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Building the Customer Database

=L
o ) Organising Customer Accounts For example, you may want to organise your custome

& vour customer accountsare the driving force behind Z\chuntﬁ alphztabetlcallytr(])r by gteographlcal r?glon. A(‘j
‘® the Sales Ledger. ird option is to group the customer accounts accor

oy . . to the type of services or products sold to them.
»= These are the documents which record the trading

'5’ details — address, credit terms, sales history — for eackoy can assign short reference names to each custor
=2 of your customers. Invoices, credit notes, receipts or account which can be used to sort reports or screen
== refunds are then entered against each account whichV'€Ws I alphabetic order.

¥ automatically increase or decrease the balance to ~ Before you start adding the customer accounts, you r
== provide a constantly updated record of what you are Want to devise a simple indexing system which will
1= owed and who has paid. help you group and retrieve information quickly and

“2 This chapter looks at how you create easily.
- ; It also looks at how you create your own
<2 in which to organise and group A point of order...

“/= the individual accounts in a logical and meaningful Customer category and account referende
+w fashion. These categories enable you to locate names are sorted into numeric then alphga-
~a customers more easily from the database. betic order both on the screen and on the relevan{
 You can create up to 30 customer categories — and | CuStomer reports. Therefore, if you want to organse
<w each category can hold up to 100 separate customer information ot'her than alphabet'lcally, you can prefix
"7 accounts — so you can arrange the customer databasgach name with a number - as illustrated in the exar
¥ to suit your own particular needs. ple on the
o
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Building the Customer Database
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Organising Customer Accounts
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Building the Customer Database

=L
¥z ] Creating a Customer Category

- Having decided how to organise your customers, you are ready to enter the categories in which the custon
“2 accounts are stored. Create a customer category like this...

)
? Sﬁd'm ﬂ Double click the Sales Ledger icon to open it.
;5 _ _ _ Lol L Lty _ __ _
Y ] Sales Ledger TR
e
=
- New Customer Category
o ] Enter name of the new customer
- category :
, | HewCategery [0
‘-.iﬂ‘ b

4= In the bottom left corner of the Sales
S Ledger window, click the New Category
«w button to display this dialogue...

|Enntrn|:l5—l|:||:al |

L = | Sales Ledger T o
= Type a suitable name then click OK to add the new &
_3 customer category to the Sales Ledger window... ﬁ

_ , Contracts = Loss]
™ Notice that once you have created a customer category, an icon representing

:ﬂ it appears in the Sales Ledger window. Bear in mind that you do not need to

i enter all the customer categories in one go. New Category [0] =
L
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g Building the Customer Database
.i#% Customer categories (continued)

S 3

- Re-naming a customer category Deleting a customer category

=3 If you want to change the name of an You are also able to delete a customer
) existing customer category category provided that any customers it

) — for example, ' ' contains have been transferred to other categories c
n| Undo %2 | to change the deleted — turn to the to find out

B . prder inwhich  rraer——— how this is_done. Once empty, select the unwanted
=2 copy - It appears on category’s icon then choose Delete Item from the Ec
: Paste .11 | reports (and on the screen) then[ menu to remove it.

| Clear click the relevant category icon

- and choose Change Item from

. select All %@ | the Edit menu. You can re-name

x} Find #F | the customer category from thjs

| dialogue box...

| Delete Ilem XK

=

-

: Change Customer Category Viewing customer categories
S Oid Name : EC Contracts Existing customer categories can be viewec
? Nal Name |Ennmm “tq l as icons as shown on the

& ... or they can be viewed as a list by choosing the|B
,‘" Name option from the View menu.
e

lﬂ Chapter 7 - 5



g Building the Customer Database
iz ] Creating a Customer Account

- Having created one or more customer categories, you can now create the actual customer accounts. To d
-
L

o [ i Soles Ledger B =
Lo it
- % e i
| ETPREENT  Confracis = Local Confracts = Obher  Contracks = UK
> ® &
e
| FrEa €T Resaies ~Loou [ Coniracts _If s h
- Fiw Categery | |0) =
= Double click the
~ = category into which
«:= the new customer is
- 10 be added I s Mew Customer Detolls B H |
b | m'u'llc‘,:usl:ﬂ'rm' |-;_.‘ P i
ot i'_ Name: o Pousoin |
& ... then click the New Customer |Magezin mensissance et Cie | ,M" catounier
1 i)huettggt;n ;hre \l/)vti)rt]té)g?lvleft corner of Address: [15 rue JHonnour
o gory ' Honlparnasse [46 52 56 75
I4a Faris
? The top part of the window is where [France
,.'il"
you record the customer’s business Contact: [Georges Aubisson | [45 52 56 V&

o details, enter them as described
T

L

S —
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L
-i% Customer Business Details
B
-
+a Name: Enter the customer’s
full business name.
=3

23

Building the Customer Database

™ Address: Type the customer’s
=4 business address in the four lines
+a, provided.

