Basic setup and use of Psoft accounting software:

1) Installation

e Insert PSOFT CD into CD-ROM, an auto-run screen will be
displayed.

¢ Click at “Install Products”-> “Install Accounting
Softweare”’-> and continue the process.

¢ After finish installation, a shortcut icon Psoft Accounting
will be created in the desktop.

To execute the program, double click at icon “Psoft
Accounting”. “Select Company” screen will be displayed.
Then click at “Select”.

&I Select Company

Conpany Hame Directory L
|PSOFT ACCOUNTING SYSTEM [c:\rsoFTACCI\DATA

(® Original arrangement () Sort by company name  (_) Sort by directory

Save Exit

Add Edit Delete

® As it is a new folder, we have to generate data files. Click at
“OK” & then “Yes” to continue.

ST Generate Database @

Note:
In Metwork Environment,
Please make sure you are the only user to access to this option.

Data file not found, Generate it?

Generate Sample Chart

Cancel

¢ Type Password ‘“Admin” and then click “OK”

E Crter Password
PSOFT ACCOUNTING SYSTEM
User Ve T
Password O
Balny 49403/ 20186
Authorised Copy
oK Frit




® Now, the PSOFT Accounting System is ready to use.

¢ To quit the system, click at Housekeeping -> Exit -> Yes -
>Exit.

& Demo Company Corp. - PSOFT ACCOUNTING SOFTWARE

Mrebilors Hhers

General Creditonrs. Transaclione Reporis Periodic  Honsekesping

2) Company Setting

(Go to Housekeeping -> Run Setup -> General Setting,
Pagel) For example:

¢ Key in Company name and details.
E Lencral Setug &I

-a1e”  Page? Prgal Paged

Company Wams [/ Acdress

THTEERETREN RIMATHTAR AVATFHR
35 M oklle R ENZ-05

Bylards B lddirg Sicgepore 177975

b frend i T gy
Frep ma——

T=1: A7R55797  Tax: ASSRTAC
Crail: ibepllsingnet.zom.sg

Hasiress Lnlque =nsaty Mo CST Rcgiascratior Mo,

[ AR oo ame | [ AF wani= ronge Acomianling Feriod
Last AMC yeer Clos ng cae

Fram 000 From 4000

Tu =An0 Tu anne
Starhing | 'enad [ 1] \
Clasing ‘erod | -<

AR/AF Special Orotping |
This Arcoanticg yea-

01/01/2008 " 317122008

UK Cancel

e Last Accounting Year Closing Date = 31/12/2004 (This date
will affect “This Accounting Year’s Opening and Closing
Date™).

e Starting Period = 1

® Closing Period = 12

¢ Click “OK” to exit.



