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Invoicing

[
Invoicing
When you open the invoicing module, it will open on this screen:
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This will show the basic overview of your accounting module.

Taking a payment in case of only balance brought over
o Goto accounting:
o Customers
o Payments
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Create payment

Payment type: Receive Money

Partner Type: Customer:

Partner: *The Customer*

Payment Amount: ** Zar

Payment Journal: CFA - ** Bank — EFT

Payment Date: The Day of remittance

Memo: Payment from Medical aid On Balance Brought over
Confirm
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Payments / New

mD!SCARD
== AT o reconcLE | cawcee

Payment Type Send Money Payment Date 01/2872021 -

D Receive Money Memo payment an balance brought aver

Internal Transfer Payment Transaction

Partner Type Customer -
Partner Figter Naude - &
Payment Amount FR300.00

Payment Jowmal FMB Bank Account (ZAR) -

Reconcile in Bank after payment journals have been made.
Reconciling in Bank

o Accounting

Overview
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o Choose bank account
o Click on RECONCILE ITEMS
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Find the Remittance

Click on filter

Type in the name of the patient
Click Magnifying Glass

Click on Journal that fits
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o And then repeat until remittance is complete and balances
o Reconcile
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Customers
Invoices

This Tab will open all the invoices that are in Draft or has been validated.
You can also CREATE a new invoice by clicking on the CREATE button

Credit Notes

This Tab will open all the credit notes that are in Draft or has been validated.
You can also CREATE a new credit note by clicking on the CREATE button

Payments

This tab will feature all the payments that have been reconciled through the Bank.
From here you can allocate a payment on an account —
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You can also take an unassigned payment like so:
o Click on CREATE

o The tick box next to RECEIVE MONEY should be ticked
o Select the Partner (Customer name)
o Amount
o Inthe MEMO line, Put the comment that it is an Unassigned payment or a deposit
o This will then not be linked to a specific invoice.

Payments / New
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Payments

Paymant Type Pyt Cate

Paatner Type

Pastnes
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HUMINT O Lite

ing Refunds:

Click on CREATE

The tick box next to SEND MONEY should be ticked
Partner Type — Should be set to customer

Select the Partner (Customer name)

Amount
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In the MEMO line, Put the comment that it is refund — You can put the reason or the invoice

number here to link the refund to a specific invoice
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Products
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This tab will take you to the products page in inventory with an automated filter on CAN BE SOLD.

Accounting

Cwersww  Comomes  Vedorm  Accoussng  Mspcring

Customers

Eale Price Cusmmer Teses

This tab will take you to the contacts page with an automated filter on CUSTOMERS.
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Bills
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This tab will open the Vendor bill that is either in Draft or has been validated. You can filter according
to the search criteria you are looking for.
Refunds
Here the Vendor Bills that have been credited, will be listed.
Refund a
IMPORT UPLOAD Y Filters ~ = Group By ~ % Favorites « 1747 £ > :: 3 H M E |m =
[0 vendor gill Date Mumber Payment Ref. Company Due Date Source Document Tax Excluded Tax Total ToPay Status
D Visien Machinery and Equipment (Pry) Lid 01/27/2021 BILL/2021/0004 CREDIT NOTE NUMBER Real Optica (Piy) Lid 012772021 BILL/2021/0003 R-86.95 R-13.04 R-100.00 R-100.00 Open
O

Payments

Here the payments made to Vendors will be listed.

Fay ot Wlgrhintl ™ s P
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Products

Here the products will be listed that are set to — CAN BE PURCHASED — in inventory.
This filter will Automatically be applied when you check the products from here.
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This tab will take you to the contacts page with an automated filter on VENDORS.
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Accounting
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Accounting Overview —— —

Jowmal Entries

Joumal tems
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Accounting Entries

Journal Entries:

View journal entries here —

] | nvoici ng Overview Customers Vendors Accounting Reporting Configuration
Journal Entries Miscellaneous Operations x | Fearch..
Import Y Filters = = GroupBy = ¥ Favorites ~
[0 Date Number Partner Reference Journal
[ 08/06/2021 STJ2021/0757 Stock Journal (ZAR)
[] 08/06/2021 STJ2021/0756 Vision Comer Cash Sales WH/OUT/00003 Stock Journal (ZAR)
[] 08i06/2021 5TJi2021/0755 Vision Comner Cash Sales WH/OUTID0002 Stock Journal (ZAR)
[ o08i06/2021 STJi2021/0754 Phillip Johnathan Venter WH/IN/O0004 Stock Journal (ZAR)