S

= Contact: If applicable, enter the
<= name of the person to contact.

:E T Mew Customer Detalls T -;I'
i T i |
Name: N il
HMagazin Reneissance el Cle | W@M
Address: |15 rug d'Honnewr &
[Fontparnasse [46 52 56 75 ]
I4a Paris
|France mﬁ
Eontact: [Geprges Aubisson | 45 52 56 V& |

gt=

dadudi

-

i

L

Use this box to enter the
customer’s fax number.

This is where you enter the
customer’s telephone number.
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g Building the Customer Database
-"#% Customer VAT Details

& \When accounting for goods or services sold to other member states of the European Community (EC), yot
“= provide the following VAT information...

':‘_3 * On VAT Returns, the total net value of sales to other EC member states.

__3 * An EC sales list which itemises the value of goods sold to each customer based in another EC member
» together with each customer’s VAT details. These VAT details, in turn, comprise the customer’s country

':5 and VAT registration number.
~a,  Youare also required to indicate, EEETT T Mew Customer Details —Eu
’ where applicable, if you are Naffe:
- returning goods aﬂgr ProCessing; || rfizaezin Renatesance ot Cie | ?ﬁsﬂkem
- or if you are part of intra-EC
- triangulation chain (where you act| Address: |15 rue d'Honneur =
o as an intermediary in supplying Montparnasse |45 52 56 75 |
¥ goods to a customer in another El 14e Paris
= member state which are directly Fronce
=1 dispatched from a third member || Contact: [G2arges aubisson | 455256 76
“*®  state). i
) . . . W] [ags&alza = | O In.uulr.lw in Prucess:_lllnrl-:
"™ . 0On each invoice, the customer’s OTriangular Transactions |
" country identifier and VAT
e registration number.

“ In Bottom Line, the above information is generated for you according to the country identifier that you use t
¥ brefix the customer’s VAT registration number as described onche

"-lj Chapter 7 - 8
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‘; VAT No: The country identifier is
preset to GB - leave this prefix when

~=4 setting up an account for a customer

“== based in the UK. For a country outside

=% the EC, select the blank option from

Zm, the pop-up menu.

& |f the customer is based in another EC

~=, member state, use the pop-up menu to

iy select the correct country identifier - for

o example, FR for France; ES for Spain.
If you are uncertain which prefix to

= use, refer to your VAT booklet for

~= further assistance.

:-_! Customer VAT Details (continued)

Building the Customer Database

Marme:

. Mew Customer Details |

|Hugbzll‘l Ranaissance &l Cig

e -
Y
o
| el
__-"

Address:

.:‘:"‘h

15 rue dHonneur

Monlparmnasss

|45 52 56 75 |

14e Paris

France

Contact: |Ee-:|rge3 Aubissan

| 455256 76

UAT No: [FR |[+][z0385128 6

= Transactions posted to customers with

«a» EC sales lists and invoices.

d

registration number.

gedd

Involved in Process Work:

g

L

Having set the country identifier, enter the customer’s VAT

If the customer is based in another EC
member state, click here if you are processing goods for that customer.

= prefixes other than GB or blank will be treated as EC sales
== and recorded in the appropriate manner on VAT Returns,

Inualved in Process Wark
Triangular Transactions

Triangular Transactions:

If the customer is based in
another EC member state,
click here if you are acting
as an intermediary supplier
of goods which will be
dispatched directly from a
third member state.
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g Building the Customer Database

