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Chapter 1 — Welcome to Xtreme
Accounting

Introduction

Congratulations on your purchase of Xtreme Accounting from Stark Software. This User Manual has been
written so that you can get the information you need quickly and easily. Each icon on the Main Menu has a
Chapter dedicated to it. Furthermore, each option tab, as well as entry field has a description of the
functionality and/or contents associated with it.

Installation and Setup

Installing the Program

©NDOR WD

Insert the Xtreme Accounting CD in your CD-ROM or DVD-ROM drive

If the Autorun function is enabled, the installation process will begin automatically. Skip to Step 6

Click on the Start button

Click on My Computer icon

Click on the CD/DVD drive (normally D: drive)

Click on Setup.exe

Follow the Installation instructions and prompts

Click Finish to complete installation

Remove the Xtreme Accounting CD from your CD-ROM or DVD-ROM drive

As part of the installation, the Program Files/’XTREME_ACC folder will have been created, and a shortcut icon will
have been placed on your desktop.

Start the program by double clicking the Xtreme Accounting icon on your Desktop

Log on. The default Username is SYSADMIN and the password is XTREME. Please note that
the password is case sensitive so XTREME and xtreme are interpreted by the system as two
completely different passwords.

You will, by default, be logged on to the DEMO company. It is advisable to set up your own
users and limit the use of the default user name.

Congratulations, your installation and setup of Xtreme Accounting is complete. You are now ready to
load your company details and begin processing.

Important Notes

Before switching off your computer, ensure that the Xtreme Accounting program has been
correctly closed. Failure to do so may result in data corruption and/or data loss.

Perform regular backups of your data. These backups should be stored off-site. Refer to the
Data Backup in the Administration section later in the manual.

Consider using an Uninterrupted Power Supply (UPS) to protect your system from power
spikes and dips. The UPS should be of a sufficient size to enable you to close all your open
programs (including Xtreme Accounting) in an orderly manner, before the UPS power supply is
exhausted.



Conventions

All module functions can be selected via the tabs at the top of the screen. These tabs will show you
drop down menu options that can be selected.
Additionally, all the modules can also be selected by clicking on the corresponding module button
which will open additional buttons pertaining to the module you chose.
Should a button/tab or drop down box option be “greyed out”, this indicates that your user rights
prevent you from accessing that particular feature. |If this function is required, please ask your
System Administrator to allocate you the required access.
When this Manual refers to a selection sequence of mouse clicks, they will be denoted in italics.
For example, to generate a Customer Age Analysis, the sequence is as follows : Customers ...
Reports ... Age Analysis. This sequence means the following :

a. Click on the Customericon on the Main Menu

b. Click on the Reports icon on the Customers Menu

c. Click on the Age Analysis option on the Report Menu.
Reports are generated in the widely-used PDF format, from which they can be viewed, saved, e-
mailed or printed. If your computer does not have a PDF viewer, this can be downloaded and
installed using the following link : http://www.adobe.com/products/acrobat/readstep2.html

Using the Program

Starting the Program

Starting the program can be done in 1 of 2 ways :

1.

Click on the Xtreme Accounting icon

2. Click on Start ... All Programs ... Xtreme Accounting ... Xtreme Accounting

Login

Once the software has loaded, the next step is to login. The login will control your user rights, and access
to certain menu options can be restricted via the user access rights.

The default user is SYSDBA and password is masterkey. |t is advisable to set up your own users and
restrict the use of the default user name.

The login screen will show you the company you are about to start working in. Click on “Open Another
Company’ to change the company you want to work in. Refer to the Companies section in Chapter 2 for
more details.



Company ;

Ilzermame
e

FPazaword

|ﬁ Login I x Cancel I

Open Another Compary I

Ktreme Accounting

Copyright = Stark Software oo

After a successful login, the Main screen will be displayed. This screen contains all the buttons for all the
available modules. These modules can be accessed via the big blue module buttons, or via the tabs and
drop down menu’s at the top of the screen.

= New Company User SYSDBA

File Customers Suppliers Inwventory <Generalledger Administration Setup  Help

Xtreme Accounting

e SAERIE

Closing the Program

The Xtreme Accounting software can be closed down in one of two ways :

1. Click on the File tab at the top of the screen. Click on the Exit tab
2. Click the red and white cross in the top right hand corner.

Backup Your Data

It is good practice to perform regular backups of your data. A good time to perform the backup is just prior
to logging off at the end of the day. For more details, refer to the Data Backup in Chapter 4 — Admin
Module section.



Chapter 2 - Setting up your Company

Refer to the Setup Module for all the Company Setup options available in Chapter 3

Companies

Overview

Xtreme Accounting enables you to work in multiple companies. In all versions, you can create an unlimited
number of companies. Each company will represent an individual trading entity. As such, all maintenance
(on any module) will apply to that company only, and will not apply to other companies. As a result, each
company is setup and run in isolation and completely independent of other companies that may exist in the
system. Even users access rights are granted in each company. Thus, a user may have full access rights
in one company, and no rights in another.

The creation, copying, setting default company and deleting company is achieved in the Administration
module (Chapter 4). The maintenance of the company information is performed in the Setup ... Company
Parameters section.

Changing Companies
To open a company other than the one you are currently working in, you can do this in 1 of 2 ways :

1. Click on the File tab, and select the Open Company option. Select the company you want. The
system will then prompt you to login again in the selected company. This step is necessary
because in many businesses, some user’s access rights limit them to specified companies. You
are able to give a user access to the system, but may want to prevent the user from accessing a
particular company

2. On starting Xtreme Accounting, you can click “Open Another Company’ and select the company in
which you wish to work.

Default Company

The system stores a default company, and will open this company each time you start the program. To set
the default : Admin ... Set Default Company.

Chapter 3 - Setup Module

For each new company (i.e. a new set of accounts), the Setup Module is the section where most of the
parameters can be set up according to your requirements for that company.
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B New Company User SYSDBA

Fle Customers Suppliers Inventory General Ledger  Administration  Setup Help

Xtreme Accounting

= |

Company Parameters

Your first task is to load the company details, and choose the settings that will apply throughout the
software, when this company is selected. You can setup and operate as many companies as you wish.
Each company may have different settings.

If you are loading a new company, after entering the Company name, click OK to add the name to the
database. Thereafter, the additional data in the 4 tabs can be entered.

Company name

The company name that will appear on all documents.

Company Code

Each company that you load can be assigned a Company Code. This field will also be used should you
require your version of Xtreme Accounting to be customised to your unique requirements. Please contact
Stark Software for all software customisation requests.

Company Details Tab

This tab opens the screen that will allow you to capture all the static contact information for the company.

11



2 com pany Parameters

e Mew Compary & -
Company Code LA x Cancel .

Company Details ] Settings | Mumbers | GL Settings | Other Settings

Postal Addiess Physical Addiess

Contact Details Other Details

Telephaone WVat Mo
Fax Reg Mo
5 Banking Details
Email
Web Address Account Name
Account Mo
Bank
Branch

Branch Code

Postal Address

3 postal address lines and a postal code line are provided for. These address details are used on numerous
company documents like invoices etc.

Physical Address

3 physical address lines and a postal code line are provided for. These address details are used on
numerous documents like invoices etc.

Contact Details

Telephone. The telephone number is used on numerous company documents like invoices etc

Fax The fax number is used on numerous company documents like invoices etc

Cell

Email The email address is used on numerous company documents like invoices etc

Web Address The company website address details are used on numerous company documents like

invoices etc

Other Details

VAT No The company VAT number is important and if VAT registered, this number must be entered as it
appears on most company documents, specifically invoices, credit notes etc.

Reg No The company Registration number is required by law to be included on all official company
documents like invoices, statements etc.

Banking Details

12



The banking details entered below will appear on invoices, statements etc, and will provide these details to
your customers, making it easier for them to make payment into your bank account.

Account Name — Company Bank Account Name
Account No — Company Bank Account Number
Bank — Banking Institution Name

Branch — Banking Institution Branch Name

Branch Code — Banking Institution Branch Code

Settings Tab

This tab opens the screen where most of the initial environment and accounting period settings will be set.

Bl com pany Parameters

Company name ARSI o Ok
BARTO o
Company Code x Cancel _- N

C Details  Setti N ttings | Other Settings |

Periods
MNumber of Periods Email Sethings
o 8 S5O G {7 Emails Sent &+ |nteractive " Autamatic ﬂ

8 @ & et g

Current Period

DOther Settings
D ate Fomnat DOMMYY

Date Separator i :I'
Currency R

Negative Sign Syrmbol ll Bl

v Update General Ledger ﬂ

Periods

Number of Periods — The system can be configured to have from 3 to 12 periods for each accounting
cycle. Most businesses will operate with 12 periods corresponding to the 12 months in a year. Choose the
period by clicking on the required radio button.

Current Period - 1 through to 12. This is normally set to 1, except if you are in the middle of a financial
year when you move to Xtreme Accounting.

Other Settings

Date Format — Choose the date format that suits you. The options are as follows :
DDMMYYYY (eg. 21032009)
MMDDYYYY (eg. 03212009)
YYYYMMDD (eg. 20090321)

Date Separator — Choose the date separator that suits you. Select “/” for 21/03/2009 or “-* for 21-03-2009)

13



Currency — Enter the currency symbol of your choice (Eg “R” for S.A. Rands, “$” for US Dollars)

Negative Sign Symbol — Choose the negative sign symbol of your choice. Select “()” for (299.00) or “-“ for
R -299.00)

Update General Ledger - (Default = Active)

Email Settings

Email Sent — Select your email option. The options are :
Interactive — the system will prompt you
Automatic — the system will automatically send the email

Numbers Tab

This tab opens the screen that will allow you to set the next starting document numbers when loading the
company, or for changing the document sequence number at a later date. These numbers are updated
automatically once the current number has been used. If the company is new, the default number (1) can
be used. If the company has been trading, then the next document number in each case must be entered.

Company Parameters

Company name  MSdSsllZEE

Company Code BARTO

Company Details | Settings Mumbers | GL Settings | Other Settings

Customer Processing Supplier Processing

Irwoice Number : i
Supplier rvoice Number

Credt Mate Number Return / Debit Humber

Drebit Note Number Purchase Order Number |

Sales Order Nurber

Quatation Mumber

Batch Number

Elatch Murmber

The following document numbers can be maintained :

Customer Processing

Invoice Number — The next invoice number the system will use
Credit Note Number — The next credit note number the system will use

Debit Note Number — The next debit note number the system will use
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Sales Order Number — The next sales order number the system will use

Quotation Number — The next quotation number the system will use

Batch Number

Batch Number — The next batch number the system will use

Supplier Processing

Supplier Invoice Number — The next supplier invoice number the system will use
Return/Debit Number — The next return or debit number the system will use

Purchase Order Number — The next purchase order number the system will use

GL Settings Tab

The GL Settings tab opens the screen where the various GL control accounts are setup and defined.

Company Parameters @

Company name |

a1y
Company Code BARTH X Cancel

C Details | Settings | Numb GL Setti Other Setti

GL Settings

Customer Control R

Sypplier Control El

at Contral 95004000

Sales Code 1000/000

Cost Of Sales LR

Inventony Cortrol 77004000

Inventony Adjustmant 2100/000

Count Variance L

bvloivlololoioly

Purchase Yariance 2200000

Retained Income Code pEL

These control accounts are the contra accounts that are used when any processing is done.

Customer Control (Default=8000/000)
Supplier Control (Default = 9000/000)

Vat Control (Default = 9500/000)

Sales Code (Default = 1000/000)

Cost Of Sales (Default = 2000/000)
Inventory Control (Default = 7700/000)
Inventory Adjustment (Default = 2100/000)
Count Variance (Default = 2150/000)
Purchase Variance (Default = 2200/000)
Retained Income Code (Default = 5200/000)
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Other Settings Tab

To enable you to setup Xtreme Accounting in a way that best suits the way you work, there are a number
of additional configurable parameters that can be applied to each company that you load. Click on the
option to activate it.

Customers

Show Aging for Customers during Document Processing (Default = Active)
Allow Invoicing if Credit Limit Exceeded (Default = Active)

Warn if Credit Limit Exceeded (Default = Active)

Create Notes for all Documents Processed (Default = Active)

Use ‘G’ as the default Line Type entry for Invoices (Default = Active)
Always Enter Customer Order No (Default = Not Active)

Suppliers

Show Aging for Suppliers during Document Processing (Default = Active)
Always Enter Supplier Reference (Default = Active)
Always Enter Supplier Order No (Default = Not Active)

Batch Processing

Repeat Account No During Batch Processing (Default = Active)
Consolidate Bank — 1 Transaction per Batch (Default = Active)
Repeat Description During Batch Processing (Default = Active)
Consolidate Customer/Supplier Control — 1 Transaction per Batch (Default = Active)

Other Settings

Customer and Supplier Names and Addresses in UPPERCASE (Default = Not Active)
Inventory Description in UPPERCASE (Default = Not Active)
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Company Parameters

BARTO!

Company name

Company Code

Company Details ] Settings I Mumbers | GL Settings Other Settings

Customers Suppliers

v Show Aging for Suppliers during Document Processing
Iv Ahways Enter Supplier Reference
[~ Ahwaps Enter Supplier Order Mo

v Show Aging for Customers during D ocument Processing
Iv &lowe Inyoicing if Credit Limit Exceesded

v wam if Credit Limit Exceeded

Iv  Create Mates for all Documents Processed

v Use'G' as the default Line Tvpe entry for Invaices

™ Always Enter Customer Drder Mo

Batch Processing

v Repeat Account No During Batch Processing

W Consolidate Bank - 1 Transaction per Batch

|v Fepeat Description During Batch Processing

I Conzolidate Customer/Supplier Contial - 1 Transaction per Batch

Other Settings

I Customer and Supplier Mames and Adresses in UPPERCASE
I Inventory Description in UPPERCASE

Income Statement Categories

The 6 Income Statement Categories can be edited. The default categories are :

101 Sales

102 Cost of Sales
103 Other Income
104 Expenses
105 Tax

106 Dividends
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& Company
File Customers Suppliers Invetory General Ledger  Administration  Setup  Help

Edit Income Statement Categories

To Edit, double click on the required Financial Category, or click on the Category and click Edit. Enter the
New Description as required. Click OK to save the changes or Cancel to exit without saving.

New Company = X

File Customers Supplisrs’ Inventory  General Ledger  Administration Sebup Help

| FYFdit Income Statement Catecories
Edit Financial Category

Balance Sheet Categories

The 15 Balance Sheet Categories can be edited. The default categories are :
B01 Share Capital

B02 Retained Income
B03 Shareholders Loans

18



B04 Long Term Borrowings
B05 Other Long Term Liabilities
B06 Investments

B07 Other Fixed assets

B08 Inventory

B09 Accounts Receivable

B10 Bank

B11 Other Current Assets

B12 Accounts Payable

B13 Tax

B14 Other Current Liabilities
B15 Fixed Assets

[x]

LB

tal
Retaihed Income
Shareholders Loans

Lang Teim Bomowings
Other Long Term Liabilities

Irwvestments

Other Fired Assets
Inventary

Accounts Receivable
Bank

Other Current Assets
A_ccounts Payable

Tax
Other Current Lishilities
Fixed Assets

To Edit, double click on the required Financial Category, or click on the Category and click Edit. Enter the
New Description as required. Click OK to save the changes or Cancel to exit without saving.
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Balance Sheet Financial category

ES hate Capital |
v
| x Cancel

Category Description

0ld Description

New Description | ihai= o=l

Entry Types

This section allows you to create and maintain transaction Entry Types. Xtreme Accounting allows you up
to 99 different transaction Entry Types that can be defined. In addition to defining the description, you need
to define the default action — (D)ebit or (C)redit.

The following Entry Types have been pre-defined but may be edited or deleted as required.

01 CB 1 Payments (Default = D)
02 CB 1 Receipts (Default = C)

03 General Journal (Default = D)
04 Payroll Journal (Default = D)

05 Depreciation Journal (Default = D)
06 Cash Payments (Default = D)
07 Cash Receipts (Default = C)

08 Sales (Default = C)

09 Sales Credits (Default = D)

10 Customer Journals (Default = D)
11 Discount Journal (Default = C)
12 Purchases (Default = D)

13 Purchases Credits (Default = D)
14 Supplier Journal (Default = C)
15 Inventory Journal (Default = C)
16 Interest Journal (Default = D)
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Edit Entry Types
e S
i CR1 Payments D
-_CB1 Receipts
- General Joumal
Payrall Joumal
- Depreciation Joumal
Cazh Papments

- Cash Receipts
r B Sales |
s 3 Sales Credits
up o Customer Journals

L —] Discount Joumals 4
I o Puichases m

iiompanji Parameters ¥ Purchases Credits Irwventory Coritrol

- - - i Supplier Jourmal - -

Income Statement Categories Inventary Categeries ]
‘Balance Sheet Categaries
Eriry Types

To Edit, double click on the required Entry Type, or click on the Entry Type and click Edit. Enter the default
values that will be applied to this Entry Type. As these are only defaults, they can be amended during
processing.

To Add a new Entry Type, navigate to the next available Entry Type and then double click on the line, or
click on the line and click Edit. Enter the default values that will be applied to this Entry Type. As these are
only defaults, they can be amended during processing.

Entry No — The unique Entry Type number (1 — 99)

Description — Description of the Entry Type

D/C — D = Debit, C = Credit

Tax Type — The drop down list will display the valid Tax Codes loaded (Admin ...Tax Codes).

Vat — Exclusive or Inclusive.

Entry Category — General Ledger, Customers, Suppliers, Inventory, Cash Book

Default Contra — Default Contra G/L Code for the Entry Type.

Once complete, click OK to save the changes or click Cancel to exit without saving.
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New Company
File Customets Supplisrs’ Inventory  Generalledger Adminisbration Setup Help

] Edit Entry Types
| B Eait Entry Type Details

Periods — This Year

This option allows you to maintain the period descriptions for the current year. The number of periods will
have been defined in the Company Parameters ... Settings ... Number of Periods.

New Company

File Customers Suppliers Inventory General Ledger Administration Setup Help

| B Editp This Year

10572008
01/07/2008

014012003 31/m/2003
01/02/2008 25/02/2003

You are able to edit the Description, Period Start date and Period End date for each accounting period.
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Ihew Company

| Perod[Dessipton [t

|01 |Maich

Edit Period Details

Period lU'l:|
= Dessinion [

Period Stait |01/03/2008 =~ o Ok I
; Period End ;3”03"2008 .'_I X Cancel |

Periods — Last Year

This option allows you to maintain the period descriptions for the previous year. The number of periods will
have been defined in the Company Parameters ... Settings ... Number of Periods.

A 01042007 30/04/2007

May 01/05/2007 31405/2007
une 01/06/2007 30/06/2007
Ll 01/07/2007 31/07/2007
August 01/08/2007 31/08/2007
 September 01/09/2007 30/03/2007
| Dctober 01A0/2007 31A0/2007

Naverber 01/11/2007 30411 /2007
 Decerber 01412/2007 31202007
January 01/01/2008 31401/2008
February 01/02/2008 29/02/2008

You are able to edit the Description, Period Start date and Period End date for each accounting period.
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Period

Description m

Period Start 1“”“3;2007 Lj v 0K
Period End ;31 /0372007 Ll x Cancel

Customer Control

This tab controls all the configurable parameters applicable to Customers.
Configuration
Customer Control

The control account for the Customers can be maintained here. The default Customer Control Account
number is 8000/000.

Interest

This section controls how arrear interest raising will be performed.

Interest Account - The Account number the interest will be credited to can be changed from the 2750/000
default.

Annual % Rate - The applicable interest rate

Minimum Amount - The minimum amount that will be raised can also be set. The minimum amount
prevents transactions with unnecessary small amounts from being created.

Entry Type - The default Entry Type for the Interest is 16 — Interest Received.

User Defined Fields

The system allows for 5 additional User Defined Fields to be set up.
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HEEH

Customer Control Setup

ﬁ\

{ Configuration ]I Defaults ] Statements |

Customer Contral

Cusztorner Cantrol 80007000 Customer Control Account

Interest

Interest Account 1000/000 ! Sales
Annual % Rate 0.00 Entry Type

tlinimum Amount 1] 1E - Interest Joumal

User Defined Fields

User Defined Field 1
User Defined Field 2
User Defined Field 2
Uzer Defined Field 4
User Defined Field 5

Defaults

During the setup of your Customers, the system enables you to configure numerous options that simplify
your use of the system.. To make this process even easier, this tab can set up the defaults that will
automatically be applied to new Customer accounts loaded. Should you want to set up a Customer
differently from these defaults, you can change them during the loading of the Customer.

The following Customer configuration settings can be set as the default :

Debtor Category Code — Any Customer Categories loaded in Setup ... Customer Categories

Default Sales Code — Any Sales Code loaded in Admin ... Sales Code Maintenance

Default Terms — Current, 30 Days, 60 Days. 90 Days, 120 Days

Default Early Payment - Any Early Payment Term loaded in Admin ... Payment Code Maintenance

Tax Entry — Exclusive or Inclusive

Default Tax Code — Any Tax Code loaded in Admin ... Tax Code Maintenance

Discount Percentage — The default percentage discount applicable to customers

Credit Limit — The default credit limit that customers will be allowed.

Interest From — 30 Days. 60 Days, 90 Days, 120 Days. This is the default ageing that will attract arrear
interest.

Document Printing — Default document handling options. Print Document, Email Document or Print &
Email Document

Statement Printing — Default statement handling. Print Statement, Email Statement, Print and Email
Statement, or Do not Send Statement

Quotes are valid for — number of days a quote loaded on the system will be valid.

Default Price List — The price list that will be applied to all customer’s unless changed specifically for the
customer. Price List 1 to Price List 10. The Price List's can be defined in Setup ... Inventory ... Prices.
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The actual prices for the Inventory item, can be maintained in Inventory ... Inventory Maintenance ... Edit
...Prices.

Default Personalised Statement Message — The personalized statement message that will be printed if
no other statement message applies.

Dhicompany — s

{ Defaults

Debtor Category Code
Default Sales Code
Default Terms 0 Days

Drefault Early Payment 0o ﬁ
Exclusive

Tax Entry
Default Tax Code 01 ﬁ

000 Intetest Fram

Discaunt Percentage
Credit Limk L 50 Daps

Diacument Printing Print Document

Statement Printing Print Statement

Quotes are valid for m das
Diefault Price List Frice List 1

Default Persanalized Statement Mezsage

Statements

This tab defines the various Statement Message options that will be printed on the Customer Statement.
These will take the place of the default personalised statement message.

Universal Statement Message - Applies to all statements printed.
These are 5 other Statement Message options that will be printed, depending on the ageing of the amounts
outstanding on the Customer account.

Terms

Terms + 1
Terms + 2
Terms + 3
Terms + 4

The system will therefore allow you to define standardised Statement messages which will be printed
automatically by the system.

Default Email Attachment — If you are sending your customers statements via email, you may want to
send a standard attachment with these statements. To set this up, navigate to the location of the
attachment file, and click on the paper clip. This default attachment file can be changed during Statement
Processing.
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{5 Customer Control Setup

Configuration I Defaults

Statement kessage

Univerzal Statement Message

o Ok
Terms +1 X Concel

Tems +2

Tems +3

Tems +4

Drefault Email Attachment
CAXTREME\Tick.bmp

Customer Documents

This section controls how Customer documents are configured. This involves the printing options, as well
as naming options

Document Output Options

These options allow you to select the output method when a Customer Document is processed. This
setting applies to Invoices, Credit Notes and Debit notes only.