Create a Journal here —

il Entries
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Creating a journal:
Date - Choose journal date
Reference — Type in your reference for the transaction
Journal — Choose journal type
Add a Line for the Journal you want to create. Choose the debit and credit accounts.
Post and Save

Journal Items:

View your journal items here —

Overview Cuslomers  Vendors  Account Reporling  Configuration
Journal Items |Search Q
Y Filters = = Group By ~ ¥ Favorites = 1-80/1809 € > = E w &)
Analytic Analytic  Matching Due =
[ Date Journal Entry  Journal Label Reference Partner Account Account Tags Number Debit. Credit  date
[J 08/06/2021 CRD1/2021/0001 Card Payment CUSTIN/2021/0016 INV/2021/0035/35 Vision Comer 120001 Bank R 50.00 R0.00 08/0672021
(ZAR) Cash Sales
[ 08/06/2021 CRD1/2021/0001 Card Payment Customer Payment: INV/2021/0035 INV/2021/0035/35 Vision Comer 110010 Debtors Al6 R0.00 R 50.00 08/06/2021
(ZAR) Cash Sales Control Account
[] 08/06/2021 INV/2021/0035  Customer INV/2021/0035/35 Vision Comner 110010 Debtors Al6 R 50.00 R0.00 15/06/2021
Invoices (ZAR) Cash Sales Control Account
Actions:
T
Reconciliations —

All your journals that have not been reconciled will appear here.

Journal ltems to Reconcile

Journal Items to Reconcile s

Phillip Johnathan Venter = (4

g3 Phillip Johnathan Venter

110010
110010 o7/13/2021 INV/2021/0013: EX-0036 R 3,827.20
110010 o07/13/2021 INV/2021/0012 EX-0036 : INVI2021/0012/12 R 3,827 20
Filter__. a

110010 o0/07/2022 INV/2022/0075: EX-0184 : INV/2022/0076/75 R 6,310.05

110010 08/31/2022 INV/2022/0071: EX-0182 - INV/2022/0071/71 R 3,346.85

110010 08/30/2022 INV/2022/0070: EX-0181 : INV/2022/0070/70 R 430.10

110010 /25, 1N 072 i 07272 R 3,340.55

110010 08/26/2022 INV/2022/0067: EX-0171 : INV/2022/0067/67 R 1,695.30

110010 08/24/2022 INV/2022/0065: EX-0160 : INV/2022/0065/65 R 2,056.65

110010 08/23/2022 INV/2022/0064: EX-0167 : INV/2022/0064/64 R 3,438.50

110010 08/18/2022 INV/2022/0062: EX-0166 - INV/2022/0062/62 R 508115

110010 022 INV/2022/0060: EX-0162 : INV/2022/0060/60 R7,477.30

110010 2022 C5H1/2022/0011: Custorner Payment R182.80

110010 INV/2022/0054: EX-0152 : INV/2022/0054/54 R 7,555 50

110010 06/08/2022 BNK1/2022/0033: Customer Payment R 1,000.00

110010 08/30/; INV/2022/0042 : INV/2022/0042/42 R 172500

110010 08/20/2022 INV/2022/0040: EX-0134 : INV/2022/0040/40 R5,766.10

110010 0a/2a/2022 BNK1/2022/0024: Customer Payment - INV/2022/0042/42 R 1,500.00

Load mere... (2 remaining)

Tax Adjustments -

Tax Adjustments x
Reason...

Amount 0.00 Adjustment Tax ~
Adjustment Type -

Accounts Options

Debit account - Journal Miscellaneous Operations (ZAR) - &

Credit account - Date 09/06/2021 =

Create and postmove [Ree]
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Reporting
Payments

B |mvoicing
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Here you will be able to view the total Money received and sent. You will be able to custom the view
according to date/month/year etc.

Management
Invoices

Sales shown per category. View can also be customed.
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You can view the Graph or the pivot table -by changing your view at the right hand corner of the
screen.

