstanding debit transaction (opening balances, invoices, etc.)
amount.

Creditor (supplier) accounts - The debit transactions (payments made to
creditors, creditor allowances or supplier returns documents or any other debit
transaction) are allocated to the oldest outstanding credit transaction (opening
balances, purchases, etc.) amount.

Open item -

Debtor (customer) accounts - Open item is by default not activated. To
activate Open item processing for a debtor (customer) account, select (tick) the
“Open item" field on the Accounting information tab of a selected debtor
(customer) account.

The credit transactions (payments received, debtor allowances, credit notes or
any other credit transaction) may be linked to any selected outstanding debit
transaction (opening balances, invoices, etc.) amount.

Creditor (supplier) accounts - Open item is by default not activated. To
activate Open item processing for a creditor (supplier) account, select (tick) the
"Open item" field on the Accounting information tab of a selected creditor
(supplier) account.

The debit transactions (payments made to creditors, creditor allowances or
supplier return documents or any other debit transaction) may be linked to any
selected outstanding credit transaction (opening balances, purchases, etc.)
amount.

General ledger accounts - Accounts (Action ribbon) “Open item account” field
— Default is No. You may set it to Yes.

0 The "Open item account” option is not available for the Retained earnings / income,
Debtor's control and Creditor's control accounts.

You may link debit transactions to credit transactions or credit transactions to
debit transactions.
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MODULE AB - OPEN ITEM PROCESSING AND REPORTS

Open item linking relates debit transactions posted to an account to credit transactions which are
posted to the same account.

TurboCASH stores two amounts for transactions to open-item accounts; the amount of the
transaction as well as an "outstanding amount".

When you process the receipts journal and enter the amount for an Open item debtor, the “Open
item selection” screen will be displayed, where you may select to link a receipt to a specific
transaction or outstanding amount.

When you process the payments journal and enter the amount for an Open item creditor, the
“Open item selection” screen will be displayed, where you may select to link a payment to a
specific transaction or outstanding amount.

You may also edit or unlink the existing links, or even convert a specific account to the "Balance
brought forward" method, where any payment or receipt will be set off against the oldest
outstanding amount.

AB.2- OPEN ITEM PROCESSING - FILTER / SELECT ACCOUNTS

There are various options to filter and manage the details, totals and transactions of open item
accounts. To access the Open item link feature, click on the Open item link icon (Action ribbon).

There are three (3) tabs, i.e. Totals, Transactions and Unposted batches to manage open item
accounts.

AB.2.1- Totals tab - Select / Filter accounts

To edit open item links:
1. On the Action ribbon, click on the Open item link icon. The Totals tab will be displayed.

2. Click on the Filter button to list all those accounts for which Open item is activated and
for which transactions are posted.

L Open item link u] 'Y

Totals  Transactions Unposted batches

Seaich by Value

v bke v [ Clear Export Imitrows

Show colours Find invalid [1 |200 “oow

‘ Ledger + Debtors

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

Account Description Account type Transaction total Total

: B
MDA 1. Mike Davies 7.125.00 7.125.00
20BCO% ABC-Office-Supplies 2] 2.700.00- 2.700.00-
2B0NES AOME Suppliers 2.325.00- 2.325.00-

4 4,700.00 4,700.00

3. If an account is in white or gray rows, the accounts have no outstanding or unlinked
transactions.
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Totals tab - Select / Filter accounts

Accounts displayed in orange, indicates that there may be transactions which is not linked.
These accounts may need some actions in the Open item link processing.

4. Filter options - You may select (tick) or deselect (remove the tick) to list only Ledger,
Debtor or Creditor accounts.

Account type

1 - Debtor accounts - Open item account field selected (ticked) in Debtors - Accounting
information tab.

2 - Creditor accounts - Open item account field selected (ticked) in Creditors - Accounting
information tab

0 - General ledger - Open item account field set to Yes in Accounts.

3 - Bank accounts - Open item account field set to Yes in Accounts.

4 - Tax accounts - Open item account field set to Yes in the Accounts.

AB.2.2- Transactions tab

The Transactions tab will list the transactions for open item accounts.

3 Openitem link m} X

Totals  Transactions  Lnposted batches

Search by Yalue

~ Lke l:l Filter LClear Export qroup limitrows

‘\/ Ledger i Debtor W1 Creditor ‘ Open transactions only O 200 “aiw

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

Batch entry [Transaction tolpue_____|vedate __[pate ___|account ty
4 IMDAVT Mr. Mi ies TND00007 Tnwe 1,725.00 ) 0 20. 10 i

INO0DOOE Irwvoice /D101 1,180.00 1,160.00) 2021 /05/07 2021404407
[ Inwoice A1B-102 1.725.00 1.725.00) 202104415 2001/0316

14BGRE Mr. AB Green D001 Papment received - Thank you 2,000.00- 2,000.00-
: INDOO003 Inwaice /PH-101 1.150.00 1.150.00/ 2021/04/14 2021/0315
INODo0m Invoice ZABINT10 1,160.00 1,160.00/ 20210412 2021/0313
: TMDAY! Mr. Mike Davies INVOD4 Instal - Built-in cupboard 1.725.00 1.725.00/ 2021/04/11 202140312
14BGRE 1. 4B Green INYO03 Paint - Esterior 1,160.00 1,160.00/ 2021/04/09 202140310
: INVOD1 Faint - Exterior 1.150.00 1.150.00| 2021/04/06 2021/03/07
MDA Mr. Mike Davies JNLZ Debtor opening balances - Feb 2021 50000 500.00 2021/03/30 207/02/28
: JHL2 ehtor o 200.00 200.00 20 g
JNL2 0 1
: 240NES £-0NE Suppliers PLIO0O003 Purchases /4562 172500 1.725.00- 2021/05/05 2021/04/05 2
24BC08 ABC-Office-Supplies PLIOO0ONZ Purchases /INOOT 4 1,726.00- 1,725.00- 202104414 2021/03415
: PUO02 Install - Built-in cupboards 1.725.00- 975.00-| 2021/04/05 2021/03/06
2A0NES A-OME Suppliers JNL3 Creditor opening balances -Feb 2021 300.00- 300.00- 2021,/03/30 207/02/28
i  mw anw,
i R T
18 3,950.00 4,700.00

Filter options:

1. Search by - Select any of the column headings and an operator (e.g. Like (default), =, <,
>, <=, =>,0r <> ) and enter a value. Click on the Filter button. Only those transactions
matching your specified values will be listed. To clear the values, click on the Clear
button.
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MODULE AB - OPEN ITEM PROCESSING AND REPORTS

2. Account type - Select (tick) or deselect (remove the tick) to list the accounts for the
selected account type(s) (Ledger, Debtors or Creditors).

3. Open transactions only - By default, this option is not selected and will list all
transactions, including those with a 0.00 balance. If this field is ticked, it will list only those
transactions with a value of more than 0.00 in the "Due" column.

4. Group - Click on the group button to group the transactions on the list by “Month, From
today, By date" and "By year".

0 You may also drag columns to the "Use your mouse to pull a column here to group on that
column" row.

5. Limit rows - 200 rows is the default number of rows or transactions to be listed. The
number of rows may be specified (decreased or increased).

6. Export - This button will create an Export.txt (Text files), which you may change the name
and folder and save it. A Comma separated (CSV) file format is also available. Exported
files can be used in a spreadsheet.