Print/Email on Completion of Document — when this option is selected, the system will always
print the document.

Print Document when required — the document will only be printed when you specifically require it
to be printed.

The 5 document tabs control the names of the respective documents, as well as the number of copies that
will be printed by default.

The definitions and/or functions of each field are as follows :
Original Name — This field is the name of the original document being setup

Copies — The number of copies of the Original Document that are to be printed. Set this to 0 if you
want to suppress printing of the Original Document

Supporting Name — This field is the name of the supporting document that can be generated
together with the Original Document

Copies — The number of copies of the Supporting Document that are to be printed. Set this to 0 if
you want to suppress printing of the Supporting Document

Copy Name — This field is the name given to the copy of the Official Document

Copies — The number of copies of the Copy Document that are to be printed. Set this to 0 if you
want to suppress printing of the Copy Document
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Entry Type — This option allows you to define the default entry type to be used with each
document.

Message — The system allows for customised messages to be set up for each document type.

Invoices Tab

Original Name (Default = Tax Invoice)

Copies (Default = 1)

Supporting Name (Default = Delivery Note)

Copies (Default = 1)

Copy Name (Default = Copy Tax Invoice)

Copies (Default = 1)

Entry Type (Default = 08 — Sales)

Message — The default message that will appear on the invoice

gf; Hew Compy £ Customer Documents Setup ® @gg‘!

Diocument Dutput Options

Print/E mail Document after completion. "
o Ok ﬁRK
x Cancel »

Diefault Email Attachment

CAXTREMEStop.bmp & ﬂ
Invoices | Credit Motes | Debit Note | Sales Order ] Quotation |
Qriginal Mame Ta Invoice Copies .1 ﬂ
i al
Supporting Name Delivery Note Copies |D L.[
i i -
Copy Narme Copy Tax Invoice Copies |U _J
Custom tup
Ertiy Type 108 - Sales o
Comment
i\.{v- ”‘5[
Balce

Email Body “four invoice is attached.

Regards,
Stark Software

Credit Notes Tab

Original Name (Default = Credit Note)

Copies (Default = 0)

Supporting Name (Default = Customer Return)

Copies (Default = 0)

Copy Name (Default = Copy Credit Note)

Copies (Default = 0)

Entry Type (Default = 09 — Sales Credits)

Message — The default message that will appear on the credit note
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E_ Bt I Customer Documents Setup

o e Mt /E mail_on Complefion of Documenif[E3 ﬂ

Frint/Email Document after completion

W Ok
x Cancel
Detault Email Attachrment

C:A%TREMEXStap.bp ﬂ J

Invoices Credit Notes | Debit Note | Sales Order I Quotation |

Qriginal Mame Credit Note Copies

=

ol

lak] 4k

Supporting Mame Delivery Note Copies

Copy Name Copy Credit Mote Capies a

Custom -
Entry Tupe 109 - Sales Credits -

Comment

Ermail Body Iaur Credit Mate is attached.

Debit Note Tab

Original Name (Default = Debit Note)

Copies (Default = 1)

Supporting Name (Default = Delivery Note)

Copies (Default = 0)

Copy Name (Default = Copy Debit Note)

Copies (Default = 0)

Entry Type (Default = 08 — Sales)

Message — The default message that will appear on the debit note

gf.‘a | Ne 5 2] customer Documents Setup

I
E
| Dacument Dutput Options Frint/Ernail on Completion of Documen§ied ﬂ
Ok
x Cancel
Detault Email Attachment

A< TREMENStop.bmp ﬁjﬂ

Invoices | Credit Notes Debit Note | Sales Order ] Quotation |

PFrint/E mail locument after completion

Original Name Debit Note Copies .1 _;J
Delivery Mote Copies !EI ﬂ
Copy Name Copy Debit Note Copies !EI :.‘

Supporting Name

Custom
Entry Tupe 03 - Sales -

Comment

Email Body “our Diebit Mote is attached

Sales Order Tab

Original Name (Default = Sales Order)
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Copies (Default = 0)

Supporting Name (Default = Picking Slip)

Copies (Default = 0)

Copy Name (Default = Copy Sales Order)

Copies (Default = 0)

Message — The default message that will appear on the sales order

Print/Email Document after completion.
o Ok
X Cancel

Default Email Attachment

C:4%TREMES tap.bmp ﬂ ﬂ

Invoices ] Credit Notes ] Debit Hote  Sales Order ] Quotation ]

Original Mame Sales Order Copies
Supporting Name Picking Slip Copies a
Copy Sales Order

Copy MNarne Copies 0

Comment

Bl “our Sales Order is attached

Quotation Tab

Original Name (Default = Quotation)

Copies (Default = 1)

Supporting Name (Default = Picking Slip)

Copies (Default = 0)

Copy Name (Default = Copy Quotation)

Copies (Default = 0)

Message — The default message that will appear on the quotation
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Customer Documents Setup

Drocument Dutput Options tint/Email_on Completion of o 4

Frint/E mail Document after completion. J =
x Cancel

Deefault Email Attachment

C:A<TREMESStop.bmp o ﬂ

Invoices | Credit Notes | Debit Note | Sales Order Quotation |

.Qunlahnn || i

Picking Slip

Criginal M ame

ulu

=
Ab | b

Supporting M ame Copies

Copy Mame {Copy Quatation Copigs 0

Comiment.

Email Body Y our Quatation is attached

Customer Categories

This section controls the set up and maintenance of up to 99 Customer Categories. To make editing exiting
Categories easier, the system allows you to search the exiting Categories by Category Code or
Description. The search can further be refined by typing in the first few letters of the Code / Description.

Customer Categories

1~ Search on
Search for (* | Code " Description

Edit ‘ Frint ‘ Cloge ‘

Code Descriptian ’ »

Existing Custamer
MNew Custorner

Inwventory Control

Company Parameters

Incame Statement Categarie] Irwentory Categories

Entry Types:

Click “Print” to print out a report showing all Customer Categories loaded.

To edit the Code selected, either double click on the line required, or click on the line and then click Edit.
To load a new Customer Category, double click on the next available line. This action opens up the Edit

screen where you can add the new Category description.
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New Company
Fila Customers Suppliers Inventory General Ledoer  Administration Setup Help

Customer Categories

{1 Edit Customer Category |L| |i|

Supplier Control

This tab controls all the configurable parameters applicable to Suppliers.

Configuration Tab

Supplier Control

The control account for the Suppliers can be maintained here. The default Control Account number is
9000/000.

User Defined Fields

The system allows for 5 additional User Defined Fields to be set up.
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Supplier Control

[Configuration | Defaults |

Supplier Contral

Supplier Contral 9000/000 p ‘ Suppliel Control Account

- User Defined Fields
Uzer Defined Field 1
User Defined Field 2
User Defined Field 3
User Defined Field 4
User Defined Field 5

Remittance Settings
Default Email Attachment

C:N<TREME Stop.bmp

Defaults Tab

During the setup of your Suppliers, the system enables you to configure numerous options that simplify
your use of the system.. To make this process even easier, this tab can set up the defaults that will
automatically be applied to new Supplier accounts loaded. Should you want to set up a Supplier differently
from these defaults, you can change them during the loading of the Supplier.

The following Supplier configuration settings can be set as the default :

Supplier Category Code — Any Supplier Categories loaded in Setup ... Supplier Categories

Default Terms — Current, 30 Days, 60 Days. 90 Days, 120 Days

Default Early Payment - Any Early Payment Term loaded in Admin ... Payment Code Maintenance

Tax Entry — Exclusive or Inclusive

Default Tax Code — Any Tax Code loaded in Admin ... Tax Code Maintenance

Document Printing — Default document handling options. Print Document, Email Document or Print &
Email Document

Remittance Printing — Default remittance handling. Print Remittance, Email Remittance, Print and Email
Remittance, or Do not Send Remittance

Remittance Message — The remittance message that will be printed if no other message applies.
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Supplier Control

FHefaulis” |

Suppler Categary Code 00 p

Default Terms Currnt

Drefault Early Payment 0 p
Tax Entry Erclusive

Default Tax Code o ﬂ

Diocument Printing Frint Dacument

Femittance Printing Print Remittance

Fiemittance Message

Supplier Documents

This option controls how Supplier documents are configured. This involves the printing options, as well as
naming options.

The Document Printing Options allow you to select the “printing” method when a Supplier Document is
processed. This setting applies to Invoices and Returns. There are 2 options :

Print/Email on Completion of Document — when this option is selected, the system will always
print the document.

Print Document when required — the document will only be printed when you specifically require it
to be printed.

The 3 document tabs control the names of the respective documents, as well as the number of copies that
will be printed by default.

The definitions and/or functions of each field are as follows :
Original Name — This field is the name of the original document being setup

Copies — The number of copies of the Original Document that are to be printed. Set this to 0 if you
want to suppress printing of the Original Document

Supporting Name — This field is the name of the supporting document that can be generated
together with the Original Document

Copies — The number of copies of the Supporting Document that are to be printed. Set this to 0 if
you want to suppress printing of the Supporting Document

Copy Name — This field is the name given to the copy of the Official Document

Copies — The number of copies of the Copy Document that are to be printed. Set this to 0 if you
want to suppress printing of the Copy Document

Entry Type — This option allows you to define the default entry type to be used with each
document.
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Message — The system allows for customised messages to be set up for each document type.

Invoices Tab

Original Name (Default = Supplier Invoice)

Copies (Default = 1)

Supporting Name (Default = Goods Received Note)

Copies (Default = 0)

Copy Name (Default = Copy Supp Invoice)

Copies (Default = 0)

Entry Type (Default = 12 — Purchases)

Comment — The default message that will appear on the invoice

Email Body — The default message that will appear in the Email Body when the Invoice is emailed.

= ew| (=) Supplier Document Settings

Print Document when Required - ﬂ
Print D'ocuments via the Supplier - Reports- Ok
Pritt Documnents, v

X Cancel
Detault Email Attachment

CAXTREME budk bt |l

Return / Debit ] Purchase Order ‘

Original Mame Suppliet Invoice Copies 1 j

il

Dacumsnt Printing Optichs

Goods Received Mote

Supporting Mame Copiss

e Copy Supp Invoice e i)

Entry Type 12 - Purchages -

Comment

Email Body Supplier Invoice Attached

Return/Debit Tab

Original Name (Default = Supplier Return)

Copies (Default = 1)

Supporting Name (Default = Supplier Return)

Copies (Default = 0)

Copy Name (Default = Copy Supplier Return)

Copies (Default = 0)

Entry Type (Default = 13 — Purchases Credits)

Comment — The default message that will appear on the Return/Delivery note

Email Body — The default message that will appear in the Email Body when the Return/Debit is emailed.
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Jow & Supplier Document Settings. Elﬁ‘@ @E‘r_gﬁl

Document Printing Options Frint Document when Required - ﬂ
Print Diocuments via the Supplier - Reports- Ok
Frint Documents. v

x Cancel

Default Email Attachment
05T REME Wbk st ﬂ ﬁ

Purchase Order ]

Invoices |

Original Mame Supplier Retun Copies 1 =

Suppoiting Mame Supplier Retun Copies 0 =

e Copy Supplier Return e 0 =1

Enitry Type 13 - Purchases Credits -

Comrment

Email Body Fetun/Debit Mote Attached

Purchase Order Tab

Original Name (Default = Purchase Order)

Copies (Default = 1)

Supporting Name (Default = Purchase Order)

Copies (Default = 0)

Copy Name (Default = Copy Purchase Order)

Copies (Default = 0)

Comment — The default message that will appear on the purchase order

Email Body — The default message that will appear in the Email Body when the Purchase Order is
emailed.

v E Supplier Document Settings

Print Document when Required - ﬂ
Print Documents via the Supplier - Reports- Ok
Print Documents v

x Cancel

Dacument Printing Options

Default Email Attachment
CARTREME \hudf bt ﬂ H

Invoices ] Return 7 Debit

Otriginal Mame Purchase Ordet Copies 1 =
Supporting Mame Purchase Order Copies 0 3
Copy Name Copy Puichase Order Copies 0 =

Commert

|Purchase Order Aitached

Email Body
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Supplier Categories

This section controls the set up and maintenance of up to 99 Supplier Categories. To make editing existing
Categories easier, the system allows you to search the existing Categories by Category Code or
Description. The search can further be refined by typing in the first few letters of the Code / Description.

(3] New Company. Usér SYSDB! 33}11

Supplier Categories

Search on
Search for o Code " Description

0 cie

Existing Supplier

Click on “Print” to print a full list of Supplier Categories.
To edit the Code selected, either double click on the line required, or click on the line and then click Edit.

To load a new Supplier Category, double click on the next available line. This action opens up the Edit
screen where you can add the new Category description.

Search an
Search for * Code " Description

| oo |

Edit Supplier Category

Category Code

Description Exiating upplier

o Ok | X Carcel |
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Inventory Control

The Inventory Control option controls how the Inventory and Prices are setup

Defaults Tab

Define the defaults that will be applied to all Inventory processing.
Debtor Inventory Category - Any Inventory Category loaded in Setup ... Inventory Categories

Sales Tax Type — Define the default Sales Tax Code applicable. These Tax Codes are loaded in Admin ...
Tax Code Maintenance.

Purchase Tax Type - Define the default Purchases Tax Code applicable. These Tax Codes are loaded in
Admin ... Tax Code Maintenance.

Fixed Description / Cost or Change While Invoicing - The system will allow you set as the default
whether the stored Description and Cost are used during Invoicing, or whether the system will allow these
Descriptions and/or Costs to be changed at Invoice time.

Physical Item or Service Iltem - The default item type can be set to Physical or Service. Physical item
means that the system will update the stock on hand during invoicing etc. A Service item does not have the
stock on hand updated. An example of a Service item is Courier Charges.

Inventory Journal Processing - The General Ledger Entry Type that will be used as the default for
Inventory related G/L entries (Default = 15 — Inventory Journal)

X Cancel |

Defaults l Prices | User Defined |

Debtar Inventary Category
Sales Tax Type

Puchases Tax Type

" Fixed Description / Cost

(%' Change While Invaicing

" Physical ltem

" Service lkem

Inventory Journal Processing

Entry Tups 15 - Inventory Journal
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Prices Tab

Price List Descriptions

The Inventory Setup enables you to name 10 price lists (Default — Price List 1 to Price List 10) that can be
referred to when processing invoices that affects Inventory. Each Customer can be linked to one of the
defined Price List as their default price list. See Customers ... Customer Maintenance ... Edit ... Financial.

Elinve ntory

x Cancel |

Defaults P" s il User Delined]

Price List Descriptions
Frice List 1 Frice List 1
Frice List 2 Frice List 2
Price List 3
Price List 4

Price List 5

Price List 3
Price List 4
Price List &
Price List Frice List 6
Price List 7
Price List &

Price List 9

Frice List 7
Frice list &
Frice List 9

Price List 10 Frice List 10

User Defined Tab

User Defined Fields — The system allows you to set up 5 additional User Defined Fields (Default = User
Defined 1 to User Defined 5).

Invemnry E]

x Cancel |

Defaulls] Prices

User Defined Field 1
User Defined Field 2
User Defined Field 3
User Defined Field 4
User Defined Figld 5
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Inventory Categories

This section controls the set up and maintenance of an unlimited number of Inventory Categories using a 3
digit Category Code.

To Edit an Inventory Category, double click on the required Category or click on the Category and click
“View/Edit”. Once complete, click OK to save the changes.

Inventory Category Maintenance

|Eatimy 2 Dem{\sllén ' Ll Add Mew
oo Categary 1 Wiew / Edit

Print 1
Close

Customer

EnyTpss | CotonwrDooumerts | Suppir Catagoriss

To load a new Inventory Category, click on the Add New button. Enter your 3 digit Category Code and
press Enter. Click OK on the “Inventory Group Added”. Enter the Category Description. Once done, click
OK, and click “OK” on the “Saved” button.
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EEX

Add New ] Delete

EipTpss | CostorwDocumems | SupieCasgoies |

Chapter 4 - Admin Module

This module groups together all the maintenance and administration tasks that are required to keep your
system functioning in the way that suits your business.

Backup

This option allows you to back up the data for the Company you are currently working in. Performing
regular backups are a vital administration task that should not be neglected.

Backup Name - The system creates a default Backup Name for you using the company name and the
system date. You can change the Backup Name to whatever name suits you. We recommend that you
use a naming convention that will make finding the correct backup data easy to find.
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Customers

Should you enter a Backup Name that exists, Xtreme Accounting will inform you, and prompt you to enter a
different name. This has been done to prevent you from inadvertently overwriting a valuable backup file.

Backup Mame

i ) The Backup Name already exists.

Customers

Click OK. The system will perform the backup and create a file with the Backup Name. On completion of
the backup, click OK to return to the Menu.
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{3 Backup Company : DEMO.

L3 Backup Completed. Your Backup Fils is C:\Program
1 FilesiX TREME_ACCOUNTING|BEACKUPS|DEMO_01072003.FDB

Customers

‘Backup Completed

Restore

To facilitate easier restoring of the most recent backup, during the Backup process, the system stores the
Name of the backup. When performing a Restore, the system will use this information as your default
Restore data. Should you wish to Restore data other than the most recent backup data, click on Change,

and navigate to the required Backup File name.

E Restore : DEMO

The last Backup for DEMO is  DEMO_28052009.FDB

Restore From :.DEMD'_ZSDSZDDB.,F[}.B

Customers

Once you have selected the desired Backup File, click OK. The system will ask you to confirm that this is
what you want to do. Please note that by clicking Yes, you will be overwriting your current data with the

data stored in the selected backup folder.
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[Restore : DEMO.

\t,') Are you sure you want to Restore From DEMO_01072009_1.FDE to DEMO #
e

Mo

Customers

The last Backup for DEM

RestoeF i
Bstore From > = Restore Completed,

Customers

Hesto{e-ﬁmmﬁ[eled

New Company

This option enables you to create a new company using the pre-defined set of accounts that are supplied
with the system. When entering the Company Database Name and Company Name, only _, [, ], (, ), 0-9

and A-Z characters are allowed.

44



E New Company

Company D atabase Mame

Company Name

Setup Periods:

Financial Year Starts 01/03/2003 i g

Peniod Endz

(s On the last day of the month
"~ 0On the zame day of gach manth

J aK ‘ x Cancel ‘

Delete a Company |

Company Database Name — This defines the database name that will store all the data pertaining to that
company, and must be 20 characters or less

Company Name — This is the name of Company that will appear on all system generated documents. The
Company Name must be 40 characters or less. The Company Name is case sensitive so you can set the
name up in all capitals, or with the first letter of each word capitalised.

Setup Periods

Financial Year Starts - Enter the first date of the financial year. For eg. 01/03/2009

Period Ends - If the period ends on the same day each month, select that option, and the system will
prompt you to enter the date (for eg 25 — for when your period end on the 25" of every month).
Alternatively, if your company accounting period ends on the last day of the month, choose this option.
Click OK. The system will automatically set up the company as well as create the start and end date of
each accounting period using the details you have just supplied. Once complete, the system will open the
Company Parameters screen to allow you to load all the company information. Refer to Setup ... Company
Parameters in the Setup Module section.

Copy a Company

Rather than setting up a new company from scratch, you can elect to use an existing company’s settings
as the basis for the new company you wish to open. To perform this operation, click “Copy a Company”.
The system will list all the existing companies and their data locations. Select a company you wish to copy
by clicking on the name. Enter the new Company Database Name. Click OK. The selected company’s
setup details will be copied into the new Company Database file. Once complete, you can change to the
new company, and then change the name and/or any other details as you would for any other stored
company.
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New Company
File  Customers Suppliers Inwentory Generalledger Administiation Sehip  Help

[ BENUTRIWASECC FDE

B TREME:FDB
FLOWERS.FDE
KINGFISHER.FDE
MFCFDE
MFC CLEAM FDE

| 5C5.FDE

SOFT_CLEAMN.FDB

_|TESTZFDB
Ml TES TG FoB

Set Default Company

The Default Company is the company that the system will automatically open when you start (run) the
program. The system will show all Company’s and their Data Locations.

Click on the Company you wish to make the default. Click OK. The system will confirm the Company that
has been set as the default company. Click OK to return to the Menu.

m Mew Company
File' Customers  Suppliers  Inventory General Ledger  Adminisbration Setip  Help

[#&|| BENLITRIMASECC FDB
= =TREME.FOEB

; 5C5_
I Customers F

| TEST3FDE
M| TESTaE FOR

Delete a Company

This option must be used with caution. Deleting a Company will remove all the data and settings
associated with that company.
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The system will show all Company’s and their Data Locations.

Click on the Company you wish to delete. Click OK. The system will ask you to confirm that you want to
delete the selected Company. If this is what you want to do, click Yes. All the Company data and settings
will now be deleted. The system will confirm the company was deleted. Click OK to return to the Menu.

o EER

Bl select a Company to Delete

Company [iata Location

EENUTRIWISECC
DEMO

FLOWERS
KINGFISHER
NFC

MFC_CLEAM
5C5

SOFT_CLEAM
STARKSOFT

Copy a Company ] Payrniert Cods Maintenance ] Delete Histary ]

Set Default Company ] Description Maintenance ] Clear Files ]

| Delste a Compary |

User Code Maintenance

Xtreme Accounting controls the access to menu options etc via the user’s login profile. All access rights are
checked against those stored in the user file before allowing a user access to it. It is therefore important that
the System Administrator correctly set up the user’s login and their associated access rights. This menu
option controls this functionality. If access to any option is “greyed out”, this means that the user has not
been granted access rights to that option.

Add New User

To add a new user to the system, click on “Add New”. The system will display the Add User screen. This
screen is used to capture the basic identity of the user

User Login — This is the login name that the user will enter every time that they need to log into the system
Name — This is the name of the user and will be used on reports etc

Password — This is a 10 character maximum password that is never displayed and should be kept secret.
Users should be encouraged to change their passwords regularly.

Email Address — The email address can be used to email Invoices to the user’s email account during this
processing.
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User InformationfAccess

Search for

Customers

€3 Close

Atreme ﬂcwmﬁm}

General Tab

Multi Period Processing — This allows a user to process transactions outside of the current period. i.e. in
any of the periods defined for the company at any time.

Prompt before Updating Batch - If this option is selected, the system will prompt the user before a batch
is posted. This will enable the user to confirm that the batch is to be posted.

Prompt before Report is opened during Batch Processing — If you select this option, on completion of
the posting of a batch, the system will open the relevant document for viewing and/or printing.

Prompt for Backup before updating Batch — Posting a batch in error can lead to numerous entries
having to be reversed. Xtreme Accounting offers this option to perform a backup before the batch is
processed. If this option is not selected, you will not have the option of performing a backup before posting
a batch.

Edit User Details/Access Control

User Lagin SYSDEA

MName

Passward masterkey

[max 10 characters]
Eaa o sales@benutrivize. net

G

I ]Plinting} Ci | 5

Iv Multi Period Processing

I Prompt before L pdating Batch

[ Prompt before Report iz opened during B atch Processing
[~ Prompt for B ackup before updating Batch

0 oo

Printing Tab
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This section defines the default printers for the user for the various documents that can be printed. All the
printers the user has access to, will be available to be selected as the relevant default document printer.
For almost all document printers, you can further select 2 further options:

Print Directly to Printer — Selecting this option means that the document will not be opened for
viewing before printing, and will be sent directly to the printer.