B nvaicing
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Accounting Reports
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General Ledger

2 |nvoicing Overview Customers Vendors Accounfing Reporing ~ Configuration # Administrator ~
Invoices Analysis Payments R4 Invoiced x| Search. Q
Management
=2 & & TS YFilters = =GroupBy ~ [2Time Ranges ~ ¥ Favorites = [ETR ]
— Total Accounting reports

General Ledger
+ May 2021 4 June 2021
Journal Ledger

Trial Balance
= Total 10535 4424466 44,350.01 Open htems
+ Accessories 634.78 634.78 Aged Pariner Balance
+ Bddnne 197R 00 2276 A

Here you can pull your General Ledger. — Summary of accounts

General Ledger x
Date range = Target Moves All Posted Entries

Date From 01/01/2021 - * All Entries

Date To 09/06/2021 = Activate

centralization
Hide account ending [

balance at 0

Show foreign O
currency

Show analytic tags O

Filter accounts | Filter partners  Filter cost centers  Filter analytic tags

Receivable Accounts O Payable Accounts O
Only Only

cr Expot PDF or Export XLSX or Cancel

Date range: To create — Pulling a specific date range e.g., Financial Year

Date from: From

Date to: To

Target moves:

All posted entries — All that was posted

All Entries — Including not posted

Activate centralisation — Keep box ticked

Hide account ending balance at O — Hide all Zero balance accounts

Show foreign currencies — Only applicable when working with multiple currencies
Show analytic tags — To view analytical tags that have been posted on journals
Filter Accounts

- Receivable accounts only
- Payable accounts only



- OR Choose a specific account in the dropdown list
Filter partners

- You can choose a specific contact to view.
Filter analytic tags

-To search for specific allocated tags From

here, you can VIEW, EXPORT TO XLSX or PDF

Journal Ledger

Journal Ledger

Periods

Date range | -

End date -

Options

Move Target < All Posted Not Posted
Sort entries by Entry number

Group entries by Journal

Foreign Currency O

With Account Name O

Journals

ﬂr Export PDF  or ExportXLSX or Cancel

Date range: To create — Pulling a specific date range e.g., Financial Year
Date from: From

Date to: To

Options

Move Target: All, Posted, Not posted

Sort entries by: Entry number, date

Group entries by: Type of Journal

Foreign currencies: Only when working with multiple currencies
Account name: including the account name

Journal — To choose a specific Journal

From here, you can VIEW, EXPORT TO XLSX or PDF



Trial Balance

Trial Balance L4
Date range | = Target Moves All Posted Entries
Date To = Hide accounts at 0 -

Show Partner Details [ ]
Hierarchy On « Computed Accounis
Child Accounts

No hierarchy

Limit hierarchy levels [

Show foreign O
currency
Journal -
Filter accounts
Receivable Accounts (] Payable Accounts O
Only Only

ﬂr Export PDF or Export XLSX or Cancel

Date range: To create — Pulling a specific date range E.g. Financial Year
Date from: From

Date to: To

Journal — Choose journal type

Target moves:

All posted entries — All that was posted

All Entries — Including not posted

Hide account ending balance at O — Hide all Zero balance accounts
Show partner details

Hierarchy On - Computed accounts, Child accounts, No Hierarchy
Limit Hierarchy levels

Show foreign currencies — Only applicable when working with multiple currencies

Filter Accounts

- Receivable accounts only
- Payable accounts only

-OR Choose a specific account in the dropdown list
From here, you can VIEW, EXPORT TO XLSX or PDF

Open Accounts

Open ltems x
Date At 09/06/2021 - Target Moves All Posted Entries
= All Entries

Hide account ending

balance at 0

Show foreign (|

currency
Filter partners
Receivable Accounts  [] Payable Accounts ]
Only Only

ar Export PDF  or ExportXLSX or Cancel



Date at: Choose date
Target moves:
A
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Hide account ending balance at O — Hide all Zero
balance accounts

Show foreign currencies — Only applicable when
working with multiple currencies

Filter Partner — Choose partner account

- Receivable accounts only
- Payable accounts only
-OR

Choose a specific
account in the
dropdown list From
here, you can
VIEW, EXPORT TO
XLSX or PDF

Aged partner Balance

Aged Partner Balance

Date At 09/06/2021 - Target

Show !
Details

Filter partners

Filter accounts
Receivable Accounts O Payabl
Only Only

or Export PDF  or Export XLSX or Cancel

C
h






Filter Partner — Choose partner account

- Receivable accounts only
- Payable accounts only
-OR

Choose a specific
account in the
dropdown list From
here, you can
VIEW, EXPORT TO

XLSX or PDF

Date at:



