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Introduction

The First steps in dkBS tells you how to set up dk Business Solutions quickly and
perform the basic tasks you need to run your business. More detailed information
can be found in the various manuals that come along with dk.

Let’s take a quick look at one example of creating a company.
Let’s calling it a

Quick Setup of a Company

Creating the company

You login as user Admin and password dk. From the Welcome screen you click
Create Company or inside dkBS you select File — Company - New. A help screen
for creating a new company appears. It leads you through the process of creating
a new company.

Create new company El
d Create new company
gsingss General company information

Soluti . . .
e Please enter at least, the identifcation number and the name of the

company. Company identifier can be from 1 - 8 characters.

dentity*  |RDS

Marme: |FI D STOVELL T/as ROUNDWOOD
‘ =- i Address: |‘w'undhamptun Farm
‘ Bleathwood
f ILUDLDW
i |Shmpshire
Post code: |58 4LX -l
Country: GB |= UMITED KIMGDOM
i
‘ Mext Cancel

Here you must enter at least an Identity code and a name of the company.

When the appropriate information has been entered click the [ Next > ] button
and next help screen, called VAT and bank information appears.

Here, optionally, enter VAT and bank information. You can always enter this
information later on by selecting from the dkBS Main menu, General and
Company.

When the appropriate information has been entered click the [ Next > ] button
and next help screen, called the communication information appears. Here,
optionally, enter the contact information, such as phone, fax, e-mail, etc.
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When the appropriate information has been entered click the [ Next > ] button

and next help screen, called the accounting period information appears.

Here you must enter start and end date of one accounting period. More
accounting period can be created when you have created the company by
choosing from the dkBS main menu General - Accounting Period.

When the appropriate information has been entered click the [ Next > ] button

and next help screen appears.

Create new company

( d Create new company

aineil Chart of accounts

Solutions

Here you can select one standard Chart of accounts
az a bazic chart of accounts for the new comparny.

[ Select chart of accounts from Following list

4 A Tupe aof company Company description
i r - |ﬂE Small zervice company Small zervice company
1‘. @E General zervice compary  General service company
@b Srnall COmpant "-.-"E=r_|,| zmall cormpany
i i Small charity Small charity
< |

Wiew selected chart of accounts

< Back | MHext > ‘

Here you can select one standard Chart of accounts as a basic Chart of accounts
for the new company. Click “Select chart of accounts from following list”. You
can view selected chart of accounts by clicking “View selected chart of accounts”

button.

When you have selected the appropriate Chart of accounts, click the [ Next > ]

button and next help screen appears.
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Create new company

Create new company
d

sineat Employee definitions

Sclutions

salezpersonz.

< Back | Mext > |

It iz posgible to create some or all comparny
employees and later link them to users and/or

,} [ It is possible to create some or all salespersons.
y Salezpersons
Evemy salezperzon must also be an employes.
I 2 E ach time a quate, zales arder orfand invoice iz
created, a saleperson must be specified.

Cancel |

Here you can create employees and salespersons. At least one employee and

one salesperson have to be created.

When you have created employees and salespersons, click the [ Next > ] button
and the last help screen appears. Here you can confirm what you have entered
by clicking the [Finished ] button. You can always go back to previous help
screen by clicking the [<Back ] button if you want to change something.

The information you entered about the company can be changed by selecting
from the dkBS Main menu, General and Company.

Now we have created the company.

Before we go on, let’s take a quick look at what we need to do:

Step/Task

Location in dkBS

1. Create employees (minimum 1)

General - Supervising - Employees

2. Create users (minimum 1)

General - Supervising - Users

3. Create salespersons (minimum 1)

Sales — Salespersons - Salespersons

4. Setup (look at) VAT categories on
accounts (S1,..., P1,...). Check whether all
P/L accounts have the right VAT category

General ledger - Chart of Accounts -
Accounts

5. Setup (look at) VAT categories

General ledger - VAT - VAT categories

6. Setup (look at) customers posting group

Accounts receivable - Setup - Posting
groups

7. Setup (look at) vendors posting group

Accounts payable — Setup - Posting
groups

8. Setup (look at) sales posting group

Inventory — Setup - Sales posting
groups

9. Setup (look at) purchase posting group

Inventory — Setup - Purchase posting
groups

10. Setup (look at) general settings for the
inventory module

Inventory — Setup - General settings

11. Setup (look at) general settings for the
sales module

Sales - Setup - General settings

12. Setup (look at) description file / report
form for sales invoice

Sales - Setup - General settings - Sales
invoices printing - Invoice description
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13. Setup (look at) sales invoices GL
posting

Sales - Setup - General setup - Sales
invoices GL posting

14. Setup (look at) description file / report
form for customers statement

Account receivable — Statement - Setup
- Statement description

15. Define item groups

Inventory - Setup — Item groups

16. Create items

Inventory - Items

17. Create customer groups

Account receivable - Setup - Customer
groups

18. Create customers

Account receivable — Customers

19. Create vendor groups

Account payable - Setup - Vendor
groups

20. Create vendors

Account payable - Vendors

21. Start creating sales invoices

Sales — Sales invoices

22. Start entering Purchases by creating a
journal for Purchase transactions (P/L)

General ledger - Journals

23. Start entering cash payments by
creating a journal for cheques transactions

General ledger - Journals

24. Start entering payments from
customers by creating a journal for
cheqgues received from customers

General ledger - Journals

25. Enter opening balance for customers

Accounts receivable - Setup -
Registration of opening balances

26. Enter opening balance for vendors

Accounts payable - Setup -
Registration of opening balances

27. Enter opening balance for General
ledger - Balance sheet

General ledger — Setup — Registration of
balances - Opening balances

Next 27 steps

1. Create employees

Go to General — Supervising - Employees

CEX

>>>| Mumber | Mame | Addreszs |PDS|:CDE|E| Phone |M0hilephane| j
: R | seax | | |
_
_
_
_
_
KT -
Fl Help | FS Menu | INS New | ENT Modify | DEL Delete | ESC Exit |
Records: 1

Press Insert key on the keyboard, or select the [INS New ] button to create a new

line in the employees table.

On the General information tab you must enter a unique number for the current
employee, enter the name and complete entering the information in the

applicable fields.
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2. Create users
Go to General - Supervising — Users

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the users table.

On the General information tab you must enter a unique code for the current
user, enter the name and complete entering the information in the applicable
fields.

3. Create salespersons

Go to Sales - Salespersons — Salespersons

* Salespersons |Z||§|El
>>>| Humber | Employee | MHame oh invoice | Price reqister | Price 1 clozed |ﬂ
L (-
|
_|
_
|
_|
|
4 b
Fl Help | F5 Menu | WSmew | ENT Modify | DEL Delete | ESC Bat |
Records: 1

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the salespersons table.

On the General information tab you must enter a unique number for the current
salesperson, enter the name and complete entering the information in the
applicable fields.
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4. VAT categories on accounts in General ledger

Go to General ledger — Chart of accounts

(I Chart of accounts

. |22 Discounts receivable
L2220 Vehicle repairs
_ |=23s Vehidle fuel
L |2230 Vehicle licences and insurance
N Plant hire
2250 Haulage
. |2500 Repaires to plant and equipment
L |25 Contract wark
2650 Closing stock

Wl [Gormmies —licome srement_|

Income statement
Income statement
Income statement
Income statement
Income statement
Income statement
Income statement
Income statement
Income statement

Postable
Postable
Postable
Postable
Postable
Postable

>>>| Account Description Group | Type | WAT | Subgroup | Sum range |:
o 100 SALES: Income statement Title/Sum Operating revenue 1000,,1295
.| 1000 Sales 17.5% Income statement  Postable Cperating revenue
L | 1001 Sales 17.5% - Mon taxable Income statement | Postable QOperating revenue
|00z Sales 5% Income statement  Postable Operating revenue
1005 Sales 0% Income statement  Postable Cperating revenue
: 1020 Sale of service contracts Income statement  Postable Operating revenue
200 Cost of sales: Income statement | Title/Sul Operating expenses  2000., 2685
: 2050 Opening stock Income statement  Postable Operating expenses
2100 Purchases Income statement  Postabl Cperating expenses

Operating expenses
Operating expenses
Operating expenses
Operating expenses
Operating expenses
Operating expenses
Operating expenses
Operating expenses
Operating expenses
Operating expenses

In the VAT column we see the VAT category code. We must make sure that each
account has the right VAT category code. By pressing Enter key on the keyboard,
or selecting the [ENT Modify ] button we can modify the VAT category code on

the account.

¢* Chart of accounts

2220 VYehicle repairs

General ] Totals ] Heparts]

- B

M4+ M

ehicle repairg]

Direct posting

Reverse account

Cloze for posting

-
-

j.

WaT changes

-

M arne

Group |Incnme statement j
Subgroup |Dperating expensesﬂ
Type | Postable j
WaT category  |P1 u

VAT on purchases 17.5%

‘r'ear end bal. account II

Dehit/Credit Both =
Feference ll

Condition for reference |l]ptiuna|

[

Fl1 Help

F3 Menu

ESC Exit FI2 Save |

Records: 154

In VAT category we select the appropriate code and if we tick the VAT changes
then we can change the VAT category code when we enter transactions to this
account in a General ledger journal.
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5. VAT categories

Go to General ledger — VAT - VAT categories

< VAT categories |'. ||I:| |r>_<|
>>>| WAT calegory| Diezcription | Tupe | Per. % | Paszting accaunt | It uze | On*AT repart | J
T i [ oo | | x| x|
VAT on purchases 17.5% Input VAT 17.50 8511 X X
PZ VAT on purchases 5% Input YAT 5.00 9512 A X
S0 VAT on sales 0% Cutput VAT 0.00 X X
51 VAT on sales 17.5% Qutput VAT 17.50 9531 X X
52 VAT on sales 5% Qutput VAT 5.00 9532 X X
4 P
Fl Help | | WS wew | ENT Modify | DEL Delete | EsC Bt |
Records: 6

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the VAT categories table.

On the General information tab you must enter a unique code for the current VAT
category, enter the description and complete entering the information in the
applicable fields.

6. Customers posting group

Go to Accounts receivable - Setup - Posting groups

3 Customer posting groups Z E|g|
>>>| Pasting gmup| Dezcription | Cantral acc. | Interest rev.l Cap. income ta:-:l Bank account | Service rey. |j
I T e e T R N =R =
|
_
4 |
Fl Help | | IS New | EWT Modify | DEL Delete | ESC Exit |
Records: 1

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the customer posting groups. Press Enter key on the keyboard, or select
the [ENT Modify ] button to modify the customer posting group. It depends on
the Chart of accounts you are using if you need to change the customer posting
group or create more customer posting groups.
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7. Vendors posting group

Go to Accounts payable — Setup - Posting groups

3 Ve pastins grous EEE
>>>| Puozting gmup| Dezcription | Control acc. |Inters. paymts| Bank account | Fee |Cash paymt disc.l Round off |:|
I e e R - = A =
||
[
4 k|
Fl Help | | MSMew | ENT Modify | DEL Delete | ESC Bt |
Records: 1

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the vendor posting groups. Press Enter key on the keyboard, or select the
[ENT Modify ] button to modify the vendor posting group. It depends on the
Chart of accounts you are using if you need to change the vendor posting group
or create more vendor posting groups.

8. Sales posting groups

Go to Inventory - Setup - Sales posting groups

(2 Sales posting groups |Z||E|r>__<|
>>>| Pozting group | Dezcnption | Cuztomer pozting group | Sales rew. incl WaT | Sales rew. excl VAT |j
Wl s Jeor  low  ws |
J S002 Sales 5% ool 1002 1005
J 5003 Service contracts sold 0001 1020 1005
J 5004 Sales 17,5% - Mon taxable 00o1 1001 1005
_
_
4 H|r
Fl Help | | NS Mew | EWT Modify | DEL Delete | ESC Exit |
Records: 4

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the sales posting groups. Press Enter key on the keyboard, or select the
[ENT Modify ] button to modify the selected sales posting group. It depends on
the Chart of accounts you are using if you need to change sales posting groups or
create more sales posting groups.

Page 11



9. Purchase posting groups

Go to Inventory - Setup - Purchase posting groups

¢® Purchase order posting group |_||E| El

>>>| Pasting group | Dezcription | Wendors posting group | Purchaze incl. VAT |Purchase without V.-’-‘«T|j

] DE

Fl Help | | IS New | ENT Modify | DEL Delete | ESC Bxit |

Records: 1

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the purchase posting groups. Press Enter key on the keyboard, or select
the [ENT Modify ] button to modify the purchase posting group. It depends on
the Chart of accounts you are using if you need to change the purchase posting
group or create more purchase posting groups.

10.General settings in the Inventory module

Go to Inventory — Setup — General settings

Company setup [gl Company setup E|
Iventory (1) llnventory 21| Bar code label printing | Desciiption 4 | * | Irvventory (1) Inventory (2] lBar code label printing | Description 4| *

[~ Skip warming if quantity on hand <= 0 and allow negative stock!
Inventory handling [~ Warhif quantity on hand goes below minimum

r r

Main warehouse

[ Enter normal price and discount from wvendor

. [ Enter purchase price only at registration
Select prices in items

. i . [v Show price change window when entering bransachions
&+ Price 1 (" Priceland2 O Pricel.2and 3

[~ Selected price becomes latest price

[ Show extra info when browszing item table
Bar code file: -

Browse... [ ‘white off goods return

Fl Hep | F12 Confim | Esc Eat | Fl Hep | W2 Confim | E5¢ Bt |

You can select up to 3 sales prices on each item by selecting Price 1, 2 and 3 and
on the Inventory (2) tap you should tick Show extra info when browsing item
table.
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11.General settings in the Sales module

Go to Sales - Setup - General settings

X

Company setup

Sales invoices l Sales irvoices printing ] Sales invoices GL posting ]

Amaunts on sales invoices
f+ Netto excl. WAT

7 Metto incl. WAT
" Brutto excl. VAT
" Brutto incl. VAT

Unit price on zales invoices
g i

" Unit price incl. WaT
v Decimal calculation

[ Enter item description 2 [ Enter discount value

[~ Enter weight
[ Enter reference

[ Enter nurber of packages

[ Usze customer salesperson rather than user salesperson

[ Reagister invoices from tableview
[ Simple browsing of items

Type of invoice...

[ Allaw unprinted invoices to be posted

Company setup

Sales invoices  Sales invoices printing ] Sales invoices GL posting ]

Invoice description:  |RDSInvoice.|de Browse. ..

Frinter/Port
(o Usge Windows printer

i Diocument Writer

Frinter:

Orientation

(¢ Puortrait " Landscape

" Print directly to port (bypass Windows driver)

[Bem.

Mo of copies: |2 -

[ Use tray |

Other options .

Virtual description

X

Fl Help

| F12 Confirm | ESC Exit |

Fl Hep | M2 Confim | Esc Ewt

When you create a new company these settings are set for the most common
settings, but you can change them, i.e. tick Enter reference. You must select
Invoice description and number of copies when you print out invoices. If you
need to setup all kinds of other forms that you want to print out in parallel to the
invoice, you go to [Other options ] and Other forms. There you can add, i.e.

picking list, packing slip and label.

12.Invoice layout/form - description file

Go to Sales - Setup - General settings — Sales invoices printing — Other options -
Invoice description-setup — Browse/change invoice form

LIk DUSITIESS DU

Sales invoices  Sales invoices printing | Sales invaices GL posting 1

Invoice description:  |RDSInvaice lde Browse...

£5 INVOICEes etup

Sales invoices - Setup

#]G8-Floatingd1_Eng
#]G8-GridD1_Cur_Eng
#]Ga-Grido1_Eng
#]Ga-Smple01_Cur_Eng
#]Ga-Simple01_Eng

Look n: [ GB =] & E8-
T ] DDCABraokelny
[ i‘1GB-Brand037Cur7Eng
. #]Gs-Brand03_Eng
My Recent #]G8-Floatingd1_cur_Eng
Documents

[ Invoice farm with preprinted headings
[ Skip line in printout if amount iz 0
Invaice lines arrangement in printot:

Entering order -

| Browse/change invoice farm |

Fl Hep | M2 Confim | ESC Ewt |

|
|

#|ROSInvoice
.'"] SVInvoice
My Documents
My Computer  File name: RDSlmvaice| | Cpen |
P —— Files nf tuna- [imsinina Nasnrintinm 1+ idal -1 |

Page 13



You open the layout form and it opens up in Notepad.

B RDSInvoice - Notepad
File Edit Format ‘iew Help

[[NIT_BEGINS

Begin
versionid :=
setFontName(’ Ameﬂ )
LeftMargin 1
TopMargin := 5;
HeadLinerirst := 0;
HeadLineLast =0;
BodyLineFirst := 93;
BodyLineLast := 200;

TailLineFirst :=
TailLineLast

0;
0;

End;
INIT_ENDS
HEAD_BEGINS
Bagin

SetFontsize(14);
setrFontstyle(fseold);
printstring(0, 0,100, IdTab'\eGEcumpany Name, _left);

SetFontsize(l0);

setFontstyle(fsNormal);

printstring(o, 8, 80, 1dTablececompany_aAddressl, _Teftr);
printstring(0,12, 80, IdTableGECompany_Address2, _left);
pPrintstring(0, 16, 80, IdTableGECompany_Address3, _left);
Printstring(0, 20, 80, IdTab]leGECompany_Addressd, _left);
Printstring(0, 24, 20, IdTableGeCompany_ZipCode, _Teft);

setFontsize(8);

printstring(127,16,16, 'Phone: ", _Teft)

Prmtstrmg(lsri 16, 24, IdTabTeGecumpan Phone, _right);
Printstring(127, 20,16, 'Mobile: ", _lef tg

printstring(127, 24,26, "vAT registration no
Prmtstr‘mg(lSA 24,286, IdTalﬂeGe(ompanyExtra_VATNumber

SetFontsize(10);

PrintLine(0.5,35,119,1.0);

printLine(0, 36,120,0.2);
setFontsize(18);

setrFontstyle(fseold);

Printstring(128, 31,32, 'INVOICE ', _left);
SetFontsize(10);

setFontsty'Ie(‘FsNorma‘l);
printLine(160.5,35,18,1.0);
printLine(160, 36,19,0.2);

Printstring(154, 20, 26, IdTab'\eGecompany PhoneMobjl'Ie r"lght),
T

_right);

Here you can make changes to the sales invoice layout.

13.Sales invoices posting to General ledger

Go to Sales - Setup - Sales invoice GL posting

Company setup

Sales invaices | Sales invoices printing  Sales invoices GL posting l

There are three options for sales invoice GL posting
Manual GL posting - income entered manually in GL journal.
Batch GL posting - incorme mechanically entered in zales
journal, buk the uzer then posts the sales journal manually.
Income is not registered in GL until the user posts the zales
journal. Orne income transaction for every income account,

Online GL posting - income is registered in GL when invoice
iz printed/posted. GL jounal iz created and automatically
posted, when invoice is posted. One transaction is registered
for each used income account for each invoice.

Sales invoice GL posting

" Manual posting
™ Batch posting

' Online posting

Fl Help | F12 Confirm | ESC Exit |

You select Online posting and then Setup... to select the Voucher nhumber and

type of reference.
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14.Customer statement layout / form - description file

Go to Accounts receivable - Statement - Setup

Setup for statement g|

Printing statements ]

Sds

Statement, S

Browse. ..

Statement description:

Frinter/Fort
+ Usze Windows printer

Printer: |Microsoft><PS Dacurnent Wwiter ﬂ

" Print directly to port [bypass Windows driver]

[ |

Mo of copies: |1 - Type of statement...
[~ Usetrap | J

Fl Help | F12 Confirm | E3C Exit |

Make sure that the Statement description is Statement.sde

15.Item groups

When you have set up your Inventory base data, the next step is to create items.

This involves:
o Creating item groups (optional)
o Creating items

You can create item groups to logically organize your items in a way that suits

your business needs.

Go to Inventory - Setup - Item groups

2 [tem groups

>>>| Itern group | Itern group nanme

l_—-

Mon taxable produced items
2 Christmas trees
3 Materials bought in
4 Firewood
5 Waork
9 Miscellaneous - Taxable J
4 Mizcellaneous - Mon taxable
4 ] | - |
Fl Help | FS Menu | IS Mew | ENT Modify | DEL Delete | ESC Bxit |
Records: 8

Press Insert key on the keyboard, or select the [INS New ] button to create a new

line in the item groups table.
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On the General information tab you must enter a unique code for the current item
group and an item group name (description).

16.Items

Go to Inventory - Items

¢ [tem table

>>>| Item code | Item description | Group | Quantity on hand| Price 1 | Frice 1 [incl. WAT) |ﬂ
T R e (N N R NN
o 0104 5'6" Fencing materials 0.00 0.00 0.00
| 012 6'3" Sawlogs 1 0.00 40.00 47.00
o 0124 6'3" Sawlogs 1A 0.00 40.00 47.00
o 014 6'3"Bars 1 0.00 0.00 0.00
| 014A 6'3" Bars 1A 0.00 0.00 0.00
o 016 &' Stakes 1 0.00 0.00 0.00
| 0164 &' Stakes 1A 0.00 0.00 0.00
| 013 &' DF Bars 1 0.00 0.00 0.00
o 0134 8' DF Bars 14 0.00 0.00 0.00
L |o20 &' % 5" - 6" Fencng material 1 0,00 0,00 0,00
020A 8' % 5" - &" Fencing material 1A 0.00 0,00 0,00
: 022 7 % 6" - 8" Fencing material 1 0.00 0.00 0.00
L o224 7 % 6" - 8" Fendng material 1A 0,00 0,00 0,00
030 10" Spruce logs 1 0.00 43.00 50,53
: 0304 10' Spruce logs 1A 0.00 43,00 50,53
| 032 10" Sawlogs 1 0.00 0.00 0.00
o 0324 10" Sawlogs 1A 0.00 0.00 0.00
o 034 12'RC Logs 1 0.00 0.00 0.00
| 034A 12'RC Logs 1A 0.00 0.00 0.00
o3 14 Spruce sawlogs 1 0.00 0.00 0.00
Fl Help | FS Menu NS Hew ENT Modify | DEL Delete | ESC Exit
Records: 47

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the items table.

il
304 Firewood 3 loads (4.5 m/3) MHa4rH

General | Sale I Purchasel Price I Dimensionsl

Item code |304 15BN |
Item description |Filewood 3 loads (4.5 m/3) QI Authar |
| Fublisher |
Alias number | lzsue date l”—
Location I
Unit code M3 u| Cubic metres

Uit quantity I 1.000
Item group |4 -l Firewood
Item type ISenrice 'l Guarantee [months] Il]

Met weight [kg] I 0.0000
Walume [m3) I 0.000000

Inactive o
Fl Help | F2 Browse F3 Menu | ESC Enit Fl2 Save
| Records: 63 [ [ A
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On the General tab you must enter a unique item code for the current item, enter
the description for the item, select appropriate type for the item and group and
complete entering the information in the applicable fields.

On the Sale tab you must enter the VAT category for sale, the sale posting group
and complete entering the information in the applicable fields.

On the Purchase tab you must enter the VAT category for purchase, the purchase
posting group and complete entering the information in the applicable fields.

On the Price tab, optionally, enter the cost price and the sale price.

On the Dimension tab, optionally, select the dimensions to use when posting to
the item and for reporting.

Fields that are completed are populated either from values entered on other tabs,
or the first values from a list of choices.

Optionally, click on the [F5 Menu ] button:

Click on To...

Foreign price Set up or view foreign prices.

Bar code Set up or view Bar codes for the selected item.

Warehouses Set up or view item information in warehouses.

Vendors Set up or view vendors for selected item.

Item transactions View all transactions for the selected item.

Report - Item list Print a list of all your items.

Print item location slip Print shelf label.

Information tree Ctrl+T  View various information regarding the vendor on a tree like
form.

Sales information View verious sales information for the selected item.

Notebook Set up or view additional item information in a notebook.

Attached files

Picture Set up or view picture of the selected item.

Change inventory setup Change various fields for selected items.

Shortcut key:
Alt + Insert To copy information from an existing item, with all attached
information into a new one with the same information.

17.Customer groups

When you have set up your Accounts receivable base data, the next step is to
create customer accounts. This involves:

o Creating customer groups (optional)

o Creating customers

You can create customer groups to logically organize your customers in a way
that suits your business needs.

Go to Accounts receivable - Setup — Customer groups

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line.

In the Customer group field, enter an alpha-numeric identifier for a customer
group. You can group customers by location, size or a variety of other criteria.
In the Description field, enter a short description for the customer group.

18.Customers
Working with Accounts receivable involves the following:

o Setting up specific information related to Accounts receivable (because you
can select from the related tables in the Customer table)
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« Creating customer accounts

o Accessing transactions

« Recording payments
Customer activity and transaction information are the foundation of Accounts
receivable. When you enter a sale in the Sales order module, the Accounts
receivable module records the transaction to the customer file, and creates a
batch detailing all receivable transactions by customer. dkBS then balances the
information accordingly.

Go to Accounts receivable — Customers

@ Customers |Z| |E| ['>__<|
>>>| Mumber | Mame | Address | Post code | Fhone | Group |J
Wo:  [ssoomesGuodio  [metmevas  [svoa Joswswowr | |
_ |BRO1 BROMYARD TIMBER. & FENCING LTD 1 STATION ROAD HR7 4MT
BUR1 BURFORD HOUSE GARDENS BURFORD J
| CHR1 CHRSTMAS TREE SALES
[ |om1 Dinham Hall Hotel Dinham 01534 876464
L |E@1 ET C Sawmills Ltd. Elzon SY1291W 01691622441
FIR1 FIREWOQOD SALES
: GTE1 G &T Evans Dulas Mill SY16 41D
HAS1 H A SNELL & SONS LOWER. LULHAM HR2 911 01951250253
HEL1 H E LANGWELL ROCKHILL FARM
KIE1 FIERAMN OWEN GLANHANOG UCHAF SY17 53U
T LDS1 L &D Sawmills Ltd. Hill Vew Barn WRE BYL
LGI1 L& G JOMNES LYM WOOD PRODUCTS LL53 8TY
REC1 RECHARGES
TRE1 Treeway Fencing Co. Ltd. Unit 9, Cannock Wood Ind Est WS12 5PL 01543 4258593
T WES1 WESSEX WOODLAND MAMAGEMENT LTD FOXLEY WOOD, HUNGERFORD PARK.  RG170UT
: Woo1 WOODWOOL UNIT 22 BROACH RD DY139QB | 01299 825059
| MISC1 MISCELLANEOUS AB1C23
KN R |
Fl Help | F3 Menu INS New ENT Modify | DEL Delete | ESC Exit
Records: 18

You can create a record on each of your customers that contain basic information
you can use throughout dkBS.

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the Customer table.
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L=
BIL1 BILFIELD TREE SURGERY Ha4r
General | Sales I F'a_l,lmentsl Credit cardl CRik I Dimensionsl
1 Lmben I BIL1 Phone II]1 568 611693
Mame BILFIELD TREE SURGERY Phone extn. I
Address |[IIHNE R COTTAGE Iobile phane Il]??1 1516792
|NEWTDWN, IVINGTON Telex I
|LEOMINSTER Fax |
[HFDs Email [ =
Postcode  [HRG 8ad | Wiebsite [ [+
Country IEB ll UNITED KINGDOM Cloged -
Municipality I -l
WAT number I
Group I -l
Tag I
F1 Help | F2 Browse F3 Menu | ESC Exit Fl2 Save
|Rec0rds: 606 | | v

On the General tab you must enter a unique account number for the current
customer, enter the name of the customer and complete entering the information

in the applicable fields.

On the Sale tab you must enter the posting group for the customer and complete
entering the information in the applicable fields.
On the Payment tab, optionally, you may enter payment term, payment mode,

interest term, bank account information.

On the Dimension tab, optionally, select the dimensions to use when posting to

the account and for reporting.

Fields that are completed are populated either from values entered on other tabs,

or the first values from a list of choices.

Optionally, click on the [F5 Menu ] button:

Click on

Report — Customer list

Single labels

Customer transactions
Customers without transactions
Customer balance
Item recipients
Contacts

Monthly totals
Information tree Ctri+T
Payment history

Notebook

Notebook - Report
Properties

Attached files

Create customer notebook
Change customer setup

To...

Print a list of all your customers.

Print customer information on a label.

View all transactions that you have made to the customer.
Print a list of all customers without transactions.

Show all customers balance in a table with drill down capability.
Set up or view information on item recipients.

Set up or view information on contacts.

View monthly statistics for the customer, like discounts, profit
margin, turnover, payments and payment history.

View various information regarding the customer on a tree like
form.

View the payment history for the customer.

Set up or view additional information for the customer in a
notebook.

Create notebook for selected customers.
Change setup parameters for customers.
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19.Vendor groups

When you have set up your Accounts payable base data, the next step is to
create vendor accounts. This involves:

« Creating vendor groups (optional)

o Creating vendors

Go to Accounts payable — Setup - Vendor groups

You can create vendor groups to logically organize your vendors in a way that
suits your business needs.

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line.

In the Vendor group field, enter an alpha-numeric identifier for a vendor group.
You can group vendors by location, size or a variety of other criteria. In the
Description field, enter a short description for the vendor group.

20.Vendors

Working with Accounts Payable involves the following:
« Setting up specific information related to Accounts payable (because you
can select from the related tables in the Vendor table)
« Creating vendor accounts
« Accessing transactions
« Recording payments

Go to Accounts payable - Vendors

¢ Vendors = =)
>>>| Humber | Mame | Address | Post code | Phone |L|

Wfew: wovowo  |owowoworos  wem |
BJD 1 B & JDAVIES (BUCKMELL) TIMBER. YARD SY7 QEL

o BOR1 BORDER. EMGIMNEERING ROCKS FARM 5Y8 2DS J

| BRI1 ERITISH TELECOM PAYMENT CENTRE DH98 1ET

| DIE1 DIESELEC SERVICES LIMIT 25 W15 855

o FTM1 FTMLTD. THE STATIOM YARD SY 15 aNH

| HAR1 HARRIER FLUID POWER. PARYS RD SY8 1KY

| HEM1 HEMRY EDWARDS {FUEL) BORASTOM LANE WR15 87H

o JOE1 JOE PRICE SUPPLIES UMIT 2 LINGEM ROALD SY8 1D

o JOH1 JOHM HOLIDAY POTTERS FARM NURSERY 5Y8 2aY

| KLE1 KLEEM KLUTT

| LUD1 LUDFORD PARTS UMIT 5 BURMWAY TRAD EST 5Y8 1EN

o MAS1 MASSEY EMGINEERIM

| MET1 METROPOLIS UK

| MID1 MIDSHIRE RADIATOR LUDLOW BUS PARK

o MIP1 M J POUND MILLEMD: WR15

o MLAL M LAR.GE TREE SERVICES COOLEWELL BT36 6DH

| POS1 POST OFFICE LTD. UK
SIL1 SILVATEC LK.LTD THE TRAMSPORT YARD LD& 2UF

: TEC1 TECHMORTOM CODER RD 5Y8 1XE
ZCOM01 CONTRACTOR - R SMITH

I ok
Fl Help | FS Menu INS New ENT Modify | DEL Delete | ESC Bt |

Records: 21
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You can create a record on each of your vendors that contain basic information
you can use throughout dkBS.

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the vendor table.

-Ioi
ARR1 ARROW PLANT _TOOL HIRE LTD H 4 r M

General I Purchasel F'aymentsl Dimensionsl Commission informationl

Murber [ ARR1 Phone [01544 230817
Marme [ARROW PLANT % TOOL HIRE LTD Proneestn [
Address [EARDISLEY ROAD Mobilephore [
[kinGTON Telex [
[HEREFORDSHIRE Fax [1544 230808
| Email | E
Post code IWHB:[ Webgite I .
Courntry I—:l
VAT rumber | Clozed I
Group l—:l Gender m
Tag |
F1 Help | F2 Browse I F5 Menu I ESC Exit Fl2 Save |
| Records: 162 [ [ 4

On the General tab you must enter a unique account number for the current
vendor, enter the name of the vendor and complete entering the information in
the applicable fields.

On the Purchase tab you must enter the posting group for the vendor and
complete entering the information in the applicable fields.

On the Payment tab, optionally, you may enter payment term, payment mode,
interest term, bank account information.

On the Dimension tab, optionally, select the dimensions to use when posting to
the account and for reporting.

Fields that are completed are populated either from values entered on other tabs,
or the first values from a list of choices.

Optionally, click on the [F5 Menu ] button:

Click on To...

Report - Vendor list Print a list of all your vendors.

Single labels Print vendor information on a label.

Vendor transactions View all transactions for the selected vendor.

Contacts Set up or view information on contacts.

Information tree Ctrl+T View various information regarding the vendor on a tree like
form.

Notebook Set up or view additional information for the vendor in a
notebook.

Attached files
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21.Sales invoices

Selling, delivering, and invoicing products is essential to every business. dkBS's
Sales module automates this process for you. You can start with a quotation. If
your customer accepts the quotation, you convert the quotation to a sales order.
If you do not need a quotation, start with the sales order. On the basis of the
sales order, deliver the goods, and invoice the customer. You can print
quotations, order confirmations, picking lists, packing slips, and invoices.
The system does the following:

o Calculates applicable taxes and fees

o Checks stock

« Verifies credit

o Alerts you to any obstacles

dkBS ensures that the customer gets the right price based on trade agreements,
quantity discounts, and specials. If items are out of stock, on-screen messages
offer suggestions and shipment information. You can even reallocate products
from other orders for special customers.

Go to Sales - Sales invoices

¢ Sales invoices

General informatian ]Item recipiznt | Item recipient | Tests | Miscellaneous

@ | b| Drate:
AddresE Diue date:

Salespersan:

Enter the customer account humber when you enter the invoice, and the system
adds all applicable information from the customer table to the invoice form.

Click the [F2 Browse ] button to browse the customer table to find the right
customer. You can also click the button in the number field [=].

You can press the Enter key to go through all fields in the invoice header until you
come to the lines or you can press the [F12 Save ] button to save the information
in header and go straight to entering lines.

it prices

>>,I,H‘§'rﬁ7m_cr?\\l Dezcription | Flefetence| Quantity | nits | Dizcount %

b4

Enter the item code. Click the [F2 Browse ] button to browse the item table to
find the right item. It is best you press the Enter key to go through all fields in
the line.
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3 Sales invoices

General information | [tem recipient] Itern recipient] Teuts ] Mizcellaneaus
MNumber: BRO1 |BHDMYAHD TIMBER & FEMCING Date: 30405/2007
Address: 1 STATION ROAD Due date: s
BROMYARD Salesperson: 1 Fose
HFDS
Post code: HR7 4MT Dizcount [%]: 0.00 Irvoice: 0T
Country: GB UMITED KINGDOM Id number: - Price: Price 1
Conkact: Reference: YWAT: IMCL. WaT
>>| Item code | Description | Reference | Guantity | Units | Discount % | Unit prices | Met | |
JDIGA &' Stakes .82 T 0.00 36.00 005,52 A|
J| | | | | | [ o.00 [
Ll | '~
Onhand: 0.00 In zales order: 0.00 In purchase order: 0.00 Awailable: 0.00
Subtatal: 605.52 Digcount: 0.00 WAT: 105.97 Total: 711.43
Fl Help | F2 Browse | | | | | E3C Exit | Fl2 Save |
2:1

When all the lines have been entered you must press [ESC Exit ] button to exit
new line. Now you can print the invoice by pressing the F7 button on the
keyboard or go to F5 Menu and select Print Invoice.

22.Journal for purchase transactions

Entering transactions is mainly done through journals. You can enter
transactions through journals in General ledger and they will go to sub-ledgers
when appropriate.

You can also enter transactions in every sub-ledger, i.e. Accounts receivable and
Accounts payable. Journals in sub-ledgers are more advanced and complicated
than journals in General ledger. For small companies it might be best to enter
most transactions through journals in General ledger, i.e. purchase transactions,
payments transactions and cash book transactions.

Go to General ledger - Journal

¥ Unposted journals

»3| Dezcription

April 2007 - PAL

1| b~

Fl Help | | Fs Menu | S New | ENT Modity | DEL Delete | Esc Ext |

Press Insert key on the keyboard, or select the [INS New ] button to create a new
line in the journal table.

Press Enter key on the keyboard, or select the [ENT Modify ] button to keep on
entering transactions to the journal (April 2007 - P/L).
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& Journal entry

Descr.: |April 2007 - P/L Ace. period: ’W |dentity: ,7 Normal
>>| Date | Text | Woucher | Type | Account | Reference | Amount | AT | Amaunt ent, | |
20/04/2007 |Premium Search PI00O1 Ledger 2230 L3010RF 215.49 215.49 d
: 20/04/2007 |Husky sport PIOOO1  Ledger 2500 6,20 P1 7.28
| 20/04/2007 |Husky spart PIOOOL  |Ledger 9511 108 |P1 1.08
20/04/2007 |Hereford Hydraulic PIO0O1  |Ledger 2500 57.10 P1 67.09
: 20/04/2007 |Hereford Hydraulic PIOOD1  |Ledger 9511 9.99 |P1 9.99
- 20/04/2007 Basmatic India PIOOO1  Ledger 3140 38,00 33,00
| 20/04/2007  Shell Crosskey PIDOD1  |Ledger 2225 119,57 |P1 140,50
| 20/04/2007 |Shell Crosskey PI00O1 Ledger 9511 2093 |P1 20,93
- 20/04/2007 |Shrewsbury Sfstn PIOOO1  Ledger 2225 155,11 P1 182,26
L 20/04/2007 |Shrewsbury Sfstn FIODO1  |Ledger 9511 27.15 |P1 27.15
20/04/2007 Tex Crosslikley PIOOO1  Ledger 2225 40,53 P1 47.62
| 20/04/2007 |Tex Crosslidey PI00O1 Ledger 9511 7.09 |P1 7.09
L 20/04/2007 Tex Crosslikley PIODOL  Ledger 23140 6,11 6,11
20/04/2007 | Arkay PIOOOL  Ledger 5140 47.94 47.94
| 20/04/2007 | April 2007 PI00O1 Vendors BAR1 802.29- 802.29-
[ [20/04/2007 }April 2007 Fmooz ||Vend0rs ﬂPARl | | 0.00 |
L] 3
Domestic creditors control account Total debit: 802,29
BARCLAYCARD Tatal credit: a02.29
Difference: 0.00
Fl Help | | | | | | Escedt | m2save |
16:15

When entering the first transaction you must enter a voucher number and after
that the system automatically raises the number, when the difference, seen at
the bottom is 0.00. For purchase invoices a voucher series like PIO001 to PI9999
is very appropriate.

The system automatically creates the VAT transaction, you must enter the total
amount (incl. VAT).

It is recommended that you create at least one journal for each month. You can
of course create a journal and enter as many transactions as you choose.

When you have enter all transactions, say for one month, you must exit out of a
new line (by pressing the [ESC Exit ] button) and go to F5 Menu.

20/04/2007 |Tex Crosslikley PIOOO1 Ledger 9511 7.09 |P1
20/04/2007 Tex Crosslikley 8140 6.11
20042007  Arka
— foa ey Chedk registration
20/04/2007 | April 2007 Print registration

Post registration

8140 47.94
802.29-

Browse transactions Ctrl+T

— Set vouchers
Reverse voucher
Change dates |

You must check the registration to look for errors, print out the transactions in
the journal and then post them.
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23.Journal for cheque transactions

Go to General ledger - Journal and select the journal: April 2007 - Payments

@ Journal entry E_] [E|E|
Descr.: |Ap|i| 2007 - Payments Acc. perod: 2008 |dentity: Normal
>>| Date | Text | Woucher | Tupe | Arcount | Reference | Amount | VAT | Amount ent. | |
06/04/2007 |Post office Ltd, BPOOO1  |Ledger 7810 200543 180.00- 150.00- ﬂ
06/04/2007 |Post office Ltd, BPOOO1  Vendors POS1 150.00 180.00
10/04/2007 |R Smith BPOOD2  |Ledger 7310 200544 240.00- 240.00-
10/042007 R Smith BPO0ODOZ  Vendors ZCOMD1 240.00 240.00
10/04/2007 FSmiH‘n Ppnnm ||vendc-rs ﬂ}zconm | | 0.00
[ ] v[=]
Domestic creditors contral account Total debit: 420.00
COMTRALCTOR - R SMITH Tatal credit: 420.00
Difference: 0.00
FL Help | | | | | | Esc Bt | P2save |
a4

In this journal you enter all cheques paid to vendors. We select a voucher series
that starts with BPO0O01 (Bank payment nr. 1). In the Reference field we enter
the cheque number.

Notice that the Credit amount goes to bank. We select Type=Ledger and
Account=7810. The Debit amount goes to vendor. We select Type=Vendors and
Account=vendor number.

It is recommended that you create at least one journal for each month. You can
of course create a journal and enter as many transactions as you choose, i.e. just
one payment.

When you have enter all transactions, say for one month, you must exit out of a
new line (by pressing the [ESC Exit ] button) and go to F5 Menu to check the
registration, print out the transactions in the journal and then post them.

24.Journal for payments received from customers

Go to General ledger - Journal and select the journal: April 2007 - Customer
payments
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) HEH|
Descr.: |Ap|i| 2007 - Customer papm  Acc. period: 2008 Identity: Mormal

< )
Irwoice number: 3526 -l

>>| [ate | Text | “aoucher | Type | Account | Fieference | Amaunt | VAT | Amount ent. | |
Jogfmfzoo? Payment CPO001  |Ledger 7810 2,563.38 2,563.38 j
Fgfwzuo? Fayment |cp0001 [customers +|B1D1 | | 2,563.38- | | 2.563.38--
i Customer information g|
J 5elect invoice - balance payment against invoice
|

D omestic debtors contral account
B &.J Davies [Bucknell) Ltd

FI Help | | | | B Hep | P2 conm | Esc B |

In this journal you enter all payments from customers (cheques, cash and bank
transfer). We select a voucher series that starts with CP0001 (Customer
payment nr. 1).

Notice that the Debit amount goes to bank. We select Type=Ledger and
Account=7810. The Credit amount goes to customer. We select
Type=Customers and Account=customer humber and then we enter the invoice
number the customer is paying.

It is recommended that you create at least one journal for each month. You can
of course create a journal and enter as many transactions as you choose, i.e. just
one payment.

When you have enter all transactions, say for one month, you must exit out of a
new line (by pressing the [ESC Exit ] button) and go to F5 Menu to check the
registration, print out the transactions in the journal and then post them.

25.0pening balance for customers

Opening balance for customers can be entered two ways:

o Select journal from the General ledger menu, create a new journal and enter
invoices as any other transactions. If you want to enter more than one
invoice per customer then this way should be used.

o« Select from the Accounts receivable menu, Setup and Registration of
opening balances. Use this way if you only need to enter one amount per
customer.

We will use the former way.
Go to General ledger - Journal and create a new journal. Let’s call it: Customer

2007 Opening balances. We select the accounting period for last year (2007) for
Acc. Period and Identity can be OB. We then start entering outstanding invoices.
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2 Journal entry

Descr.: | Customers 2007 Opening b Acc. period: 2007 Identity: 1]] Normal

>>| [rate | Text | “oucher | Type | Account | Fieference | Aot | VAT | Amount ent. | |

159/02/2007 Invoice no. 3559 1] Customers  |BID1 Opening Bal. 388,68 388.68 j
30,/01/2007 Invoice no, 3552 1] Customers | DIN1 Opening Bal. 200,00 200.00
- 16/03/2007  Invoice no. 3574 1] Customers | ETC1 Opening Bal. 325,54 325,54
- 15/03/2007 Invoice no, 3571 1] Customers  |LD51 Opening Bal. 701.24 701.24
- 19/03/2007 Invoice no. 3576 1] Customers  |LD51 Opening Bal. 771.18 771.18
- 31/10/2006 Old Balance 1] Customers  |LG11 Opening Bal. 506,69 506.69
L 12112006 |Invoice no. 3539 1} Customers  |L&J1 Opening Bal. 937,25 997,25
L 31/12/2006 Old Balance 0 Customers  HAS1 Opening Bal. 0.06 0.06
L 12032007 |Invoice no. 3570 0 Customers  HAS1 Opening Bal. 517.05 517.05
17/03f2007 |Invoice no. 3575 0 Customers  HAS1 Opening Bal. 1,460.95 1,460.95
24/03/2007 Invoice no. 3578 1] Customers | HAS1 Opening Bal. 999,27 999,27
| 31/12/2006 Old Balance, adjust 1] Customers |WOO1 Opening Bal. 38.91- 38.91-
- 31/01/2007 Old Balance 1] Customers |WOO1 Opening Bal. 634,78 684,73
| 31/03/2007 Customers opening balances 1] Ledger Opening Bal. 14,530.05- 14,530.05-

T otal debit: 14.568.96

Tatal credit: 14.568.96

Ditference: 0.00
Fl help | | Fs Menu | S mew | ENT Modify | DEL pelete | Es¢ Bdt | |

19:18

We now enter all the outstanding invoices belonging to last accounting year per
customer and select Type=Customers, Reference=0Opening Bal. and Voucher=0
(You may skip the voucher number, leave it empty) and at the end the Difference
must be entered to the customers Control account (7620). Select Type=Ledger.

When finished, you must check the registration, print it out if you like and then
post it (select from F5-menu Check registration, Print registration and Post
registration).

26.0pening balance for vendors

Opening balance for vendors can be entered two ways:

o Select journal from the General ledger menu, create a new journal and enter
invoices as any other transactions. If you want to enter more than one
invoice per vendor then this way should be used.

o Select from the Accounts payable menu, Setup and Registration of opening
balances. Use this way if you only need to enter one amount per vendor.

We will use the former way.

Go to General ledger - Journal and create a new journal. Let’s call it: Vendor
2007 Opening balances. We select the accounting period for last year (2007) for
Acc. Period and Identity can be OB. We then start entering outstanding invoices.

We now enter all the outstanding invoices belonging to last accounting year per
vendor and select Type=Vendors, Reference=0pening Bal. and Voucher=0 (You
may skip the voucher number, leave it empty) and at the end the Difference must
be entered to the vendors Control account (9320). Select Type=Ledger.

When finished, you must check the registration, print it out if you like and then
post it (select from F5-menu Check registration, Print registration and Post
registration).
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27.0pening balance for General ledger balance sheet

Go to General ledger — Setup - Registration of balances

Selection for balance registration

Selection for balance registration
There are three optiong when posting balances.
Comparizon balances are intended for regiztration of account balances
from previous periods for comparative purposes in Financial Statements.
Opening balances for Balance Shest accounts can be entered, eq.
when dk Buginezs Solutions iz being installed and closing balances from
the previous system are imported.

Ledger balances can be entered when dk Eusiness Solutions iz installed
in the middle of the accounting period and account balances from the
previous system must be entered,

Fiegistering balances
" Companzon balances

o' Opening balances
" Ledger balances

Opening balances of financial accounts ]

Transter op. bal. to ace. periad: | 2008 -I 01/0442007 - 31/03/2008

Text fior journal ransactions: |Dpening balance

Woucher: 0

Fl Help | F12 Confirm | ESC Exit |

We select the 2008 (01/04/2007 - 31/03/2008) accounting year, text could be
“Opening balance” and Voucher may be left empty or 0 or any number you like.

Press [F12 Confirm ]. You can now start entering balance for each Balance sheet

account.
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¢ Registration of balances

Registration of balances on Balance sheet accounts

Mumber  MName Amount Total
7301 Plant and equipment
73058 Plant and equipment depreciatio

7321 Fixtures and fittings

7325 Fixtures and fittings depreciation
7341 Mator vehicles

7345 Mator vehicles depreciation

7351 Office equipment
7355 Office equipment depreciation

7420 Shares in other companies

7450 Bonds

7530 Stock

7620 Domestic debtors control accour
7622 Foreign debtors control account

7640 Credit card receipts
7655 Prepayments

7660 Other debtors

7710 Investments

7805 Market securities

7810 Barclays account 20312894
7820 Bank account #2

7840 Bank deposit account
7860 Petty cash

8100 Balance brought forward
8120 Capital introduced

8140 Drawings - general

8150 Drawings - national insurance

8160 Drawings - life assurance and pe

8400 Retained earnings

8700 Loan #1 -~

4 | + [\ Opening balances of financial accounts I

F4 Save input | F3 Quick input | Fl Help | F12 Post | ESC Exit |

To be able to post the opening balance the Total at the end must be ZERO. That
is to say the opening balances must balance.

To post it press [F12 Post ]. A journal is created that must be posted like any
other journal (select from F5 Menu: Check registration, Print registration and
Post registration).

Now we are ready for day to day activity in dkBS.
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Reports and inquiries in dkBS

Let’s look at the transactions we have been entering in dkBS so far.
Inquiries in General ledger

Go to General ledger — Chart of accounts — F5 Menu - Account transactions for
account 1001 Sales 17.5% - Non taxable

@ Inquiry on transactions

Account: 1001 Date: | 01/04/2007 31/03/2008
Sales 17.5% - Non taxable

»»| Date Sub-account Fieference Woucher Text Amount Y'TD balance Type
03/08/2007 5004 SR-003590 Inv: Treeway Fencing Co. Ltd. 718.80- 1.520.80- B I:‘
1640842007 5004 SR-003592 Inwi E'T C Sawmills Ltd. 903.86- 2424.66- B
26/05/2007 5004 SR-003534 | Irv: Treeway Fencing Co. Lid. 806.40- 3.231.06- B
26/08/2007 5004 SR-003595 | Irw: WOODWOOL 1.581.00- 4812.06- B
30/05,/2007 5004 SR-003603 | Inv: BROMYARD TIMBER & FEMCING LTD E05.52- 5.417.58- B
| v~

Drebit: 0.00 Credit: 5.417.58 Bal.: 5,.417.58-
Fl1 Help F3 Menu F& Condition | F? Print ESC Exit

16

To print the transactions press [F7 Print ]

Other inquiries are:
Transactions - To read in all transactions in General ledger for selected
period. Here you can Filter and group transactions
Vouchers - To query on vouchers
References — To query on references
Balances — To bring up account balances. You can drill down to trans.

Inquiries in Accounts receivable

Go to Accounts receivable — Customers — F5 Menu - Customer transactions
for customer HAS1 H A SNELL & SONS
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& Customer transactions

Customer: HAS1 Diate: | 01/04/2006 31/03/2008

HASMELL & SOMS LOWER LULHAM HR238J 01331250253

»»| Date I, no. Fief. Woucher Text Amant Y'TD balance [ue date Balancing
Opening Bal. _ 0ld B alance 3
12/03/2007 | 3570 Opening Bal. |0 Invoice no. 3570 517.05 51711 12/03/2007 | Mot balanced 517.05
| 17/03/2007 | 3573 Opening Bal. |0 Invoice no. 3575 1.460.595 1.978.06  17/03/2007 | Mot balanced 1.460.595
| 247032007 | 3578 Opening Bal. |0 Invoice no. 3578 99927 297733 24/03/2007 | Mot balanced 99927
| oev0aso007 | 35az Pencoed SR-003582 | Invoice: 3582 1.478.58 448591/ Mot balanced 1.478.58
| o1/05/2007 | 3589 SR-003589 Irevoice: 3589 1.665.67 12188 /4 Mot balanced 1.665.67
| 35|
Cebit: B.121.58 Credit: 0.00 Bal.: B.121.58
Fl Help | F3 Menu F& Condition F? Print EZC Exit

16

To print the transactions press [F7 Print ]

Other inquiries are:
Transactions — To read in all transactions in Accounts receivable
Sales information — To query on customer sales information

Inquiries in Accounts payable

Got to Accounts payable — Vendors select a vendor and then press F5 Menu -
Vendor transactions

=Y
“Wendor: ’T Date: 'm H 4« b M
& P TAVERMOR & PARTNER
Voucher ¥TD balance | Due date Balancing Outstanding | Paym. status | Sol
Tatal tor period ce
17/07/2007 | 363964 FIO0EE AP TAVERNOR & PARTNER 2468 2468 21/02/2008  Fully balanced o]
[ oe/09/2007 | 502141 FINES ADRISN P TAYERNOR & PARTMNER 7B.20- 93.88- 03/01/2006 | Fully balanced o]
| o7/09/2007 | 200574 EFO138 P MENT 9988 0.00 | 01/04/2008 | Fully balanced o]
] 24/11/2007 | 200690 BFPO208 PavMENT 9048 90.48  01/04/2008 | Fully balanced 0.00
] 24/11/2007 | 603340 FlO182 ADRIAN P TAVERNOR & PARTNER a0.48- 0.00 | 28/02/2008  Fully balanced 0.00
K| |
Detit: | 1903 Credt | 1803 Bl | 0.00
Fl Help | 7 Biowse | FS Menu | F& Conditi FI Print | ESC Exit
e | A

To print the transactions press [F7 Print ]

Other inquiries are:
Transactions — To read in all transactions in Accounts payable
Posted invoices — To browse in posted invoices
Invoices on hold - To put invoices on hold and see all invoices that have
been put on hold
Posted payments - To see all posted payments

Inquiries in Sales

Go to Sales - Inquiries - Printed invoices
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@ Printed and posted invoices

| >>>| Irwaice no. | Custamer I Customer name I Date | Diue date I Tatal Tupe of zale Posted in gen. ledger I Yaucher I -
| 3592 ETC1 ET C Sawmills Ltd. 16/05/2007 15/06/2007 1,058 | Debit Posted to General ledger | SR-003592
| 3593 TRE1 Treeway Fencing Co. Ltd. 19/05/2007 | 18/06/2007 831 | Debit Posted to General ledger | SR-003593
| 3594 TREL Treeway Fencng Co. Ltd. 26/05/2007 | 25/06/2007 948 | Debit Posted to General ledger | SR-003594
| 3595 Woo1 WOODWQOOL 26/05/2007 Iy 2,034 | Debit Posted to General ledger | SR-003595
| 3596 HEL1 HE LANGWELL 31/05/2007 N 130 |Debit Posted to General ledger | SR-003596
|| 3597 MISC1 MISCELLAMNEQUS 31/05/2007 i 0 | Debit Posted to General ledger | SR-003597
|| 3598 BUR1 BURFORD HOUSE GARDENS 31/05/2007 N} 120 | Debit Posted to General ledger | SR-003598
|| 3599 FIR1 FIREWOOD SALES 31/05/2007 N} 1,810 | Debit Posted to General ledger | SR-003599
|| 3500 FIR1 FIREWOOD SALES 09,05/2007 Iy} 70 | Debit Posted to General ledger | SR-003500
| 3501 CHR1 CHRSTMAS TREE SALES 11/05/2007 Iy} 165 | Debit Posted to General ledger | SR-003801
| 3502 WES1 WESSEX WOODLAND MANAGEMENT LTD | 20,/06,/2007 Iy 3,269 | Debit Posted to General ledger | SR-003502
| 3503 BRO1 BROMYARD TIMBER. & FENCING LTD 30/05/2007 Iy 711 | Debit Posted to General ledger | SR-003503
| 3604 TRE1 Treeway Fencing Co. Ltd. 07062007  0Ff07({2007 890 | Debit Posted to General ledger | SR-003604
| 3605 WES1 WESSEX WOODLAND MANAGEMENT LTD | 03/07/2007 Iy 4,715 | Debit Posted to General ledger | SR-003805
3606 WES1 WESSEX WOODLAND MANAGEMENT LTD | 03/07/2007 Iy Debit Posted to General ledger | SR-003806

_ V/ESSEX WOODLAND MANAGEMENT LTD |03/07/2007 Posted to General ledger | SR-003607

Fl Help | B3 Menu | 110 ew | ENT Modity | vil pelere | EsC Bt |

Records: 26 [ [ A

Here you can see all invoices made so far. By pressing [ENT Modify ] you can see
the invoice and print it out again, sent it via e-mail.

Go to Sales - Inquiries — Transactions. Select a period and press F6 Load.

@ Inquiries - Sales transactions =] 3}
Date: jo4fz007 | |3L03/2008 v

Chart |

Recards

Date  ~# | d Acco... | ' Customer ‘ (2 Item code ‘ Item description ‘ Quantity ‘ Unit price |Net amauint incl... | Discou... ‘ Margin ‘ Line discount | Margin ‘ [0 Salesp... ‘ Item grow)
1] oo 1

06/04/20... 3562 HA51 040 Paplar logs 2161 19.00 482 000 100,00 0.00 41059 1 1

[ | oBsnaszn. 3582 HA51 040 Foplar logs 2161 15.00 482 0oo 10000 0.00 41059 1 1

I [T HAS1 040 Paplar logs 220 19.00 614 000 100,00 0.00 43719 1 1

[ |13/04/20. 3584 TRE1 mz2 B'3" Sawlogs 18.25 40.00 505 0oo 10000 0.00 7rooo 1 1

| 180420 3583 TRE1 0za B3 Sawlogs 2008 40.00 942 000 100,00 0.00 20200 1 14

[ | 23420 3508 GTE1 034 12'RAC Logs 1728 39.00 792 0oo 10000 0.00 673592 1 1

|| 20420 3588 TRE1 oz B3 Sawlogs 19.45 40.00 14 000 100,00 0.00 7re.oo 1

[ |o1/05/20.. 3509 HA51 040 Paplar logs 2562 19.00 572 000 100,00 0.00 48678 1 1

| |msoss20.. 3569 HAS1 040 Paplar logs 2728 19.00 ] 000 100,00 0.00 5617.94 1 1

[ |o1/05/20.. 3509 HA51 040 Paplar logs 2173 19.00 485 000 100,00 0.00 41287 1 1

| |msoss20. 35es KIET 500 Delivery charge 2212 E.00 156 0oo 10000 0.00 13272 1 El

[ [0aros20.. 3590 TRE1 [ 53" Sawlogs 17.97 40.00 845 000 100,00 0.00 71e80 1 14

| |ngso5/20. 3800 FIR1 300 Firewood 1 load [1.5 m/3) 1.00 BE.EY 70 0oo 10000 0.00 BE.E7 1 4

= 130193 | 000 | 8415 | 000 [ 11328274 -
q [ B

F1 Help | F2 Browse | F3 Menu | F& Condtion | F7 Print ‘ E3C Enit ‘

[1183 I I

Here you can see all sales transactions for selected period. You can filter out
transactions and group them.

To print the transactions press [F7 Print ]

Go to Sales - Sales analysis — Analysis tree and select the period and breakdown
by Period
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@ Invoice sales analysis - period

Invoice sales analysis
1% perios from: 01/04/2007 to: 31/03/2008
Items | Quantity | Costs | Sale excl. AT | Saleincl. VAT | No. of invoices | Margin % | Discount % | Aversge unit price |
697.44 0 23,772 27,662 2% 23,772 100.0 000 34.08
143.26 0 4,416 5,172 & 4,416 100.0 000 30.82
303.74 0 10,835 12,477 15 10,835 100.0 000 35.67
£ June 2007 113.44 0 3,540 4,160 2 3,540 100.0 0 0.0 31.21
B-E 137.00 0 4,382 5,354 3 4,382 100.0 0 0.0 .36
F? Print F5 tenu E3C Exit Fl Help

Other inquiries are:
Unprinted invoices
Sales order lines
Delivered sales orders
Posted sales journals
Intrastat

Inquiries in Inventory

Go to Inventory - Inquiries — Inventory transactions and select an item and
period. Press F6 Load to read in transactions

(D Inventory transactions =1of x|
ER: B
Item code: 040 | Date [ojnajzooy v | 31032006 - | I:’EE; SRt
v narme

Fecords | Chart |

Customer | Wendar |Registered q... [Costpice  |Totalcost | Salespice | Purchase p Desciiption
0B/04/2007 Invoice HEs1 2161 0.00 oo 41053 000 0.00 Poplar logs Sale
| 0B/04/2007 Inwoice HAs1 2.0 0.0 oo 43719 000 0.00 Poplar logs Sals
|| 0170542007 Inveice Has1 62 0.0 oo 436,78 0o 0.00 Poplar logs sale |
|| 01/05/2007 Invoice Has1 27,26 0.00 .00 517.54 000 0.00 Poplar logs Sale
| 0/05/2007 Inwoice His1 2.7 0.0 oo 1287 000 0.00 Poplar logs Sale
| [10/07/2007 Invoice Hes1 14230 0.00 000 334405 000 0.00 Poplar logs Sal
| 18/07/2007 Inwoice HAs1 2376 0.0 oo 558,36 000 0.00 Poplar logs Sals
| 18/07/2007 Inveice Has1 23,45 0.0 oo 551,08 0o 0.00 Poplar logs Sale
|| 08/08/2007 Invoice Has1 23,59 0.00 .00 53375 000 0.00 Poplar logs Sale
| 22/08/2007 Inwoice His1 24.06- 0.0 oo 565,41 000 0.00 Poplar logs Sale
[ | [ 000 | 17.7eRE | 000 -
1 \ 0|
Beginingbalance: | 1052 Endbalance: 0.00 Balance today: 0.00
FL Heb | 2 Biose | FS Menu | F6 Condiion| 7 Pit | Esc Eal |

[1:26 [ [040] Poplar logs |

To print the transactions press [F7 Print ].

Other inquiries are:
Sales information
Items

Inquiries in Projects

Go to Projects - Inquiries — Projects and select a project, period and transaction
type. Press F6 Load to read in transactions
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~loix]
Project no.: | 0037 Date 01/09/2010  31/10/2010 Transact: | Al H4rH
Fareham Erterprise Centr ~ Customer. 0037 Fareham Enterprize Centre Ltd Project tupe; Time project - In process
>»| Date | Empl. ﬂ Tupe | Activity | Tt fitem ﬂ Description | Req. aty. I Oty sold | Amount Cost | In. no. ﬂ Inw:c| Status | M argin | MarginZl Unit | U,
10/08/2010 002 Dyt ot 03 Baokkeeping 280 250 50 13 0% Invaice e 7500 Hr o |-
13/09/2010 002 Dyt ot 03 Baokkeeping 225 20 40 1 0% Invaice 29 7188 Hr
16/09/2010 001 Dyt o1 03 Baokkeeping 1.00 .00 20 10 0% Invaice 10 50.00 | Hr
11A10/2010 002 Dyt o1 03 Baokkepping 225 225 45 1 0% Invaice 4 75.00 | Hr
28/10/2010 001 Dyt o1 03 Baokkeeping 1.00 .00 20 10 0% Invaice 10 50.00 | Hr
| I
IR |~
M argin 130 Cost E5  Amaunt 195 Invoiced [# B5.00 ]*
FL Help | 02 Biowse | FS Menu | F& Condition | F? Print | EsC Ext |
48 | Sarah [ A

To print the transactions press [F7 Print ].
By pressing the F5 Menu you have several functions to select, like Edit
transaction to adjust part of the transaction.

Other inquiries are:
Employees
Transactions
Supervisors
Employees totals
Customers
Parent projects
Posted project journals
Activities

Reports in General ledger

Got to General ledger — Reports — Transaction report to print accounts
transactions. You can select period, accounts and vouchers

Go to General ledger — Reports — Trial balance to print for each account its

balance.
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& Report - Trial balance

Har Q& & plrAoB@
~
RDS-R D STOVELL T/as ROUNDWOOD
23.9.2007 21:15 BALANCE LIST Page 1
Account  Account name Opening balance Transactions Debit Credit Final balance
The ligt is valid for the period 01/04/2007 to 31/03/2008
Printing selected for accounts: All accounts
1000 Sale= 17.5% 0.00 21,756.48- 3.83 21,780.31 21,756.48-
1001 Sales 17.5% - Non taxable 0.00 5.417.58- 0.00 5.417.58 5.417.58-
1002 Sales 5% 0.00 2,161.50- 0.00 2,161.50 2,161.90-
6245 Penaltiesfinterest surcharges 0.00 0.0z 0.02 0.00 0.02
7820 Domestic debtors control account 0.00 34,199.53 34,199.53 0.00 34,199.53 B
9531 VAT on =ales 17.5% 0.00 4,755.50- 0.67 475617 4,755.50-
9532 VAT on =ales 5% 0.00 108.08- 0.00 108.09 108.08-
Total: 0.00 0.00 34,204.05 34,.204.05 0.00
Income statement: Total debit: 0.02
Total credit: 29.335.96
Difference: 28,335.94-
Balance sheet: Total debit:
Total credit:
Difference: 29,335.94
A
Page 1of 1

Go to General ledger - Financial statements - Financial statements and select to

print to screen to see P/L statement and Balance sheet
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@ dk - [RDS - R D STOVELL T/as RDS ROUNDWOOD] - [ Report - Financial statements] -0l x|
Eile Edt Tools ‘windows Help =& x|
|*aEOO0B[«~-v8[8P8=88 | FE
[Hernaa g paoufis |
R D STOVELL T/AS RDS ROUNDWOOD - PROFIT & LOSS ACCOUNT 2
Notes 2007-2008
BALES .o 1 118,847
Cost of sales:
Opeting Stock .....oooiiiiiiie e 0
Purchases ....... 13,758
Consumables ......... 508
Discounts receivable 0
Vehicle repans ... 21,941
Velicle fuel ........ 4,728
Vehicle licences and insurance 4,139
Plant hire ... 1,201
Haulage 151
Repaires to plant a 63
Contract work ....... 5,256
Closing stock 0
51,835
GROSS PROFIT (LOSS) vvvvveiieeiinins s sisssrs s s snsins 67,012
Other income: o
Grants received 10,430
Gain on sale of fixed assets 0
10,430
Other costs:
Wages and related costs ........ooccooiiiiiiei i 2 160
Administration COSES .......ocovecvverieieeieeeeeieeeeeeeeeeeeeeeeeeeeeens 3 12,178
Establishment costs .........cocueeeririnie i 4 0
Depreciation 5 0
12,338
Profit (loss) before fimance costs ........occoeviiciiiicinin e 65,104
Finance costs:
Bank overdraft interest .........oooooeiiiiiieiie e ( 985) |
| Page 1of &

| 51 ckgs Quick Setup of Com.. [ dl-TRDS - R D STOV... | ¥ untitled - Paint

Other reports:
Voucher list
Dimensions
Reference transactions
Posted journals
Chart of accounts

Reports in Accounts receivable

Go to Accounts receivable — Reports - Invoices to see all outstanding invoices.
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= Report - Invoices

H4r» M Qe & BAaDEM®
A~
RDS-R D STOVELLT/as ROUNDWOOD
23.82007 21:23 CUSTOMERS - UNPAID INVOICE Page1
Number Date Due date Age  Type Amount Deposited Qutstanding
Selected to print transactions for perod 01/04/2005 to 23/08/2007
BRO1 BROMYARD TIMBER & FENCING LTD, 1 STATION ROAD, HRT4NT [ ]
3603 300052007 i 116 Debit 711.4% 0.00 711.48
Total transaction: 711.4% 0.00 711.48
BUR1 BURFORD HOU SE GARDENS, BURFORD, []
3598 314052007 i 15 Debit 120.00 0.00 120.00
Total transaction: 120.00 0.00 120.00
CHR1 CHRSTMAS TREE SALES, , []
3801 11/05/2007 i 135 Debit 184.97 0.00 164.97
Total transaction: 164.87 0.00 184,67
ETC1 E TC Sawmills Ltd., Elson, 5¥12 9JW [D30 30 days net]
3592 161052007 15/06/2007 100 Debit 1,057.54 0.00 1,057.54
Total tranzaction: 1,057.54 0.00 1,057.54 =
FIR1 FIREWOOD SALES, , []
3600 08/05/2007 ri 137 Debit 70.00 0.00 70.00
3599 31/05/2007 i M5 Debit 1,809.99 0.00 1,609.99
Total transaction: 1,679.99 0.00 1,679.99
GTE1 G & T Evans, Dulas Mill, 5Y16 4JD [D30 30 daysnet]
3586 23/04/2007 23/05/2007 123 Debit 791.86 0.00 791.86
Total tran=zaction: 791.88 0.00 791.86
HAS1 H ASNELL & SONS, LOWER LULHAM, HR29JJ []
3582 05/04/2007 i 170 Debit 1,478.58 0.00 1,478.58
3589 014052007 i 145 Debit 1,665.67 0.00 1,665.67
Total tranzaction: 314435 0.00 314425
HEL1 H E LANGWELL, ROCKHILL FARM, [1]
3587 03/04/2007 I 173 Debit 140.00 0.00 140.00 b
Page 1of 2

Go to Accounts receivable - Reports - Aged debtors list to print an aged
customers balance list.

Other reports:
Transactions report
Customer balance list
Customers list
Sales information
Item recipients

Reports in Accounts payable

Go to Accounts payable — Reports — Transactions to see all vendors transactions.
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@ dk - [RDS - R D STOVELL T/as RDS ROUNDWOOD]

Fle Edt Took Windows telp
+RAEEDD | l 88 83

[Krnjaa|apaonme |

RDS - RD STOVELL T/as RDS ROUNDWOOD
04/09/2009 16:34 VENDOR TRANSACTIONS Page 2

Date Inv. no. Reference Voucher Text Debit Credit Balance

Selected to print transactions for the period 01/04/2007 to 31/03/2008

AXI1 AXIS TELECOMLTD

30/06/2007 29659 PI0078 AXIS TELECOM LIMITED 185.05 185.05-
31/07/2007 29659 Plo107 AXIS TELECOM 79.84 264 89-
31/08/2007 29659 AUGI PI0135 AXIS TELECOM 64 .45 329.34- |
01/09/2007 29659 PI0152 AXIS TELECOM 98.37 427.71-
30/11/2007 2965949 PI0181 AXIS TELECOM 69.93 497 64-
17/12/2007 DD BP0241 PAYMENT 69.93 427.71-
31/12/2007 200712 PI0191 AXIS TELECOM 64.31 492.02-
21/01/2008 200711 BP0273 PAYMENT 64.31 42771-
31/01/2008 2008/01296! PI0211 AXIS TELECOM 40.68 468.39-
20/02/2008 DD BP0293 PAYMENT 40.68 427.71-
29/02/2008 FEB 08 Pl0246 AXIS TELECOM 3247 460.18-
14/03/2008 DD BP0319  PAYMENT 3247 427.71-
31/03/2008 MARO8 PI0311 AXIS TELECOM 2546 453.17-
Total transaction: 340.80 793.97 453.17-

BJD1 B & J DAVIES (BUCKNELL)

From previous period 585.15 3.801.13 3.215.98-
14/06/2007 768 BP0054 B & J Davies 3,613.13 397.15
28/08/2007 20624 PI0126 B & JDAVIES, BUCKNELL 577.52 18037-
25/10/2007 200672 BP0175 PAYMENT 577.52 397.15
Total transaction: 4,775.80 4.378.65 397.15 =l
Page 2 of 20 4
[dkemain 3 [rDS [n4/03/2003 16:35:27 4

Go to Accounts payable — Reports — Aged vendors list to print an aged vendors
balance list.

~=18(x|
o
judrnjaa|alp aonme |
RDS - R D STOVELL T/as RDS ROUNDWOOD
04/09/2000 16:28 ACCOUNTS PAYABLE AGING Page 1

Number Wendor narme Current 1-30 31-60 61-50 91-120 120 Total aged  Unbal. paym. Balance

Criteria date: 3140372008

AP A J POSTANS 0.00 0.00 000 0.00 0.00 oo o000 4,000.00 4,000.00-

ADR1 ADRIAN KRAIIEWIC 0.00 0.m 0.0o0 0.00 0.00 26000 260,00 0.00 260,00

ALE1 Alexander & Duncan Ltd 0.00 0.00 000 0.00 0.00 2972 972 000 2972

A A TELECOM LTD 26.46 0.m 0.0o0 0.00 0.00 42771 46317 0.00 46317

BJD1 B &.J DAVIES (BUCKNELL) 0.00 0.00 000 0.00 0.00 oo o000 397.15 397.15-

BCC1 B C COMPUTERS 0.00 0m 43416 0.00 0.00 oon 43416 0.00 43416

BAR1 BARCLAYCARD 886.11 74863 0.0o0 68137 0.00 0oo 158511 0.00 16888.11

BEAT BEARWOOD ASSOCIATES LTD 0.00 0.00 000 0.00 0.00 2 966 88 2.966.88 000 2966 .88

BOR1 BORDER ENGINEERING 0.00 0.m 0.0o0 0.00 0.00 0oo 0.00 483.67 483.57-

BPE1 BP EXPRESS 0.00 0.00 000 0.00 0.00 91.90 91.90 000 91.90

BRI2 BRIGHTWELLS 0.00 0m 000 0.00 0.00 23712 23712 0.00 23712

BRI BRITISH TELECOM 103.13 0.00 1258 0.00 0.00 200 "7 000 "7

BDC1 BUSINESS DEBIT CARD 0.00 0m 000 0.00 0.00 oon 000 74313 74313

ROG1 C AROGERS 0.00 0.00 000 0.00 0.00 oo o000 1,527 .50 1527.50-

CAP1 Capital One 3009.24 918.70 000 0.00 0.00 oo 392794 000 392794

CAR1 CARPENTER GOODWIN LTD 0.00 0m 2696 0.00 0.00 152750 156648 0.00 1556.48

CAS1 CASH EXPENSES 0.00 0.00 000 0.00 0.00 oo o000 16,857 .43 16 857 43-

CEN1 CEMTRAL GARAGE 0.00 0m 3500 0.00 0.00 oon 3500 0.00 3500

cLn CLIFFORD JONES TIMBER 0.00 0.00 000 0.00 0.00 oo o000 588 5.88-

CWP1 CMP INFO (METROPOLIS INT) 0.00 0.00 000 0.00 0.00 oo o000 47.00 47.00-

CONT CONCORD HYDRAULICS LTD 0.00 0.00 000 0.00 0.00 846 846 000 B8.46

ICON14 CONTRACTOR - A KRAKIEWIC 0.00 0.00 000 0.00 0.00 oo o000 260.00 260.00- _

ICON1S CONTRACTOR - D DREWY 0.00 0.m 0.00 0.00 0.00 000 0.00 950.00 960.00-

ICONDB CONTRACTOR - D MACDONALD 0.00 0.00 000 0.00 0.00 oo o000 180.00 180.00-

ZCOND4 CONTRACTOR - F Jones 0.00 0.00 000 0.00 0.00 oo o000 520.00 520.00-

ICONDS CONTRACTOR - G DALLOW 0.00 0.00 000 0.00 0.00 oo o000 600.00 600.00-

ICOND2 CONTRACTOR - J CRAMP 0.00 0.00 000 0.00 0.00 oo o000 2550.00 2550.00-

ZC0N3 CONTRACTOR - K DREWY 0.00 0.m 0.0o0 0.00 0.00 0oo 0.00 1,560.00 1,560.00-

ICONI2 CONTRACTOR - M BORKOWSKI 0.00 0.00 000 0.00 0.00 oo o000 1,750.00 1,750.00-

Zoona7 CONTRACTOR - R MORRIZ 0.00 0.m 0.0o0 0.00 0.00 0oo 0.00 2,580.80 2560.60-

70NN CONTRACTOR - R SMITH nm nm nnn nnn nnn non nnn 44050 4,405 . &

Page 10f 3 A
ckttain [ce [ros [04j03/2009 16:29:04 2

Other reports:
Vendors balance list
Payment plan
Suggested payments
Invoices
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List of vendors
Turnover list
Vendor labels

Reports in Sales

Go to Sales - Reports - Invoices list to print a list of invoices for selected period.

@ dk - [RDS - R D STOVELL T/as RDS ROUNDWOOD]

Fle Edt Tools Windows Help

+RAEEDB|w-<0|8E8=8 8
&5 Rep: voice
[Krnjaa|apaonme |
RDS - RD STOVELL T/as RDS ROUNDWOOD
04/09/2009 16:41 LISTING SALE Page 1
Inv. no. Customer name Id Date  SRDisc% Disc. amount Subtotal VAT Total
3582 HA SNELL & SONS 06/04/2007 1  0.00 0.00 1,258.37 220.21 1,478.58
3583 Treeway Fencing Co. Lid. 18/0422007 1  0.00 0.00 802.00 140.35 942.35
3584 Treeway Fencing Co. Ltd. 13/04/2007 1  0.00 0.00 770.00 134.75 904.75
3585 Treeway Fencing Co. Ltd. 24/04/2007 1  0.00 0.00 778.00 136.15 914.15
3586 G &T Evans 23/04/2007 1 0.00 0.00 673.92 117.94 791.86
3587 H E LANGWELL 03/04/2007 1  0.00 0.00 133.33 6.67 140.00
3588 KIERAN OWEN 01/05/2007 1  0.00 0.00 132.72 23.23 155.95 =
3589 H A SNELL & SONS 01/05/2007 1  0.00 0.00 1417.59 248.08 1,665.67
3590 Treeway Fencing Co. Ltd. 03/05/2007 1  0.00 0.00 718.80 125.79 844 .59
3591 Treeway Fencing Co. Ltd. 11/05/2007 1  0.00 0.00 1,604.00 280.70 1.884.70
3592 E T C Sawmills Ltd. 16/05/2007 1  0.00 0.00 900.03 157.51 1,057 54
3593 Treeway Fencing Co. Lid. 19/05/2007 1  0.00 0.00 749.60 131.18 880.78
3594 Treeway Fencing Co. Lid. 26/05/2007 1  0.00 0.00 806.40 14112 947 .52
3595 WOODWOOL 26/05/2007 1  0.00 0.00 1,731.00 302.92 2,033.92
3596 H E LANGWELL 31/05/2007 1 0.00 0.00 123.81 6.19 130.00
3597 MISCELLANEOUS 31/05/2007 1  0.00 0.00 0.00 0.00 0.00
3598 BURFORD HOUSE GARDENS 31/05/2007 1  0.00 0.00 114.29 5.71 120.00
3599 FIREWOOD SALES 31/05/2007 1  0.00 0.00 1,723.80 86.19 1,809.99
3600 FIREWOOD SALES 09/05/2007 1  0.00 0.00 66.67 3.33 70.00
3601 CHRSTMAS TREE SALES 11/05/2007 1  0.00 0.00 14040 24.57 164.97
3602 WESSEX WOODLAND MANAGEME 20/06/2007 1  0.00 0.00 2,782.50 486.94 3,269.44
3603 BROMYARD TIMBER & FENCING L 30/05/2007 1  0.00 0.00 605.52 105.97 71149
3604 Treeway Fencing Co. Lid. 07/06/2007 1  0.00 0.00 757.60 13258 890.18
3605 WESSEX WOODLAND MANAGEME 03/07/2007 1  0.00 0.00 4.012.50 702.19 471469
3606 WESSEX WOODLAND MANAGENME 03/07/2007 1  0.00 0.00 686.28 120.10 806.38 =l
Page 1of 3 4
[dkemain oF RDS [04/03/2003 16:42:08 4

Other reports:
Transaction report
Breakdown of sales on week/total
Intrastat report

Reports in Inventory

Go to Inventory - Reports - Inventory transactions to print a list of inventory
transactions for selected period and items.
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@ dk - [RD5 - R D STOYELL T/as RDS ROUNDWOOD]

Eile Edit Tools Windows Help

+PE(BEDGE|s

RN =

RDS - RD STOVELL T/as RDS ROUNDWOOD
05/09/2008 19.03 INVENTORY TRANSACTIONS

Page 2

Date Type vendorfcust Quantity  Cost price Costs Sale  Mote

Irventory transaction for period 01/04/2007 to 31/03/2008

016A 6' Stakes

12/072007  Sale BRO1 .79 0.00 280 &' Stakes
ansactions in the perlod: 24.61- 856 356
End of period balance: 24 61- 886

017A 7' Posts

01/04/2007 0.00 0.00 Opening guantity on hand
12/07/2007  Sale BRO1 18.28- 0.00 658 7' POSTS

ansactions in the period: 18.29- 658 658

End of period balance 18.28- 658

030 10'SPRUCE LOGS

n1/042007 oon n.an Dpening guantity an hand
17122007 Sale CART 18.12- 0.00 761 10 Spruce logs
17122007 Sale CaR1 1813 n.an 803 10 Spruce Ings
ansactions in the period: 37.25- 1,565 1,565
End of period balan:e 37 25 1,665

030A 10' SPRUCE LOGS

01/0472007 0.00 0.00 Opening guantity on hand
16/05/2007  Sale ETC 21.02- 0.00 904 10 Spruce logs
141242007 Sale CAR1 1812 0.00 761 10" Spruce logs
14122007 Sale CAR1 1815 0.00 803 10 Spruce logs
11/0%2008  Sale CAR1 37.25 0.00 1,865- 10" Spruce logs
ansactions in the period 21.02- 904 904
End of period balance 21.02- 904

032 10" SAWLOGS

01/04/2007 0.00 0.00 Gpening guantity on hand
11122007 Sale CAR1 18.06- 0.00 759 10" Sawlogs
ansactions in the period 18.06- 759 759 -
‘ Page Z of 6 A
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Other reports:
Items - customers
Stock status

Price list

Stock value

Aged inventory items
Item list

Items - vendors

Returns ratio list

Vendors sale

Price changes

Items without sales transactions
Inventory transaction without cost price

Reports in Projects

Go to Projects — Reports — Projects — Project — transaction list to print a list of

project transactions for selected period and projects.
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EMMAUS - Emmaus Chartered Accountants
30/03/2011 13:49 PROJECT TRANSACTIONS Page 1

Date Employee Type  Description Rate/Pno tered quantity Quantity sold Costs Amount  Ina Sp

Selected to print transactions for period 01/08/2010 to 31/10/2010

0001 Alaric Systems Customer:0001 Mitchell & Co Ltd (Alaric)

07/09/2010  Sarah Dayt.  Bookkeeping 05 7.00 6.75 105 203 11 |
13/09/2010 Sarah Dayt Bookkeeping 05 0.50 048 8 14 M |
14/09/2010  Sarah Dayt. Bookkeeping 05 6.00 578 90 73 M |
16/09/2010  Sarah Dayt Bookkeeping 05 2.00 289 45 &7 1 |
21/09/2010  Sarah Dayt.  Bookkeeping 05 7.50 723 113 217 1M |
23/09/2010 Sarah Dayt Bookkeeping 05 1.00 0.96 15 P |
24/09/2010 Sarah Dayt. Bookkeeping 05 1.50 1.45 23 44 11 | a5
28/09/2010  Sarah Dayt.  Bookkeeping 05 8.00 7.71 120 231 M |
20/09/2010 Lisa Dayt Bookkeeping 05 025 024 1 oM |
01/10/2010  Sarah Dayt Bookkeeping 05 0725 0725 4 8 |

Other reports:
Project
Project — balance list
Project — activities list
Project — YTD of work
Project - personal fund expense
Project — quotation
Project — customers/item groups
Aging of projects
Parent project — transaction list
Project — employee/rate
Projects - status on certain point
Employees
Employees — year summary for work
Employees - other departments
Supervisor list
Supervisor - totals
Supervisor list - invoices
Supervisors - invoices for project transactions
Supervisor list — projects
Supervisors - project totals
Project groups
Customers
Invoices - analysis
Departments
Invoices - price variation
Price variation
Personal fund expense
Project groups - supervisors
Parent project - balance list
Parent project - transactions list
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Information trees in dkBS

Let’s look at information trees in main tables in dkBS.
Information tree for accounts in General ledger

Go to General ledger — Chart of accounts, select an account and then press F5
menu - Information tree

¢[¥ Account information tree 1000 Sales 17.5%0 O] x|

Account information tree

= 1000 Sales 17.5%
2%

I Group [ncome statemert)]

..... 'E‘g = Subgroup [Opersting revenue]

----- ] Type [Postable]

; WAT [S51]

C-E] Totals

H_,f Sum range []

=-E] Financial statements

----- Ao Infin. =t Mo

----- Sum texd []

----- 4% Type of total [Linesum]

=-E] Details

----- 1 In detailz [ves]

----- Sum texd []

----- g8 Type of total [Linezum)

(= Reference
.75 Reference []

b Condition for ref. [Optional]

H---'EE; Transactions 2008 (Deb: 206, Cre: 60,860, Total: 60,654-)
...ﬁ Posted (Deb: 206, Cre: 60,860, Total: 60,654-)
b 1 Injournals (Deb: 0, Cre: 0, Tatal 01

F¥ Print F3 Menu E3C Exit F1 Help

To print the information tree press [F7 Print ].

Information tree for customers in Accounts receivable

Go to Accounts receivable - Customers, select a customer and then press F5
menu - Information tree
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(¥ Informations tree: Customer BRO1 BEROMYARDTT

=10l x|

Informations tree: Customer

=l fl BRO1 BROMYARD TIMBER & FENCING LTD

-5 General information

=[] Address

e Address 1 -1 STATION ROAD
e Address 2 - BROMY&RD
e Address 3 - HFDS

----- i Address 4 -

b A Mailing address - GB HRY 40T
e Phones

i1 tem recipients
1= Discount table
EEI--- Contractual prices
[—:I'_“'j Bought goods

----- ALy 38" Fencing materials [0104 - 19.3 ]

il B Stakes [0164 - 245 ]

el TPOSTS 0174 -18.3]

e AL Fireswood (per tonne) [306 - 1.0
-~ Open invoices
Ccte
- [EF Sales orders
-~ [EE] Recurring orders
----- E] BALANCE - 0.01
|'-_'|---'E'g;; Last transactions

=-E GL Journal

CUSTOMER RECEIPTS 100 002005 1 267 E4-

BROMY ARD TIMBER 25/0302005 711 .49-
BROMY ARD TIMBER 01 /05/2007 1 103.15-
i CUSTOMER RECEIPTS 260302007 307 66-

b 1 Firesvood (per tonne) [306 - 1.0 0 %)
- B Invoice: 3765 01/09/2008 862.64

- el 58" Fencing materisls (0104 - 19.3 0%
&~ Invoice: 3611 12/07/2007 1,103.19

- Invoice: 3603 30/05/2007 T11.49

F? Print F3 Menu E3C Exit

F1 Help

To print the information tree press [F7 Print ].
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Information tree for vendors in Accounts payable

Got to Accounts payable - Vendors, select a vendor and then press F5 Menu -

Information tree

{0 ¥Yendor information tree BEM1 ROBERT C BEMAND

=10l x|

Vendor information tree

= fl BEM1 ROBERT C BEMAHND
-%% General information
=[] Address
----- 1 Address 1 - HOLLCWAY COMBOMN F AR
----- L Address 2 - HAMPTON CHARLES
----- i Address 3 - TEMBURY WELLS
----- i Address 4 - WORCESTERSHIRE
----- A Mailing address - WR1S GPY
-4 Phones
----- ﬁ Phone - 01555 410335
----- g8k Phone extn. -
----- ﬁ hakile phone - 0755 5395346
----- b Fax -
5} Hotebook
| 7% totes
-2, Attached files
i contacts
1= Purchase
S Purchase orders

a---‘E‘g}; Last transactions

BN
----- To CLEAR ADWJOOE & 007 090272009 951 .03-
----- T CLEAR ADWJODE & 007 0900202009 850.70
----- T UMD ADJOOGDS 090202009 425 35

----- T UMD IMCOORECT ADJDOZ09 090202009 931 05-

----- ADJ DUPLICATE ACCOUMT BERMT & ROB1 090252009 434 75-
----- DUPLICATE &52 BEMT AMD ROBT 090202009 931 .05

H-£1 Unposted invoices

----- £ Posted invoices

F? Frint F3 Menu E3C Exit

----- T CLEAR MW 1813 PUT OM ROB1 S/BE BERM1 090272009 423 35-

F1 Help

To print the information tree press [F7 Print ].
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Information tree for items in Inventory

Go to Inventory - Items, select an item and then press F5 Menu - Information

tree

{1 Item information tree 306 Firewood {per Eonne)

ltem information tree

=101 x|

El--ﬁ 306 Firewood (per tonne)
-¥% General information

----- £k Unit code [T]

----- Bk fttem type [Service)

----- £k ftem group [4]
.‘-

ltem categories

Eangtotebook
< % Hotes

#-Z% Attached files
fj Sale
[—]ﬁ Customers that have bought
----- ,1 O &% FUELS [O%F1 - 501
----- ,1 BROMY ARD TIMBER & FEMCIMG LTD [BRCT -1.0]
----- ,1 O P &BW THOMAS [THO9 - 1.0
----- ,1 TRENOR JOMES [JOM1T -1.0]
----- ,1 MR THOMAS [THO0 -1.0]
----- ,1 BUCKMELL MURSERIES [BUC2 - 1.0
----- ,1 BOB Y ALEMTIME [BOBE1 - 10.0]
=2 Customer tems
[+-'= Purchase
- [EH] Bar code
- Warehouses
~[EF vendors
Lot
EEI---E' Discounts
[—]@ Quantity in use [10.00 ] [Components 0.00 ]
#-E] Invoice [10.00 |
----- @ Sales order [0.00 ] [Components 0.00 ]
Lo @ Guate [0.00 ] [Components 0,00 ]
a---fg;; Last transactions
- Sale
----- 310352009 Guantity: 10.00- Sales amaourt: 550.00
----- 310352009 Guantity: 10.00- Sales amaourt: 550.00
----- 2300372009 Quantity: 1.00- Sales amount: §:30.00
----- 080572009 Quantity: 1.00- Sales amount: §:30.00
----- 120272009 Quantity: 1.00- Sales amount: §:30.00
----- I 272008 Quantity: 1.00- Sales amount: G00.00
----- 27072008 Quantity: 1.00- Sales amount: G00.00
----- 26972008 Quantity: 1.00- Sales amount: 550,00
1
1
1
1

----- Q20972008 Cuantity: 1.00- Sales amount: 600,00
----- 2200172008 Guantity: 1.00- Sales amount: 200,00
----- Q6272007 Cwantity: 1.00- Sales amount: 200,00
----- 24002007 Cugantity: 1.00- Sales amount: 250,00

F! Print F3 Menu ESC Exit

F1 Help

To print the information tree press [F7 Print ].
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Working with General ledger

Let’s now look closer at General ledger.

Lol
General Ledger

M General Ledger

D Eixed, | Chart of accounts

S 1231 Inguinies
i_:j Accounts ranzactions
i_:j Tranzactions
i.:j Youchers
i.:j References
i.:j Dimenzions
i.:j Balances
=-E1 Reports
;—E Tranzaction report
;—E Woucher list
-2 Dimengions
M Purchase Orders || ] Reference tiansactions

R | ¢ . = Posted journals

D proecs | =5 Trial balance

== . /=i Chart of accounts
M General il

=== .- WAT categanes

----- WaT return report
----- Tranzfered YAT reports
F-E1 Other reports
----- 8k Registration of WAT settlement
..... Setup
-1 Financial budget
21 Bank accounts
-1 Cash Book,
[
[

ml

M Accounts Beceivable || R

D |rventory

+-21 Financial analysis
+-1 Financial statements
----- Documents and termplates
-3 Processes
=21 Setup

---EI Dimension:

T Joumal tests
[ References
Recuring journals
Accounting period
Reqistration of balances

special systems

The General ledger is the centralized location for data. Information is posted
from various journals to the individual accounts in the General ledger. The
General ledger is central to most processes in dkBS - all parts of dkBS are linked
to their general ledger accounts. In the General ledger, the ledger is set up,
which includes the chart of accounts and journals, as well as taxes (VAT),
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currencies, dimensions, and accounting periods. All of the company’s financial
activity resides in the General ledger.

Debits and credits are entered for each transaction in a journal, and the journal
entries are posted to the General ledger. All transactions are recorded in a
journal that appears in the journal table, which is accessed from the General
ledger module. Ledgers are populated by entries made in any associated journal
from a module other than the General ledger module.

Although the journals in dkBS are set up using the General ledger, only ledger
journals appear in the journal table. The entries that are made to journals in
other part of dkBS populate the associated accounts automatically. In addition,
the entries made such as sales invoices, purchase orders, and payments, also
populate the associated accounts automatically.
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Working with Accounts receivable

Let’s now look closer at Accounts receivable.

=101 x|
:
USRS Accounts Receivable

&I General Ledger

M Fiead., PO | Cuztomer payments

- =3 Inguines

----- = Tranzactions

----- =i Sales information

=3 Reportz

&5 Tranzactions report

% Customer balance list
= Aged custorners list

= Irvoices

= Customers list

2 Customer labels

= Sales information

=] Cunency balance

5 Item recipierts

----- Reconciliations

-2 Accountz receivable analysis
-7 Interest on overdue payments
-2 Staternent

g Create statement

5] Browse/print statement
- Frint statement by selection
Setup

-2 Subscrptions

[ Activities

=21 Setup

----- Custarner groups

----- Cuztomer posting groups
----- Deliverers

----- Delivery terms

----- Delivery mades

----- Callection terms

----- Payment terms

----- Payment modes

----- Job titles

----- Regiztration of opening balances
----- General settings

M General

special systems

Accounts Receivable is a subledger of the General ledger that holds base data on
customers, the money that customers owe to your company, and payment
transactions. dkBS manages the company’s relationships with these customers
by providing tools in several modules that optimize the daily aspects of your
business.

For example, the Accounts Receivable module stores customers information, such
as: Contacts, Item recipients, Credit terms, Payment schedules, Delivery modes,
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Delivery terms, Discounts, Credit limits and Budgeting. While the General Ledger
provides information regarding your company’s income and gains or losses.
Accounts Receivable shows your receivables from sales, re-sale of items for
profit, refund on returned purchases, revenues from late charges, or any other
kind of incoming revenue or profit the company may have. dkBS passes on the
relevant information from Accounts Receivable module to the General Ledger.

Accounts Receivable receives journal entries and transactions from the Sales
Order module. When you create a transaction, all of the information previously
entered appears as the default, but you can override it. dkBS matches payments
and credits against sales, finance charges and other transactions.

Understanding the accounts receivable process

Working with Accounts Receivable involves the following:

« Setting up specific information related to Accounts Receivable (because you

can select from the related tables in the Customer table)

o Creating customer accounts

o Accessing transactions

« Recording payments
Customer activity and transaction information are the foundation of Accounts
Receivable. When you enter a sale in the Sales Order module, the Accounts
Receivable module records the transaction to the customer file, and creates a
batch detailing all receivable transactions by customer. dkBS then balances the
information according
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Working with Accounts payable

Let’s now look closer at Accounts payable.

=101
SRS Accounts Payable

M General Ledger

M Eied | Reqgister invoices

= 21 Approval spstem
M Accounts Beceivable -8 Requests

R | .. Pay invaoices

1231 Inguinies
i_:j Tranzactions
i_:j Fosted invoices
i_:j Invoices on hold
i_:j Fosted payments
-2 Reports
i:-ﬁ Tranzactions report
i:-ﬁ Vendors balance hist
i:-ﬁ Aged vendorg list
=] Paymert plan
=] Cunency balance
% Suggested papments
i:-ﬁ Invoices
i:-ﬁ Lizt of wendors
i:-ﬁ Turnover ligt
i:-ﬁ Wendor labelz
----- Reconciliations
F-21 Accountz payable analyziz
=21 Setup
----- Yendor groups
----- Yendor posting groups
----- Deliverers
..... DE|iVEf_'r' terms
----- Delivery modes
..... Fayment terms
----- Payment modes
----- Job titles
----- Regiztration of opening balances
----- General zettings

ml

M nventony ||
M Purchase Orders || [

M Projects || .
M Gereral BN

special systems

Accounts Payable is a subledger of the General ledger that list money your
company owes to vendors. The Accounts Payable module stores vendor
information, such as: Contacts, Credit limits, Payment terms and plans, Delivery
terms, Delivery modes and Budgeting. dkBS tracks the amount your company
owes vendors, and when payments are due based on agreements made with each
vendor. The system keeps a record of amounts paid.
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One of the most important purposes of Accounts Payable is to organize the
detailed information on vendor accounts because the General Ledger focuses on a
different kind of account detail. While the General Ledger provides information
regarding your financial state, the Accounts Payable module provides a direct
financial focus onto your company’s activities. These financial activities can
include purchases of merchandise, materials, supplies, equipment or services.
The system passes on the relevant information from the Accounts Payable module
to the General Ledger.

Understanding the accounts payable process

Working with Accounts Payable involves the following:

o Setting up specific information related to Accounts Payable (because you

can select from the related tables in the Vendor table)

o Creating vendor accounts

o Accessing transactions

« Recording payments
As part of the process, dkBS records purchases based on information from vendor
transactions. Accounts Payable automatically receives journal endtries and
transactions from the Purchase Order module. When you create a transaction, all
of the information previously entered on the vendor account appears as default,
but you can override it.
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Working with Sales

Let’s now look closer at Sales.

0]
dk Business Solutions

M General Ledger

M Fix | Sales orders
- = Ouates
& Accounts Beceivable | S Riecuring orders

D, | - Sales journal
-3 Inguines
= Transactions
=] Unprinted invoices
=] Prirted irvoices
=] Sales order lines
=] Deliversd sales orders
=] Posted sales joumals
S Irtrastat
M Purchase Orders =& Reports
— 2 Transaction report
2 Irreoices list
2 Breakdown of sales on weektotal
2 Irbrastat Report
=231 Salesperzons
----- Salespersons
----- [nguines
----- B Sales analysis
----- Cammizsion rules
i--23 Report - Commizsion
Sales analyziz
Salez plan
Retail module

ml

P |nventory

@ Projects | .

M General

Processes

POS zpstem

Setup

Reazon codes
-E5g Flokkar

b General zettings

special systems

Selling, delivering, and invoicing products is essential to every business. dkBS's
Sales module automates this process for you. You can start with a quotation. If
your customer accepts the quotation, you convert the quotation to a sales order.
If you do not need a quotation, start with the sales order. On the basis of the
sales order, deliver the goods, and invoice the customer. You can print
quotations, order confirmations, picking lists, packing slips, and invoices.
The system does the following:

o Calculates applicable taxes and fees
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o Checks stock
o Verifies credit
o Alerts you to any obstacles

dkBS ensures that the customer gets the right price based on trade agreements,
quantity discounts, and specials. If items are out of stock, on-screen messages
offer suggestions and shipment information. You can even reallocate products
from other orders for special customers.

The Sales module gives you the necessary tools to perform tasks related to:
Quotations, Orders, Returns, Subscriptions, Confirmations, Picking lists, Packing
slips, Invoices, Credit notes, Back orders, Cash on delivery, Commissions, Sales
tax, Inquiries, Reports, Sales analysis and Sales planning. You can enter and
invoice sales orders in foreign currency. All posted transactions are transferred to
domestic currency, and hold information on the amounts in both domestic and
foreign currency.

Understanding the sales order process

When you receive an order from a customer and enter it in the system, dkBS
automatically assign the next available order number to the new order. Enter the
customer account number when you enter the order, and the system adds all
applicable information from the customer table to the order form.
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Working with Inventory

Let’s now look closer at Inventory.

10
dk Business Solutions

Inventory
M General Ledger =
M Fixe p— -1 Irwventory adjustments

----- Adjustment journals

----- Stack take

----- Fozsted inventon journals
=-E3  Inquines

=] Irventony transactions

=] Sales information

2] Items

= Senial number

=231 Reportz

] Irventony transactions

] Itemns - customers

[ Stock status

] Price list

2] Stock walue

i_.—ﬁ Aged inventony ikems

] temn list

] Items - vendors

] Petums ratio ist

2 Wendors sale

2] Price changes

[ Items without sales ransactions
i_.—ﬁ | iventory transaction without cost price
=231 Price changes

----- Frice changes wiew

----- {8 Sales price changes

----- {8 Change markup percentage
----- 8 Change margin percentage
----- 8 Exchange rate adiustments
----- {8 Change price based from vendor list price
-1 Inventory analysiz

+-£31 BOM

-1 Digcount processes

[

[

I mventory || IS

M Purc (e

Dpoets |HES
M General | HEEE

F-23 Link items to customners
F-3 Bar code management
E-£1 Setup

----- [tem groups

----- [tem categories

----- Dizcount groups

..... Units

----- Round off rules

----- [tem wendars

----- Sales posting groups
----- Purchase posting groups
----- General zethings

special systems
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Inventory management is central to dkBS’s trade series, in the same way that
General ledger is central to the financial series.

dkBS’s Inventory management manages the cost and quantities of items you buy
and sell. Whether you have a retail business with merchandise inventory or a
manufacturing company with finished good, materials and work in progress, the
system provides inventory management from two standpoints: Physical and
Financial. The system tracks inventory movement in your business and also
allows you to compute the cost of goods sold. You can use several units of
measure for purchasing, selling, stocking and pricing items. Inventory
movements are tracked with quantities and costs. As a result, you are always in
control of every aspect of your inventory.

Understanding the inventory process

Working with Inventory involves the following:

« Setting up specific information related to Inventory (because you can select

from the related tables in the item table)

o Creating items

« Accessing transactions

« Inventory adjustments (journals for movement, transfer and counting)
When a sales order comes in, the system calculates what is needed to fill the
order. First, dkBS checks the physical inventory, and automatically produces the
necessary production or purchase orders if the items are not available. Then the
system calculates statistics on sales and purchases.
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Working with Purchase orders

Let’s now look closer at Purchase orders.

dk Business Solutions

M General Ledger

M Fixed .

P |nventary

& Furchase Orders ;

M Projects B

FPurchase Orders

[tem reception
{8 Purchase order suggestions
1231 Inguinies

----- =] Intrastat
-1 Reports

-3 Purchaze manager
1 Purchasze order analysis

M General

special systems

= I‘_"| Setup
=- |='_'| General tables

----- i Misc. charges codes
----- i Reaszon codes
----- General zettings

=101 ]

= Purchase order lines

2 Sales order lines

=i Posted item reception

S Posted item reception lines
= Received purchase orders

2 Orders list
% Order catalogue
5 Status report

-EE Countries
[ Deliverars
] Delivery terms
- . Delivery modes

The Purchase Order module keeps track of the products being ordered and also
maintains the vendor information. In addition, dkBS automatically updates your
inventory and the appropriate financial accounts when you place an order and
receive and invoice purchases. Purchase orders can include both products and

services.

Working with purchase orders involves two main tasks:

1. Creating a purchase order

- Entering vendor and order information
- Entering items or services you want to purchase

2. Posting a purchase order

- Posting the purchase order to inventory or item reception

- Printing the packing slip
- Printing the receipts list
- Posting the vendor invoice
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The system does the following:

Calculates applicable taxes and fees

Updates stock values

Verifies credit

Alerts you to any obstacles

Updates the Accounts payable

Updates the General ledger

dkBS ensures that you get the right price based on trade agreements,
quantity discounts and specials

Understanding the purchase order process

Working with Purchase orders involves the following:

« Setting up specific information related to Inventory (because you can select

from the related tables in the item table)

o Creating items

o Accessing transactions

« Inventory adjustments (journals for movement, transfer and counting)
When a sales order comes in, the system calculates what is needed to fill the
order. First, dkBS checks the physical inventory, and automatically produces the
necessary production or purchase orders if the items are not available. Then the
system calculates statistics on sales and purchases.

Page 57



Working with Projects

Let’s now look closer at Projects.

dk Business Solutions

M General Ledger

I |rventory
&M Purch
" Projects

&M General

special systems

&% dkBS Main Menu

Frojects

ject
Praject

I
w
=3
cilim|
<.
=k
()

i_:j Employess

= Tranzactions

=i Supervisors

i.:j Employees totals

=i Customers

i.:j Farent projects

i.:j Fosted project journalz
= Activities

[—]EI Reports
E-21 Projects

----- i_-—ﬁ Project
----- i_-—ﬁ Project -
----- %] Project -
----- % Project -
----- % Project -
----- % Project -
----- % Project - Quotation

% Project - Customers/ltem groups
i_-—ﬁ Aging of projects

i_-—ﬁ Parent project - tranzaction list
i_-—ﬁ Project - employeedrate

% Projects - Status on certain point

balance lizt
tranzaction list
activities lizt

YTO of wark,
out-of-pocket costs

+-1 Emplopess
-1 Supervisors

Do

+-C1  Other reports

Project analpsis

IFvoice processing

----- Invoices

----- Print project detail sheets
..... Setup

Budgets

Setup

----- Project groups

----- Employess

----- Froject activities

----- Froject components
----- Fosting groups

..... Project rates

----- General settings

=101 %]
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The Project module can be used for variety of purposes. You may want to use
only part of the module, or a wide range of features. The main purpose of the
module is to keep track of time, items and financial funds used on project-
oriented assignments. The tree structure of projects, where projects can be
devided into main projects and sub-projects, enables you to control very small
tasks, as well as long-term projects for large assignments with multiple aspects of
project handling.

The main features of the Project module are:
« project structure creation, including activities and components
« forecast on hour-, cost-, revenue-, and item transactions
« registration of hour, cost, and item transactions in journals
« invoicing hour, cost and item transactions
« data presentation through reports, inquiry grids and analysis trees

The project structure

You define the project structure in dkBS. Projects are divided into sub-projects
that can be divided into more projects. A project with subordinates is referred to
as a parent, and sub-projects are referred to as children. Activities can be setup
on all project levels.

Journals

In the Projects module, several transactions are entered through journals. The
benefit of entering transactions in journals instead of posting transactions
directly, is that transactions can be checked, printed and edited before they are
actually posted. Users can enter transactions in a journal during a certain period
and at the end of the period all of the transactions can be posted (updated).

Transactions can be entered in the following journal types:
e Hour journals

e Item journals
e Cost journals
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“There is nothing more difficult to take in hand, more perilous to conduct or more

uncertain in its success than to take the lead in the introduction of a new order of
things.”

Niccolo Machiavelli
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