Dot Matrix Printing — If the printer you select is a Dot Matrix printer, you must select this option to
ensure that the correct printer layout Is used.

Invoice Printer — The default printer the user will use when printing Customer invoices

Credit Note Printer — The default printer the user will use when printing Customer Credit Notes
Debit note Printer — The default printer the user will use when printing Customer Debit Notes
Sales Order Printer — The default printer the user will use when printing Customer Sales Orders
Quotations Printer — The default printer the user will use when printing Customer Quotations
Waybill/Label — The default printer the user will use when printing Waybill Labels

Statement Printer — The default printer the user will use when printing Customer Statements
Report Printer — The default printer the user will use when printing system reports

Supplier Documents — The default printer the user will use when printing Supplier documents.

E Edit User Details/Access Control

Uzer Login Srs0BA

Mame o Ok | x Cancel |

Password masterkey [max 10 characters]

Bonall Sk salest@benutivise. net

G | Printing | ¢ | Suppliers | | G | Ledger | Administration | Setup |

P Piiter HP Laserlet 4050 Series PCL - I Print Drirectly to Printer I Dok batrix Prirting
Credit Mote Printer SSMIKESHP Laserlet 5L - v PFrint Directly ta Printer [~ Dat matrix printing
Dehit nots Printer WARIKESIED MLT1190 - Iw Print Directly ta Printer Iv Dot atiz Printing
Sales Order Printer PrimoPDF - Iv Print Directly ta Printer Iv Dat matnix Printing
Quotations Frinter Microzoft Office Document Image writer - Iv Frint Directly to Printer Iv Dot Matix Printing
w/ apbil/Label HF Laseret 4050 Series PCL -
Statemertt Printer SSMIKESHP Lasenlet 5L > | v Print Directly ta Printer Iv Dot Matix Printing
Report Printer PrimoPOF = Iv Frint Directly to Printer
Supplier Documents HF Laszerlet 4050 Series PCL - [ Prirt Directly ba Printer
‘ ‘ ‘ ‘ Add New Delete 0 Close

Customers Tab

Edit/Processing

Edit/Process Customers — If this option is not selected, all the options below are automatically
unselected. This option allows or denies general access to editing and/or processing customers and their
transactions. If this option is selected, it becomes possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

View

Edit

Add New
Delete
Enquiry

Block Account
Invoicing
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Credit Notes

Sales Orders

Quotations

Debit note

Recurring Invoice

Change Selling Price while processing documents

Edit User Details/Access Control

User Lagin SYSDBA

Name

mazterkey

Pazzword [max 10 characters)

ol Ao sales@benutrivize. net

Eenelal] Printing C l‘: ppli 1 ¥ ] G

Edit / Processing IP[DCESSiﬂg } Hepulls]

|v Edit/Process Customers
v Yiew Inynices
Iv Edit Credit Notes
v Add Mew Sales Order
v Delste Quotations
Iv  Enguiry Debit niote
v Black Account Recuring lhvoice

Change Selling Price while processing documents

Processing

Processing - If this option is not selected, all the options below are automatically unselected. This option
allows or denies general access to processing specific customer transactions. [f this option is selected, it
becomes possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

Receipts

Customer Journals

Raise Interest

Create Recurring invoice batch
Post Recurring Invoice Batch
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Edit User Details/Access Control

Uszer Login SYSDEA

i Sy istrato X Cancel |

masterkey

Pazzword [max 10 characters)

Fridmhms salest@benutrivize. net

[F] I | Printing C

Edit / Processing  Frocessing | F\epnrts}

[w Processing

v Receipts

Iv Customer Joumals

[ Raise Interest

v Create Recuring invaice batch

Iv Post Recuring Invoice Batch

© oo

Reports

Reports — If this option is not selected, all the options below are automatically unselected. This option
allows or denies general access to generating customer reports. If this option is selected, it becomes
possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

Age Analysis

Customer Details

Account Balances

Statements

Invoices Due

Overdue Customer

Detailed Ledger

Detailed Ledger By Entry Type

Sales Journal

Sales By Customer

Sales By Sales Code

Sales Code List

Sales Code Totals

Sales Code Commissions

Sales Code Invoices

Outstanding Quotations — Summary
Outstanding Quotations — Detail By Customer
Outstanding Quotations — Detail By Sales Code
Outstanding Sales Order — Summary
Outstanding Sales Order — Detail By Customer
Outstanding Sales Order — Detail By Sales Code
Print Documents

Recurring Invoice Report
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Edit User DetailsfAccess Control

User Lagin SYSDBA

MName

masterkey [max 10 characters]

Password
el i sales{@benutrivize. net

General ] Printing C ppli I Ledger

Editx’Prncassing] Processing  Reports 1

v Reparts

v fge Analysis v Sales Joumal Outstanding Quatations - Summary

v Customer Details v Sales By Customer Outstanding Duotations - Detail By Customer
v Account Balances v Sales By Sales Code Outstanding Quotations - Detail By Sales Code
v Statements v Sales Code List Outstanding 5 ales Order - Summarny

¥ Invoices Dus v Sales Code Totals Outstanding S ales Order - Dietail By Custamer
v Overdue Customer v Sales Code Commizsions Outstanding 5 ales Order Detal By Sales: Code
v Detailed Ledgsr v Sales Code Invaices Frint Documants

v Detailed Ledasr By Entry Typs Recuring nvoicing Repart

Add New © Cose

Suppliers Tab

Edit/Processing

Edit/Process Suppliers - If this option is not selected, all the options below are automatically unselected.
This option allows or denies general access to editing and/or processing suppliers and their transactions. If
this option is selected, it becomes possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

View

Edit

Add New
Delete

Enquiry

Block Account
Invoices
Return/Debit
Purchase Order
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Edit User DetailsfAccess Control

Uszer Login Srsbea

Mame B Administrato XK Cancel |

masterkey

Pazzword [max 10 characters]

Bl At sales@Ebenutrivize. net

Genelal] Prinling] C 5 i I I Ledger | Admini: i ] Setup 1
Edit / Processing l Processing ] Reparts I

v Edit/Process Suppliers
v Hiew v Invoiges
v Edit v Retun / Debit
v Add New Iv Purchase Order
v Delete
v Enguiry
v Block Account

Processing

Processing - If this option is not selected, all the options below are automatically unselected. This option
allows or denies general access to processing specific customer transactions. If this option is selected, it
becomes possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

Receipts
Supplier journals

Edit User Details/Access Control

Uszer Login SYSDBA

Name e X Cancsl |

mazterkey

Pazzword [max 10 characters)

Einal Ao sales@benutrivize. net

g,

General | Printing | Ci

Edit / Processing  Processing ‘ Reparts I

v Pracessing

v Receipts

v Supplier journals

Add Hew & Cose

Reports
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Reports — If this option is not selected, all the options below are automatically unselected. This option
allows or denies general access to generating supplier reports. [f this option is selected, it becomes
possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

Reports

Age Analysis

Supplier Details

Account Balances

Remittances

Invoices Due

Overdue Supplier

Detailed Ledger

Detailed Ledger By Entry Type
Purchases Journal

Outstanding Purchase Orders — Summary
Outstanding Purchase Orders — Detail
Print Documents

Edit User Details/fAccess Control

Uszer Login SYSDEA

i 5 dimiristratol K Cancel |

masterkey

Paszword [max 10 characters]

Bl s, sales@benutrivise.net

G ']Prinling]l’.‘ t Suppli 1' ,."‘ 'Ledgel“"' i .|Selup1

Edit / Processing ] Processing Reports ]

v Reparts
v Age Analysis v Detailed Ledger
v Supplier Details v Detalled Ledger By Entry Type
Iv Account Balances i Purchases Joumal
v Remittances I Dutstanding Purchase Orders - Summary
v Invoices Due i Dutstanding Purchase Orders - Dietail

v Dwerdus Supplier W Print Documents

| . 0 oo

Inventory Tab
Maintenance/Journals

Inventory Maintenance - If this option is not selected, all the options below are automatically unselected.
This option allows or denies general access to editing and/or processing inventory details and transactions.
If this option is selected, it becomes possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

View

Edit

Add New

Delete

Block ltem

Edit Selling Price
View/Edit Cost Prices
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Inventory Journals — This option allows or denies access to processing Inventory Journals

Edit User Details/Access Control

Uzer Login SYSDBA

Hame

masterkey

FPaszword [max 10 characters]

s sales@henulrivize.net

Genelal] Plinting] Ci | s i 1 v I.—
Maintenance/ournals | Reports ]

v Inwentory Maintenance v Inwentory Joumals
v Wiew
Iv Edit
v Add New
Dielete
Elock Item
Edit Seling Prices
Wiew / Edit Cost Prices

Reports

Reports — If this option is not selected, all the options below are automatically unselected. This option
allows or denies general access to generating inventory reports. If this option is selected, it becomes
possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

Re-order

Activity Summary

History

Movement

Sales By ltem

Purchases By Item

Quantities

Valuation

Item Listing

Price List

Slow Moving Inventory
Outstanding Quotations By Item
Outstanding Sales Order By Item
Qutstanding Purchase Order By Item
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Edit User Details/Access Control

Uszer Login SYSDBA

o 5 Administratc X Cancel |

masterkey

Passward [max 10 characters]

Pl A sales@benutivise net

General Plinling] C | 5

Maintenance/loumals - Reparts ]

v Repotz
v Re-oider v Quantities Iv Dutstanding Buatations By [tem
I Activity Summary Iv Waluation Iv Dutstanding Sales Order By ltem
Iv History Iv Item Listing Iv Dutstanding Purchase Orders By ltem
v Movement Iv Frice List
v Sales By ltem Iv  Slaw Moving lrventary

W Purchases By Item

| 0 o

General Ledger Tab

GL Maintenance

GL Maintenance - If this option is not selected, all the options below are automatically unselected. This
option allows or denies general access to editing and/or processing general ledger details and transactions.
If this option is selected, it becomes possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

View

Edit

Add New

Delete

Enquiry

Block Account
View/Edit Budgets
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E Edit User. Details/Access Control

Uszer Login SrSDEA

Mame B Administrato X Cancel

masterka}l

Password [max 10 characters|

Bl Sitiias salesE@henutrivize.net

G '} Plinling] Cust: | Suppli ] 1 | Ledger | Admini

GL Maintenance 1 Processing | Heports]

Jv GL Maintenance
W Wiew ¥ View ¢ Edit Budgets
v Edit
v Add Mew
Delete
v Enquiry

Elock &ccount

Add New Delete

Processing

Processing - If this option is not selected, all the options below are automatically unselected. This option
allows or denies general access to processing specific general ledger transactions. If this option is
selected, it becomes possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

Receipts
Payments
Journals
Edit User Details/Access Control

Uszer Login SYSDEA

arne

mazterkey

Pazzward [max 10 characters]

Eraadioee salest@benutrivize. net

G 1| Printing | C | Suppliers | | I Ledger | Admini

GL Maintenance Processing ] Fieports |

Iw Processing
v Receipts
Iv Payments

v Joumals

Add Mew e Close

Reports
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Reports - If this option is not selected, all the options below are automatically unselected. This option
allows or denies general access to generating general ledger reports. If this option is selected, it becomes
possible to individually select the options below.

If the user is allowed access, tick the appropriate block.

Income Statement

Trial Balance

Balance Sheet

Detailed Ledger

Detailed Ledger By Entry Type
Entry Type Details

Cash Book Details

Account Listing

Budget Listing

Account Balances

E Edit User, Details/Access Control

User Login SYSDEA

Marme \/ Ok | x Cancel |
Password sstEikey [z 10 characters)
Emall i sales@henutrivize. net
Gi '1 Plinting] C: | Suppli 1 y G | Ledger | Admini ion | Setup I
GL Ma\nlaﬂance] Piocessing  Reports ]
v Fepoits
v Income Statement |w Cash Book Detals
Iv Trial Balance v Account Listing
v Balance Sheet v Budget Listing
v Detailed Ledger v Account Balances
Iv Detailed Ledager By Entry Type
jw Enty Tupe Details

‘ ‘ ‘ ‘ Delete & Close

Administration Tab

Backup

Restore

New Company

Copy a Company

Set Default Company
Delete a Company
User Code

Sales Analysis Codes
Tax Codes

Payment Codes
Customer Category Codes
Descriptions

Year End Routines
Index Files

Data Integrity

Delete history

Clear Files
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dit User Details/Access Control

5T5DBA

XK Carcel ‘

User Login

Name o Ok ‘

Password masterkey [max 10 characters]

Eralibidas zales@henutrivise.net

G 1 Plinlingl Ci | Suppli ] 1 | 151 | Ledger Admini: lSelup 1

v Backup iv lUser Code iv “fear End Routine
v Restore Iv Sales Analysis Codes iv  Index Files
iv Mew Compary iv TaxCodes iv Datalntegrity
i Copy a Compary, iv Payment Codes iv Deletz history
v Set Default Campany iv Customer Category Codes iv Clear Files
v Delete a Company iv Descriptions

o Cloze

Setup Tab

Company Parameters
Financial Categories

Entry Types
Periods

Customer Setup

Supplier Setup
Inventory Setup

Edit User DetailsfAccess Control

G

SYEDBA

Uzer Login

ame

Fazsword masterkey [max 10 characters]
Eiral At ees sales@benutrivize. net

'] Flinting] Cugt:

ppliers |

o Ok

x Cancel |

y| 6 ;

| g

v Company Parameters
v Financial Categaries
v Entry Types

v Perods

v Customer Setup

v Supplier Setup

v Irwentary Setup

| Ledger

Setup

Add New
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Sales Code Maintenance

This section controls the set up and maintenance of an unlimited number of Sales Codes for each Sales
person in your company. The Code is a 6 digit field and is input at invoicing time to allocate the Sale to the
applicable Sales Code.

Add New Sales Code

To add new Sales Codes, click on “Add New”

Enter the 6 digit unique Sales Code and press Enter.
Enter the Sales Person’s name

The following tabs enable you to enter the required data :

Contact Details Tab

View/Edit Sales Code Data

Sales Code MSMITH

Name il I Blacked

Contact Details | Commission | Sales Activity |

Address 24 Main Road

Durban

4001

031 5629330
0366700730
05241307192

Telephone
Fax
Cell

Enil mikel@istark, co.za

Add Mew Delete

Address
Telephone
Fax

Cell

Email

Commission Tab
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=] Viewi/E dit Sales Code Data

o |

Contact Details Commission | Sales Activily

Commission On — Sales or Gross Profit
Commission Type — Fixed or Sliding Scale

Commission % - The applicable commission percentage. The system provides for 5 different commission
structures, each with a sales amount and a commission %.

Sales Activity Tab

View/Edit Sales Code Data

oo |

Contact Details | Commission Sales Activity |

This is an enquiry screen that details the Sales levels, Profit, and Commission associated with the Sales
Code for all 12 accounting periods for both This Year and Last Year.

View/Edit
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To make viewing/editing exiting Sales Codes easier, the system allows you to search the exiting Sales
Codes by Code or Name. The search can further be refined by typing in the first few letters of the Code /

Name. To edit the Code selected, either double click on the line required, or click on the line and then click
Edit.

Tax Code Maintenance

WE] rw_m|

[2 Tax Code Maintenance

il Standard Rated @14 %
02 Tax Exempt

05
05

03 v End Fautine 1 End Fatine
& Index Fizs Z Index Fies
News Compan) v [hatalnieaiy New Compan v Daaintegiy
Copy 3 Canpa Simant Looge Manienance

e ‘ e e elote History j

St Defeuit Company ‘ Description Mairtenance: Clear Files. ‘ Set Defaul Campany J Desciption Maintznance J Clear Files J

Dekete  Compary Delete s Company

This section controls the set up and maintenance of up to 10 Tax Codes. There are 3 pre-defined Tax
Codes that are shipped with Xtreme Accounting. These are :

00 — No Tax - This option cannot be edited.
01 — Standard Rate @ 14%
02 — Tax Exempt

Editing or Adding a New Code

To edit the Tax Code, double click on the required line, or click on the required line, and then click
“View/Edit”. To add a new entry, double click on the next available blank entry, or click on the line and click
“View/Edit”. To print a list of the entered Tax Codes, click “Print”.

Payment Code Maintenance

This section controls the set up and maintenance of up to 99 Early Payment Terms. There are 5 pre-
defined Payment Codes that are shipped with Xtreme Accounting. These are :

00 — None

01 — 15% within 7 days from Period End
02 — 10% within 1 days from Invoice Date
03 — 5% within 14 days from Invoice Date
04 — 10% within 1 days from Invoice Date
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[ earty Payment Terms

Edt Close J

[Description |

[

(it} 5% within 14 days from Invaice Date:

04 10 % within 1 days from Invoice Date:

Copy & Company Delete History

‘Set Diefaut Company Description Maintenance: Cleai Files.

o |

08
ffear End Routine
12
13 Index Files
o Data Integiy
18

Delete 2 Company

3 Farly Payment Terms

2 Edit Early Payment Terms

Payment Code |
I

 Invaice Dale
{+' Peiiod End Dale:

Dotz B

From

Desoiption

Copy aCompany

SetDefaul Company

15 % within 7 days hom Peiod End

Desciiption Maintenance

S A

T EBR

Datalnteaity
v

Delete History

Clear Files ]

Delete a Company

Editing or Adding a New Code

To edit the Payment Code, double click on the required line, or click on the required line, and then click
“Edit”. To add a new entry, double click on the next available blank entry, or click on the line and click
“Edit”. To print a list of the entered Tax Codes, click “Print”.

Discount % - Enter the discount percentage applicable for the Early Payment Term you are adding or

editing

Days — Allowable values are 1 to 30. This is the payment period in which the discount percentage will be

applied.

From — Choose either Invoice Date or Period End Date. Click on OK.
The system will generate the description based on your choices made.

Description Maintenance

This section controls the set up and maintenance of an unlimited number of Transaction Descriptions using

a 6 digit Description Code.

To make editing exiting the Transaction Descriptions easier, the system allows you to search the exiting
Descriptions by Code or Description. The search can further be refined by typing in the first few letters of
the Code / Description.

B Descriptions.

. seachon
|| Code

Search for " Name

3

fdd New
View / Edit
Piint

Delete aCampary

Elbescriptions

Seachfor | |

[E Edit Description

Code

Deserption

ETo
rsmm*‘ n
 Code " Name =
&Rk
EEX

fddNew

Delele a Company.

Editing or Adding a New Description
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To edit or view the Code selected, either double click on the line required, or click on the line and then click
“View/Edit”. To load a new Transaction Description, click on the “Add New" button. Enter your 6 digit
Code and press Enter. Enter the Description. Once done, click OK.

To print a list of the entered Transaction Codes, click “Print”.

Year End Routine

This routine should be used with caution, and should only be run when all transactions, reports etc for the
current year have been processed and/or printed.
The Year End Routine performs the following :

- Set the current period to period 1.

- Increment the dates for the periods.

- Update all general ledger accounts.

- Deletes last years transactions.

- Copy current budgets to last year budgets,, next years budget to current.

Please be advised of the following before continuing with the year end.

- Ensure a backup had been done.
- Copy the Company if required.

Perform a Backup of the Company data.

Copy Company Name — Enter the name of the Company Name that the current data will be copied to. lItis
important to establish a naming convention that will make it easier to identify the data at a later stage. For
example use the Company Name and the year end date i.e. DEMO_2008. IF you leave this field blank, the
system will warn you that it will not be creating a copy of the company details as part of the Year End
Routine.

Click “Continue” to perform the Year End Routine.

The system will need confirmation that you indeed want to run the Year End. If this is indeed your intention,
click “Yes”

Index Files

When the computer system stops functioning and you have to re-boot without shutting the system down
normally, or users are disconnected due to a network problem, the files that sort the data may become
corrupt. If this type of situation is suspected, it is advisable to perform an Index of the files. To do this, all
users must be logged off the system. The system will warn you to ensure that all user are logged off.
When ready, click “Continue”. Once complete, click OK to return to the Menu.

Data Integrity
Delete History

Clear Files
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Chapter 5 - Customers Module

This module controls the Accounts Receivable (Debtors). All processing and/or reporting pertaining to this
module is accessed here. Each customer must be loaded onto the system with a unique customer code
which can be up to 8 characters long. To make searching easier, the system enables you to click on the
Search On radio button, enabling you to access the customer (during editing or processing) in account
number or account name sequence. The customer entry in the file stores the customer’s address details,
contact information, summarized sales amounts and balances, processing options, as well as banking
information.

New Company

File Customers Suppliers Inventory General Ledger  Administration  Setup Help

Xtreme Accounting

Customer Maintenance | Processing | Reports |

Customers are added in the Customers ... Customer Maintenance ... Add New menu option, and
edited/deleted in the Customers ... Customer Maintenance ... View/Edit menu option.

Processing can be accessed via the Customers ... Processing menu option, or via the Customers ...
Customer Maintenance ... View/Edit menu option.

Customer Categories

Before loading customers, the customer categories need to be set up. The system pre-defines 3 Codes
but up to 99 Category Codes can be added or maintained Setup ... Customer Categories.

Customer Maintenance

Clicking on the “Customer Maintenance” tab, will open the main customer screen. From this screen, most
of the customer functionality can be accessed. This includes all the enquiry options as well as a short-cut
to most of the customer processing options.

The list of customers will be shown on the left hand side. This list can be navigated by simply scrolling up
and down the list. The order of this list can be changed to Code or Name by selecting the order you require
(Search On). In addition, the list of customers can be refined by adding a search criteria (i.e. first few letters
of the customer name, or first few letters of the customer account number).

To select a customer, navigate to the required customer and double click on that entry. Alternatively, click
on the required customer, and then click “View/Edit”. The system will display the customer details screen.
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= e Customers

- | Seachon | ” =
Search for | | i+ Code ~

£ Name ﬁARK

ABC Company

Add Mew
Wiew / Edit
Enguiry
Invoice = i
Credit Mote u
Debit Note:
Sales Order J
Quatation
Fiecuring Invoice

o Close
Xtreme Accounting

Add New Customer

Enter the unique customer account number.

Press enter. System will add the account number to the database and check that the customer account
number is unique to avoid duplication.

The various customer details can now be added by accessing the Tabs detailed below.

Click OK to save the details you have loaded, or Cancel to exit without saving the changes. Please note
that clicking Close will have the same effect as clicking Cancel.

Name — Customer’s name
Category Code — The list of Category Codes can be added or maintained in Setup ... Customer

Categories.
Click OK

Details Tab

All contact details pertaining to the customer are captured on this screen. The system provides for 1 main
contact. However, should you require additional contacts, click on “Contacts” and you can load an
unlimited number of contact details for the customer.
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E Edit Customer Details - EI@

Account No ABI 0K
Name L ] [~ Blacked
Cateqory Code 01 ;_)J Existing Custamer X Cancel
Details ] Fi ial 1 D Pi i ] Bal 7 Sales | User Defined 1 Banking 1 Sales Garph ]

Postal Address

P.0. Box 22240 otk Mike

Glenashley Telephone 031 5629330

Fan 0866100190
Cell
4022 Eciai mike@stark co.za = @
Contact:

Delivery Address w

2 Marice: Flace

i_ i Wwieh Address O

a Lucia
Other Details
4051
Invoice | Credit Nate | D ehit Nate | Sales Order ‘ Quotation I
B - > >
Add Hew | Delete | Eniquine | Recuring Invaoice ‘ 9 Close I

Postal Address — Postal address for the customer which is used for all correspondence

Delivery Address — Delivery address if different to postal address. This address will be used on invoices,
delivery notes etc.

Contact — This is the name of the primary contact person for this customer. Additional contacts can be
added by clicking on the “Contacts” option (See below)

Telephone — Telephone number for the primary contact at the customer.
Fax - Fax number for the primary contact at the customer.
Cell - Cellphone number for the primary contact at the customer.

Email — Email address for the primary contact at the customer. Clicking on the small envelope icon will
open your email software and allow you to email the contact.

Web Address — The customer’s website address details. Clicking on the icon will open your internet
browser and route you to the customer’s website.

Other Details — Any other details pertinent to the customer can be added here.

Contacts

This button opens the screen to allow you to add unlimited additional contacts for the customer.
Add Contact

To add a contact. Clicking on this option opens the Add Contact Screen. On this screen all contact details
for the additional contacts can be added.

First Name — First Name of the additional contact at the customer
Surname — Surname of the additional contact at the customer
Telephone — Telephone number for the additional contact at the customer.

Fax - Fax number for the additional contact at the customer.
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Cell - Cellphone number for the additional contact at the customer.
Email — Email address for the additional contact at the customer.

Address — The contact address for the additional contact at the customer.

View/Edit Contact

To View/Edit existing additional contact details, click on the required contact, and click “View/Edit”".
Alternatively, double click on the additional contact.

Delete Contact

Click on the additional contact you want to delete. Click “Delete Contact”. The system will ask you to
confirm that you want to delete the selected contact. If this is what you want to do, click Yes. If you do not
want to delete the contact, Click No.

Financial

All details relating to the Customer’s financial status are captured on this screen. This includes sales
codes, payment terms, credit limits, discount rates, tax types, VAT number etc.

Edit Customer Details

Account No ABC
ABC Company [ Blocked
o ﬁ Enigting Custarner

Name

Category Code

Details Fi ial l D P 1 1 £ Sales ] Usger Defined 1 Banking 1 Sales Garph ]

Payment Terms

Yat Nurmb |
" Cumrent R
3 Days Credit Limit u

B0 Days 0.00

Discount
90 Days

120 Days Sales Code

Interest Fram Bl Dlaje

Early Payment Terms Price List BrieLecl

juli] g Mane

Tax

01/04/2009 TaxType |01 Q] Standard Fated @ 14 %

STSDEA ' Exclusive

Created On

Created By
O Inclusive

Irvvoice J Credit Mote I Debit Mote I Sales Order I Quotation

Add Mew ‘ Delets | E nquiny | Recuring Invoice | e Close

Payment Terms — Current, 30 Days, 60 Days. 90 Days, 120 Days. This is the Payment Terms applicable
to this customer. The default is loaded in Setup ... Customer Control ... Defaults

Interest From — 30 Days. 60 Days, 90 Days, 120 Days. This is the customer ageing that will attract arrear
interest. The default is loaded in Setup ... Customer Control ... Defaults

Early Payment Terms — The Early Payment Terms. The default is loaded in Setup ... Customer Control ...
Defaults

Created On — Information field detailing the date the new customer account was created.

Created By — Information field detailing which user created the new customer account.
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Vat Number — The customer’s VAT number that is required on invoices to the customer.

Credit Limit — The credit limit that will apply for this customer. The default is loaded in Setup ... Customer
Conitrol ... Defaults

Discount Percentage — The percentage discount applicable to this customer. The default is loaded in
Setup ... Customer Control ... Defaults

Sales Code — The sales code of the sales person who was responsible for the sale. This code is used to
calculate sales commissions. The default is loaded in Setup ... Customer Control ... Defaults. New Sales
Codes can be loaded in Admin ... Sales Code Maintenance.

Price List — The primary price list that will be used for the customer. The default is loaded in Setup ...
Customer Control ... Defaults. Additional Price Lists can be created in Setup ... Inventory Control ... Prices

Tax
Tax Type — The Tax Type applicable to this customer. Tax codes can be setup in Admin ... Tax
Code Maintenance.

Exclusive or Inclusive - This determines whether the pricing on each line of the invoice will entered
Inclusive or Exclusive of VAT.

Document Processing Tab

Controls the printing options available on the system for the customer for statements, as well as for other
customer documents.

Edit Customer Details

Account No ABC o 0K
Name ABC Compary [ Blocked

0 =T Cancel
Eateronin i o 21 Existing Customer X
DEEE ] = — R T / Sales | User Defined | Banking | Sales Garph ]

Documents

Frint Document -

[rocument Printing [Invoice / Credit Mote / Sales Order / Quotation]

Statements

Statement Printing | Print Statement it
Perzonalized Statement Mrssage P
Temns Massage _.F'rint Oldest Terms Message [
Invoice | Credit Mote | Diebit Note | Sales Order | Guatation |
- - > g
Add New | Delete | Enquiry | Recurring Invaoice | ° Cloge |

Documents
Document Printing — Default document handling options for this customer. Print Document, Email

Document or Print & Email Document. These settings will apply to Invoices, Credit Notes, Sales Orders and
Quotations only.

Statements

Statement Printing — Default statement handling. Print Statement, Email Statement, Print and Email
Statement, or Do not Send Statement.
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Personalised Statement Message — This message will print only for this customer in addition to the Terms
Message (if any) and the universal statement message. The personalised statement message size is
limited to 100 characters.

Terms Message — This controls the Term Message that will be printed on the statement. The options are
Print Oldest Terms Message or Print General Terms Message.

Balances/Sales Tab

This screen will show a summary of the sales and balances for the customer, per period.

Edit Customer Details

Account No ABC o 0K
MName ABC Company [~ Blocked

| Existi v Cancel
Category Code o g Eistifig Custarmner X

Details ] Fii ial ] D P i User Defined ] Banking } Sales Garph ]

Date Last Invoiced | Date Last Paid

Sales Sales Balances Balances
This Year Last Year Period This Year Last Year

RO.00 RO.00 RO.00 RO.00
RO.00 RO.00 RO.O0 RAOLO0
RO.00 RO.00 RO.00 RO.00
RO.00 R0 RO.00 AO.00
RO.00 RO.00 RO.00 RO.0
RO.00 RO.00 RO.00 RO.00
RO.00 RO.00 RO.O0 R0
RO.00 RO.00 RO.00 RO.00
RO.00 RO.00 RO.O0 RAOLO0
RO.00 RO.00 RO.00 RO.00
RO.00 RO.00 RO.00 AO.00
RO.00 RO.00 RO.00 RO

RO.0D Tatals RO.00 RO.0D

Irvvoice J Credit Mote I Debit Mote I Sales Order I Quotation I

Add Mew ‘ Delets | E nquine | Recuring Invoice | e Cloge I

Date Last Invoiced — The date the last invoice for this customer was processed.
Date Last Paid — The date the last Payment was received for this customer
Period — The accounting period (1 —12)

Sales This Year — Total of the sales for the current year for this accounting period
Sales Last Year - Total of the sales for the previous year for this accounting period
Balances This Year — The balance at the period end for this year

Balances Last Year — The balance at the period for the previous year

These 4 analysis columns are totaled for the 12 periods.

User Defined Tab

To allow for flexibility of the system, you are able to add 5 additional fields to store information for the
customer. The details of these fields can be changed in the Setup module (Setup — Customers — Customer
Control)
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Edit Customer Details

Account No ABC :
Name ABC Company [~ Blocked

Categony Code i g |Existing Custamer

Details | Fi ial ] D Pi i / Sales User Defined ] Banking ] Sales Garph ]

Irwoice J Credit Mote I Debit Mote I Sales Order I Quatation J

Add Mew J Delete I Enaquiry I Recuring Invoice | ° Close J

Banking Tab

The customer’s banking details and comments are captured on this screen.

Edit Customer Details

Account No ABC | o 0K
ABC Comnpary [ Blocked

Mame
— o
Cesedmate T | Exsting Custormes ] X

Delails] Fi ial ] D P i ] Bal 7 Sales User Defined 1Banking] Sales Ealph]

Invoice | Credit Note | Dehit Mote | Sales Drder ‘ Quctation 1

Add New | Delete | E niquiry | Recuring Invoice J o Close I

Bank Name — The name of the customer’s bank.

Branch Name — The branch name of the customer’s bank.
Branch No — The branch number of the customer’s bank
Account number — The customer’s bank account number

Comments — The system provides you with 5 fields to make necessary comments pertaining to the
customer.

Sales Graph Tab
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This tab graphically depicts the Sales volumes of the customer for the current and previous years. The
sales analysis graph can be a Bar Graph or a Line Graph. In addition, the graph can be viewed in 2D
(default) or in 3D by selecting “View 3D”

E Edit Customer Details

Account No ABC o Ok

ABC Company I Blocked

i g E.s;isling. Customer X Cancel

Details | Financial | D P i | Bal # Sales | User Defined | Banking | Sales Gaiph |

Hame

Category Code

Sales Yalug
=

. M.Iﬁl’
Graph Type

" Bar Graph " Line Graph I Wiew 30

Invoice I Credit Haote J Debit Note I Sales Order I Quatation

Add New I Deletz ‘ Enguiny ‘ Recuring Invoice | e Close

View/Edit

Similar to loading new customers, existing customer’s details can be viewed or edited. Select the Customer
you want to view or edit from the displayed list on the left hand side of the screen. The search for the
Customer you want can be done via Customer Code or Customer Name by simply choosing the
appropriate Search option. Once this option is selected, it is possible to further refine the list by entering
the first few letters of the Customer Code or Customer Name. Navigate to the required Customer. Open
the View/Edit screen by double clicking on the Customer, or by clicking on the “View/Edit” button. The
system will display the details of the selected Customer. You can then Edit or View all details pertaining to
the Customer similar to the way in which Customer details were added.
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Customers

1 Search on
Searchfor | | I+ Code

I Name

ABC Company

Add New
Wiew / Edit
Enquiry
Invoice
Credit Mote
Debit Mot
Sales Order
Guatation
Recuring Invoice

e Close
Xtreme Accounting

Enquiry

Clicking on this button, opens a drop-down box that allows you to select from Transactions, Sales Orders
or Quotations.

Transactions

This option enables you to view all the transactions for the selected Customer.

Sales Orders

This option will display all loaded Sales Order for the selected Customer. You will then be able to Edit,
Delete or Invoice the Sales Order. The Invoice option allows the Invoice to be created utlising the details
that were captured during the creation of the Sales Order. The Invoice contents can be altered as required.

Quotations

This option will display all loaded Quotations for the selected Customer. You will then be able to Edit,
Delete or Invoice the Quotation. The Invoice option allows the Invoice to be created utilising the details that
were captured during the creation of the Quotation. The Invoice contents can be altered as required.

Invoice

This option opens the Invoicing screen. Refer to the Customer Processing section for details pertaining to
customer invoicing.

Credit Note
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This option opens the Credit Note screen. Refer to the Customer Processing section for details pertaining
to issuing credit notes to customers.

Debit Note

This option opens the Debit Note screen. Refer to the Customer Processing section for details pertaining to
issuing debit notes to customers.

Sales Order

This option opens the Sales Order screen. Refer to the Customer Processing section for details pertaining
to the creation of Sales Orders for customers.

Quotation

This option opens the Quotation screen. Refer to the Customer Processing section for details pertaining to
the creation of Quotations for customers.

Recurring Invoice

This option opens the Recurring Invoicing screen. Refer to the Customer Processing section for details
pertaining to loading recurring invoices.

Processing

The processing facility for customers can be accessed via the Customer Maintenance option, or via the
“Processing” option.

I New com pany

File Customers Suppliers Inventory General Ledger Administration  Setup  Help

Xtreme Accounting

Customer Maintenance | ‘ Frocessing: | Feports |

Invoice Feceipts J Create Recuring Irvoice Batch J

Credit Mate Jaurnals ‘ Past Recuring Invaice Batch ‘

Ciehit Nate

I
I
I
|

Sales Order Quctation ‘ i it ‘

The following processing options are available :
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Invoicing

This option is where all invoice processing for a Customer is done.

E Tax Invoice

Account

Dielivery Address = —
Beiiod 03 - 01/05/2008 - 31/05/2008 - May

Diate | /0572008 =

Customer Reference

Due Date 31/03/2008 :l' Sales Code

Eaily Fayment Terms {d ‘p Digcount % (00

Type|Code Gluantity Dezcription {Tax |Disc S |Each Amount

Invoice Message
Terms Current Sub Tatal

Credit Limit 0.00 Digcount
Armount Excl Tax

Balance 0.00 Tan

TOTAL

Account — Select the customer’s account. The customer name will appear in the display box

Delivery Address — These details are automatically loaded from the customer details database. You are
able to amend the Delivery Address for the invoice being processed.

Period — The current period that you are working in will be selected. You can change the period for the
invoice being printed.

Date — The current system date is automatically selected. You can change the date by selecting an
alternate date from the calendar that pops up.

Customer Reference — A reference field that will print on the invoice. This field is limited to 15 characters.

Due Date — The date the invoice is due and payable is selected. The system defaults to the last date in the
current period. You can change the Due Date for this invoice date by selecting an alternative Due Date
from the pop-up calendar.

Sales Code — The Sales Code applicable to this invoice is entered here. If a default Sales Code has been
entered for the customer, this is automatically selected. You can change the Sales Code for this invoice by
clicking on the icon and selecting an alternative Sales Code.

Early Payment Terms — The default Early Payment Term (if setup for this customer) is auto selected. You
can change the Early Payment Term for this invoice by clicking on the icon and selecting an alternative
Early Payment Term.

Discount % - The discount percentage applicable to the customer for this invoice is entered here. If the
default Discount percentage has been set up for this customer, this amount will be automatically selected.
You can change the Discount percentage for this invoice by entering a new value.

Type — This field details the invoice line type. The possible values are :
G = G/L Code — A G/L Code will be used for the invoice line
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| = Item Code — An Inventory ltem Code will be used for the invoice line
R = Remarks — This is not an actual invoice line, but a Remarks line that can be used to add
further detail to the preceding invoice line.

Code — The code that must be entered will be determined by the Type value entered above. Clicking on
the icon will generate a list of all applicable Codes. Click on the Code you require. Alternatively, if you
know the Code, you may enter it directly without going via the search list option.

Quantity — The value entered here is the number of units. The default quantity is 1. Any amount in the
range -9999 to 999999 can be entered.

Description — This describes the invoice line entry. If the “G” Type is used, the G/L Code Description will
be automatically entered in this field. If the “I” Type is used, the Inventory Description will be automatically
entered in this field. Using the “R” Type leaves this field blank and the field becomes the “Remarks” field.
The Description can be amended by you as required.

Tax — The Tax Type applicable to this Invoice line is entered here. The default Tax Type for this customer
will be selected as the default. You can change the Tax Type by clicking on the entry field. This will bring
up a list of all the valid Tax Types loaded. Choose the required Tax Type.

Disc % - The discount percentage applicable to this line of the invoice can be entered. The system defaults
to 0.

Each — The price of the item is entered here. The maximum amount that can be entered for each line of the
invoice is 9,999,999.99.

Amount — This value is calculated by multiplying the Quantity value by the Each value. This amount is
entered by the system and cannot be altered by a user.

Terms — The system displays the current Payment Term settings for the customer

Credit Limit — The system displays the current Credit Limit for the customer. The Credit Limit displayed
does not include the value of the current invoice being processed.

Balance — The current customer balance. The balance does not include the value of the current invoice
being processed.

Invoice Message — The invoice-specific message that will be printed on the current invoice only.

Sub Total — This is a system generated value that is the sum of all the invoice lines loaded. This amount
includes any discount calculated on the individual invoice line based on the Disc % entered.

Discount — This is a system generated value that calculates the discount applicable on the invoice total
(i.e. the Sub Total value). This discount is only calculated if the customer details have a valid discount
percentage. This discount is in addition to the individual invoice line discount.

Amount Excl Tax — This is a system generated value that calculates the total pre-tax amount. This is done
by subtracting the discount amount from the Sub-Total.

Tax — The system generates the tax amount based on the Tax Type used for the customer.

Total — The system generates this amount, which is the sum of the Amount Excl Tax and the Tax amount.
The system also displays the current customer ageings. The ageings displayed do not include the value of
the current invoice being processed.

Click OK to finalise the invoice. If the invoice amount, once posted, will result in the credit limit being
exceeded. The system will warn you and ask you to confirm that you want to post the invoice.

Credit Note

This option is where a Credit Note for a Customer is generated.
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E Creditor Note

Account

Delivery Address e e
Beiicil 03 - 01/05/2008 - 31/05/2008 - May

Date |01/05/2002 =]

Cugstomer Reference

Due Date 31/03/2008 j‘ Sales Code

Early Payment Terms {00 p Dizcount % |0.00

Typel Code |Quantit}l lDescliption {Tax |D\sc e lEach lAmDunt

Credit Note Mezzage
Terms Current Ok Syb Tatal
Credit Limit 000 L St 2 I Discount
Amount Exel Tax
Balance 0.00 X Cancel T Ak

TOTAL

Account — Select the customer’s account. The customer name will appear in the display box.

Delivery Address — These details are automatically loaded from the customer details database. You are
able to amend the Delivery Address for the credit note being processed.

Period — The current period that you are working in will be selected. You can change the period for the
credit being printed.

Date — The current system date is automatically selected. You can change the date by selecting an
alternate date from the calendar that pops up.

Customer Reference — A reference field that will print on the credit note. This field is limited to 15
characters.

Due Date — The date the credit note is due and payable is selected. The system defaults to the last date in
the current period. You can change the Due Date for this credit note date by selecting an alternative Due
Date from the pop-up calendar.

Sales Code — The Sales Code applicable to this credit note is entered here. If a default Sales Code has
been entered for the customer, this is automatically selected. You can change the Sales Code for this
credit note by clicking on the icon and selecting an alternative Sales Code.

Early Payment Terms — The default Early Payment Term (if setup for this customer) is auto selected. You
can change the Early Payment Term for this credit note by clicking on the icon and selecting an alternative
Early Payment Term.

Discount % - The discount percentage applicable to the customer for this credit note is entered here. If the
default Discount percentage has been set up for this customer, this amount will be automatically selected.
You can change the Discount percentage for this credit note by entering a new value.

Type — This field details the credit note line type. The possible values are :
G = G/L Code — A G/L Code will be used for the credit note line
| = Item Code — An Inventory ltem Code will be used for the credit note line
R = Remarks — This is not an actual credit note line, but a Remarks line that can be used to add
further detail to the preceding credit note line.
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Code — The code that must be entered will be determined by the Type value entered above. Clicking on
the icon will generate a list of all applicable Codes. Click on the Code you require. Alternatively, if you
know the Code, you may enter it directly without going via the search list option.

Quantity — The value entered here is the number of units. The default quantity is 1. Any amount in the
range -9999 to 999999 can be entered.

Description — This describes the credit note line entry. If the “G” Type is used, the G/L Code Description
will be automatically entered in this field. If the “I” Type is used, the Inventory Description will be
automatically entered in this field. Using the “R” Type leaves this field blank and the field becomes the
“Remarks” field. The Description can be amended by you as required.

Tax — The Tax Type applicable to this credit note line is entered here. The default Tax Type for this
customer will be selected as the default. You can change the Tax Type by clicking on the entry field. This
will bring up a list of all the valid Tax Types loaded. Choose the required Tax Type.

Disc % - The discount percentage applicable to this line of the credit note can be entered. The system
defaults to 0.

Each — The price of the item is entered here. The maximum amount that can be entered for each line of the
credit note is 9,999,999.99.

Amount — This value is calculated by multiplying the Quantity value by the Each value. This amount is
entered by the system and cannot be altered by a user.

Terms — The system displays the current Payment Term settings for the customer

Credit Limit — The system displays the current Credit Limit for the customer. The Credit Limit displayed
does not include the value of the current credit note being processed.

Balance — The current customer balance. The balance does not include the value of the current credit note
being processed.

Credit Note Message — The credit note-specific message that will be printed on the current credit note
only.

Sub Total — This is a system generated value that is the sum of all the credit note lines loaded. This
amount includes any discount calculated on the individual credit note line based on the Disc % entered.

Discount — This is a system generated value that calculates the discount applicable on the credit note total
(i.e. the Sub Total value). This discount is only calculated if the customer details have a valid discount
percentage. This discount is in addition to the individual credit note line discount.

Amount Excl Tax — This is a system generated value that calculates the total pre-tax amount. This is done
by subtracting the discount amount from the Sub-Total.

Tax — The system generates the tax amount based on the Tax Type used for the customer.

Total — The system generates this amount, which is the sum of the Amount Excl Tax and the Tax amount.
The system also displays the current customer ageings. The ageings displayed do not include the value of
the current credit note being processed.

Click OK to finalise the credit note. If the credit note amount, once posted, will result in the credit limit being
exceeded. The system will warn you and ask you to confirm that you want to post the invoice.

Debit Note

This option is where a Debit Note for a Customer is generated.
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{5} Debit Note

Account |

Delivery Addiess

Perind 03 - 01/05/2008 - 31/05/2008 - May
Date |mos/2008 -]
Customer Reference

Due Date /0372008 T Sales Code
Ezily Payrnent T erms oo p Discount 2 n.on

Type|Code ]Quanlity Description 1Tax IDisc ES ]Each Amount

Debit Maote Message T
Ik C b Ut okl
S el o Ok Digcount
Credit Lirnit 0.o0
Arnount Excl Tax
Balance 0.00 x Cancel Tax

TOTAL

Account — Select the customer’s account. The customer name will appear in the display box.

Delivery Address — These details are automatically loaded from the customer details database. You are
able to amend the Delivery Address for the debit note being processed.

Period — The current period that you are working in will be selected. You can change the period for the
debit note being printed.

Date — The current system date is automatically selected. You can change the date by selecting an
alternate date from the calendar that pops up.

Customer Reference — A reference field that will print on the debit note. This field is limited to 15
characters.

Due Date — The date the debit note is due and payable is selected. The system defaults to the last date in
the current period. You can change the Due Date for this debit note date by selecting an alternative Due
Date from the pop-up calendar.

Sales Code — The Sales Code applicable to this debit note is entered here. If a default Sales Code has
been entered for the customer, this is automatically selected. You can change the Sales Code for this
debit note by clicking on the icon and selecting an alternative Sales Code.

Early Payment Terms — The default Early Payment Term (if setup for this customer) is auto selected. You
can change the Early Payment Term for this debit note by clicking on the icon and selecting an alternative
Early Payment Term.

Discount % - The discount percentage applicable to the customer for this debit note is entered here. If the
default Discount percentage has been set up for this customer, this amount will be automatically selected.
You can change the Discount percentage for this debit note by entering a new value.

Type — This field details the debit note line type. The possible values are :
G = G/L Code — A G/L Code will be used for the debit note line
| = ltem Code — An Inventory ltem Code will be used for the debit note line
R = Remarks — This is not an actual debit note line, but a Remarks line that can be used to add
further detail to the preceding debit note line.

Code — The code that must be entered will be determined by the Type value entered above. Clicking on

the icon will generate a list of all applicable Codes. Click on the Code you require. Alternatively, if you
know the Code, you may enter it directly without going via the search list option.
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Quantity — The value entered here is the number of units. The default quantity is 1. Any amount in the
range -9999 to 999999 can be entered.