Print Chart Of Accounts
3) Create Chart of Account .
) (General -> Print Chart Of Accounts)
(Go to general -> General Ledger A/C Maintenance)
ﬂ File - |8 X
For example: 5 e
ACCHNO. AIC DESCRIPTION ACCOUNT TYFE S& TYPE DEPT. o
= = s
Aceount Number TG 00000 FIXED ASSETS FIXED ASSETS D
20000100 MOTOR VEHICLE JCQ 369 FIXED ASSETS D
(Y Dz CAPITAL = 2000105 ACCUM. DEPRN. - MOTOR VEHICLE (JCQ 369) FIXED ASSETS 5D D
~ 0000 FURNITURE & FITTING FISED ASSETS D
S Osa] = 200075 ACCUM DEPRH. . FURNITURE & FITTINGS FIZED ASSETS 4D D
Denartment ~ 2000300 QFFICE EQUIFMENT FIXED ASSETS D
. Group To 1000,/000 20000305 ACCUM. DEPRN. - OFFICE EQUIPMENT FIXED ASSETS AD D
Country Code 3 Account Code
Account Type N Last ear Figurs o0 300000 TRADE DEBTORS CURRENT AS3ETS F
30001801 & COMPANY CURRENT ASSETS F
Balance Sheet Accounts Incomes/Expenses Accounts 3010M00 BANK - UMBC AiC CURRENT ASSETS BKPVCE F
FE 30201000 CASH IN HAND CURRENT ASSETS PVCA F
&.CAPTTAL/RETATNED ATNINGE : 0000 STOCK CURRENT ASSETS B3 F
[ B.LONG TEERM LIABILITIES [ r.saLEs apgusTMENTS
O c.omuer LoaeniTIze E iﬁﬁ;ﬁngﬁg‘;ﬁ soLe 4000000 TRADE CREDITORS CURRENT LIABILITIES ¢}
[ p.rrxep assers [ n. sxpEwzes 4000701 X COMPANY CURRENT LIABILITIES G
[ = oruez assers [ p. TaxatION 40050000 OTHER CREDITORS CURRENT LIABILITIES G
D - COREE A D 5. EXTRA-ORDINARY INCOME/ (EXP.)
[ e.cureznt LT2BILTTIRS ] T.2PPROPRIATION ACCOUNT S000M00 SALES SALES H
P 0000 CASHSALES SALES H
I MNext ][ Bottom H Search |l Add ‘” Save ]I Delete ] [ Exit I
6000000 STOCKS AT BEGINNING OF YEAR. 03T OF 300D3 SOLD a5 1
4010000 PURCHASES ST OF (00D 30LD 1
6015000 CARRIAGE INWARDS COST OF GOODS 30LD I
. 60201000 STOCKS AT END OF YEAR COST OF G0O0DS SOLD c5 I
® Click at “Add” < 8
e Account Number = 1000/000, then Enter.
® Description (name of account) = CAPITAL, then Enter. Account Type - All types of account are classified under 2
e Special Account when necessarv. otherwise iust Enter. main categories, namely balance sheet accounts and
Income/Expenses accounts.
e Account Type = A (or select from the list below), then
“Save”. Special Account — Assigned when that account requires
certain functions eg Bank must have BK in the special
Account for computer to have Bank Recon.



4) Debtors /Creditors File Maintenance

(Go to Debtors -> Debtors File Maintenance)

** Debtors File Maintenance

Debtar No. Open [tem Debtor [ More Infa. Date
Name [ comrany |
| \
Address Gioup To
g @
Attention | | Credit Limit
Emai/Web Site Address ‘ ‘
Phone Numbers
Fhane Numbers (2) Enniter thiz for fareign currency
Fan/Telex Currency Code
Contact Currency Symbol E
Nature OFf Business |E Currency Word @
[ Mest “ Battam " Search ” Add ” Sawve ][ Delete “ Exit I

(Go to Creditors ->Creditors File Maintenance)

** Creditors File Maintenance

CredtorNo. | 4000/X01 [¥] Open ltem Creditor ] More Info. Date |12/08/2005

Name [x comeamy \
| \
Address Group To m

o001
s =
.

Terms

Attention Credit Limit

ErmailWeb Site Address ‘ ‘
Phone Numbers
Phaone Numbers (2] Enter this for fareign curency

FandTelex Currency Code @
Contact Currency Symbol | RE

Mature OF Business |E] Curency Word  |RINGETT MALAY3TA

l Hext ][ Bottom H Seach || Add || Save H Delete ” Exit l

5) Organise Batches

(Go to Transactions -> Organise Batches)

Before keying any transaction, you have to plan and organise
batches according to your own needs.

** Organise Batches

[<]

BatchNo. | Batch Type Title Fin Lock Statuz | Period | #
1 SALES - JAN'2005 1] 1
Z TURCHASE - JAN'2005 1] 1
3 EANE - JAN'Z2005 0 L
4 CASH - JAN'Z2005 0 L
5 JOURNAL - JAN'Z005 0 L
N 3 0 0

<

77—\
Cet ) Commae ] (1o ]

oClick at “Add”.

eKey in Title, Pin and Period.