AB.2.3- Unposted batches

The Unposted batches tab will list all transactions linked to open item accounts (i.e. ledger,
debtors and creditors) in batches, which have not yet been posted (updated) to the ledger.

m Open item link O X

Totals Transactions  Unposted batches

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

A&x}nuntl Description |Mom| nt tvpel Reference |Batch entry Transaction total| Due Due date ‘Date Amount entry |Batch name

M 1ABGRE :Mr. AB Green 1IN0 Paint - Exterior 16000 1150.00 2021/04/06 | 2021/03/07 1,150.00| 4BCReceipts2103
14BGRE |Mr. AB Green 1|INVO03 Faint - Exterior 116000 1.150.00 2021/04/09  2021/0310 850.00 ABCReceipts21 03
24BC0S |ABC-Dffice-Supplies 2|PuO0Z Inztall - Built-in cupboards 1.725.00-  1.725.00- 2021/04/05 | 2021/03/08 780.00-| ABCPapments2103
3 575.00 575.00 1,250.00

If any transactions are processed for open item accounts, and is not linked, these transactions will not be
listed on the Unposted batches tab.

When processing transactions in batches and an open item account is selected, the “Open item
selection” screen list all the outstanding transaction. For example, if a payment is received, you
may select to link the receipt to outstanding amount(s) in batches as well as documents.

If a transaction in unposted batches is linked to outstanding amounts in the “Open item selection”
screen the transaction line will be displayed in a yellow background.

You may remove linked transactions (right-click on selected transaction(s)) and select Remove on the
context menu. A confirmation message "Continue action Unlink transaction?" will be displayed. Click Yes
to remove the link. This will clear the links in the “Batch entry” screen.
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Unposted batches

{ Batchenty  Posted batches
Change alias C‘ — epm
i — + a - — — H H
ABCReceipts2102 N — »> —
“D:Delete “M:Insert F5: Balance FG:Post  F&:List  F9 Processs F10: Setup
Account Contra account: Inelusive amount: Exclusive amount: Reterance total
D1ABGRE Mr. AB Green B810-000 ABC - Bank R2.000.00 R2.000.00 -R3.000.00
PO Box 1111 Lakeside
Johanneshurg 2122
[Ho. - [Reference |Date [Description Account Debit Credit [openitem |
1|D5000 2021/02/01 | Cash received from owner G505000 Capital 5.000.00
|| £ Open item selection — O <

|[1ABGRE Mr. AB Green
Payment received - Thank wvou

This entry is already linked!

Clear [ Auto process

Open item link Paymert differance

Date Relerance Description Enter smount | Outstanding | Amount Payment reference
2021703707 e Paint - Exterior 1.150.00 1.150.00 1.150.00| 2BCReceipts2103
1.150.00° 1.150.00° 1.150.00
Open iter selection . )
. Payment discount [ Show allitems

[»|2021703/10

Outstanding Enter amount

1,150.00 1,150.00 850.00

| X Close

AB.3-

Customise...

To link transactions in the Receipts batch and Payments batch, you may refer to:
Section 5.7 of Module | — Entering payments from your debtors (customers / clients),
Section 6.1 of Module | — Entering the rest of your payments (to creditors (suppliers)).

OPEN ITEM PROCESSING - SELECTED ACCOUNTS

After selecting and double-click on a selected account on the Totals or Transactions or
Unposted batches tabs, the "Open item link" screen for the selected account will be displayed.

Since the Creditor — Open item processing is basically similar to the Debtor open item processing, the
Creditor open item processing will not be discussed in this tutorial.
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MODULE AB - OPEN ITEM PROCESSING AND REPORTS

AB3.1- Selected account — Default view

If no transactions are linked for the open item debtor (customer / client) account, all the
transactions will be listed.

1 Open item link m]
ABGRE
NEXR O O XE
Clear links GenBBAF  Unlink Process Statement  Close Export
IMO00002 PH-101
E| Reference Date Description Link
¥ INODOOD3 2021/0315 Invoice /PH-101 1.150.00 1.150.00 ]
INOD0001 2021/03/13 Ihvoice JAB-IN110 1.150.00 1.150.00 O
MO0 202140340 Paint - E sterion 1.160.00 1.150.00 O
MO 2021/03/07 Paint - Exterior 1.150.00 1.150.00 |
4,600.00] | 4,600.00| |
Credit
E| Reference |Date ‘ Description Amount 1 |Link
¥ D5001 |z021 /03018 |Papment received - Thark you 2,000.00- 2,000.00-| ]
| -2,000.00| | -2,000.00|
Total amaunt 0.oo
[ ][ v Seaeh Tota oustandig 000
= Total ledger 2600.00
- Differenceémount 0.00
Filter (] Difference/Outstand. 0.00

If the payment received transaction are linked for the open item debtor account, only the
transactions with outstanding amounts will be listed.

3 Open item link [m]
1ABGRE
NER P O XE
Clear links GenBE/F  Unlink Process Statement Close Export
1000002 PH-101
= ference Date Description Link
#|INOD000Z 20210315 Invoice /PH-101 1.160.00 1.150.00 Ll
INO0DoO1 202103132 Invoice AAB-IN110 1.160.00 1.150.00 Cl
IMNWDD2 20210210 Paint - Exterior 1.160.00 300.00 ]
‘ [ 3,450.00/ | 2,600.00] |
Credit
z|Reference Date [Description | unt | [Link
<Mo data to display >
Total amount 0.00
L 1 [ vseaeh oot i
= Tatal ledger 2600.00
Difference/amount 0.00
Filter 0 Difference/Dutstand. 0.0
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Selected account - Default view

See — Chapter 1.5 of MODULE | - RECEIVING PAYMENTS FROM YOUR DEBTORS - Entering payments from
Yyour debtors (customers / clients)
Mr. AB Green paid 2,000.00 (1,750.00 for INV0OT and 850.00 for INV003), -

O Deposit D5007 — 2,000.00 - Outstanding amount = 0.00

. Invoice INVOOT - 1,150.00 - Outstanding amount = 0.00

o Invoice INV003 - 1,7150.00 - Outstanding amount = 300.00 (Invoice amount 1,150.00 less 850.00
partial settlement = 300.00).

The following icons are available to process and manage Open item links:

1.

Clear links - This option will clear the open item links for a selected debtor or creditor
account.

Gen BB/F - This option will clear all the open item links, and generate the ageing as
balance brought forward account for a selected debtor or creditor account.

Unlink - This option allows you to unlink a selected transaction (a receipt or credit note,
which is linked to an invoice in the case or a debtor, or a payment pr supplier return
linked to a purchase transaction in the case of a creditor).

Process - Select (tick) the debit and credit transaction(s) to be linked. You then need to
click on the Process icon. A screen "Enter amount” may be displayed on which you need
to over-type the amount, if necessary.

Any linked transaction(s) will be removed from the debit or credit sections of the “"Open
item link" screen.

Statement - Click to view the selected debtor or creditor account in a statement layout
with the ageing labels (e.g. Current, 30 days, 60 days, etc.).

Export — This will export the transactions in a Text (Export.txt) file or a Comma separated
value (Export.csv) file.

Close — The “Open item link" screen will be closed for the selected account.
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AB.3.2- Statement view

If you click on the Statement icon, it will list all the transactions, including those transactions with
a 0.00 balance, as well as any outstanding amount(s) which is not the same value as in the Amount
column.