Description — This describes the debit note line entry. If the “G” Type is used, the G/L Code Description
will be automatically entered in this field. If the “I” Type is used, the Inventory Description will be
automatically entered in this field. Using the “R” Type leaves this field blank and the field becomes the
“Remarks” field. The Description can be amended by you as required.

Tax — The Tax Type applicable to this debit note line is entered here. The default Tax Type for this
customer will be selected as the default. You can change the Tax Type by clicking on the entry field. This
will bring up a list of all the valid Tax Types loaded. Choose the required Tax Type.

Disc % - The discount percentage applicable to this line of the debit note can be entered. The system
defaults to 0.

Each — The price of the item is entered here. The maximum amount that can be entered for each line of the
debit note is 9,999,999.99.

Amount — This value is calculated by multiplying the Quantity value by the Each value. This amount is
entered by the system and cannot be altered by a user.

Terms — The system displays the current Payment Term settings for the customer

Credit Limit — The system displays the current Credit Limit for the customer. The Credit Limit displayed
does not include the value of the current debit note being processed.

Balance — The current customer balance. The balance does not include the value of the current debit note
being processed.

Debit Note Message — The debit note-specific message that will be printed on the current debit note only.

Sub Total — This is a system generated value that is the sum of all the debit notes loaded. This amount
includes any discount calculated on the individual debit note line based on the Disc % entered.

Discount — This is a system generated value that calculates the discount applicable on the debit note total
(i.e. the Sub Total value). This discount is only calculated if the customer details have a valid discount
percentage. This discount is in addition to the individual debit note line discount.

Amount Excl Tax — This is a system generated value that calculates the total pre-tax amount. This is done
by subtracting the discount amount from the Sub-Total.

Tax — The system generates the tax amount based on the Tax Type used for the customer.

Total — The system generates this amount, which is the sum of the Amount Excl Tax and the Tax amount.
The system also displays the current customer ageings. The ageings displayed do not include the value of
the current debit note being processed.

Click OK to finalise the debit note. If the debit note amount, once posted, will result in the credit limit being
exceeded. The system will warn you and ask you to confirm that you want to post the debit note.

Sales Order

This option is where a Sales Order for a Customer can be created.
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E Sales Order

Account

Delivery Address

Perind 03 - o1 70572008 - 317057 ]
Dt | /0442003 |

Customer Reference |

Delivery Date 01/04/2003 1 Sales Code

Early Payment Terms |0a p Discount % 0

Type{ Code ‘Quantity Dezcription ﬁax JDisc % |Each lAmount

Sales Order Message )
[ C t i bt
erm.s o b o Ok Discount
Credit Lirit 0.00
Amount Excl Tax
Balance 0.00 x Cancel Tax

TOTAL

Account — Select the customer’s account. The customer name will appear in the display box

Delivery Address — These details are automatically loaded from the customer details database. You are
able to amend the Delivery Address for the sales order being processed.

Period — The current period that you are working in will be selected. You can change the period for the
sales order being printed.

Date — The current system date is automatically selected. You can change the date by selecting an
alternate date from the calendar that pops up.

Customer Reference — A reference field that will print on the sales order. This field is limited to 15
characters.

Delivery Date — The date on which the goods/services on the sales order must be delivered. The system
defaults to the current system date. You can change the Delivery Date for this sales order by selecting an
alternative Delivery Date from the pop-up calendar.

Sales Code — The Sales Code applicable to this sales order is entered here. If a default Sales Code has
been entered for the customer, this is automatically selected. You can change the Sales Code for this
sales order by clicking on the icon and selecting an alternative Sales Code.

Early Payment Terms — The default Early Payment Term (if setup for this customer) is auto selected. You
can change the Early Payment Term for this sales order by clicking on the icon and selecting an alternative
Early Payment Term.

Discount % - The discount percentage applicable to the customer for this sales order is entered here. If
the default Discount percentage has been set up for this customer, this amount will be automatically
selected. You can change the Discount percentage for this sales order by entering a new value.

Type — This field details the sales order line type. The possible values are :
G = G/L Code — A G/L Code will be used for the sales order line
| = Item Code — An Inventory ltem Code will be used for the sales order line
R = Remarks — This is not an actual sales order line, but a Remarks line that can be used to add
further detail to the preceding sales order line.

Code — The code that must be entered will be determined by the Type value entered above. Clicking on

the icon will generate a list of all applicable Codes. Click on the Code you require. Alternatively, if you
know the Code, you may enter it directly without going via the search list option.
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Quantity — The value entered here is the number of units. The default quantity is 1. Any amount in the
range -9999 to 999999 can be entered.

Description — This describes the sales order line entry. If the “G” Type is used, the G/L Code Description
will be automatically entered in this field. If the “I” Type is used, the Inventory Description will be
automatically entered in this field. Using the “R” Type leaves this field blank and the field becomes the
“Remarks” field. The Description can be amended by you as required.

Tax — The Tax Type applicable to this sales order line is entered here. The default Tax Type for this
customer will be selected as the default. You can change the Tax Type by clicking on the entry field. This
will bring up a list of all the valid Tax Types loaded. Choose the required Tax Type.

Disc % - The discount percentage applicable to this line of the sales order can be entered. The system
defaults to 0.

Each — The price of the item is entered here. The maximum amount that can be entered for each line of the
sales order is 9,999,999.99.

Amount — This value is calculated by multiplying the Quantity value by the Each value. This amount is
entered by the system and cannot be altered by a user.

Terms — The system displays the current Payment Term settings for the customer

Credit Limit — The system displays the current Credit Limit for the customer. The Credit Limit displayed
does not include the value of the current sales order being processed.

Balance — The current customer balance. The balance does not include the value of the current sales order
being processed.

Sales Order Message — The sales order-specific message that will be printed on the current sales order
only.

Sub Total — This is a system generated value that is the sum of all the sales orders loaded. This amount
includes any discount calculated on the individual sales order line based on the Disc % entered.

Discount — This is a system generated value that calculates the discount applicable on the sales order total
(i.e. the Sub Total value). This discount is only calculated if the customer details have a valid discount
percentage. This discount is in addition to the individual sales order line discount.

Amount Excl Tax — This is a system generated value that calculates the total pre-tax amount. This is done
by subtracting the discount amount from the Sub-Total.

Tax — The system generates the tax amount based on the Tax Type used for the customer.

Total — The system generates this amount, which is the sum of the Amount Excl Tax and the Tax amount.
The system also displays the current customer ageings. The ageings displayed do not include the value of
the current sales order being processed.

Click OK to finalise the sales order.

The stored sales order can be converted into an invoice without having to re-capture all the information
from the sales order. Customers ... Customer Maintenance ... Enquiry ... Sales Order

Select the sales order you want to invoice to the customer.

Click “Invoice”

Click OK to finalise the invoice. If the invoice amount, once posted, will result in the credit limit being
exceeded. The system will warn you and ask you to confirm that you want to post the invoice.

Batch Processing Options
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For all customer receipts and journals, the following action tabs are available at the bottom of the data entry
screen :

Options

Batch Setting

This Year or Last Year — Select the default Year for the batch
Tax Type — Select the default tax type for the batch

Exclusive or Inclusive — Set the default action as to whether the Inclusive or Exclusive batch
amount will be entered

Consolidate Bank — One Transaction per Batch — Consolidate the individual cash receipts into 1
transaction for the entire batch

Repeat Account No — The same account number is retained from one line of the batch to the next.

Repeat Description — The same description is retained from one line of the batch to the next.

Copy Recurring Batch

This option will create a new batch from the stored recurring batch. The system will prompt you for details
that will be used when copying the recurring batch and creating a current batch.

Period — The accounting period in which the new batch must be set up.

Month — This value, together with the Year value, will be used to create the batch transaction date
for each transaction. The day value will be collected from the data stored in the recurring batch.
Year - This value, together with the Month value, will be used to create the batch transaction date
for each transaction. The day value will be collected from the data stored in the recurring batch.

Reference — The reference to be used for the new batch that will be created from the recurring
batch data.

Description - The description to be used for the new batch that will be created from the recurring
batch.

Click “Copy Recurring Batch” to create the new batch, or “Cancel” to abort the copy process.

Update Batch

This option will post the batch and print the details of the posted batch.

Print Batch

This option will print the batch before that it is posted.

Delete Line

The selected line will be deleted if this option is clicked.
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Delete Batch

The entire batch will be deleted if this option is clicked.

Receipts

This option is used to process Cash Book Receipts for a Customer.

Refer to the Receipts processing in the G/L Processing.

Journals

This option is used to process journal entries for a Customer.

Customer Journals

En‘W Type |08 - Sales = Balch Type :ﬁﬁlmal“éatc‘l{ E;Illjl =
Period |Date jAccount Mo [Reference JDes_cnptlon ]DE ]Tax |Exc|uslve Inclusive j[}onlra A
31/03/2008 44444446 | o oo RO.00 RO.00 1000/000
=
& >
4555545 Sales Batch Total RO.00
Options I Update Batch I Print Batch I [relete Line I Delete Batch I Close I

Entry Type — Select the Entry Type into which you intend processing the journal transactions. The default
entry type is 08 — Sales. The list of Entry Types are maintained Setup ... Entry Types.

Batch Type — Normal Batch Entry or Recurring Batch Entry

Normal Batch Entry — These are the normal batches which are posted for the chosen Entry Type.
Recurring Batch Entry — This is a batch into which transactions that occur often can be stored. This batch
is then used to generate a Normal Batch for the chosen Entry Type, thereby reducing the amount of data
capture.

Period — Period in which the chosen Entry Type Journal Entries are to be processed

Date — Date on which. the chosen Entry Type Journal Entries are to be processed

Account No — The account number of the customer account into which the chosen Entry Type Journal
Entry is to be processed.

Reference — 10 digit journal entry reference
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Description — 35 digit description field. If the Transaction Descriptions (Admin ... Description Maintenance)
have been defined, these can be selected from the drop down list. Alternatively, you can enter a
description of your choice.

DC — The journal entry transaction can be either a Debit (D) or a (C)redit.

Tax — The Tax Code applicable for this journal entry. The list of valid Tax Codes will be displayed in a drop
down box.

Exclusive — The journal entry transaction amount excluding Tax. The system will prompt you to enter this
amount if your batch settings are set to Exclusive. In this case, the Inclusive amount will be calculated by
the system and automatically displayed.

Inclusive — The journal entry transaction amount including Tax. The system will prompt you to enter this
amount if your batch settings are set to Inclusive. In this case, the Exclusive amount will be calculated by
the system and automatically displayed.

Contra — The contra account is the associated account that will complete the double entry transaction. If
the DC field is set to “D”, the amount of the journal entry will be credited to the contra account. Similarly, if
the DC field is set to “C”, the amount of the journal entry will be debited to the contra account.

Batch Total - The cumulative batch total is incremented after each new journal entry transaction is
complete and represents the Journal Entry Batch Total for the current batch.

Quotation

This option is where a Quotation for a Customer is created.

E Quotation

Accaunt
DallveryAddress
oo 01/05/2008 A5/ X
Do |01/04/2003 =

Customer Reference

Ewpiry Date 08/04/2003 :l' Sales Code

Eaily Payrnent Terms {00 p Discount % 000

Type|Code |Quanlily Description |Tax |Di$c % |Ea|::h Amount

Quotation Mezsage
Terrmns Current o Ok Syb Tokal
Crecit Limit 0.00 O Discaunt
Arnount Excl Tax
Balance 0.00 x Cancel e

TOTAL

Account — Select the customer’s account. The customer name will appear in the display box.

Delivery Address — These details are automatically loaded from the customer details database. You are
able to amend the Delivery Address for the quotation being processed.

Period — The current period that you are working in will be selected. You can change the period for the
quotation being printed.
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Date — The current system date is automatically selected. You can change the date by selecting an
alternate date from the calendar that pops up.

Customer Reference — A reference field that will print on the quotation. This field is limited to 15
characters.

Expiry Date — The date on which the quote for the goods/services will expire. The system defaults to the
current system date. You can change the Expiry Date for this quotation by selecting an alternative Expiry
Date from the pop-up calendar.

Sales Code — The Sales Code applicable to this quotation is entered here. If a default Sales Code has
been entered for the customer, this is automatically selected. You can change the Sales Code for this
quotation by clicking on the icon and selecting an alternative Sales Code.

Early Payment Terms — The default Early Payment Term (if setup for this customer) is auto selected. You
can change the Early Payment Term for this quotation by clicking on the icon and selecting an alternative
Early Payment Term.

Discount % - The discount percentage applicable to the customer for this quotation is entered here. If the
default Discount percentage has been set up for this customer, this amount will be automatically selected.
You can change the Discount percentage for this quotation by entering a new value.

Type — This field details the quotation line type. The possible values are :
G = G/L Code — A G/L Code will be used for the quotation line
| = Item Code — An Inventory ltem Code will be used for the quotation line
R = Remarks — This is not an actual quotation line, but a Remarks line that can be used to add
further detail to the preceding quotation line.

Code — The code that must be entered will be determined by the Type value entered above. Clicking on
the icon will generate a list of all applicable Codes. Click on the Code you require. Alternatively, if you
know the Code, you may enter it directly without going via the search list option.

Quantity — The value entered here is the number of units. The default quantity is 1. Any amount in the
range -9999 to 999999 can be entered.

Description — This describes the quotation line entry. If the “G” Type is used, the G/L Code Description
will be automatically entered in this field. If the “I” Type is used, the Inventory Description will be
automatically entered in this field. Using the “R” Type leaves this field blank and the field becomes the
“Remarks” field. The Description can be amended by you as required.

Tax — The Tax Type applicable to this quotation line is entered here. The default Tax Type for this
customer will be selected as the default. You can change the Tax Type by clicking on the entry field. This
will bring up a list of all the valid Tax Types loaded. Choose the required Tax Type.

Disc % - The discount percentage applicable to this line of the quotation can be entered. The system
defaults to 0.

Each — The price of the item is entered here. The maximum amount that can be entered for each line of the
quotation is 9,999,999.99.

Amount — This value is calculated by multiplying the Quantity value by the Each value. This amount is
entered by the system and cannot be altered by a user.

Terms — The system displays the current Payment Term settings for the customer

Credit Limit — The system displays the current Credit Limit for the customer. The Credit Limit displayed
does not include the value of the current quotation being processed.

Balance — The current customer balance. The balance does not include the value of the current quotation
being processed.

Quotation Message — The quotation-specific message that will be printed on the current quotation only.
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Sub Total — This is a system generated value that is the sum of all the quotations loaded. This amount
includes any discount calculated on the individual quotation line based on the Disc % entered.

Discount — This is a system generated value that calculates the discount applicable on the quotation total
(i.e. the Sub Total value). This discount is only calculated if the customer details have a valid discount
percentage. This discount is in addition to the individual quotation line discount.

Amount Excl Tax — This is a system generated value that calculates the total pre-tax amount. This is done
by subtracting the discount amount from the Sub-Total.

Tax — The system generates the tax amount based on the Tax Type used for the customer.

Total — The system generates this amount, which is the sum of the Amount Excl Tax and the Tax amount.
The system also displays the current customer ageings. The ageings displayed do not include the value of
the current quotation being processed.

Click OK to finalise the quotation.

The stored quotation can be converted into an invoice without having to re-capture all the information from
the quotation. Customers ... Customer Maintenance ... Enquiry ... Quotation

Select the quotation you want to invoice to the customer.

Click “Invoice”

Click OK to finalise the invoice. If the invoice amount, once posted, will result in the credit limit being
exceeded. The system will warn you and ask you to confirm that you want to post the invoice.

Raise Interest

This option automatically raises interest on overdue customer accounts as per the Interest defaults defined
in the Setup ... Customer Control ... Interest.

It is recommended that you back up your company data before starting this function as numerous
transactions could be created.

Period — Select the period you want to raise the interest in. The amount overdue is calculated using this
period as the reference point.

Annual % Rate — Enter the interest rate that you want to use for the interest raising. The amount must me
entered as the annual equivalent i.e. 24% not 2%

Minimum Amount — Interest will not be raised on any account which has a balance less than or equal to
the Minimum Amount.

Backup — Click on this option to perform a Backup before the interest raising is performed.

Click “Raise Interest” to carry on and raise the interest.
Click “Cancel” to close the screen without raising the interest.
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Customer Recurring Invoice Report

Sequence

1+ Flagged as To Be Invoiced
" Mot Flagged az To Be Invaiced

~Anwoice Frequency:
Lol
i Wweekly
T Monthly
T Yealy

[~ Show Sales Code and Category for Each Debtor

I bales Code

o Ok I € Close
Xtrupe ‘manf"m

Sales by Customer

E Sales by Customer

Starling Customer Code m . _81
4BC Fe]

00000000

Ending Docurmernt {39399399 |

Start Date 0140342008 -
End Date 28/02/2009 -

New Page for Each Customer

Ending Customer Code

Slarlihg Document

Show Gross Profit
Shaow Details
Show Document Totals

Exclude Credit Nates

o Ok l & Close l

Xtreme Accounting

Chapter 6 - Supplier Module

This module controls the Accounts Payable (Creditors). All processing and/or reporting pertaining to this
module is accessed here. Each supplier must be loaded onto the system with a unique supplier code which
can be up to 8 characters long. To make searching easier, the system enables you to click on the Search
On radio button, enabling you to access the supplier (during editing or processing) in account number or
account name sequence. The supplier entry in the file stores the supplier's address details, contact
information, summarised purchase amounts and balances, as well as all processing options.
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EE B N Rl BN

Supplier Maintenance ‘ Pracessing ‘ Reports ‘

Suppliers are added in the Suppliers ... Supplier Maintenance ... Add New menu option, and
edited/deleted in the Suppliers ... Supplier Maintenance ... View/Edit menu option.

Processing can be accessed via the Supplier ... Processing menu option, or via the Suppliers ... Supplier
Maintenance ... View/Edit menu option.

Supplier Categories

Before loading suppliers, the Supplier Categories need to be set up. The system pre-defines 3 Codes but
up to 99 Category Codes can be added or maintained.

Supplier Maintenance

Clicking on the “Supplier Maintenance” tab, will open the main supplier screen. From this screen, most of
the supplier functionality can be accessed. This includes all the enquiry options as well as a short-cut to
most of the processing options.

The list of suppliers will be shown on the left hand side. This list can be navigated by simply scrolling up
and down the list. The order of this list can be changed to Code or Name by selecting the order you require
(Search On). In addition, the list of suppliers can be refined by adding a search criteria (i.e. first few letters
of the supplier name, or first few letters of the supplier account number).

To select an entry, navigate to the required supplier and double click on that entry. The supplier details
screen will appear.

Add New Supplier

Enter the unique supplier account number

Press enter. System will add the account number to the database and check that the supplier account
number is unique to avoid duplication.

The various supplier details are now added utilising the Tabs detailed below.

Click OK to save the details you have loaded, or Cancel to exit without saving the changes. Please note
that clicking Close will have the same effect as clicking Cancel.
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- “Searchon
Search for | f+ Code

£ Name

Cust Returr / Debit
= Purchase Order

€3 Cloze
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Name — Supplier's Name

Category Code — The list of Category Codes can be added or maintained in Setup ... Customer
Categories

Contact Details Tab

All contact details pertaining to the supplier are captured on this screen. The system provides for 1 main
contact. However, should you require additional contacts, click on “Contacts” and you can load an
unlimited number of contact details for the supplier.

Edit Supplier Details

Account No
Name Compary [~ Blocked
Galoauiytado it ﬁ Existing Supplier

Contact Details i 1 j D i 7 Purch, 1 User Defined { Purchases Graph ]

Pastal Address

F 0| B (Marvin

031 203 2083
0351591599

Cortact
Telephone
Fax

Cell

K | mervinGGinyz oo za
Email @y

£F; Contact
Delivery Address | M—‘M‘S—}

|25 Maitland Diive

F Web Address
Durbian

Other Details

Invaice Feturn / Debit I Purchase Order J

Add Mew Delete I E rquiry J 0 Cloze

Postal Address — Postal address for the supplier which is used for all correspondence

Delivery Address — Delivery address if different to postal address. This address will be used on Purchase
Orders, Credit Notes etc.
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Contact — This is the name of the primary contact person for this supplier. Additional contacts can be
added by clicking on the “Contacts” option (See below)

Telephone — Telephone number for the primary contact at the supplier.
Fax - Fax number for the primary contact at the supplier.
Cell - Cellphone number for the primary contact at the supplier.

Email — Email address for the primary contact at the supplier. Clicking on the small envelope icon will open
your email software and allow you to email the contact.

Web Address — The supplier's website address details. Clicking on the icon will open your internet browser
and route you to the supplier’s website.

Other Details — Any other details pertinent to the supplier can be added here.

Contacts

This button opens the screen to allow you to add unlimited additional contacts for the supplier.

Add Contact

To add a contact. Clicking on this option opens the Add Contact Screen. On this screen all contact details
for the additional contacts can be added.

First Name — First Name of the additional contact at the supplier
Surname — Surname of the additional contact at the supplier

Telephone — Telephone number for the additional contact at the supplier.
Fax - Fax number for the additional contact at the supplier.

Cell - Cellphone number for the additional contact at the supplier.

Email — Email address for the additional contact at the supplier.

Address — The contact address for the additional contact at the supplier.

View/Edit Contact

To View/Edit existing additional contact details, click on the required contact, and click “View/Edit".
Alternatively, double click on the additional contact.

Delete Contact

Click on the additional contact you want to delete. Click “Delete Contact”. The system will ask you to
confirm that you want to delete the selected contact. If this is what you want to do, click Yes. If you do not
want to delete the contact, Click No.

Financial Tab

All details relating to the company’s financial status with the Supplier are captured on this screen. This
includes payment terms, credit limits, discount rates, tax types, VAT number, banking details etc.
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) Edit Supplier Details

Account No Kz

Mame HYZ Company |~ Blocked
Cateqors tade 01 ;_}J Existing Supplisr

Contact Details Fi

o

Pavment Terms
Wat Number
o+ Current

Credit Lirnit |0.00 | 30 Daps

P 000 _ [ B0 Daps

=
01/04/2009 b

SYSDRA

Creation Dah
reation Date © 120Dms
Created By

Early Payment Teims

Banking Details
= )] g 15 % within 7 days fram Period End

Account Hame

Account Mo Tax

Bark TosType U1 D) Stendad Raled @14 %

Eranch

Sl (v Erclusive

Branch Code -
O Inclusive

Irvoice | Fieturn # Debit | Purchase Order ‘

Add MNew | Delete | Enquiry ‘ 0 Cloze J

Vat Number — The supplier's VAT number that is required on any documents for the supplier.

Credit Limit — The credit limit that will apply for purchases with this supplier. The default is loaded in Setup
... Supplier Control ... Defaults.

Discount — The percentage discount applicable to purchases with this customer. The default is loaded in
Setup ... Supplier Control ... Defaults.

Creation Date — Information field detailing the date the new supplier account was created.

Created By — Information field detailing which user created the new supplier account.
Banking Details

Account Name - The supplier’s bank account name
Account No — The supplier’s bank account number

Bank — The name of the supplier’s bank.

Branch — The branch name of the supplier’s bank.
Branch Code — The branch number of the supplier’s bank

Payment Terms — Current, 30 Days, 60 Days. 90 Days, 120 Days. This is the Payment Terms applicable
to this supplier. The default is loaded in Setup ... Supplier Control ... Defaults.

Early Payment Terms — The Early Payment Terms. The default is loaded in Setup ... Supplier Control
...Defaults

Tax

Tax Type — The Tax Type applicable to this supplier. Tax codes can be setup in Admin ... Tax
Code Maintenance.

Exclusive or Inclusive - This determines whether the pricing on each line of the invoice will entered
Inclusive or Exclusive of VAT.

Document Processing Tab
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Controls the printing options available on the system for the supplier for remittance advices, as well as for
other supplier documents.

] Edit Supplier Details

Account No [

3vZ Company [~ Blocked

Hame
Category Code o1 Q] Existing SupPher

TR I = B T

~Documents:

Print Document -

Diocument Printing [Inwoice # Credit Mote / Sales Oider / Quotation]

Remittance Printing

Remittance Printing Frint Femittance :]'

Invaice I Return / Dehit I Purchase Order J

Add Mew I Delete I Enguing J o Close

Documents

Document Printing — Default document handling options for this supplier. Print Document, Email
Document or Print & Email Document. These settings will apply to Invoices, Credit Notes, Sales Orders and
Quotations only.

Remittance Printing

Remittance Printing — Default remittance handling. Print Remittance, Email Remittance, Print and Email
Remittance, or Do not Send Remittance.

Balances/Purchases Tab

This screen will show a summary of the purchases and balances for the supplier, per period.
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Edit Supplier Details

Account Ho Xz J Ok

Hame Y2 Company | I Blocked
01 : . i Cancel
Category Code m g Esisting Supplier X

o = - (iialanices 7 Purchasss | User Defined | Purchases Gragh |

Contact Details ] Fi

Date Last Purchased

Purchases Purchases Balances Balances
This Year Last Year i This Year Last Year

ADO0
AILOD
A0
RO.00
RO.00
AT00
AILOD
A0
ALOD
RO.00
A0
RO.00

Invaice Return # Debit Purchase Order

Add New Delete Enquiry e Close

Date Last Purchased — The date the last supplier invoice for this supplier was processed.
Period — The accounting period (1 — 12)

Purchases This Year — Total of the purchases for the current year for this accounting period
Purchases Last Year - Total of the purchases for the previous year for this accounting period
Balances This Year — The balance at the period end for this year

Balances Last Year — The balance at the period for the previous year
These 4 analysis columns are totaled for the 12 periods.

User Defined Tab

To allow for flexibility of the system, you are able to add 5 additional pieces of information. The details of
these fields can be changed in the Setup module (Setup ... Suppliers ... Supplier Control)
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Edit Supplier Details

Account No XYz d o Ok
I” Blocked

HrZ Compary

m ﬁ Eristing Supplier x Cancel

Hame

Category Code

Contact Details 1 Fi ial l D F i 1. F User Defined 1 Purchases Graph ]

Invoice I Retumn / Debit J Purchase Order J

Add Mew I Delete ‘ E nguiny ‘ ° Close I

Purchases Graph Tab

This tab graphically depicts the Purchases volumes of the supplier for the current and previous years. The
purchases analysis graph can be a Bar Graph or a Line Graph. In addition, the graph can be viewed in 2D
(default) or in 3D by selecting “View 3D” .

Edit Supplier Details

Account No .o

#rZ Compary [ Blocked

el Qj Existing Supplier x Cancel

Contact Detail: | Financial D I i I | User Defined [ Flichases Graph |

Name

Category Code

— '——l——'-——l——"——l——-——l——"——v——"—‘-l——'-

o
s
=
=
@
204
&
£
z
=
&

u + + T + + + g + + g T
dar dul ALy Sep Oct oy Dec Jan Feb
Graph Tppe: Period

 BarGraph " Line Graph I~ Wiew 30

Irvoice ‘ Return / Debit I Purchass Order ‘

Add New ] Delete I Enguiry J o Cloge J

View/Edit

Similar to loading new suppliers, existing supplier's details can be viewed or edited. Select the Supplier you
want to view or edit from the displayed list of Suppliers on the left hand side of the screen. The search for
the Supplier you want can be done via Supplier Code or Supplier Name by simply choosing the appropriate
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Search option. Once this option is selected, it is possible to further refine the list by entering the first few
letters of the Supplier Code or Supplier Name. Navigate to the required Supplier. Select the Supplier by
double clicking on the Supplier, or by clicking on the “View/Edit” button. The system will display the details
of the selected Supplier. You can then Edit or View all details pertaining to the Supplier similar to the way
in which Supplier details were added.

Enquiry

Clicking on this button, opens a drop-down box that allows you to select from Transactions and Purchase
Orders.

Transactions
This option enables you to view all the transactions for the selected Supplier.
Purchase Orders

This option will display all loaded Purchase Orders for the selected Supplier. You will then be able to Edit,
Delete or Invoice the Purchase Order. The Invoice option allows the Supplier Invoice to be created utilising
the details that were captured during the creation of the Purchase Order. The Invoice contents can be
altered as required.

Invoice

This option opens the Invoicing screen. Refer to the Supplier Processing section for details pertaining to
supplier invoice processing.

Return/Debit Note

This option opens the Return/Debit Note screen. Refer to the Supplier Processing section for details
pertaining to Debit Note processing for suppliers

Purchase Order

This option opens the Purchase Order screen. Refer to the Supplier Processing section for details
pertaining to the creation of Purchase Orders for suppliers

Processing

The processing facility for Suppliers can be accessed via the Supplier Maintenance option, or via the
“Processing” icon.
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Supplier Maintenance ] | F’r&f?&’s—lnﬁ' I Fleports ]

IFrogice ‘ Payments I
Retui / Debit ‘ Jounals |
Purchase Order I

The following processing options are available :

Invoicing

This option is where all Supplier invoices are processed.

Supplier Invoice

Account ;8” | I

Berind |01 - 01/03/2008 - 31/03/2000 - March
Piata |0/03/2008 |

Supplier Reference

Due Date 31/03/2008 -

Early Payment Terms fDD p Discaunt & 000

T_\ipéiCode 1Quanti(y ]Descript\cm 1Tax ]Disc% ]E'ach Amount

i + Invoice Message
Tems Current | | Sub Total
it Lirni | ' Ok J Discount
Credit Limit 0.00 gl
0 Amount Exel Tax
| Balance 0oo X Cancel Tau

120 Days + 90 Days B0 Days Current TOTAL
R0.00 RO.00 RO.00 RO.00

Account — Select the supplier’'s account. The supplier name will appear in the display box

Period — The current period that you are working in will be selected. You can change the period for the
invoice being processed.

Date — The current system date is automatically selected. You can change the date by selecting an
alternate date from the calendar that pops up.

107



Supplier Reference — A reference field that will print on the supplier invoice. This field is limited to 15
characters.

Due Date — The date the invoice is due and payable is selected. The system defaults to the last date in the
current period. You can change the Due Date for this invoice date by selecting an alternative Due Date
from the pop-up calendar.

Early Payment Terms — The default Early Payment Term (if setup for this supplier) is auto selected. You
can change the Early Payment Term for this invoice by clicking on the icon and selecting an alternative
Early Payment Term.

Discount % - The discount percentage applicable to the supplier for this invoice is entered here. If the
default Discount percentage has been set up for the supplier, this amount will be automatically selected.
You can change the Discount percentage for this invoice by entering a new value.

Type — This field details the invoice line type. The possible values are :
G = G/L Code — A G/L Code will be used for the invoice line
| = Item Code — An Inventory ltem Code will be used for the invoice line
R = Remarks — This is not an actual invoice line, but a Remarks line that can be used to add
further detail to the preceding invoice line.

Code — The code that must be entered will be determined by the Type value entered above. Clicking on
the icon will generate a list of all applicable Codes. Click on the Code you require. Alternatively, if you
know the Code, you may enter it directly without going via the search list option.

Quantity — The value entered here is the number of units. The default quantity is 1. Any amount in the
range -9999 to 999999 can be entered.

Description — This describes the invoice line entry. If the “G” Type is used, the G/L Code Description will
be automatically entered in this field. If the “I” Type is used, the Inventory Description will be automatically
entered in this field. Using the “R” Type leaves this field blank and the field becomes the “Remarks” field.
The Description can be amended by you as required.

Tax — The Tax Type applicable to this Invoice line is entered here. The default Tax Type for this customer
will be selected as the default. You can change the Tax Type by clicking on the entry field. This will bring
up a list of all the valid Tax Types loaded. Choose the required Tax Type.

Disc % - The discount percentage applicable to this line of the invoice can be entered. The system defaults
to 0.

Each — The price of the item is entered here. The maximum amount that can be entered for each line of the
invoice is 9,999,999.99.

Amount — This value is calculated by multiplying the Quantity value by the Each value. This amount is
entered by the system and cannot be altered by a user.

Terms — The system displays the current Payment Term settings for the supplier

Credit Limit — The system displays the current Credit Limit for this supplier. The Credit Limit displayed
does not include the value of the current invoice being processed.

Balance — The current balance on the suppliers account. The balance does not include the value of the
current invoice being processed.

Invoice Message — The invoice-specific message that will be printed on the current invoice only.

Sub Total — This is a system generated value that is the sum of all the invoice lines loaded. This amount
includes any discount calculated on the individual invoice line based on the Disc % entered.

Discount — This is a system generated value that calculates the discount applicable on the invoice total

(i.e. the Sub Total value). This discount is only calculated if the supplier details have a valid discount
percentage. This discount is in addition to the individual invoice line discount.
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Amount Excl Tax — This is a system generated value that calculates the total pre-tax amount. This is done
by subtracting the discount amount from the Sub-Total.

Tax — The system generates the tax amount based on the Tax Type used for the supplier.

Total — The system generates this amount, which is the sum of the Amount Excl Tax and the Tax amount.
The system also displays the current supplier ageings. The ageings displayed do not include the value of
the current invoice being processed.

Click OK to finalise the invoice. If the invoice amount, once posted, will result in the credit limit being
exceeded. The system will warn you and ask you to confirm that you want to post the invoice.

Return / Debit Note

This option is where all Supplier Returns or Debit Notes are processed.

ESupplier Retuen

Account ol ‘

Piiisd 01 - 01/03/2008 - 31/03/2008 - March
Date |01/03/2008 ~|

Supplier Reference

Due Date [ 310372008 =

Early Papment Termns 0o p Discount % 000

TypEiEDdE |Quanlily ]Descriplinn |Tax |DiSEZ ]Each ]Amnunl

Return /¢ Debit Message
Termns Current o Ok Syb Total
Credit Limit 0.00 Discount
Amount Excl Tax
Balance 0.00 x Cancel Tan

120 Daps + S0 Daps B0 Days Current TOTAL
R0.00 R0.00 RO.00 RO.00

Account — Select supplier's account. The supplier name will appear in the display box

Period — The current period that you are working in will be selected. You can change the period for the
Return/Debit Note being processed.

Date — The current system date is automatically selected. You can change the date by selecting an
alternate date from the calendar that pops up.

Supplier Reference — A reference field that will print on the Return/Debit Note. This field is limited to 15
characters.

Due Date — The date the Return/Debit Note is due and payable is selected. The system defaults to the last
date in the current period. You can change the Due Date for this Return/Debit Note date by selecting an
alternative Due Date from the pop-up calendar.

Early Payment Terms — The default Early Payment Term (if setup for this supplier) is auto selected. You

can change the Early Payment Term for this Return/Debit Note by clicking on the icon and selecting an
alternative Early Payment Term.
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Discount % - The discount percentage applicable to the supplier for this Return/Debit Note is entered here.
If the default Discount percentage has been set up for the supplier, this amount will be automatically
selected. You can change the Discount percentage for this Return/Debit Note by entering a new value.

Type — This field details the Return/Debit Note line type. The possible values are :
G = G/L Code — A G/L Code will be used for the Return/Debit Note line
| = Item Code — An Inventory ltem Code will be used for the Return/Debit Note line
R = Remarks — This is not an actual Return/Debit Note, but a Remarks line that can be used to add
further detail to the preceding Return/Debit Note line.

Code — The code that must be entered will be determined by the Type value entered above. Clicking on
the icon will generate a list of all applicable Codes. Click on the Code you require. Alternatively, if you
know the Code, you may enter it directly without going via the search list option.

Quantity — The value entered here is the number of units. The default quantity is 1. Any amount in the
range -9999 to 999999 can be entered.

Description — This describes the Return/Debit Note line entry. If the “G” Type is used, the G/L Code
Description will be automatically entered in this field. If the “I” Type is used, the Inventory Description will
be automatically entered in this field. Using the “R” Type leaves this field blank and the field becomes the
“Remarks” field. The Description can be amended by you as required.

Tax — The Tax Type applicable to this Return/Debit Note line is entered here. The default Tax Type for this
customer will be selected as the default. You can change the Tax Type by clicking on the entry field. This
will bring up a list of all the valid Tax Types loaded. Choose the required Tax Type.

Disc % - The discount percentage applicable to this line of the Return/Debit Note can be entered. The
system defaults to 0.

Each — The price of the item is entered here. The maximum amount that can be entered for each line of the
Return/Debit Note is 9,999,999.99.

Amount — This value is calculated by multiplying the Quantity value by the Each value. This amount is
entered by the system and cannot be altered by a user.

Terms — The system displays the current Payment Term settings for the supplier

Credit Limit — The system displays the current Credit Limit for this supplier. The Credit Limit displayed
does not include the value of the current Return/Debit Note being processed.

Balance — The current balance on the suppliers account. The balance does not include the value of the
current Return/Debit Note being processed.

Return / Debit Message — The Return/Debit Note-specific message that will be printed on the current
Return/Debit Note only.

Sub Total — This is a system generated value that is the sum of all the Return/Debit Note lines loaded.
This amount includes any discount calculated on the individual Return/Debit Note line based on the Disc %
entered.

Discount — This is a system generated value that calculates the discount applicable on the Return/Debit
Note total (i.e. the Sub Total value). This discount is only calculated if the supplier details have a valid
discount percentage. This discount is in addition to the individual Return/Debit Note line discount.

Amount Excl Tax — This is a system generated value that calculates the total pre-tax amount. This is done
by subtracting the discount amount from the Sub-Total.

Tax — The system generates the tax amount based on the Tax Type used for the supplier.
Total — The system generates this amount, which is the sum of the Amount Excl Tax and the Tax amount.

The system also displays the current supplier ageings. The ageings displayed do not include the value of
the current Return/Debit Note being processed.
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Click OK to finalise the Return/Debit Note. If the Return/Debit Note amount, once posted, will result in the
credit limit being exceeded. The system will warn you and ask you to confirm that you want to post the
Return/Debit Note.

Purchase Order

Create a Purchase Order for the Supplier.

Purchase Order

Account 2‘ J J

Peiod - M AD3A2008 - 3170342 March -
Dale |m/03/2008 |

Supplier Fetersnce

Delivery Date 01/04/2003 -

Early Payment Tems o3 p Discount 3 000
Type] Code Iﬂuanhly |DES|::ripliDn 1Tax IDisc b |Each IAmDunt ] ”~
3
Purchaze Order Meszage
Tems Cuirent | o Ok S_Ub Totsl Ro.00
Credit Lirnit ooo || Piseoun Ry
Arnount Excl Tax RO.00
Balance 0.00 x Cancel Tax RO.00
120 Days + 90 Days B0 Days 30Days Current TOTAL RO.00

Ro.00 R0.00 RO.00 R0.00 RO.00

Account — Select the supplier’s account. The supplier name will appear in the display box

Period — The current period that you are working in will be selected. You can change the period for the
purchase order being printed.

Date — The current system date is automatically selected. You can change the date by selecting an
alternate date from the calendar that pops up.

Supplier Reference — A reference field that will print on the purchase order. This field is limited to 15
characters.

Delivery Date — The date on which the goods/services on the purchase order must be supplied. The
system defaults to the current system date. You can change the Delivery Date for this purchase order by
selecting an alternative Delivery Date from the pop-up calendar.

Early Payment Terms — The default Early Payment Term (if setup for this supplier) is automatically
selected. You can change the Early Payment Term for this purchase order by clicking on the icon and
selecting an alternative Early Payment Term.

Discount % - The discount percentage applicable to the supplier for this purchase order is entered here. If
the default Discount percentage has been set up for this customer, this amount will be automatically
selected. You can change the Discount percentage for this purchase order by entering a new value.

Type — This field details the purchase order line type. The possible values are :
G = G/L Code — A G/L Code will be used for the purchase order line
| = Item Code — An Inventory ltem Code will be used for the purchase order line
R = Remarks — This is not an actual purchase order line, but a Remarks line that can be used to
add further detail to the preceding purchase order line.
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Code — The code that must be entered will be determined by the Type value entered above. Clicking on
the icon will generate a list of all applicable Codes. Click on the Code you require. Alternatively, if you
know the Code, you may enter it directly without going via the search list option.

Quantity — The value entered here is the number of units. The default quantity is 1. Any amount in the
range -9999 to 999999 can be entered.

Description — This describes the purchase order line entry. If the “G” Type is used, the G/L Code
Description will be automatically entered in this field. If the “I” Type is used, the Inventory Description will
be automatically entered in this field. Using the “R” Type leaves this field blank and the field becomes the
“Remarks” field. The Description can be amended by you as required.

Tax — The Tax Type applicable to this purchase order line is entered here. The default Tax Type for this
supplier will be selected as the default. You can change the Tax Type by clicking on the entry field. This
will bring up a list of all the valid Tax Types loaded. Choose the required Tax Type.

Disc % - The discount percentage applicable to this line of the purchase order can be entered. The system
defaults to 0.

Each — The price of the item is entered here. The maximum amount that can be entered for each line of the
purchase order is 9,999,999.99.

Amount — This value is calculated by multiplying the Quantity value by the Each value. This amount is
entered by the system and cannot be altered by a user.

Terms — The system displays the current Payment Term settings for the supplier

Credit Limit — The system displays the current Credit Limit for the supplier. The Credit Limit displayed
does not include the value of the current purchase order being processed.

Balance — The current supplier balance. The balance does not include the value of the current purchase
order being processed.

Purchase Order Message — The purchase order-specific message that will be printed on the current
purchase order only.

Sub Total — This is a system generated value that is the sum of all the purchase orders loaded. This
amount includes any discount calculated on the individual purchase order line based on the Disc %
entered.

Discount — This is a system generated value that calculates the discount applicable on the purchase order
total (i.e. the Sub Total value). This discount is only calculated if the supplier details have a valid discount
percentage. This discount is in addition to the individual purchase order line discount.

Amount Excl Tax — This is a system generated value that calculates the total pre-tax amount. This is done
by subtracting the discount amount from the Sub-Total.

Tax — The system generates the tax amount based on the Tax Type used for the supplier.

Total — The system generates this amount, which is the sum of the Amount Excl Tax and the Tax amount.
The system also displays the current supplier ageings. The ageings displayed do not include the value of
the current purchase order being processed.

Click OK to finalise the purchase order.

The stored purchase order can be converted into an invoice without having to re-capture all the information
from the purchase order. Suppliers ... Supplier Maintenance ... Enquiry ... Purchase Order

Select the purchase order that matches the supplier invoice you have received from the supplier.

Click “Invoice”

Click OK to finalise the invoice. If the invoice amount, once posted, will result in the credit limit being
exceeded. The system will warn you and ask you to confirm that you want to post the invoice.
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Batch Processing Options

For all supplier payments and journals, the following action tabs are available at the bottom of the data
entry screen :

Options

Batch Setting

This Year or Last Year — Select the default Year for the batch
Tax Type — Select the default tax type for the batch

Exclusive or Inclusive — Set the default action as to whether the Inclusive or Exclusive batch amount will
be entered

Consolidate Bank — One Transaction per Batch — Consolidate the individual cash receipts into 1
transaction for the entire batch

Repeat Account No — The same account number is retained from one line of the batch to the next.

Repeat Description — The same description is retained from one line of the batch to the next.

Copy Recurring Batch

This option will create a new batch from the stored recurring batch. The system will prompt you for details
that will be used when copying the recurring batch and creating a current batch.

Period — The accounting period in which the new batch must be set up.

Month — This value, together with the Year value, will be used to create the batch transaction date for each
transaction. The day value will be collected from the data stored in the recurring batch.

Year - This value, together with the Month value, will be used to create the batch transaction date for each
transaction. The day value will be collected from the data stored in the recurring batch.

Reference — The reference to be used for the new batch that will be created from the recurring batch data.

Description - The description to be used for the new batch that will be created from the recurring batch.
Click “Copy Recurring Batch” to create the new batch, or “Cancel” to abort the copy process.

Update Batch

This option will post the batch and print the details of the posted batch.

Print Batch

This option will print the batch before that it is posted.

Delete Line

The selected line will be deleted if this option is clicked.
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Delete Batch

The entire batch will be deleted if this option is clicked.

Payments

Process Cash Book Payments to a Supplier
Refer to the Payments processing in the G/L Processing.

B‘luu.. Camnanu

E Process Cash Book Payments

Select Cash Book El]l - 8400/000 - Bank

Peiiod l;n-a're. |Tvpe [Accountbo R [Refeence [ Desciption [Tax [Exclsive[Inclusive

31/03/2008 S I o Ro.00 RODD

Batch Total

Optiong I Update Batch I ‘Print Batch | Dielete Line I Delete Batch |

Journals

Capture journals for a Supplier
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I New Com

E Supplier Journals

12 - Puichases - 'Mormal Batch Entry -
Period |Date iAcmunth |Heferan:e ]-Descnpt{nn |DE |Tax |Em:lus|ve Inclusive jl:nntra ] fa
1 31/03/2008 C 0o RO.00 RO.00 9330/000

Opening Balance / Suspense Account Batch Total RO.00

Optiong ‘ Update Batch ‘ Frint Batch ‘ Delete Line ‘ Delete Batch ‘ Close I

Entry Type — Select the Entry Type into which you intend processing the journal transactions. The default
entry type is 12 — Purchases. The list of Entry Types are maintained in Setup ... Entry Types

Batch Type — Normal Batch Entry or Recurring Batch Entry
Normal Batch Entry — These are the normal batches which are posted for the chosen Entry Type.
Recurring Batch Entry — This is a batch into which transactions that occur often can be stored. This
batch is then used to generate a Normal Batch for the chosen Entry Type, thereby reducing the
amount of data capture.

Period — Period in which the chosen Entry Type Journal Entries are to be processed
Date — Date on which. the chosen Entry Type Journal Entries are to be processed

Account No — The account number of the supplier into which the chosen Entry Type Journal Entry is to be
processed.

Reference — 10 digit journal entry reference

Description — 35 digit description field. If the Transaction Description (Admin ... Description Maintenance)
have been defined, these can be selected from the drop down list. Alternatively, you can enter a
description of your choice.

DC — The journal entry transaction can be either a Debit (D) or a (C)redit.

Tax — The Tax Code applicable for this journal entry. The list of valid Tax Codes will be displayed in a drop
down box.

Exclusive — The journal entry transaction amount excluding Tax. The system will prompt you to enter this
amount if your batch settings are set to Exclusive. In this case, the Inclusive amount will be calculated by
the system and automatically displayed.

Inclusive — The journal entry transaction amount including Tax. The system will prompt you to enter this
amount if your batch settings are set to Inclusive. In this case, the Exclusive amount will be calculated by
the system and automatically displayed.

Contra — The contra account is the associated account that will complete the double entry transaction. If

the DC field is set to “D”, the amount of the journal entry will be credited to the contra account. Similarly, if
the DC field is set to “C”, the amount of the journal entry will be debited to the contra account.
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Batch Total - The cumulative batch total is incremented after each new journal entry transaction is
complete and represents the Journal Entry Batch Total for the current batch.

Reports

The following Supplier module reports are available :
Age Analysis

New Company
2 supplier Age Rnalysis

ol -0l

Account Mumber

e

o
i |

| Current and Dver

BolhDebils/Credis | |

(=]
[~]
TR

Supplier Details

New Company

File:  Customers  Suppliers. Inventory General Ledger  Admiristration  Setiup  Help

Supplier Details Report

Account Balances
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Fils  Customsrs pplisrs  Inwentory  General Ledger  Administration Setup  Help

[=1 supplier Account Balances Report

1 - 01/03/2008 - 31/03/2008 - March [+
Account Number |

Remittance

I New Com| pany

Remittan:

01/04/2009 -

iz

o
01 - 01/03/2008 - 31,/03/2008 - March
|01 - 01/03/2008 - 31/03/2008 - March

|Both Debits/Credits
|

Vo

:
: =]
CECITES

Invoices Due Report
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File  Customsrs Suppliers Inventory Geferal Ledger Administration Setup  Help

Supplier Invoice Due Report

e

01/04/2003 -
01/04/2003 -

B

Setup
v o

Overdue Supplier Report

Account Mumber

Detailed Ledger
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File Customasrs Supplisrs Inwentory  General Ledger  Administration Setiup  Help

upplier Detailed Ledger Report

01 - 01/03/2008 - 31/03/2008 - March
12 01/02/2008 - 28/02/2009 - February

01 - 01/03/2008 - 31/03/2008 - March
12-01/02/2008 - 28/02/2009 - February

01 - CB1 Payments

1E - Interest Journal
Customel : Setup
B , Buath |

0 -

Purchases Journal
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Bl Purchases Journal

T

on Setup Help

B Outstanding Purchase Orders

00000000

Outstanding Purchase Orders Detall
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mpany

File Custorners Suppliers Inventory Geneta Administration  Setup  Help

Quistanding Purchase Order Detail

File  Customers: Suppliers Inventory  GeneralLedger  Adminisbration Setup  Help

&) Supplier, - Print Documents

00000000

0140372008 -
28/02/2009 s
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Chapter 7 - Inventory Module

Inventory Maintenance

Clicking on the “Inventory Maintenance” tab, will open the main inventory screen. From this screen, you
can add, view or edit inventory.
= New Company

File Customers Suppliers Inventory General Ledger Administration Setup Help

Xtreme Accounting

B3 = KN EEN EN

Inwventony Maintenance 1 Inwentary Joumals ] Feporte |

The list of existing inventory codes will be shown on the left hand side. This list can be navigated by simply
scrolling up and down the list. The order of this list can be changed to Code, Description or Bar Code by
selecting the order you require (Search On). In addition, the inventory list can be refined by adding a
search criteria (i.e. first few letters of the inventory item’s code, first few letters of the description, or the
first few numbers of the item’s bar code).

To select an entry, navigate to the required inventory item and double click on that entry. The existing
details screen will appear.
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Inventory

; ~Search on
Search for i Code

" Description
" Bar Code

Bar Code e Add New
View / Edit

SPAREDT Spare Part 01

€ Close

KXtreme Accounting

Add New Inventory ltem

Enter the unique inventory item code.

Press enter. System will add the entered inventory code to the database and check that the inventory code
is unique to avoid duplication.

The various inventory item’s details are now added utilising the Tabs detailed below.

Click OK to save the details you have loaded, or Cancel to exit without saving the changes. Please note
that clicking Close will have the same effect as clicking Cancel.

Enter the description of the inventory item and then click OK.

Details Tab

Inventory Category — The Category type for this inventory item can be selected by clicking on the icon and
selecting the required Category. Maintenance of these Inventory Categories can be performed using Setup
... Inventory Categories

Bar Code — The 15 digit bar code that will uniquely identify the Inventory item.

Bin Number — The 15 digit Bin number where the Inventory item will be stored.

Unit — The 9 digit field to describe the unit of measure for this Inventory item. Examples are “Each”, “Metre”,
etc

Tax Types

Purchases — The default tax type for the Purchases entries involving Inventory items. The default is 01.
The Tax Types for the Company are defined using Admin ... Tax Code Maintenance

Sales - The default tax type for the Sales entries involving Inventory items. The default is 01. The Tax
Types for the Company are defined using Admin ... Tax Code Maintenance

Processing Options

Fixed Description/Cost — Select this option for the Inventory item if the description and cost are to
remain fixed, and not allow it to be altered when processing the invoice.

Change While Invoicing — Select this option for the Inventory item if you want the description and
cost to be editable when processing the invoice.
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Physical Iltem — This option identifies the Inventory item as a physical item. When using this option, the
stock on hand quantity will be updated each time the Code is used during Invoicing (Customer and
Supplier)

Service Item — This option identifies the Inventory item as a service item, and not a physical Inventory
item. When using this item, the stock on hand quantity is not updated.

Cost Prices

Average Cost — The Average Cost of the items loaded thus far. This is a system generated field
that cannot be edited.

Last Cost — The most recent cost of the item.

Edit Inventory Details :]E]E|

Code SPARED1 T
Description Spare Part 0 [ Blocked Q

x Cancel
Details I Prices ] Reorder ] Activity ] GL Codes ] User Defined ] Sales Comparison | Picture ]

Pracessing Dptions

Ireeertony Catagor}-nm p

Category o+ Fized Descrption / Cost

" Change While Invaicing
Bar Code

Birn Mumnb
i Mumnber " Physical ltem

Uit
(+ Service [tem

Tax Type Cost Prices

0 LfStendadFated @14%

Purchases Average Cost 0.00

i o g_Standard Rated (14 % Last Cost 0.00

™ - (S 3] Add New Delete € Close

Prices Tab

This tab enables you to load the Exclusive and Inclusive prices of the Inventory ltem. The system allows
you to create 10 different price lists (Price List 1 to Price List 10). In addition, you can enter a “Special
Price” to be used during a promotion of the Inventory item.

Description — This is the name Price List defined in the Setup ... Inventory ... Prices.

Exclusive — The selling price (excluding tax) for the Inventory item for the selected Price List. On entering
the Exclusive amount, the system will automatically calculate and enter the Inclusive amount, based on the
ruling tax rate.

Inclusive — The selling price (including tax) for the Inventory item for the selected Price List. On entering
the Inclusive amount, the system will automatically calculate and enter the Exclusive amount, based on the
ruling tax rate. This will happen even if an Exclusive amount was previously entered.

GP% - This percentage is the Gross Profit percentage based on the Selling price entered, and the cost
price entered on the Details tab. This value is calculated by the system for you.

GP Amount — This is the Gross Profit amount that is calculated on the Exclusive amount using the
calculated Gross Profit percentage. This amount is calculated by the system for you.
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Special Prices

Exclusive — The “Special” price of the Inventory item excluding tax. Enter the amount, and the system will
automatically calculate the Inclusive price.

Inclusive - The “Special” price of the Inventory item including tax. Even if you have entered the Exclusive
amount, by entering the Inclusive amount, the system will calculate the Exclusive amount, and amend
your input accordingly.

Applies From — This field will only be displayed once a non-zero Special price has been entered. This field
allows you to control the date from which the Special pricing will apply. The system will default to the
current date, but by clicking on the icon, any date can be selected from the pop-up calendar.

Applies Until - This field will only be displayed once a non-zero Special price has been entered. This field
allows you to control the date on which the Special pricing will no longer apply. . The system will default to
the current date, but by clicking on the icon, any date can be selected from the pop-up calendar.

Edit Inventory Details E‘@E

Code o 0K
Oase inhon Spare Part 0 [~ Blocked Q
x Cancel

Details Prices lRBDIdEI ] Activity } GL Codes] User Deﬁned] Sales Comparizon Pictule]

Selling Prices

Drescription |Exclusive Ilmclusive ]GP |GF'Amount |l\
Price List 1
Price List 2
Price List 3
Price List 4
Price List &
Price List &
Price List 7
Price List 8
Price List 3
Price List 10

“Special Prices
0.00
0.00

Exclusive

Inclusive

Aicdd New Delete € Close

Reorder Tab

This tab controls all the information pertinent to re-ordering process.

Recommended Supplier Details

Account Code — Enter the preferred Supplier Code, or click on the icon and select the supplier.
Inventory Code — 45 characters long inventory code.

Re-order Level

Minimum — The minimum number of Inventory items that are held in stock. When Inventory levels drop
below this amount, the Inventory item will appear on a Reorder List.

Maximum — The maximum Inventory levels that can be held of this Inventory item. This value is used to
determine the re-order quantity.

Current Quantities
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Available — This system field shows how many Inventory items are on hand.

On Sales Order - This system field shows how many Inventory items have been removed from the
Available quantity with the creation of a Sales Order.

On Purchase Order - This system field shows how many Inventory items have not been added to the
Available quantity with the creation of a Purchase Order.

Edit Inventory Details ?‘@ﬁ|

Code o OK
Description Spare Pait [ Blocked
X Cancel
Details ] Prices Reorder WAclivily 1 GL Codes ] User Defined ] Sales Comparison ] Picture ]
Recommended Supplier Details
Account Code ﬁ
Inventory Code
Re-order Level
Mirirnurn 0.00 bt aimum 0.00
Current Buantities
Auailable 000 |
On Sales Order 0oa |
On Purchase Order 0.00
™ - > > Add New Delete €D Close

Activity Tab

This tab is an enquiry screen that gives you a snapshot of the movement of the Inventory item. This is
detailed by accounting period together with totals for the year.

Date Last Invoiced — The date of the last invoice that affected the Inventory levels of the Inventory item.
Date Last Purchased — The date the last purchase of this Inventory item was made.

Period — The accounting period

Purchases Quantity — The quantity of Inventory items purchased in the accounting period

Adjust Quantity — The adjustments made to the Inventory levels of the Inventory item for the accounting
period

Sales Quantity - The quantity of Inventory items sold in the accounting period
Quantity On Hand — The Inventory levels at the end of the accounting period.
Sales Value — The invoiced value of the Inventory items sold during the accounting period.

Average Cost — The averaged cost of the Inventory Items for the accounting period.
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Edit Inventory Details

Code SPARED] i

Description Spare Part U1 |~ Blocked A—J
X Cancel

Details ] Prices ] Reorder Activily I GL Codes ] Uger Defined ] Sales Comparison ] Picture ]

D ate Last Invoiced Date Last Purchased

Purchases Adjust Sales Buantity
Period Juantity Quantity Quantity On Hand

Opening Balance 0.00 0.00
0.00 0.00 000 0.00 R 000
ann non ann non R O00
n.oo 0.00 000 0.00 R 0.00
0.00 0.00 0.00 0.00 R 0.00
ann non ann non R O0n
n.oo 0.00 000 0.00 R 0.00
0.00 0.00 0.00 0.00 R 0.00
ann non ann non R O0n
n.oo 0.00 n.oo 0.00 R 000
0.00 0.00 0.00 0.00 R 0.00
ann non ann non R O0n
0.00 0.00 0.00 0.00 R 0.00

0.00 | om | 0.00 || 0.00 || F0.00 |

T T 0 oo

GL Codes Tab

This tab sets up the default GL codes that the system will use for this Inventory Code. The default values
are pre-defined in the Setup ... Company Parameters ... GL Settings option.

Sales Code (Default = 1000/000)

Cost Of Sales (Default = 2000/000)
Inventory Control (Default = 7700/000)
Inventory Adjustment (Default = 2100/000)
Count Variance (Default = 2150/000)
Purchase Variance (Default = 2200/000)

Edit Inventory Details Eﬁl@

i SPARED1 o »

Description 1= Pait 01 [~ Blocked 4| ‘ &
x Cancel

Details Prices ] Reorder ] Activity GL Codes | User Defined 1 Sales Comparison | Picture ]

Sales Code: WUUR’UUB :ﬂ
Cost Of Sales EUUU/UDB | _QJ
Irwsentory Control 7700/000 . %
Pt
Count Vatiance 21504000 ﬂ
Purchase Variance 22004000 p
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User Defined Tab

To allow for flexibility of the system, you are able to add 5 additional pieces of information. The details of
these fields can be changed in the Setup module (Setup ... Inventory ... Inventory Control)

Edit Inventory Details El@ﬁl

Code SPAREDI 7T
Description Spare Part 01 | Blocked Q
x Cancel
Details Prices ] Reorder Activity ] GL Codes User Defined | Sales Comparison I Picture ]
£
« |9 |0 | I © toe

Sales Comparisons Tab

This tab is an Inventory Enquiry screen that details the Sales Quantities and Sales Values for both This
Year as well as Last Year, by Accounting period (1 to 12). All 4 data columns are totaled for the entire
year.

Period - The accounting period

Sales Quantities This Year — The number of Inventory items sold this year for the accounting period

Sales Quantities Last Year — The number of Inventory items sold last year for the accounting period

Sales Values This Year — The monetary value of the Inventory items sold this year for the accounting
period.

Sales Values Last Year — The monetary value of the Inventory items sold last year for the accounting
period.
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Edit Inventory Details

Code i ks | o 0k
Description G ] | I~ Blocked g
X Cancel

Details ] Prices Reorder ] Achivity ] GL Codes | User Defined Sales Comparison ]Ficlqle]

Sales Quantities Sales Values
This Year Last Year Thizs Year Last Year

Period

0o 000 Rooo R 0.00
0.00 0.00 A 0.00 R 0.00
000 000 ROOD R0.00
0 00 RODD R0.00
0.00 0.00 A 0.00 A 0.00
0oa| 00g ROOOD RO00
0 00 RODD R0.00
(LI 00 RODD R 000
000 0og R 0,00 R 0.00
00 00 RODD R0.00
(U1 00 RODO R0.00
0on 000 A 0.00 R 0.00

3

10
11
12

Totals 0.00 0.00 FO.00 R O.00

Picture Tab

To further help you with identification of the inventory item, this tab allows you to store a picture of the
stock item.

File Name — The filename and location of the file that contains the picture of the Inventory item.
To add a picture, click on “Select File”, and navigate to the picture you require.
To delete the existing picture, click “Delete File”

Edit Inventory Details EHE|E|

Code 7 O
Description E; are Part U I~ Blacked
XK Cancel

Details ] Prices Reorder ] Activity GL I:Dde:] User Delined] Sales Comparison Picture 1

File Mame

Select File
Delete File

€ Close

View/Edit
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Similar to loading new Inventory items, existing Inventory details can be viewed or edited. Select the
Inventory item you want to view or edit from the displayed list on the left hand side of the screen. The
search for the Inventory item you want can be done via Inventory Code, Description or Bar Code by simply
choosing the appropriate Search option. Once this option is selected, it is possible to further refine the list
by entering the first few letters of the Inventory Code or Description, or the first few numbers of the Bar
Code. Navigate to the required Inventory item. Select by double clicking on the Inventory item, or by
clicking on the “View/Edit” button. The system will display the details of the selected Inventory item. You
can then Edit or View all details pertaining to the Inventory ltem similar to the way in which Inventory item
details were added.

Processing

Inventory Journals

Journal Entries affecting Inventory can be processed from this menu option.

Period — The accounting period in which the transaction will take place

Date — The transaction date. The system defaults to the last date in the accounting period. This date can
be changed by entering a new date, or clicking on the icon and selecting a new date from the pop-up
calendar. This date must fall within the date range of the period selected.

Code — Enter the Inventory code, or click on the icon and select the Inventory Code from the list.

Description — The description as stored for the Inventory item, will be entered for you. The description
can be changed by clicking on the description and entering the description you want.

Reference — Enter the Inventory Journal reference you want to use.

In — Enter the number of Inventory items to be added to the Inventory level. If you enter a value here, the
system will not allow you to enter an “Out” value.

Out — Enter the number of Inventory items to be removed from the Inventory level. You will only be able to
enter a value here, if you left the “In” value as zero.

Avg Cost — The average cost of the item is displayed. This is a system value and cannot be amended.
New Cost — Enter the cost of the Inventory item to be used in this journal transaction.

GL Code — The G/L Code of the G/L account that will be affected by this journal adjustment. The system
defaults to 2100/000 as this is the default Inventory Adjustment account.

Batch Total — The monetary value of the Inventory Journals loaded.
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| Inventony Journals
|

01 - 01/03/2009 - 31/03/2009 - March ~ N eitrear
Jate e NCE
Efl 0372009 -

Batch Tatal R 0.00

T TN BT o

Update Batch

Post the Inventory Journal batch

Print Batch

Pint the Inventory Journal Batch

Delete Line

Select a line of the batch by clicking on it. Clicking on “Delete Line” will delete the selected line.

Delete Batch

Selecting this option will delete the entire batch.

Reports

The following Inventory module reports are available :

Re-Order
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Inventory Reorder Report

Inventory Sort Order

Starting SPAREDT
Ending SPAREDT
Starting Supplier Account Mo

Ending Supplier ccount Mo

Group By Suppliers o
Include Zera Quartity ta Order [tems J

Inchide Zara Mirimum Reorder items |
r
Eath

Include Sales Dider Quantities

Blocked/Unblocked

Ok | € Close |

Ktreme ﬂununﬁm

Activity Summary

History

Inventory Sort Order
SPAREM

SPARED

Starting
Ending
Blacksd/Urblocked Both

Show Inventory Category [

Customers

o Ok & Close

Xtreme Accounting
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Inventory History

Starting Item Code .
Ending item Code: ;_SPAHED]

Date Start 01/03/2009 -
Date End 28/02/2010 -

Mew Page for Each ltem [
o Ok J € Close ]
Ktreme Accounting

Inventory Movement

Inventory Movement

Starting ltem Code

—

- 010342009 - 31/03/2009 - March

Ending itern Code | AREDT

Ending Period

> - 01/02/2010 - 28/02/200 - February

Starting Periad

Blocked / Un-blocked

Mew Page for Each ltem

Sales By ltem
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Customers

Inver

Sales By Item

Starting Inventony Code
Ending Inventory Code
Start Date

End Date

Mew Page for Each ltem
Shovs Gross Profit

Shiows D etails

Shove Customer M ame

' Ok

SPARED

01./03/20039 -
28/02/2010 -

-

Setup

0 Cloze |

Ktreme Accounting

Purchases By ltem

=

F

Customers

Ireven

Purchases By ltem

Starting Inventaory Code
Ending Inventorn Code
Start Date

End Date

Mew Page for Each ltem
Show Details

Show Supplier Mame

Ok

-

SPAREN
01/03/2009
26/02/2010

| 0 Class ‘

Xtreme Accounting

T

Quantities
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E Inventory Quantities Report

Inventory Sort Order
SPARED

SPAREC

Starting
Ending
DtieeE e 01 - 01/03/2009 - 31/03/2008 - March
Shew Zero Quantiy ltems |

Blocked/Unblocked

Customers Setup

o Ok 0 Cloze ‘

Irveer

Xtreme Accounting

Valuation

-

Inventory Valuation Report

Inwentorny Sort Order

Staiting ltem Code SPAREM
Ending ltem Code SPAREM
01 - 01/03/2009 - 3140342009 - March =

Produce For Perind

r

Use Last Cost

Show Zero Duantity tems B

Customers

BlockedsUnbincked Beth Z

o Ok ‘ & Clos= |

Ktreme Acuunﬁw

Inventory Listing
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E Inventory Listing,

Ireventary Sort Order 1
S SPAREDT
S \SPAREOT
Show Zero Quantity ltems i

Blocked/Unblocked \Bath

Customers

Ok ‘ & Close ‘
Ktreme Aceounting

Price List

Inventory Movement

Statting Item Code

Ending item Code: ISPAHEU.‘I — _QJ :

Ending Periad (07 - /0342009 - 3170372008 - March =]

Staiting Period 12- 010242000 - 28/02/2010 - February -
Both = 1

Blocked / Un-blocked

-

Customers Mew Page for Each ltem

' Ok ‘ € Clos= ‘

Xtreme Accounting

Slow Moving Inventory
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Slow Moving inventory Report

Inventary Sort Order -
SPARED

(SPARECT

Starting
EndinG

Slow Moving By
v Date " Guantity

Mot Sold Singe | 04/06/2008 v

Customers

Show Zero Buantity ltems ¥

Blocked/Inblocked Heth

W Ok | € Close |

Xtreme Accounting

Outstanding Quotation by Item

Outstanding Quotations Detail By ltem

Starting [tem

Ending ltem SPAREM g
Start Deliveny/Expiy Date 25-"05-"2mﬁ
End Delivery/E spiry D ate ZEJUSJZUUﬁ

Customers Mew Page for Each lkem

-
Show Tatals Only B

« Ok | €3 Clos= |

Ktreme Aueunﬁm

Outstanding Sales Order by Iltem
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Outstanding Quotations Detail By Item

01

ol
Ending ltem SPAREDT &
Start Deliven/E zpiry Date 25/08/2003 -
6208 v
-

Starting Item

End Deliverny/E spiry Date

Customers Mewr Page for Each ltsm

Show Totake Only

° Clase |

« Ok

Ktreme .ﬂuounﬁ'na

Outstanding Purchase Order by Iltem

Outstanding Purchase Orders By Item

Starting ltem

SPAREDT

Ending Item

25/06/2009 -
25/06/2009 -

Start Deliverny Date

End Delivery Diate

|
=

Mew Page for Each ltem

Customet

Show Totals Only

" Ok €3 Close

Ktreme ﬂtunnﬁn;

Chapter 8 - GL Module
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B New Company.

Flle Customers Suppliers Inventory Generalledger Administrabion Setup  Help

GL Maintenanie

The system, as installed, comes with a pre-defined set of GL codes. These codes may be used as is,
added to, or deleted and your own codes loaded.

All processing and/or reporting pertaining to this module is accessed here. Each GL account must be
loaded onto the system with a unique GL code which can be up to 8 characters long. Each GL code is
made up of 4 numbers, followed by a slash (), which is then followed by 3 numbers (example 4050/000).
The first 4 numbers are the GL code of a main GL account, and the 3 numbers denote the existence of a
sub account of the main GL code. For example :

4050/000 - Levies

4150/000 — Motor Vehicle Expenses

4150/100 — Petrol and Qil

4150/200 — Maintenance and Servicing

4150/300 — Toll Fees

In the above example, the Levies account is a main account with no sub-accounts. You can therefore post
transactions directly to the main account (4050/000). However, the Motor Vehicle Expenses main account
is sub-divided into 3 sub-accounts. You can create and post transactions to the 3 sub-accounts but not the
main account, as the main account (4150/000) acts as a summary of the 3 sub-accounts. If there are no
sub-accounts defined, you can process transactions to the Main Account. When extracting certain GL
reports, you can elect to Show/Hide sub-accounts. The Main Accounts will always be shown if they have
no sub-accounts or if you elect to hide the sub-accounts.

139



E General Ledger

Search on

Search for f+ Account Mo

(" Descriphon

i} ozt of Sales / Purchases
21007000 Inwentony Adjiustment
21507000 Inventory Count Varance View / Ex
22007000 Purchase Yariance

24007000 Recaovery Account
2700/000 Dizcount Received far Cash

2750/000 Interest Received

2800/000 Fit/Loss on Sales of Non Curent &ssets
2850/000 Bad Debts Recovered
29007000 Sundry Income
30007000 Accounting Fees
30507000 Advertising and Promations
150,000 Bad Dehits

32007000 Bank Charges
2 o Close

A X Ktreme Auounﬁn:

Custom

To make searching easier, the system enables you to click on the Search On radio button, enabling you to
access the GL Account (during editing or processing) in account number or account description sequence.
The GL Account entry in the file stores the account details, balances and budget amounts.

GL Accounts are added in the GL ... GL Maintenance ... Add New menu option, and edited/deleted in the
GL ... GL Maintenance ... View/Edit menu option.

Processing can be accessed via the GL ... Processing menu option, or via the GL ... GL Maintenance ...
View/Edit menu option.

GL Maintenance

Clicking on the “GL Maintenance” tab, will open the main GL Account detail screen. From this screen,
most of the GL Account functionality can be accessed.

The list of GL Accounts will be shown on the left hand side. This list can be navigated by simply scrolling
up and down the list. The order of this list can be changed to Account No or Description by selecting the
order you require (Search On). In addition, the list of GL Accounts can be refined by adding a search
criteria (i.e. first few numbers of the GL Code, or first few letters of the GL Description).

To select an entry, navigate to the required GL Account and double click on that entry. The GL Account
details screen will appear.

Add New GL Account

Enter the unique GL Account number in the following format NNNN/NNN, where the NNNN is the Main
Account Number and the NNN is the sub account number. If the Main Account is being loaded, the NNN
value must be 000 (For Example 3400/000). Once the Main Account has been loaded, sub accounts can
be added (For Example, 3400/100, 3400/200, 3400/300 etc) Press enter. System will add the account
number to the database and check that the GL Account number is unique to avoid duplication.

The various GL Account details are now added utilising the Tabs detailed below.

Click OK to save the details you have loaded, or Cancel to exit without saving the changes. Please note
that clicking Close will have the same effect as clicking Cancel.
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=) Add General Ledger Account Details @|§|@

Main Account @ Ok
Sub Account [ Blocked
55 Cance|
Details Balances Budget Movement Graph | Actual / Budget Graph

Financial Report

O |
- FEH

Financial Categony

Tan Type i ﬂ
|Z ale J |ND Tan

—— © o

Details Tab

All details pertaining to the GL Account are captured on this screen.

Financial Reports

Income Statement — The G/L account will be included in the Income Statement

Balance Sheet - The G/L account will be included in the Balance Sheet

Financial Category — The Financial Category of the G/L account must be selected. Click on the icon, and
a drop-down box of all valid Categories is displayed. The entries in the drop-down box will depend on the
Financial Report option chosen above. These Financial Category entries can be maintained in Setup ...
Income Statement Categories and Setup ... Balance Sheet Categories.

Tax Type — The Tax Code applicable for transactions affecting this G/L Code must be selected. Tax code
maintenance can be performed at Admin ... Tax Code Maintenance.
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[=) Edit General Ledger Account Details

Main Account | 1000 Sales Ok *
Sub Account 000 [ Elocked

Cance|

Details Balances | Budget ] Movement Graph | Actual / Budget Graph ]

Financial Report

' |ncome Statement

" Balanoe Shest

Financial Categamy Taw Type ma ﬁ
(I - Salos =l S

o | | T T T oo

Balances Tab

Period — The accounting period

Balances This Year — The stored balance on this G/L code for the period for the current year.

Balances Last Year - The stored balance on this G/L code for the period for the previous year.
Movement This Year - The net movement on this G/L code for the period for the current year.

Movement Last Year - The net movement on this G/L code for the period for the previous year.

Edit General Ledger Account Details

Main Account |1.|.:":":I Sales| Ak . y
Sub Account | 000 [ Blocked :

Details Balances I Budget } Movement Graph | Actual / Budget Graph }

Balances Balances Movement Movement

Period This Year Last Year Period This Year Last Year
1 R 000 R 000 1 R 000 Fi 000
2 R 000 R 000 2 R 000 R OO0
3 R 000 R O00 2 R 0.00 R 000
4 R 0.00 R O00 4 R 0.00 R 0.00
5 R 000 RO 5 R 000 R 000
B R 0.00 R 000 g R 0.00 Fi 000
7 R 000 R 000 7 R 000 R OO0
8 R 0.00 R OO0 8 R 0.00 R 000
9 R 0.00 R O00 | R 0.00 R 0.00
10 R 0.00 R 0.00 10 R 0.00 R 0.00
1 F 0.00 F 0.00 1 F 0.00 R 0.00
12 F 0.00 F 0.00 12 F 0.00 R 0.00
R 0.00 R 0.00
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Budget Tab

Period — The accounting period. The month of the year is displayed automatically by the system.
Last Year — This is the budget amount for the period for the previous year, and cannot be edited.
This Year — Enter the budget amount for the period for the current year

Next Year - Enter the budget amount for the period for the previous year

B2 Edit General Ledger Account Details

Main Account | 1000 Sales) 0k RK
Sub Account 000 [ Blocked _—. >
Lance| -

Details ] Balances Budget ] Movement Graph ‘ Actual / Budget Graph ]

Last Year This Year Hext Year
Period @ March 000 L U
Peind 02 &piil n.oo L L
Peiod 03 May 0.00 0 0
Period 04 June 0.o0 0 a
Period 05 July 0.00 a a
Period 05 August 0.00 o o
Perind 07 September 0.00 ] ]
Period 08 Oclober 0.00 1] 0
Period 03 Maovember 0.00 ] ]
Perod 10 December 0.00 a a
Period 11 January 0.00 a 1}
Period12  February 0.00 1] il

| | | o | T T BT o |

Movement Graph Tab

The system generates a graph that plots the movement on the G/L account for both This Year and Last
Year. You can choose between a Bar Graph or a Line Graph. In addition, you can view these graphs in
2D or 3D.
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2 Edit General Ledger Account Details E|E|g]
Main Account (1000 Sales| Ok
Sub Account |l]l]l] I Blocked

Cancel 2

Details ] Balances | Budget Movement Graph | Actual / Budget Graph ]

————

dovemernit
=

Mar Apr May Jun Jul Aug Sep act Mo Dec Jan Feb
Graph Type Period

~ BarGraph (" LineGraph [~ iew 3D

SEEnSE - § - § - e

Actual/Budget Graph Tab

The system generates a graph that plots the Actual and Budget values on the G/L account for both This

Year and Last Year. You can choose between a Bar Graph or a Line Graph. In addition, you can view
these graphs in 2D or 3D.

Edit General Ledger Account Details

Main Account | 1000 Saleg Ok 4
Sub Account | 000 I~ Blocked
Details Balances | Budget | Movement Graph Actual / Budget Graph
= 3 i !
o i ' i
B0 = & = = — = L o = ’e i =
> /
& i )
= ' H
M.ar Apr Méy Jl.;n Jl;l| Al‘.lg Sep Ovl:t Nn‘v Dé: Jan Féb
Graph Type Period
(" BarGraph " Line Graph [~ Miew 3D B Actual [ Budget
| ]| ] T T o

View/Edit

Similar to loading new GL Accounts, existing GL Account details can be viewed or edited. Select the GL
Account you want to view or edit from the displayed list of Accounts on the left hand side of the screen.
The search for the GL Account you want can be done via the Account No or Description by simply choosing
the appropriate Search option. Once this option is selected, it is possible to further refine the list by
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entering the first few letters of the Description or the first few numbers of the GL Code. Navigate to the
required GL Account. Select the Account by double clicking on it, or by clicking on the “View/Edit” button.
The system will display the details of the selected GL Account. You can then Edit or View all details
pertaining to the GL Account similar to the way in which the details were added.

General Ledger

Search on

Searchfor | f+ Account No

(" Description

2000/000

Cost of Sales / Purchases

21007000 Inventony Adjustment

21507000 Inventory Count Variance

2200/000 Purchase Yariance

24007000 Recavery Account
27007000 Discount Received for Cash o

2750/000
2800/000

Interest Received

Pit/Loss on Sales of Non Curent Assets

28507000 EBad Debts Recoversd
29007000 Sundry Income
30007000 Accounting Fess
30507000 Advertising and Promations
31507000 Bad Debts
3200/000 Bank Charges
2 2 0 Close
< =1

Xtreme Aecounting

Enquiry

Clicking on this button, opens the enquiry screen where the transactions for the selected GL Account can
be viewed. The system allows further navigation from within this enquiry screen. You can skip though the
Accounts, or you can select a new Account to view. From within this enquiry screen, you can also print out
a copy of the GL Account transactions.

Transactions Enguiry

Account No W ﬁ

Description | Sales

J
30/04/2009 J Loan Pawment by Member 129960 C 9930/000
02 30/04/2009 J Adjustment Adjustment to Sales 2451.00 C 99930/000
02 30/04/2009 J Adjustment Adjustment ta Sales 1311.00 D 9930/000
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Processing

Click on the “Processing” option to access the processing facility for GL Accounts.

E New Company E“Elg}

File Customers Suppliers Inventory General Ledger Administration Setup  Help

Xtreme Accounting

ORI

GL Maintenance | o e Reports |

Batch Processing Options

For all receipts, payments and journals, the following action tabs are available at the bottom of the data
entry screen :

Options

Batch Setting

This Year or Last Year — Select the default Year for the batch
Tax Type — Select the default tax type for the batch

Exclusive or Inclusive — Set the default action as to whether the Inclusive or Exclusive batch amount will
be entered

Consolidate Bank — One Transaction per Batch — Consolidate the individual cash receipts into 1
transaction for the entire batch

Repeat Account No — The same account number is retained from one line of the batch to the next.

Repeat Description — The same description is retained from one line of the batch to the next.
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Process Cash Book Receipts EJ! |@
Select Cash Book 01 - 8400/000 - Bank - Normal Batch Entry -
|Panod |Date ]Tyne |AccountNo {F! ‘F\efelence |Descript\on ]Tak |Excluswe Inclusive »
m 31/03/2009 C ABC | Deposit Payrnent from Customer an F 1.000.00 F 1.000.00
31/03/200% C E | R 0.00 R 0.00
o {-
& Euclusive O Inclusive

Iv Congsolidate Bank - One Transaction per Batch

[ Congolidate Supplier Control - One Transaction per Batch

Iv FRepeat Account Mo

Iv Repeat Descrption \, Ok

Eatch Total R 1.,000.00

Delete Line Dielete Batch 0 Close

Update Batch Frint Batch

Copy Recurring Batch

This option will create a new batch from the stored recurring batch. The system will prompt you for details
that will be used when copying the recurring batch and creating a current batch.

Period — The accounting period in which the new batch must be set up.

Month — This value, together with the Year value, will be used to create the batch transaction date for each
transaction. The day value will be collected from the data stored in the recurring batch.

Year - This value, together with the Month value, will be used to create the batch transaction date for each
transaction. The day value will be collected from the data stored in the recurring batch.

Reference — The reference to be used for the new batch that will be created from the recurring batch data.

Description - The description to be used for the new batch that will be created from the recurring batch.
Click “Copy Recurring Batch” to create the new batch, or “Cancel” to abort the copy process.
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Process Cash Book Receipts

=TT 01 - 84007000 - Bank Bl Batoh Type Nomal Balch E nlry

|Period |Data |Type |AccountNo |F| |F\eference |Description ]Tak |Excluswe Inclusive
o 31/03/2009 C ABC [ Deposit Payment from Customer ao R 1,000.00 R 1.000.00

31/03/2009 C & 1 0.00 R 000

Thiz will copy ransactions fram the recuring batch into the normal batch.
Tranzactions wil remain in the recuring batch until deleted.

Select the period it which you would ke to copy the batch into

oA 07 - 01/03/2009 - 31/02/2009 - March

Enter the month and year. The day will be picked up fram the date
i the recuring batch.

Manth 3 j:

‘Yeal 2009 3

Reference March 2009

Description

Copy Recuring Batch ‘ R 1.000.00

Update Batch m M Delete Batch e Clase

Update Batch

This option will post the batch and print the details of the posted batch.

.E‘«’

Entry Type 03 - General Journal - Batch Type Hommal Batch Entry -

Postinie= i ‘eted.
Information @

3

Eatch Has Been Posted

Frint Batch Jelete Line Jelete Batch eElnse

Print Batch

This option will print the batch before that it is posted.

Delete Line

The selected line will be deleted if this option is clicked.

148



| 03 - General Journal - | Nomal Batch Entry

5 : . 2 inclusive ]
0z 31/06/2009 30004000 JMLEnty  Accounting Fees R 1.140.00 R 1,293.60 3390/000
03 31/05/2009 37504000 JMLEnty  Finance Charges 5] o R 250000 R 285000 g f ;)J

Confirm

Finance Charges Opening Balance / Suspense Account Batch Total R 414960

Update Batch Frirt Eiatch elete Batch eCIose

Delete Batch

The entire batch will be deleted if this option is clicked

Entiy Type 03 - General Journal b Batch Type Mormal Batch Entry -

03 31/05/2009 nty  Accounting Fees
03 31/05/2009 3780000 JMLEntry  Finance Charges s}

Confirm

Finance Charges Opening Balance  Suspense Acoount Batch Total Fi 414360

Options Update Batch Print Batch | Delete Line ] e Cloze

Receipts

Select Cash Book — Select the Cash Book that represents the bank account into which the receipts were
made and into which the processing needs to be done.

Batch Type — Normal Batch Entry or Recurring Batch Entry
Normal Batch Entry — These are the normal batches which are posted to the Cash Book.

Recurring Batch Entry — This is a batch into which transactions that occur often can be stored.
This batch is then used to generate a Normal Batch thereby reducing the amount of data capture.
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Period — Period in which the Cash Receipt is to be processed
Date — Date on which the Cash Receipt is processed.
Type — C = Customer or G = General Ledger

Account No — If Type chosen is “C”, then the Account number will be the customer account. If Type
chosen is “G”, then the Account No will be the G/L code.

R — If left blank, the entry will not be considered during the Bank Reconciliation process. If the checkbox is
ticked, the Cash Book entry will appear as a Reconciling item on the Bank Statement.

Reference — 10 digit receipt reference

Description — 35 digit description field. If the Transaction Description (Admin ... Description Maintenance)
have been defined, these can be selected from the drop down list. Alternatively, you can enter a
description of your choice.

Tax — The Tax Code applicable for this receipt. The list of valid Tax Codes will be displayed in a drop down
box.

Exclusive — The amount of the receipt excluding Tax. The system will prompt you to enter this amount if
your batch settings are set to Exclusive. In this case, the Inclusive amount will be calculated by the system
and automatically displayed.

Inclusive — The amount of the receipt including Tax. The system will prompt you to enter this amount if
your batch settings are set to Inclusive. In this case, the Exclusive amount will be calculated by the system
and automatically displayed.

Batch Total -The cumulative batch total is incremented after each new cash receipt entry is complete and
represents the Receipts Batch Total for the current batch.

Process Cash Book Receipts E”El@
FYTTSNTAr el 01 - 84007000 - Bank - Normal Batch Entry -

|F‘eriod |Date |Type |Accoumt MNa |H ‘Helerence ‘Descliplian ]Tax]Echusive llncluswe ] ~

m A1403/2009 £ ARC I Deposit Payment from Customer ao F 1.,000.00 F 1.000.00

31403/2009 C BABC I Deposit Payment from Customer an R 0.00 R 0.00
hd

Batch Total R 1.000.00
(ptions Update Batch Print Batch Delete Line Delete Batch o Cloze

Payments

Select Cash Book — Select the Cash Book that represents the bank account out of which the payments
were made and into which the processing needs to be done.
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Batch Type — Normal Batch Entry or Recurring Batch Entry
Normal Batch Entry — These are the normal batches which are posted to the Cash Book.

Recurring Batch Entry — This is a batch into which transactions that occur often can be stored.
This batch is then used to generate a Normal Batch thereby reducing the amount of data capture.

Period — Period in which the Cash Payments are to be processed
Date — Date on which the Cash Payments are processed.
Type — S = Supplier or G = General Ledger

Account No — If Type chosen is “S”, then the Account number will be the supplier account. If Type chosen
is “G”, then the Account No will be the G/L code.

R - If left blank, the entry will not be considered during the Bank Reconciliation process. If the checkbox is
ticked, the Cash Book entry will appear as a Reconciling item on the Bank Statement.

Reference — 10 digit receipt reference

Description — 35 digit description field. If the Transaction Description (Admin ... Description Maintenance)
have been defined, these can be selected from the drop down list. Alternatively, you can enter a
description of your choice.

Tax — The Tax Code applicable for this payment. The list of valid Tax Codes will be displayed in a drop
down box.

Exclusive — The amount of the payment excluding Tax. The system will prompt you to enter this amount if
your batch settings are set to Exclusive. In this case, the Inclusive amount will be calculated by the system
and automatically displayed.

Inclusive — The amount of the receipt including Tax. The system will prompt you to enter this amount if
your batch settings are set to Inclusive. In this case, the Exclusive amount will be calculated by the system
and automatically displayed.

Batch Total -The cumulative batch total is incremented after each new cash payment entry is complete and
represents the Payments Batch Total for the current batch.

Process Cash Book Payments

Select Cash Book _I]1 - 84007000 - Bank - Mormal Bateh Entry
Period \ it N El Reference

ive
o1 31/03/2003 5 [ Chg12345 Fayment b Supplier L] F 750.00 F 750.00
j 31/03/2003 5 | Chg 12345 Payment ta Supplier oo R 0.00 R 0.00

Eatch Tatal R 750.00
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[Fhmicomnane = 1= ]

[N W (1 - 400/000 - Bank - Normal Batch Entry -

Postineae™ i ‘ated.

Information @
\i(J Batch Has Been Posted

Options Dielete Batch e Cloge

Journals

Entry Type — Select the Entry Type into which you intend processing the journal transactions. The list of
Entry Types are maintained in Setup ... Entry Types

Batch Type — Normal Batch Entry or Recurring Batch Entry
Normal Batch Entry — These are the normal batches which are posted for the chosen Entry Type.
Recurring Batch Entry — This is a batch into which transactions that occur often can be stored.
This batch is then used to generate a Normal Batch for the chosen Entry Type, thereby reducing
the amount of data capture.

Period — Period in which the chosen Entry Type Journal Entries are to be processed

Date — Date on which. the chosen Entry Type Journal Entries are to be processed

Account No — The G/L Code of the account into which the chosen Entry Type Journal Entry is to be
processed.

Reference — 10 digit journal entry reference

Description — 35 digit description field. If the Transaction Description (Admin ... Description Maintenance)
have been defined, these can be selected from the drop down list. Alternatively, you can enter a
description of your choice.

DC - The journal entry transaction can be either a Debit (D) or a (C)redit.

Tax — The Tax Code applicable for this journal entry. The list of valid Tax Codes will be displayed in a drop
down box.

Exclusive — The journal entry transaction amount excluding Tax. The system will prompt you to enter this
amount if your batch settings are set to Exclusive. In this case, the Inclusive amount will be calculated by
the system and automatically displayed.

Inclusive — The journal entry transaction amount including Tax. The system will prompt you to enter this

amount if your batch settings are set to Inclusive. In this case, the Exclusive amount will be calculated by
the system and automatically displayed.
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Contra — The contra account is the associated account that will complete the double entry transaction. If
the DC field is set to “D”, the amount of the journal entry will be credited to the contra account. Similarly, if
the DC field is set to “C”, the amount of the journal entry will be debited to the contra account.

Batch Total - The cumulative batch total is incremented after each new journal entry transaction is
complete and represents the Journal Entry Batch Total for the current batch.

B

| B General Journals EIE\@

Entiy Type | 03 - General Journal - Normal Batch Entry

31/03/2009 30004000 Loan Accounting Fees ujl R 1.000.000 R1.140.00 5200/000
31/03/2009 30004000 Loan Accounting Fees o R 0.00 R 0.00 93304000

Opening Balance ¢ Suspense dccount Batch Total F 1.140.00

Update Batch Print B atch Delete Line Delete Batch 0 Close

03 - General Journal - Batch Type Mommal Batch Entry

Postin = i ‘eted.
Information @

Batch Has Been Posted

L

Options Frint Batch Delete Batch

Bank Reconciliation

Reports

The following GL module reports are available :
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Income Statement

&

Income Statement

Starting Period
Ending Period
Sub Accounts

|07 - 01/03/2003 - 31/03/200 - March :._v
'n

Customers

Ok ] € Close j 2
Ktreme Pecounting

Trial Balance

Trial Balance

This Year

Blatng e [— = —
Ending Period 112-01/02/2010 - 28/02/2010 - February
Sub Accounts N

Print Zeio Balances N

Customers
Include Opening Balances i

o Ok 1 @ Close J

Xtreme Accounting

Balance Sheet
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E Balance Sheet

This Year

Period

Frint Zero Balances

Customers

W Ok | o Cloze

Xtreme Accounting

Detailed Ledger

Starting Account
Ending Aiccount
This Year
Starting Period
Ending Period

Blocked / Un-blocked

Customers
Show Description

GL Detailed Ledser Report

(1000000

i

01 - M/03/2003 - 31/03/2009
12-01/02/2010 - 28/02/2010 - February

Bath

Mew Page for Each Account I

o Ok 0 Close

-
3330/000 ﬂ

Xtreme fAecounting

Detailed Ledger By Entry Type
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GL Detailed Ledger By Entry Type

Starting Account g

Ending Account 9330/000 g

v

This Year

01 - 010342009 - 3140372009 - March

Starting Perod
Ending Period 12-01/02/2010 - 28/02/2010 - February -

Starting Entryt Type 01 - CB1 Papments

Ending Entry Type 16 - Interest Joumal =

Customers

Bath -

Blocked / Un-blocked

-

Mew Page for Each Account

W Ok

° Clase

Xtreme Accounting

E GL Entry Type Details

Starting Account == £I
Ending Account S 00 £I

v

This 'r'zar

Starting Period 01 - 01/03/2009 - 31/03/2009 - March -

Ending Period

12-01/02/200 - 28/02/2010 - February -

01 - CB1 Papments -

Starting Entry Type

g Ere T 1E - Interest Journal -

Customers
Blocked / Lrrblacked foctt

~

Mew Page for Each Account

Ok

0 Clase

Xtreme Accounting

Cash Book Details
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GL - Cash Book Details

Cash Book

This 'Y'ear

Starh.ng'Pennd 01 - 01/03/2009 - 31/03/2009 - March [
Erding Period 12-01/02/2000 - 2870242010 - Fébruaw =
Diate Start 01./03/2009 -

Customers Dt ]W]

o Ok ] & Close ]
Ktreme Accounting

Account Listing

[

GL - Account Listing

Starting &ccount 00 o
Ending Account 33304000 £J
Exclude Sub Accounts T_

B0 - Share Capital
(108 - Dividends

Starting Financial Categary

Ending Financial Categans

Split By Financial Categary
Bistomens Blacked # Un-blocked BBt

' Ok ‘ € Close

GL Ma!\
Xtreme Accounting

Budget Listing
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Customers

GL - Budget Listing

Starting Account

Ending Accaunt

Exclude Sub Accounts
S‘lamng Financial Categary
Endlng Financial Categary
Split By Financial Category
Piint Zera ltems

Year

Blocked / Un-blocked

o Ok I e Cloze I

19990/000 pi
-

(B01 - Share Capital
:IEIE - Dividends

=

-

This Year

[Both

Ktreme Recounting

Account Balances

Customers

GL - Account Balances Report
P!

Starting Account
Ending Account

Exclude Sub Accounts

Starting Period
Ending Period
Frint Zero Balances
Balance Per Period

Balance Ta Print

o Ok

19390/000 g
=

01 - 01/03/2008 - 31/03/2008 - March
12-01/02/2000 - 2B/02/2010 - February
=

¥

Mowvement [Periodic Balances] v..

o Close

Xtreme Accounting
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