OR



- ; For example:
* Generate Batch Titles
: ¢ Credit Capital = 20000
ﬁ Batch Title P A
HSALES 0
PURCHASE 0 ¢ Debit Bank = 10000
L | AR v fiod A
CAsH 0 ] .
JOURNAL ] _l L4 Deblt CaSh = 2000
1
| 1 ¢ Debit Stock = 8000
1
) M
Perind @ VWi Month  [V]WihYear  [¥]Standad | | || st Fnter Opgning Balances @
u
v
— Ao AL Descripion D Cred A
a0 | Cgonec ) [ Lok 3000/000  |TRADE DEBTIR: 0.00 0.0
3000/400 |4 COPANY 0.00 0.00
3000800 B CONPANY 0.00 0.00
Click at “Generate’ Then select Period and click “Apply”. 000jC0L o COMPANY 0.00 0.0l
3005/000 |OTEER DEBTOR 0.00 0.00
6) Enter Opening Balance 30L0/000 [BAIK - TBE /0 10000..08 0.00
3020/000 |ChSH 10 HAND 2000.00 0.00
(General -> Enter Opening Balances) W GUILLLY Lol
3040/000  [DEPOSIT ¢ PREPATVENT 0.00 0.00
® When you computerize your accounting operation for the /000 [PURCEATE ThL o Ll
very first time, you need to enter all relevant accounts, their | 00 ]
opening balances brought forward from last financial year. |hcludeZBwBa|aﬂce
Subsequently, the system will generate the opening balances Flistyhcoant o
consistently each year after running “Year End Processing”.
boamnt o ENERES




7) Transaction Entry

(Go to Transaction -> Transaction File Maintenance)

There are two methods to key in transaction: Add and Quick.

a) Quick Method:

® Double transaction entry procedure. (When you enter one
side of double entry, the system will generate the other side of

the entry automatically).

Batch Title

Batch MNo.
Woucher Seq,
Period

January
Date

10/01/2009

|SALES - 7AN'2005 |

Quick Entries

Master Account |SDUD/‘DUD . SaLl

Bill Type
Bill g2 Description to follow Account Name
“You just heed to make one entry.
The computer wil generate the other entry and update the Master Account,
Use this option
Date 1. To save time
LOVi0L /20 2 Awoid unbalance Credit & Debit
10/01/201

13/08/2005

Credit

0.00

T T

S
[geamhl Qu\ckl” sad || Edt

1 Exit

¢ All you need to do is nominate a Master Account.

For example:

® Click at “Quick”.

e Debit Debtor =

5000.00.

® Credit Sales = 5000.00. (Master Account)

b) Add method:

¢ Single transaction entry procedure. (When you enter a debit
entry, you have to add credit entry (or vice-versa) to complete
the double entry concept).

For example:

=* Transactions File Maintenance

Batch Title ‘SALES - JAN'2005 12/08/2005
Batch No. 1 | 6|
Youcher Seq 2
Period 1 E‘
January 2005 BANK - UMBC A/C
Date A/C Mo, Ref. No. Desp. Dehit Credit
[ Autg
10102005 4 |=[ev ooor |am = 0.00 0.00
I =
Date A/C Mo, Ref. Mo, A/ Description Diebit Credit -~
10/01/2005[3050/000 TV 0001 TELEFHONE 100000 0.00
1040172005 (90707000 PV 0001 WATER & ELECTRICITY 500.00 0.00
»1o0/01/2005|3000/000 PV 0001 BANK - UMBC 4/C 0.00 1500.00




® Click at “Add”. For example:

® Debit Telephone = 1000.00 (click “Save”). ® Click at “Add”.
¢ Debit Water & Electricity = 500.00 (click “Save”). ¢ Key in three stock account numbers into respective column.
¢ Credit Bank = 1500.00 (click “Save” Then “Accept”). ® Opening Stock = 8000.

® Closing Stock (Jan) = 10000.
8) Maintain Stock Value

(General -> Maintain Stock Values) 9) View Financial Report
There are 3 different stock accounts have to be maintained: a) Reports -> Trial Balance
a) Stock (BS)
b) Opening Stock (OS) RIAL BALANCE - FOR THE MONTH OF JANUARY 2003
¢) Closing Stock (CS)
EVIES CORPORATICN BERHAD TAGE: ]
TEARTODATE MONTH-TO-DATE
— froa — e e T | D DERIT CREDIT DERIT CRDT
» 1 3030/000 &000,/000 &020,/000
B cammi 210000
0000 TRADE DEBTORS S0 50
1000 BANE-TMAC AT 5000 il
] = S0 CASH IV EAND 2000
Em—— 2390, 90 A0 STOK ALl
Closing Stock s Monih End S0 SALES 5100 51000
o an L0000 00 [ NI e 7000 WATER & ELECTRICITY 00 a0
el 0.00| 2005 Aug. 0.00 2006 Feb. 0.00
2005 Mar, 0.00| 2005Sep 0.00| 2006 Mar 0.00 90000 TELERRONE l,UUU‘UU l,UUU‘UU
2005 Apr. 0.00] 2005 0ct 0.00| 2006 Apr, 0.00
2005 . 9.00| 2005 Noy 2.00| 2008 May 0.00 TOTAL 5000 250000 G500 £3000
2005 Jun. 0.00| 2005Dec 0.00| 2006 Jun 0.00
8dd ) [ pelete | [ Eim ][ Est




b) Reports ->Profit & Loss Account

TRADTNG KD FROFIT & L5 ACCOMIT
DIMOLEMS- 31 OLRmS

BFAGE:1
TANURAT
TEAR-TCLDATE WOHTH-TO-DATE
(AN (B}
AIFS
SATES 3nm.m 5moon
I0STOF GOODSS0LD
STCXCES AT BBGINING OF YEAR. 2,000.0 £.00000
ETCCES AT BHDOF VEAR 1 10.000.00 3 10,0000 )
[ a0m.m J 2000 |1
JACE5 PROFITALOSR) J0m.m 7.m000
DEPEMZES
WATER & ELECTRICTTY Sm.o0 000
TELEFHONE 1000.0 1,00000
1,500.00 1,000
{ET ERCFTTALOSS) 5,500.00 L300
¢) Reports ->View Ledger
SALES
310152005
PAGE:1
ILCCOUNT MO, : 5000/00
DATE BATCH REF. DESCRIPTION DERIT CREDIT BALANCE
BALANCEBRF 0.0
L0Mm1f2005 1 INV 0001 & COMPANY 500000 -5,000.00

oon 5,000.00 -5,000.00

d) Reports ->Balance Sheet

CURRENT ASSETS

TRADEDEBTORS
BANK - UMBC AC
CASHIN HAND
STOCK

NET CURRENT ASSETS

FINANCED BY
CAPITAL

CAPITAL
RETAINED EARNING

BALANCE SHEET
A5 AT 310152005

PAGE:1

310112005 3262004

(RM ) (RM )
5,00000 000
830000 10,000.00
200000 2,000.00
10,00000 ,000.00
25,500.00 20,000.00
25,50000 20,000.00
23,500.00 20,000.00
20,000.00 20,0000
5,50000 000
25,500.00 20,000.00




10) Modification Of Tansactions

a) Edit Transaction

(Go to Transaction -> Print Batch Of Transaction)

** Transariions File Maintenance

Batch Tille - JAN'Zo05 14/08/2005
Batch Mo, 1 1
Woucher Seq. 1
Period 1=
January 2005 A COMPANY
Date A/C Mo, Ref. No. Desp. Debit Credit
10/01/2005|3000/401 |[W]|IN¥ 0001 |SALES ) 8000.00 0.00
=
Bill Type: 1
Bill Age o
Date AJCNo Fef No. A/C Description Debit Credit ~
W10/01/2005 (2000201 INV 0001 [A company £000. 00 0.00
10/01/2005|5000,/000 INV 000l |SALEE 000 £000.00
-
5.000.00 £.000.00
Save Cancel Esit

b) Delete Transaction
(Go to Transaction -> Print Batch Of Transaction)

iy =N
EdlsaTiog ZRLE NN 2065 Er: Date FHAILLE T
Ltz e A
Yauches Jec .
Fariod B s MACO
Mt AT MG Rl M. Cascripion Coubil Gredil
3170142005 3000701 |— L2316 SLES 1070000 0.00
EdTyoe | I FlAZe
ax voe | EaT Confirm to czlete
My surn? o
D Ho
[ Trasackion Remer<s
Mo, Catx ARZ e Red. Mo AT Descriptics Debd Credit -
W T|2ID200E s000:R201[123456 AN D0 12,700.00 0.00
2211012008 5000, 000|123458 SALEE 0.00 12,200.00
321012008 L0500 0| 12346 SALES TN 0.00 700.00
-
2 Append Tian | & Edil 2 wserll Q4. Delele ) Kaodify T-ansadion SIS 10,762 20
| Tapn Fray M=d Moo | Search ik A TAE el Canrel -

For example:

e Double click the transaction.

¢ Click “Edit”.

® Click “Save”.

e Select batch 1(SALES), then click “OK”.

¢ Change the figure from 5000.00 to 8000.00.

For Example:

® Select batch 1(SALES), then click “OK”.

® Double click to highlight the transaction.

o At Transaction -> Transaction File Maintenance screen,

click the Delete button for each debit and credit side, then

confirm Delete and then “Save” and “Accept”.



11) Backup and Restore

a) Backup

(Go to Periodic -> Backup)

Backup = Copy data from the system to thumb drive F:

E Backup Datz

BACKUP

Cautions !
I netwionk moviiommenl, make sue yon ans the onky nsa
user to access to this option

Baizkup T

Backup Csta
From

Darz Dircctory 2 RSOFT AT DR TAY

Cackup

For example:

o Insert &thumb drive F:

¢ Click Backup. ® Click OK to backup data to drive F.

o After completed, click OK, and then Continue.

10

b) Restore
(Go to Periodic -> Restore)
Restore = Copy data from thumb drive F to the

System.
- Restor= Lizta

RESTORE

In netwark environment, make sure you are the anly user
user 4o ACcess o this option

Itzglore | rom
Sokup D
o

“1AtA Nire oy

A PANFTAMTIS\ TR TR

Type RECTOR™ ||

For example:

¢ Insert a thumb drive F:e Click “RESTORE”, then type
RESTORE, and press ENTER

¢ Click “Yes” to restore data from drive F. e After completed,

click “OK,” then Continue.




12) Lock and Unlock Batches

Batch Tile  [SALES = JAN'2005 T4408/2005
Batch Mo, =1 1]
a) Lock A Batch et L
_— Ferind =]
Jaruary 200 A COMPANY
Date A0 N, Fef. Mo. Desp. Drebit Credit

|10/01/2005[3000/801 [~ |mov o001 [sazEs = 5000.00 0.00|
** Organise Batches @ L Message

P Bil Type: This bansaction has beer lack
Batch Mo Batch Type Tie Fin ( Lack Stalus‘) Perind  # Bil ge [o]

K 1 SALES - JAN'2005 0 L 1
2 PURCHASE - JAN'2005 0 1

3 BANE - JAN'Z00% 0 L 1 Dale A/C Ho, Fef. No. A/C Description Debit Credit -~

b was 1 D e R

5 JOURNAL - JAN'Z005 0 1

[ 500000 500000 =

[ mew J[ Botom || Seach || muek || aas || Ea | Esi

v
b) Unlock A Batch
[ tat [ Gonerte ] [ Lo | Go to Transacetion -> organize batches
(Transactions -> Organise Batches) click Batch Lock Status & Pin No. Highlight batch 1 and

erase the L.Trans and L.Status, then click “Exit”.

For example:

A . . . Batch Mo Title Total Debit Total Credit  Mo.of tr. L. Trang L. Statu Pin &
¢ Go to Transactions ->Organise Batches, highlight batch1, | ifsais - aanzons soo0.00]  swon.oof 2 4L o
. < ,s Z|PURCHASE - JAN'2Z005 0.00 0.00 a a
click LOCk, then “OK”. 3[BanK - AN 2005 1500.00) 1s00.00] 3 E
4|CASH - JAN'2005 0.00 0.00 1} 1}
5|JOURNAL - JAN'zO05 0.00 a.00 a a
® You will notice there is an L appears in “lock status”
column. (This means batch 1 was locked and no more
transaction or modification is allowed in batchl.)
¢ Try to access to any transaction in Batch 1, which was a
been locked, you will get this response.

11



13) Month End Processing

(Go to Periodic -> Close Month Account)

After month end process: all batches containing
transactions in period 1 will be locked; adding new
transaction is also not allowed, neither to the above
mentioned batches nor to period 1. You can only add new
transactions into batches which are not locked and in period
2 ~ 18. Month end process is designed mainly for security
purpose, it is not necessary to run month end if you do not
want to lock the batches of the month.

For example:

¢ Go to Periodic ->Close Month Account

e Key in Admin as password and click at OK, Yes, OK.

0 Munth Evd Procsssin: S

Month End Processing

Cautions!
In network environment, make sure you are the only user
naeT ko aceess oo this option

Uerzod = 1
Hunglh  : JRNTART 2022
K = 1. A1l nenches will b Tacked

?. W more transassion i9 allewed for perind |

=18 canor

12

Undo Month End Process

® Go to Transaction -> Organise Batches

¢ Click at Change Batch Lock Status & Pin No and change
the lock status.

® Go back to Housekeeping -> change Period Allowed &
select from 2 ~ 18 to 1 ~ 18.

¢ Click at “Apply” and “Exit”.



14) Distribute Last Year Aging

(Debtor ->Distribute Last Year Aging)

¢ Distribute debtor’s opening balance into its correct

period/month.

v« Distribute Last Year Aging
——

30007401 A COMPANY 8000, 00

[inchide 0 Balance

&40 Mo, Name Opering Balance A Period Aging

2 0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

5000, 00

3000. 00
0.00

M = S o oo o~ oo = o

1 ¢= Starting Period

For example:

¢ Click at the field of period 11, then enter amount S$
3000.00 and period 10, enter amount S$ 5000.00

¢ Click “Exit”.

13

15) Dividend & Taxation
Account

(General ->General Ledger A/C Maintenance)

You have to add relevant account numbers, add a batch title
and add in transactions.

e Add 4 new accounts:

Acc. No DescriptionAccount T
4010/000 Proposed Dividend
4020/000 Provision for taxation
8030/000 Dividend

8050/000 Taxation

vHQ QS
(¢}

® Go to Transaction -> Organise Batches

e Add a new batch: General Journal — Dec;

e Go to Transactions -> Transactions File Maintenance, add the
following transaction.

Date Debit (S$) Credit (S$) | AMOUNS

$3$
31/12 Dividend Proposed 2100.00
Dividend
31/12 Taxation Provision For 6000.00
Taxation




16) Year End Processing (Transaction Involving

Period 13)

(Go to Periodic -> Year End Processing)

Make sure you have completed the following procedure before
performing year-end processing:

Gar End Process@ ‘

Caution !

In network environment, please make sure you are
the only user to access to this option.

For pear ending 31 December 2005
Make sure that pou have

* Printed all repoits

* Copy all data files into another sub-directary

All transactions for this year will be removed ‘

The program will cloge the account at period Erter Password wwﬁ

e Update all the stock values

e All reports are printed

® Back up all data files

e Complete transactions up to period 12

¢ There are Retained Earning Accounts with PA & PB.

14

After performing year-end processing, the following will take
place:

e All transactions from period 1 to 12 will be removed

¢ The system will update all balances brought forward

® Accumulated profit will be transferred to Retained Earning
Account

¢ Transactions for period 13~18 will be brought forward to
period 1~6 of the new accounting year



Advance

1) Maintain Project Title / Multi Department

eUse project code to handle departmental account, view and
print reports for individual department, consolidate them and

generate a consolidated report.

a) Tick With Project Code Rename ‘PROJECT’ To

DEPT.

Housekeeping -> Run Setup -> General Setting, Page 2:

Paged

| Corrency nsed |

Currency Symbol | sep

Currency Word 5'"PORE DOLLRRS
Second Unit CENTS

[T Rate respective to 1 dollar local

[3] With Tax
. With Project Codg [ wWith Job Code

[ Clear AMC after transaction save

[¥]Warning on Repeated Reference

[ With Transactions Term for AR/AP

[] Allow edit Ref/ Desp after batch being locked

[ Skip Knock-off During Transaction Entry

[¥] With Systermm Date/Time

[C1wWith Post-Dated Cheque

[ With Secondary AMC for Quick Entry

[] with Debtorsi/Creditors Consolidation for Statement

Original G571

Sales Tax Perc

Transaction de:

[] with Print On
[ With Text Inpt
Use Mew Kni
[C] Post GainiLo

Anto Posti

[ wwith Auto Bat
[ wWith Auto Pos
[ with Bill Matc
[¥] With Voucher
[ with Posting
[] with Editing «
[ With Drefaulti

b) Maintain Project Titles

go to ->General -> Maintain Project Titles:

A

** Maintain Project Titles

Code Title: Pord Completed  Contract Sum | 4
MELE |ELECTRICAL P D 0.00
IR |FURNTTIRE \ r [ 0.00
TEL |TELECOMMUNICATION N r [ 0.00

~

hd

Clear Completed |

¢) Transactions

(Transactions -> Transactions File Maintenance)

Debit Credit S$ DEPT
A Company Sales 100 |CELE )
B Company Sales 200 FUR
C Company Sales 300 TEL

15



** Transactions File Maintenance

Eval

BaichTile  [Sales | 15/08/2005
Batch MNo. 1 I 2|
“oucher Seq. 1
Period 1 |
January 2005 SALES
Date /0 No FRef. Mo. Desp. Dt Credit
01/01/2005| 50004000 |~ [18v 0001 & coMPaNY =] oo 10.00
[ ELECTRICAL| DEPT D
Date A No, Ref. No. A/ Description Debit Credit ~
0L/01/Z005 (20007401 INV 0001 A COMPANT 10,00 0.00
M01/01/2005|5000/000 INV 000l SALES a_0o0 1000
3
10.00 10,00
[ seach [CQuick [ aod || Edt | Est

d) Maintain Stock Value

(General -> Maintain Stock Value)

Project

Opening
Stock (S$)

Closing
Stock (S$)

ELE

100

200

FUR

300

400

TEL

500

600

16

** Maintain Stock Values

Code Project Job BS AT 05 A/ 5 a0 ~

M 1|ELE 30304000 &000/000 &020,/000

Z|FUR 3030/000 60007000 60207000

3|TEL 30304000 &000,/000 &020,/000
A

Claging Stock at Manth End
2005 Jan. 200.00] 2005 Jul. 0.00] 2006.Jan. 0.00
2005 Feh 0.00] 2005 Aug. 0.00] 2005 Feb. 0.00
2005 Mar. 0.00| 2005 Sep. 0.00] 2006 Mar. 0.00
2005 Apr. 0.00] 20050ct 0.00] 2008 Apr. 0.00
2005 May 0.00] 2005 Mav. 0.00] 2006 May. 0.00
2005 .Jun. 0.00| 2005 Dec. 0.00| 2008.Jun. 0.00
Add ] [ Delete ] [ Print ] [ Exit

e) View/Print Report

® Go to Report ->Profit & Loss Account
¢ Enter Period 1

e Select Project Code ELE

¢ Click “OK”

® Click “Preview”



TRADING AND PROFIT & LOSS ACCOUNT
010172005 - 310152005
DEFT :ELE ELECTRICAL
PAGE:1

JANUARY

YEAR-TO-DATE MONTH-TO-DATE
{RM) (RM)

ALE3

SALES no 1000
OST OF GOODSE S0LD

STOCKS AT BEGINNING OF VEAR. 100,00 100.00

STOCKS AT END OF VEAR ! 20000 ) ! 0000 )

t 10000 } ! 100.00 )

ROSS PROFITALOSS) 11000 110.00
ET PROFITALOSS) 11000 110.00

v Follow the above steps to view project FUR and TEL
reports.

2) Construct Consolidated Account

¢ In order to view a profit & loss Account of all 3 departments
in columnar format, you have to generate each department a
Profit And Loss database file (PAL), then send to consolidate
account.

e Report -> Profit & Loss Account

e Select period 1

17

e Select the first department ELE

¢ Click “OK”

¢ In the simplified menu of Trading And Profit & Loss

Account, click at ‘-> DDbf file”

e At Company Short Name, type your

department name

ELECTRICAL, this name will appear in the consolidated

account as department’s name.

¢ At Output File Name, type PALO1 (
number one)

¢ Click OK

as the temporary file

TRADING AND PROFIT & LOSS ACCOUNT

01/01/2005 - 3170172005
LEPT : ELE

THIZ YEAR THI% MONTH

SALES

Sg_

COST OF (&) This Year

() This Month
aT
T Company Short Mame ELECTRICAIJ 1
Output File Mamme PALOL
1
GROSS PRI
NET PROFIT/(LOSS) 1l0.00 1lo.00 -
Frinter ] [ Prewiew ] [ <> Dibf file ] [ -» Ewxcel




¥ Follow the above steps to generate PAL0O2 (FUR) and e s s e
PALO3 (TEL). m——
To View Consolidated Account “: :":m co - S o
¢ Go to Report -> More Report(1) -> Consolidated Account gt A— mn awe  mmm
e Select option 1. Profit & Loss e T T T
¢ At How Many Departments, key in 3 e im o e im o am
* Click OK e = m m m
¢ Click Preview T am_ um_ wm_ am
Consolidated Account

() 1. Profit & Loss

() 2 Balance Sheet

() 3. Print & Group

Option 1 will conzolidate the following .dbf file
PALOL PALOZ PALO3 PALO4 ..., PAL1S PALZD

Option 2 will conzolidate the fallowing - dbf file
E501 B30z B303 BsOo4 ..., B3l9 Biz0

3) Bank Reconciliation Statement

Option 3 will conzolidate the following .dbf file
GEOUPOL GROUPOZ GROURDS GROUPO4 ..... GROUF1S GROUPZ0

(Report -> More Report (1) ->Bank Reconciliation Statement)

How Many Department 3

Click at “Accept” and you shall notice that the screen displays
unmarked items only.
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e If you want to redo the reconciliation (marking) all over
again, you may click at this Mark Only to take away the “tick”
sign, the screen will show both marked and unmarked

transaction items.

** Bank Rec ** Bank Recan ion Staten
8 ?:Sl :DCDW:N’!Q :ear Pansact‘om ES‘B{IE;:E;‘ pload File () Last Accounting Year Trahsactions [ Generate Upload File
' ASEEMTAING TRA {ransaions L Markng (%) This Accounting Year Trahsactions [ Auto Matking
Period From 1
Period Fram 1=
Period To e
Acoount No. solo/o00 [ [Bamk - mBC A/C T 1™
Agoount o s010/000 | &) [BaNK - wmBC AsC
Date RefMo.1 RefNo.2 Drezcription Debit Credit M.~
M10/01/2005 PV 0001 SALARIES 0.00 z530.00[7]
10/01/20050F 0001 4 COMPANY 10.00 0.00[]
farks Only [ Browse Cheque Mo. [ Browse 2nd Desp. Print Start From Bank Statement ¥
[ Frint ” Acoept ” Exit [ Browse Cheque No, [1Browse 2nd Desp tint Start From Bank Statement
l Frint ” Accept ][ E it

** Bank Rec

* Bank Reconciliation Statement

() Last Accounting Year Transactions [ Generate Upload File . . .
(%) This Accounting Year Transactions [ &uta Marking |2 s aaaultag e TrErastione L Gensrate Upload Fils
(® This Accounling Year Transactions [ &t Marking
Par!od From Period From
Period To 1 IE] Period To 1 IE
Account Mo 3010/000 [ [Bark - vEC avsc | Account No. a010,000 =] [Bame - tmEC avc
Date Ref.No.1 FefMNo.2 Description Diebit Credit M. Date RelMa.1 RefNo.2 Description Debit Credit M.~
¥10/01/72005F% 0001 SALARTES 0.00 2580.00[] »10/01/20050F 0001 A COMPANY 10.00 o.o00[]
10/01/2005/0R 0001 4 COMPANY 10.00 0.00[ ]
e L -
V.o _ x
( Mark Ol [ Browss Cheque Mo ] Browse 2nd Desp Print Start From Bank Statemert Mark Only [] Browse Cheque No [ Erowse 2nd Desp. Frint Start From Bank Statement
Prirt | Esit
~ 4
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