Q Open item link O x
14BGRE
NEXR I O X [E
Clear inks Gen BBAF  Unlink. Process Statement Cloze E=paort
Include items since | 2021/03/01 hd Current date |2021/04/30 -
Use your mouse to pull a column here to group on that column
Reference
|2021/03/18 | D500 [Paymert received - Thank you 1150.00/ ABCReceipts2103
[HH > BB+ — o/ X Cu kT 4] »
=] INvO03 | 202103410 | Psint - Exterior 1.150.00 300,00/ Sales2103
EI Date |Refererme ‘ Description I.Ammmt |Batch name
¥ 20210316 | D500 [Paymert received - Thank you | 850.00| ABCReceipts2103
U P B+ — «/ Xou kT [4] »
[=] D500 |2021 34168 |Payment received - Thank pou 2.000.00- D.UDlAEEHeceiptsZ] 03
:EI Date Reference Description Amount Batch name
|2D21 A03/07 INY001 Paint - Exterior 1150.00|5 ales2103
|2021/02410 [TiE Fairt - E steriar FE0L.00) 5 ales21 13
[ r B+ — =/ X0k P [«] »
INODOOO! [2021/03/13 [Invaice /4B-IN110 [ 1.150.00] 1.150.00]IMO0000T [
IN0D0OO3 |2021/0315 | Invoice /PH-101 | 1.150.00] 1.150.00/INOD0D03 |
s | | 250000/ 2600.00 |
Over 90 days 0.00 | 60 days 2,600.00 | 30 days 0.00) Current 2,600.00 | Due 2,600.00
Total amount 0.00
[ ][ seash Tolal autsiandg 000
o Total ledger 2600.00
§ Difference/dmount 0.00
Fier a Difference0utstand. 0.00

Select the dates “Include items since” and the “Current date” to view the transactions for specific
dates or periods.

Select a transaction (with Outstanding amounts of 0.00 or any outstanding amount which is not
the same as the Amount (transaction amount). If you click on the + icon, the details of the linked
transaction(s) will be displayed.
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ADJUST PAYMENT DATES / RECEIVE PAYMENT

AB.3.3- ADJUST PAYMENT DATES / RECEIVE PAYMENT

AB.3.3.1-  Adjust payment date

The Payment date (due date) is automatically calculated by adding the number of days (entered in
the "Due date” field on the Accounting information tab of Debtor / Creditor accounts) to the
date of the document (i.e. invoices, credit notes, purchase and supplier return documents) and the
transaction dates entered in batches.

AB.3.3.2- Receive payment

The Receive payment feature, will automatically generate the transactions to the receipts batch for
a selected transaction and print a combined receipt / payment advise (if selected). The transaction
will automatically be posted updated to the ledger.

AB.4- OPEN ITEM REPORTS

ABA4.1- Open Item reports summary

AB.4.1.1- Debtor reports

The following reports for Open item processing is available:
*  Debtors — Transactions — Transaction list — Open item
+  Debtors — Age analysis — Balances detail history (open item)
*  Debtors — Outstanding — Debtor statements — Outstanding
*  Debtors = Outstanding — Due date
*  Debtors — Outstanding — Outstanding at date

AB.4.1.2- Creditor reports

The following reports for Open item processing is available:
*  Creditors — Transactions — Transaction list — Open item
+  Creditors — Age analysis — Balances detail history (open item)
*  Creditors — Outstanding — Creditor remittance advice — Outstanding
*  Creditors — Outstanding — Due at date
Creditors — Outstanding — Outstanding at date

» Since the Creditor — Open item reports is basically similar to the Debtor open item reports, the Creditor
open item processing will not be discussed in this tutorial.
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AB4.2- Debtor age analysis reports

You may need to analyse your debtors (customers / clients) accounts on a regular basis. It is
recommended that the age analysis reports are printed after all batches and documents are
posted (updated).

AB.4.2.1- Balances detail

The Debtors — Age analysis — Balances detail report will list - All the Debit and Credit
transactions (irrespective of Open item transactions processed (Credit transactions linked to Debit
transactions)).

To print debtor age analysis details reports:

1. On the Reports ribbon, select Reports — Debtors — Age analysis. The Balances detail
report options is displayed:

[ Baiances detail - o0 ®
[ Blanges detai % ~|  D0peninFoF @
L
Dtz of ageing Frorm: gecount
lozian @ |D1#BGRE |
Days overdus To account
|30 | [33|p1RoGsH |
Nurriber of days overdue Sequence
|30 | | Disetiption v
Show transactiars Show contact details
I O
Newpage pet account
K @ Cancel

2. Enter or select the following:

Dat ing:
ate of ageing. Y Select the date e *2021/04/30"

D due:
s overae Enter ‘30"

Numb d due:
umber of days overdue Enter "30"

From account:
% Select the first account on the list.

To account:
% Select the last account on the list.

Sequence:
9 \/6 Select “"Description”.

Show transactions:
Leave blank. Only the totals will be printed. To print the

transactions, you may select this option.

Show contact details:
Leave blank.

New page per account:

| | B

Leave blank.

3. Click OK.
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Balances detail

An example of the “Debtor age analysis — Balances detail” report, is as follows:

[ Balances detail = O ®
M4 ipd|lc2ap RO |FEEQ o @
Debtor age analyss- Balances detail
From account D1ABGRE To: D1ROGSM
Period 1: 2021/04/30 Sequence: Description
Penod 2: 2021/03/31 Show transactions No
Penod 3: 2021/03/01 Show contact details No
b New page per account: No
Debtor group: Debtor group 18
DIMDAVI N, Mike Davies Total Period 1 Period 2 Period 3
o (30) (30) (60} =
Open item: Yes 713500 2875.00 3,450.00 800.00
DYROGSM M. Roger Smith Total Period 1 Period 2 Period 3
(30) (30) (60 +
Gpenitan: No ,760.00 5,750.00 0.00 1000.00
Totat- Debtor grougs Total Pericd 1 Period 2 Period 3
Debtor group 18 (30) 30) (80} +
1387500 862500 3,450.00 1,800.00
Debtor group: Debtor group 1C
DIMACDS MAC ShopDecor Specialists Total Period 1 Period 2 Period 3
(30} {30) {60} +
G do 245000 0,00 2,450.00 0.00
D1ABGRE M. AS Green Total Period 1 Period 2 Period 3
item: (30) (30) (60} +
Open item: Yes 2,600 00 0.00 2,600.00 0.00
Total - Debtor group Total Period 1 Period 2 Period 3
Debtor group 1C (30) 30) (60) =
505000 0.00 5.050.00 a.00
Report ol Total Period 1 Period 2 Period 3
(30} (30) (60) +
18,925.00 862500 8,500.00 1800.00
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AB.4.2.2- Balances detail history (Open item)

This repost is basically similar to the Balances detail report. The balances detail (Open item) report
will list all the transactions as well as the Outstanding amount. It will list the details of transactions
linked (e.g. fully paid invoices) with an outstanding amount of 0.00.

To print debtor age analysis details (open item) reports:

1. On the Reports ribbon, select Reports — Debtors — Age analysis. The Balances detail
report options will be displayed.

2. Select the Balances detail history (open item) report.

[ Balances detsil history (apen item) == LT X

~|  CltpeninpoF @

| Balances detal history (oper item]

B
L3
Dtz of ageing Frarii account
2021/04/30 B |D18BGRE |
Days overdue To aceount
|30 \ [[p1R0GsM |
Nurrber of days overdue: Sequents
!30 ‘ Description =
Shiow iansaction: Show contact details
New page per actount

0K © Eancal

3. Enter or select the following:
D ing:
ate of ageing \% Select the date i.e. "2021/04/30".

D due:
oys overdue Enter 30"

N !
umber of days overdue. Enter "30"

From account: . .
\% Select the first account on the list.

To account: .
\% Select the last account on the list.

Sequence:
9 \% Select "Debtor code”.

Show transactions:
Leave blank. Only the totals will be printed. To print the
transactions, you may select this option.

Show contact details:
Leave blank.

New page per account:

| | B

Leave blank.

4. Click OK.
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Transactions - Balances detail vs Balances detail (open item) reports

AB.4.2.3- Transactions - Balances detail vs Balances detail (open item) reports

Balances detail report — Transactions

All the Debit and Credit transactions will be listed (irrespective of Open item transactions
processed (Credit transactions linked to Debit transactions)).

MABGRE M. AB Green

Cpen item:
Reference Daate
NWD01 2020307
WWD03 2021/0310
MOO0001 202410313
MOD0o02 20210318
D&0a1 20210318

Yes

Amount
118000
146000
116000
1.180.00

-Z,000.00

B

Toal Perod 1
(36)
2,600.00 0.00
Description
Fsnt - Enferior

Fait- Exiarior

Imyoize AB-INITO

Imeoice PH-10Y

Fayment recsived - Them you

Period 2 Period 3
£30) {60) =
2,600.00 0.00

Balances detail history (open item) report — Transactions

All the Debit and Credit transactions will be listed. The outstanding amounts will be displayed
including 0.00 for transaction that is fully settled.

Code Name Total
DiABGRE  Mr. AB Green 2,600.00 Open itent: Yes
Reference Oate Descriptinn Amount Dt standing BatchlD  Transaction
id
HVOD1 ENZ1007 | Feint- Bcerior 1,150.00 .00 10028 k=21
IyioD3 20210310  Feint- Boerlor 1,150.00 20000 b 10028 =6
1000001 202110312 Imigice WAB-IN110 115000 1,150.00 10028 IFe
1000003 202101E  InvoiceFH-101 1,150.00 1,15000 100241 328
5001 2031018 Foyment receved - Trank you -2/009.00 000 10032 337
Total 2,600,00 250000
Period1 Period 2 Period 3
[30) 30} (60) #
000 2,600.00 0.00

See — Chapter 1.5 of MODULE | - RECEIVING PAYMENTS FROM YOUR DEBTORS - Entering payments from
Yyour debtors (customers / clients)
Mr. AB Green paid 2,000.00 (1,750.00 for INVOOT and 850.00 for INV003), -
O Deposit D5001 — 2,000.00 - Outstanding amount = 0.00
o Invoice INVOOT - 1,150.00 - Outstanding amount = 0.00
O Invoice INV003 - 1,7150.00 - Outstanding amount = 300.00 (Invoice amount 1,750.00 less 850.00

partial settlement = 300.00).
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AB.4.2.4- Show contact details option

You may select the “Show contact details” option to view the details for each debtor included in

the report.
Code Mame Total
DIABGRE M AB Green 2,600 00 Open item: Yes
Reterance Date Descnption Amount Outstanding BatchlD  Transaotion
id
NI 210307 Famt- BcEor 1. 58000 060 10028 374
N0 221030 Faint- BEior 1,180.00 Hoon 10028 228
MOODD0T 2210312 InecicedAE IN1ID 1.120.00 115000 10038 ars
NODDDO2 2021/0%15  Imemice/PH-101 1,150.00 115000 10041 85
05001 20210318 Pay ment recefved - Thank o -2000.00 0.00 10032 337
Tatal 2,500,00 2,600.00
Period 1 Penod 2 Penod 3
130) (30) (60)+
0.80 2,600.00 0.00
Postal aofdkes s Debvery address Iformation
PO B 1119 Greerr Sineat Langusge - Engizh
Lskesice Lk enige Comfaot - Andray Green
JSomEnnesbung dphamesburg Tefeohone ¥ (01 3145597
2122 2123 Tefephone 2 (0 113145938
Far [0 113143555 h
E-mail - gresnfipinkeafoaza
Wabzite
Conpany reg no - 222220922
Tas regoma - 111911991

AB.4.3- Debtor statements

You may send debtor statements to your debtors (customers / clients) on a regular basis. It is
recommended that the statements are printed after all batches and documents are posted
(updated). The following two (2) debtor statements may be printed:

+ Debtor statements — All the Debit and Credit transactions are listed (irrespective of
Open item transactions processed (Credit transactions linked to Debit transactions)).

* Debtor statements — Outstanding — Only the outstanding Debit and Credit transactions
are listed.
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Debtor statements - Outstanding

AB.4.3.1-

Debtor statements - Outstanding

To print debtor statements:

1.

3.

4.

On the Reports ribbon, select Reports — Debtors — Outstanding. Debtor statement
(default report) will automatically be selected. This default debtor statement will print all
transactions debits and credits.

Select the Debtor statement — Outstanding report to print only the outstanding
amounts of transactions not linked in Open item processing.

m Debtor statement - Qutstanding

- O X

| Debtor statement - Outstanding

v| [0pen in POF @

I

L3
Date of ageing From account
2021/04/30 E- |D1ABGRE |
Diays overdue To account
El] [[o1R0GSM |
Number of days overdue Sequence
30 Description ~

" OK © Cancel

Enter or select the following:

Date of ageing:

Days overdue:

Number of days overdue:

From account:
To account:

Sequence:

Click OK.

J@ Select the date i.e. "2021/04/30".
Enter "30".
Enter "30".
% Select the first account on the list.
% Select the last account on the list.

\/6 Select "Desription”.
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An example of the “Debtor statement”, is as follows:

[} bebtor staterent - Outstanding = | x
M < 2 b =an RO FET | O
Mr. AB Green Handyman Hardware Store B
PG Box 1111 . N
& s 27 Olifarts Road
Lakeside E i
doheniesbies mmarertia
nrom Johannesourg
Z195
FProns (011} 310-1250
Account no. : DIABGRE -:_1 (0113 210.2000
Corgset. Andrew Gresn b= g,
E-met mymeli@nyispne
Tacreg no. 111191111 Wetsite
Cormpany reg, no. - 2T
Teleghone 1 (01 113145957 & H9E0{zas
Telechons 2. (01 113 14 9998 53( ,_E:nfg' s :43]1;1}1'?
Fax - (D7 214 9589
Emall  gesn@pnkecicoza
Website :
Statement
S@atement o 202170430 Period 1 : 2021/04(30 Due amount 2,600,00
Period 2 : 2021103/31 .
Period 3 : 202110301 Bilg dak: O
Cate Reference Cescription -Am ount Outstanding Payment date
;100 MVODR Faint - Beterlor 1,150.00 0000 20210802
I3 MODDDO1 Imroice AR IN11D 1,150.00 1,150.00 ‘ SO310aN2
FTEIOBMS  NODDDOZ InyoiceFH-101 1,150.00 1,150.00 202170414
Due amourt Period1 Period 2 Period
(30} (30) (607 +
280000 .00 2,600.00 0.00
Creditlimit 10,000.00
Balance : 2 600.00
Available : 740000
Statement message:
Please reler any quenes to our accounts 2 5% INTEREST WILL BE CHARGED
department On ALL OVERDUE ACCOUNTS
Duie amount: 2,600.00 Handyman Hamware Store - Bank account
Due date: 20110530 Bank name_
Branch code:
Bank account no.:

The information, is as follows:

1.

Header (Left) - Debtor information as entered / edited on the debtor account - Debtors
(Action ribbon).

Header (Right) - Company information as entered / edited on Company info (Setup
ribbon).

0 If the Company logo is loaded in the "Options” screen of Company info (Setup ribbon), the logo
will be displayed instead of the Company name, Address (4 lines) and Telephone and Fax
numbers.

Statement to - The date as entered (selected) on the “parameters” screen. The periods
number of days specified on the “parameters” screen is displayed. The outstanding totals
for each period is displayed as a summary for the periods at the end of the transaction
section.
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Transactions - This displays the date, reference, description and amount for each
transaction. The payment date for each transaction is the date of the transaction plus the
number of days entered in the “Due days” field on the Accounting information tab of
the debtor account.

Credit limit - The amount as entered in the “Credit limit" field on the Accounting
information tab of the debtor account. The Balance at is the current balance of the
debtor account of all posted transactions and documents as at the date of printing of the
Debtor statements. The Available amount is calculated the Credit limit less the Balance
at amount as at the date of printing of the Debtor statements.

Statement message - This consists of two (2) sections:

a) Statement message (Left) - Up to three (3) lines as entered on the Delivery
address tab of the debtor account.

b) Statement message (Right) - Up to three (3) lines as entered on the Statement
setup tab on the Documents setup (Setup ribbon).

Due amount, Due date and Banking details - The amount payable and the date on
which the payment is due. The Banking details (Bank account 1) as entered on Company
info (Setup ribbon) will be displayed on the Debtor statement.

o The Banking details (as entered in the Company info (Setup ribbon) is not available in Creditor
remittance advices.
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AB.4.3.2-

Debtor statement vs Debtor statement — Outstanding

Debtor statement - All the Debit and Credit transactions are listed (irrespective of Open item

transactions processed (Credit transactions linked to Debit transactions)).

Statement
Page: 1
Statement fo: 2021/0430 Period 1 202104730 [ue amount 2,600,00
Period 2, 2021033
Period 2 - 202103 Due date: 2021/05/30
Oate Reference Desaoription Arnomt Payment date
P e ok e 001 Faint - Ext=rior 1,150.00 20240208
20210310 IO Faini - Extzior 1,150.00 20240208
20210313 IHDOO00 I oice FAB-INT D 1,1 5000 Z031/021 2
201 0IE 1HD00DOE Irny @ice FPH-107 1,160.00 2021704N 2
N3 02ME D50 Faymemntrecerwed - Tham you -2.000.00 2031041 E
Due amcurt Perod 1 Period 2 Penod 3
{30 (30) |60} +
2,600.00 0.00 2.600.00 0.00
Credit limit: 10,000.00
Balance : 2.600.00
Available : 7.400.00

Debtor statement - Outstanding — Only the outstanding Debit and Credit transactions are listed.

Statement

Statement to: 202110430

Period 1 : 2021/04:30

Due amount 2,600.00
Period 2 : 2021103131
Period 3 : 2021/03/01 Dui2 date: 202653
Data Referance Description Amount Dutstanding Payment date
0210310 MVD0E Peint - Bxlericr 1,150.00 200.00 2021/04108
20710313 NODDDOT Invoice (AB- N1 10 1,150,00 1,150.00 * 20210412
01034 HOODDO2 Imvoies /FH-101 1.150.00 1, 450.00 2024/041 &
D amount Period 1 Period 2 Perod3
(30} (340) (60} +
2 560000 000 2,600.00 0,00
Creditimit 10,000.00
Balance : 260000
Available : T.400.00

See — Chapter I.5 of MODULE | - RECEIVING PAYMENTS FROM YOUR DEBTORS - Entering payments from

your debtors (customers / clients)
Mr. AB Green paid 2,000.00 (1,750.00 for INV0OT and 850.00 for INV003), -

INVOOT — 1,150.00 - Will not be listed, as invoice INVOOT is fully settled.
INV003 - 1,750.00 - Will be listed, as invoice INV0OO3 is not fully settled. An amount of 300.00 will

be outstanding (Invoice amount 1,750.00 less 850.00 partial settlement = 300.00).
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MODULE AC - REPORTMAN

AC.1- REPORTMAN INTERFACE

All document layout files and reports are installed and stored in the ...\plug_ins\reports folder of
your installation directory.

To access the Report designer:

Select the Report designer on the Reports ribbon; or on the Setup ribbon. The “Report designer”
will list all layout files and report folders as follows:

E} Report man

- O X
Copy 1egort debcred
= ~ & DOCUMENTS
Edp = DOCUMENTS
2 EMaillnvoice
Delete -S iy
Mew repart GEMERAL
-S Mew
parcel
Mew tolder remittanice
REFORTS
E:fpiure'( folder Sibsorilions
Refresh » % systemreports
v [ Ledger
Hel F Budget
[y Graph
[E] Listing
Pl E] Tranzactions
E2 Debtars

Create parameters and opan

Craditors

Print preview %
ﬁ Flugins
- o Stock
11 Mo refrash aft
[ Nox refrash after save Pait o Sale
S Contacts

Select test docunient id Calendar

Batch entiy

i43 | Purchases
=0 Campanyi info

T4 Cunerciss

I%‘ Documents

- Sales analysis

E] Tax

Purchase analysis
% Usemsports.

The buttons and options, is as follows:

1. Copy report — If you need to edit a layout file or report, you need to select a file. If you
click on a report or layout file, and you click on the Copy report button, it will create an
exact copy (e.g. Copy of Reportname) of the report *.rep and the parameters *.dfm (if the
report has parameters) file(s).

| T“'I It is recommended that you do not edit an existing layout file or report, but create a copy and
“edit the copy until you get the required results.

| 'T'I You may then rename the report. If you have any customised reports, you may create folders in
“ the ...\plug_ins\reports\userreports\ folder and copy your reports to your folder. These reports
may then be accessed from User reports (Reports ribbon).
Document layout files cannot be printed from any other folder than the ...\plug_ins\reports\
DOCUMENTS\DOCUMENTS folder.
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REPORTMAN INTERFACE

10.

Edit — Launches the "Report manager designer” screen, where you may edit an existing
report or layout file or create or edit a new report or layout file.

Delete — This will delete a selected layout file or report (*.rep) file (and the parameter
(*.dfm) file, if applicable).

-y

[ | | Please make sure that the correct report is selected. Deleting the incorrect report, the report will
“" be permanently lost.

New report — This will launch a blank report with no datasets using the ...\plug_ins\
reports\New.rep template file. When you save the New.rep file, it will save it as New.rep in
the folder in which the New report button was clicked on.

You may click on the New.rep and click again to rename the report.
If the New.rep is in the "Reportman designer” screen, you may use the File = Save as menu to
save the report with your own name.

New folder — This will create a New folder in the selected folder. You need to double-
click to rename the New folder.

Explorer folder - If a report is selected it and you click on this button, the folder
containing that report will be launched in Windows Explorer or your system's default file
browser.

Refresh - This will refresh the display (list of folders and files) in the “"Reportman” screen.

The "No refresh after save” option is by default selected (ticked). If this ticked is removed, it will
automatically refresh the "Reportman” screen when a report or layout file is selected. This may
slow down your system.

Help - This button is inactive. The off-line Reportman help can be accessed from the
.../plug_ins/reportman/doc/indexes.html file in the TurboCASHS5 installation directory.

You may access the online help at http.//reportman.sourceforge.net,

If you focus on a specific area of the "Reportman designer” screen, a "?" will be added to the
cursor, it will launch the specific topic at sourceforge (e.g.
http.//reportman.sourceforge.net/doc/refcommon.html).

Parameters - If a report has parameters, and you click on the Parameters button, the
“Parameters” screen for the selected report will be launched.

Create parameters and open — This will launch the “"Reportmanager designer” screen on
which you may edit the parameters (Report — Parameter definition menu) and
Datasets (Report — Data access configuration menu).

If a report has no parameters and you click on this button, it will display an error message, e.g.
"No params found. create one first C:\TCASH5\plug_ins\reports\userreports\Custom Reports\
New.dfm"

You then need to close this message and click on the Parameters button to create parameters. If
you find another report with similar parameters, you may copy the parameter *.dfm file to the
folder of your report and rename it to the name of your report.

You then need to edit the parameters and report.
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MODULE AC - REPORTMAN

11. Preview - Click to preview a document layout file or a report. If a report has parameters,
it will launch the report “"parameters” screen on which you may select the options to

preview the data in the report.

o While editing a document layout file or a report, you may click on the Prev[ew@] icon of the
Report manager designer screen.

12. Select test document id - If you click on the Preview button if document layout files (in
the ...\plug_ins\reports\DOCUMENTS\DOCUMENTS folder) are selected the last document
processed or printed will be previewed. If you click on this button you may select any
other posted or unposted document to preview.

AC.2-

REPORTS FILES AND FOLDERS

All document layout files and reports are installed and stored in the ..\plug_ins\reports folder of
your installation directory.

When launching the Report designer, all report folders are displayed as follows:

E} Repert man
Copy tepart
Edit
Delete

Mew report

Mew tolder
Exploret falder
Refresh

Help

Pararniters
Creats parameters and open

Print previzv

4 N refrash after save

Select test dozurent id

43

debered
~ B DOCUMENTS
E] pocuMENTS
EMaillhvoice
2 Empiy
GEMERAL
A Hew
parcel
remittarice
REFORTS
‘Subseriphons
~ & ayslemreports
v u Ledasr
Budget
g Graph
Listing
Tranzactions
[8 Debitars
-8 Cradiors
% Sales
ﬁ Pluginz
gy Shock
g Paint-of-Sala
Contacts
Calendar
E Batch entry
-[rg] Purchazes
% Company info
T4 Cunencies
E‘ Documents
- Sales analysis
E] Tax
g Purchase analysis
& Usermeports.

O X

The directories (folders and files are as follows):

1. Document printing — All the layout files for printing documents are stored in the ...\
plug_ins\reports\DOCUMENTS\DOCUMENTS folder.
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Press the F1 key and search (Search titles only) for layout files. See “Layout files for Sales
documents” and “Layout files for Purchase documents”.

Press the F1 key and search (Search titles only) for "Working with Reportman”. This will introduce
you to the Reportman interface and to customise document layout files.

2. Reports — Reports menu — These reports are stored in the systemreports folder.

Reports — User reports menu — These reports are stored in the userreports folder. Users
are encouraged to create and / or edit existing reports, but it is recommended that these
be copied and stored in the ...\plug_ins\reports\userreports\ folder.

Reports — T-Ledger analyser and Reports — T-Account viewer — Seven (7) reports are

stored in the ...\plug_ins\reports\GENERAL\ledgerview folder. These are:

a)
b)
9}
d)
e)
f)

9

budgetvsactsimple — Budget vs actual and This year vs last year reports.

colbal — Not used.

colbalopen — Not used.

colbalopenonly — Not used.

colbalsimple — Standard column balances report.

detail — Trial balance, Income statement and the Balance sheet.

ledgerdetail — Print button on the T-Account viewer.

5.  Reports generated from inside the TurboCASH5 program on various screens are
stored in the ...\plug_ins\reports\GENERAL\documents folder. These are:

a)

Batch processing - Batch entry (F2) (Action ribbon):

i)

abbreviations — Abbreviation definitions as set in the Batch entry —
F9:Process option (Action ribbon). If you click on the Print button of the
Abbreviation screen, a list of Abbreviation definitions will be printed. The
abbreviations listed on this report, may be used to automatically fill the
description column in the document lines when processing documents
(invoices, credit notes, quotes, purchases, supplier returns and orders).

batch — Batch Listing on the Batch entry — F8:List — This will print a list of
all transactions in an unposted batch.

postedbatch - Batch Listing on the Batch entry — Posted batches -
Details tab — Print button - This will print a list of all transactions in a
posted batch.

paycreditor - Prints the Creditor payments report when clicking on the
Print button in the "Payments Debtors / Creditors" option (Batch entry —
F9:Process).

paydebtor — Prints the Debtor payments report when clicking on the
Print button in the "Receive Payments / Creditors” option (Batch entry -
F9:Process).
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vi) receipt — Prints a receipt if the “Create receipt” option is selected for
Receipt batches in the Batch entry — F9:Process (and if the "Print” option is
ticked).

vii) recon — Prints the Bank reconciliation report when clicking on the Report
icon of the Reconcile bank (Reconciliation (Action ribbon)).

b) Documents (Documents (F6)) (Action ribbon):

i) barcodes — Context menu - Quick link to print the barcodes of the stock
items selected on documents.

i) labels - Context menu - Quick link to print the postal address labels (and
Contact name) of the debtors (customers / clients) selected on sales
documents or creditors (suppliers) selected on purchase documents.

iii) labelsdelivery — Not implemented yet. This is similar than the labels report,
but should print delivery addresses in stead of postal addresses.

c¢) Point-of-Sales (Standard) - Input — POS Invoice (Ctrl + F6) (Action ribbon):

i) oldpossales — This sales report prints from the Process - Reports or
Cashup option on the POS Invoicing screen.

i) oldposcashup - This cashup report prints from the Process - Reports or
Cashup option on the Input — POS Invoicing screen (Action ribbon).

d) Others

i) datacheck - Prints the Data integrity check report from the Tools — Data
integrity check menu (Setup ribbon).

ii) groups — Prints the list of the Account group 1/ 2, Debtor group 1/ 2,
Creditor group 1/ 2, Stock group 1/ 2, Document group 1/ 2, etc. when
clicking on the Print button of a selected group on Groups (Setup ribbon).

iii) payments — Prints a Receipts / Payments advise when the Receive
payment context menu option is selected (and the “Print" option is ticked)
on the Open item link - Transactions tab (Action ribbon) or on the “Open
item link" screen for a debtor (customer / client) or creditor (supplier)
account.

iv) Userlog — Prints the Userlog report when clicking on the Log report
button on the Access control (Setup ribbon).
6. REPORTS
a) CREDITOR - (Action - Creditors (F5) menu) — Selected creditor label (Postal
address) and Selected creditor delivery label (Delivery address). Print when you
right-click on a selected creditor (supplier) account from the list.

b) DEBTOR - (Action — Debtors (F4) menu) — Selected debtor label (Postal
address) and Selected debtor delivery label (Delivery address). Print when you
right-click on a selected debtor (customer / client) account from the list.
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Q)

d)

9)

STOCK - (Action — Stock items (F12) menu) — Barcode and Yagoda barcode.
Print when you right-click on a selected stock item or stock items from the list.

PROJECTS - If projects have been activated and transactions have been
entered in batches and documents, you may print five (5) reports (i.e.
Transactions, Hours, Stock items, Statements and the Total report). Budgets can
also be entered for Projects, but it needs to be added to these reports.

HORECAPOS - This folder contains the reports for the HORECAPOS and
RETAILPOS Plugins.

SUBSCRIPT - This folder contains the Subscriptions report. (See the
Subscriptions folder — This folder contains the report, emailtemplates, layouts
and Sql for the Subscriptions Plugin).

REPORTS FOLDER (Discontinued Reports) - The BATCHREPORT, CONTACTS,
COSTCENTER, GL and TAX folders contains old reports not used in TurboCASH5.

7. Folders and reports for Plugins

a)
b)

Q

d)

Emaillnvoice and debcred folders are used for the E-MailPro Plugin
parcel — This is not used at this stage — It is reserved for a Send Parcel Plugin.

remittance — This contains the list report, emailtemplates and layouts for the
Reminders Plugin.

Subscriptions — This folder contains the report, emailtemplates, layouts and Sq
for the Subscriptions Plugin.

AC.3- LAYOUT FILES

The layout files selected for each document type on the Documents setup are the global default
layout files that will be used to print documents.

g Layout file (TRN_1910) which may be used for printing any document type for sales documents (i.e. Qoutes,
Invoices and Credit notes) as well as purchase documents (i.e. Orders, Purchases and Supplier returns) is
included in this March 2021 release of TurboCASH5 (969).
This Layout file is linked to all document types in the Setup — Documents setup (Setup ribbon) in all Sets of
Books and tutorials, included in this install of TurboCASH5 (969).

Specific layout files may also be selected for:

*  Each debtor (customer / client) account by selecting a different layout file in the Layout
file 1 (Invoices), Layout file 2 (Credit notes), Layout file 3 (Quotes) - Debtors (Action

ribbon).

*  Each creditor (supplier) account by selecting a different layout file in the Layout file 1
(Purchases), Layout file 2 (Supplier return), Layout file 3 (Orders) - Creditors (Action

ribbon).

0 The global settings will be over-ruled.
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In addition to these settings, you may also select a different layout file when printing documents
on the "Layout file" fields of the following options in the (Action ribbon):

«  Documents menu - Selection screen (Print button)
*  Debtors (Documents tab)
¢ Creditors (Documents tab)

Layout files are stored in the ..\plug_ins\reports\DOCUMENTS\DOCUMENTS directory. These may
be edited using the Reportman (accessed from the Report designer on the Reports ribbon or on
the Setup ribbon).

Layout files have been designed to be displayed in the Language file (Switch language (Start
ribbon)). If you change the language, the layout file will be displayed in the selected language.

| T“'I Should the correct tax terminology (e.g. Sales tax, VAT, GST) not be displayed on layout files, you need to
¥ select the correct language / country file.

For your convenience, the names of the layout files as well as the internal translation languagelD
are listed.

AC.3.1- LAYOUT FILES FOR SALES DOCUMENTS

All layout files are translatable via the language files, except the following available in English
language only:

Debtor (customer / client) layout files — English only

Name LanguagelD
Invoice English (no codes) TRN_906262
Invoice English (10 code) TRN_906261
Invoice English (15 codes) TRN_9061797

These layout files will display TAX instead of VAT/GST/Sales tax.

The rest of the layout files are translatable via the language files. It will display the tax terminology
for the selected country e.g. en-South-Africa will display VAT, af-Afrikaans will display BTW, en-
Australia and en-New-Zealand will display GST, en-American will display Sales tax, etc.

The language in which these layout files can be printed, may be set in the “"Language” field -
Debtors (Action ribbon).
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AC.3.1.1-  Print no stock codes

If you do not wish to print stock codes on documents, you may select the following layout files:

Debtor (customer / client) layout files - No stock codes

Normal A4 Format A4 Plain format
Name LanguagelD Name LanguagelD Name LanguagelD
Invoice (no codes) TRN_9067194  Invoice A4 (no codes) TRN_906212  Invoice A4 Plain (no TRN_906230
codes)
Credit note (no TRN_906195  Credit note A4 (no TRN_906213  Credit note A4 Plain (no  TRN_906231
codes) codes) codes)
Quote (no codes)  TRN_906196 Quote A4 (no codes) TRN_906214  Quote A4 Plain (no codes) TRN_906232

If you need to display your Banking details on an Invoice, you may select the Invoice Bank details (no
codes) - (TRN_906792) layout file.

i

fﬁ If you need to print a Delivery note, you may select the Delivery note (no codes) - (TRN-906181) layout file.

AC.3.1.2-  Print stock codes (up to 10 characters)

If you enter less than 10 characters in the “Stock code” field and less than 25 characters in the stock
“Description” field on Stock items (Action ribbon), you may select the (10 code) - series of
document layout files:

Debtor (customer / client) layout files - 10 digit stock codes

Normal A4 Format A4 Plain format
Name LanguagelD Name LanguagelD Name LanguagelD
Invoice (10 code) TRN_906200 Invoice A4 (10 code) TRN_906218 Invoice A4 Plain (10 code) TRN_906236
Credit note (10 code) TRN_906201 Credit note A4 (10 code) TRN_906219 Credit note A4 Plain (10 TRN_906237
code)
Quote (10 code) TRN_906202 Quote A4 (10 code) TRN_906220 Quote A4 Plain (10 code) TRN_906238

If you need to display your Banking details on an Invoice, you may select the Invoice Bank details (10 code)
- (TRN_906260) layout file.

0

::ﬁ If you need to print a Delivery note, you may select the Delivery note (15 code) - (TRN-906182) layout file.
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AC.3.1.3-  Print stock codes (up to 15 characters)

If you enter up to 15 characters in the “Stock code” field and up to 35 characters in the stock
“Description” field, on Stock items (Action ribbon), you may select the (15 code) - series of
document layout files:

Debtor (customer / client) layout files - 15 digit stock codes
Normal A4 Format A4 Plain format

Name LanguagelD Name LanguagelD Name LanguagelD
Invoice (15 code) TRN_906206 Invoice A4 (15 code) TRN_906224 Invoice A4 Plain (15 code) TRN_906242

Credit note (15 code) TRN_906207 Credit note A4 (15 code) TRN_906225 Credit note A4 Plain (15 TRN_906243
code)

Quote (15 code) TRN_906208 Quote A4 (15 code) TRN_906226 Quote A4 Plain (15 code) TRN_906244

o If you need to display your Banking details on an Invoice, you may select the Invoice Bank details (15 code) -
(TRN_906193) layout file.

gﬁ If you need to print a Delivery note, you may the select Delivery note (15 code) - (TRN-906182) layout file.

AC.3.1.4- Layout files no tax

Layout files have been designed to be displayed in the Language file (Switch language (Start
ribbon)). If you change the language, the layout file will be displayed in the selected language
(including the Tax (VAT/GST/ Sales tax) terminology.

Should the correct tax terminology (e.g. Sales tax, VAT, GST) not be displayed on layout files, you need to
select the correct language / country file.

We have also included a set of document layout files which does not contain the tax terminology if you are
not registered as a VAT/GST/Sales tax vendor.

Debtor (customer / client) layout files - No Tax (VAT/GST/Sales tax)

No stock code Stock code (15 digits)
Name LanguagelD Name LanguagelD
Invoice No Tax (no codes) TRN_906248 Invoice No Tax (15 code) TRN_906254
Credit note No Tax (no codes) TRN_906249 Credit note No Tax (15 code) TRN_906255
Quote No Tax (no codes) TRN_906250 Quote No Tax (15 code) TRN_906256

?ﬁ If you need to print a Delivery note, you may select the Delivery note (no codes) - (TRN-906181) or
=& Delivery note (15 code) - (TRN-906182) layout files.
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Point-of-Sale (POS) layout files

AC.3.1.5- Point-of-Sale (POS) layout files

The following layout files are available for Point-of-Sales:
1. POS-STARTSP100 - (TRN_906183) - Prints on till slip printers.
2. POS - (TRN_906184)
3. POS 2 - (TRN_906185)
4. POS A4 - (TRN_906186)

AC.3.2- LAYOUT FILES FOR PURCHASES

All of these layout files are translatable via the language files. The language in which these layout
files can be printed, may be set in the “Language” field — Creditors (Action ribbon).

AC.3.2.1-  Print no stock codes

If you do not wish to print stock codes on documents, you may select the following layout files:

Creditor (supplier) layout files - No stock codes

Normal A4 Format A4 Plain format
Name LanguagelD  Name LanguagelD Name LanguagelD
Purchase (no codes) TRN_906197 Purchase A4 (no codes) TRN_906215 Purchase A4 Plain (no TRN_906233
codes)

Supplier return (no TRN_906198 Supplier return A4 (no TRN_906216 Supplier return A4 Plain (no TRN_906234
codes) codes) codes)

Order (no codes) TRN_906199 Order A4 (no codes) TRN_906217 Order A4 Plain (no codes) TRN_906235

AC.3.2.2- Print stock codes (up to 10 characters)

If you enter less than 10 characters in the “Stock code” field and less than 25 characters in the stock
“Description” field on Stock items (Action ribbon), you may select the (10 code) - series of
document layout files:

Creditor (supplier) layout files - 10 digit stock codes

Normal A4 Format A4 Plain format
Name LanguagelD Name LanguagelD Name LanguagelD
Purchase (10 code) TRN_906203 Purchase A4 (10 code) = TRN_906221 Purchase A4 Plain (10 TRN_906239
code)

Supplier return (10 TRN_906204  Supplier return A4 (10 TRN_906222 Supplier return A4 Plain ~ TRN_906240
code) code) (10 code)

Order (10 code) TRN_906205 Order A4 (10 code) TRN_906223 Order A4 Plain (10 code) TRN_906241
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AC.3.2.3- Print stock codes (up to 15 characters)

If you enter up to 15 characters in the “Stock code” field and up to 35 characters in the stock
“Description” field on Stock items (Action ribbon), you may select the (15 code) - series of
document layout files:

Creditor (supplier) layout files - 15 digit stock codes
Normal A4 Format A4 Plain format
Name LanguagelD Name LanguagelD Name LanguagelD
Purchase (15 code) TRN_906209 Purchase A4 (15 code) = TRN_906227 Purchase A4 Plain (15 code) TRN_906245

Supplier return (15 TRN_906210  Supplier return A4 (15  TRN_906228 Supplier return A4 Plain (15 TRN_906246
code) code) code)

Order (15 code) TRN_906211 Order A4 (15 code) TRN_906229 Order A4 Plain (15 code) TRN_906247

AC.3.2.4- Layout files no tax

Layout files have been designed to be displayed in the Language file (Switch language (Start
ribbon)). If you change the language, the layout file will be displayed in the selected language
(including the Tax (VAT/GST/ Sales tax) terminology.

Should the correct tax terminology (e.g. Sales tax, VAT, GST) not be displayed on layout files, you need to
select the correct language / country file.

We have also included a set of document layout files which does not contain the tax terminology if you
are not registered as a VAT/GST/Sales tax vendor.

Creditor (supplier) layout files - No Tax (VAT/GST/Sales tax)

No stock code Stock code (15 digits)
Name LanguagelD Name LanguagelD
Purchase No Tax (no codes) TRN_906251 Purchase No Tax (15 code) TRN_906257
Supplier return No Tax (no codes) ~ TRN_906252 Supplier return No Tax (15 code) TRN_906258
Order No Tax (no codes) TRN_906253 Order No Tax (15 code) TRN_906259
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UNIVERSAL LAYOUT FILES

AC.3.3-

UNIVERSAL LAYOUT FILES

These three (3) Layout files can be used for both sales documents (i.e. Invoices, Credit notes and

Quotes) for debtors (customers / clients) as well as purchase documents (i.e. Purchases, Supplier
returns and Orders) for creditors (suppliers).

Universal layout files

codes)

No codes 10 codes 15 codes
Name LanguagelD Name LanguagelD Name LanguagelD
Document layout (no  TRN_906278 Document layout (10 TRN_906276 Document layout (15  TRN_906277

code) code)

If you need to print the Universal - Document layout files (One (1) Layout file for all document types), it is
recommended that these document types are edited and / or translated to the singular on the Types tab of

Setup — Tools — Customise language. (Setup ribbon). These Document layout files will print the document
type in the plural (if it is not changed to the singular).

For example, if you print an Invoice, it should display Invoice and not Invoices on the printed

layout file.

If you need to print the Universal - Document layout files (One (1) Layout file for all document types), the
Banking details of your Company as entered in Company info (Setup ribbon) will be printed on purchase

documents (i.e. Purchases, Supplier returns and Orders) for creditors (suppliers).
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Function keys - TurboCASH main program

AD.1-  Function keys - TurboCASH main program

Key  Description Menu (Ribbon) Function

F1 Help Help — Help (Action) Access the Help file.

F2 Batch entry Batch entry (Action) Enter transactions in your respective batch types.

F3 Update ledger Update ledger (Action) Update invoices, credit notes, purchases and
supplier returns.

F4 Debtor Debtors (Action) To create, edit, delete creditor (supplier) accounts.

F5 Creditor Creditors (Action) To create, edit, delete debtor (customer / client)
accounts.

F6  Invoices Documents (Action) The Invoicing screen will be displayed on which

you may start processing invoices. You may also
select to process any of the following documents:
. Credit notes
*  Purchases
e Supplier returns
. Quotes
*  Orders
The last accessed Document type will be launched
(if the Set of Books is not re-opened).

F10  Creation wizard Create Set of Books (Start) Launches the Creation wizard screen on which you
may select an option to create, copy, or convert a
Set of Books.

F12  Stock items Stock items (Action) Maintain stock items.

AD.2- Alt + Other keys

Key Description Menu (Ribbon) Function
F2 Reconciliation Reconciliation (Action) Do a bank reconciliation and to print the
bank reconciliation report.
O Open Open (Start) Open a Set of Books.
Q Exit TurboCASH Exit TurboCASH (Start) Exit your TurboCASH program.
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AD.3- Ctrl + Other keys
Key Description Menu (Ribbon) Function

F4 Calculator Calculator (Setup) Access the calculator.

F5 Company Info Company Info (Setup) Enter or edit information regarding the
company and to set defaults for the
company.

F6 POS Invoice Input — POS Invoice (Action) To start processing Point-of-Sale invoices.

L Open item link Open item link (Action) Options to link receipts to specific invoices for
debtors and payments for creditors to certain
supplier invoices or purchases.

Open item link processing are also available
for general ledger accounts.
AD.4- Function keys - Batch entry screens
Key  Description Function

F5  Balance Balance the batch

F6  Post Post the batch

F7  Exclusive / Inclusive Enter VAT/GST/Sales tax Exclusive or Inclusive

F8  List List the batch

F9  Process Process the batch

F10  Setup Setup entry defaults for the batch.
AD.5- Function keys - Document entry screens
Key  Description Function

F7  Exclusive / Inclusive Enter VAT/GST/Sales tax Exclusive or Inclusive

F8  Discount To enter discount

F9  Comment Insert a comment.

F10  Delete all Delete all the transactions and comments entered in the document.
F11  Copy Copy the transactions from a selected invoice.
F12  Delete line Delete selected transaction(s) and / or comment(s) entered in the document.
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