% Customer Terms HEL | New Customer Details | !
= The next entry Payment N . e s if
3 Terms — allows you 1o Specify || Hear Custowiern
’ ) . Magazin Renat et Ci i S s
“3 the number of days in which lﬂam enaissance et Cie l o
3 you expect the customer to RAddress: (15 rue dHonneur E
== pay for the supplies or services Mentparnasse |46 52 56 75 |
== received. You may insist on | di Paris
& payment at the point of sale or France
== allow the customer to pay Contact: |Georges Aubisson | [46 52 56 76
2=, amounts owing within an )
4 agreed period. uar No: [FR [ ][e9365128 6 | E:n_llnlllelﬂ m' chesﬁ Wik
. . rianguiar fransacons
3 Whenever you post an invoice J
= to this account, Bottom Line Terms
.-= uses the specified number of Fayment Terms: days Credit Limit;: | S000.00]
== days credit to calculate when Early Seltlement Disgount: % ...if paid within[_14] doys
== Payment is due after the [
= invoice date. Any invoices
+= femaining unpaid beyond the L : .
-~ time period specified are Payment Terms: Enter the Credit Limit: Use this option to control
™ Jeemed overdue on the Aged number of days that you will allow  the amount of credit extended to this
n 9 for payment of invoices, starting customer. When entering invoices,

o Debtors report and statement. from zero for immediate payment.  Bottom Line warns you if the customer’s
= o credit limit is being exceeded. If unlimited
i for other entries credit is allowed, leave this entry as zero.

"-ﬂ Chapter 7 - 10




g Building the Customer Database
.i% Customer Terms (continued)

-‘& |n addition to normal credit
3 facilities, you can specify an —
=% Early Settlement Discount Name: Py P

& This is a special arrangement [Magazin Renaissance et Cie | H?fa«*&aﬁm

=4 which allows the customer to

=] | New Customer Details | T

-
4#

= deduct a specified percentage || Rddress: |15 rue d'Honneur =
from the invoiced amount in Moniparnasse |46 52 56 75 |

~=, €xchange for early payment. | 4 Paris

/= Having entered the Early France _

.= Settlement details, Bottom Line || tontact: |Georges Aubissen | |46 52 56 76

<=, calculates the discount allowed 1 involved in Process Work

UAT No: [FR || v ||B9365128 6 |

=, for each invoice raised against O Triangular Transactions

.=, this customer as described in thg _yarms

= - Payment Terms: [30 | days Credit Limit: | 5000.00]

) There is a further note about Early Seftlement Discount:| | 10.00| % __.if paid withi | E|

) H 1T paid within | | 14 days

= Early Settlement Discounts J I:l J =
“Er

B Early Settlement Discount:  If applicable,

) enter the discount percentage allowed for

= early payment... ...then enter the number of days
,; the customer is allowed in order

to qualify for that discount.
"ﬂ Chapter 7 - ||
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More about Early Settlement
Discounts

Don't confuse the Early Settlement
Discount with the normal trade discount that can
be deducted from goods regardless of whether thg
payment is made early or at the end of the credit
period. A normal trade discount is entered directly
when raising the invoice.

You should also ensure that you have set up a
General Ledger account to receive the Early
Settlement Discount amount — and that you have

entered the number of that General Ledger account

in theSalesAccount Details pandgas described in
the previous chapter).

\1%4

Building the Customer Database
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-% Balances

& Unless you are starting a new
2 business, you will need to

=3 transfer all uncleared invoices,
<23 credit notes and payments for
=4 each existing customer.

<= However! Before you enter the
& outstanding customer balances,
~-+, yOU are advised to read the note
=, _on these entriesver the page. ..
i

‘% Due for Payment: EITHER,

=4, leave this entry blank so that the
=& Uncleared invoices and credit

vdu

to be paid by this customer.

U

i

Building the Customer Database

== ...OR, type the total amount that has yet

4 . Mew Customer Details [4i
I N L
Hame: - o - |
|I'~+Hg:|zih Renaissance et Cie | WEI L-@Eﬁdﬁ?ﬁm
Address: (1S5 ree dHonmeur E
Montparnasse |46 52 56 75 ]
hN'\-|.._‘_____-_-‘___‘-._-_______..----"'___‘_-_"'—---_ .
BEalances Turnover |
Due for payment: 0,00 This year: 1268937
Unallocated receipts: 0,0 Lasl yeatr: 2395500 | |
i
Save | Weere | Chze || Co{)
Unallocated Receipts: EITHER, leave

~sam NOtES CaN be posted to this account...

this entry blank so that the prepayments
can be posted to this account...

...OR, type the total receipts yet to be

allocated for this customer.

-E Entering Cash Values
;"f Due For Payment and Unallocated Receipts only apply if there are ‘open items’ - such as unpaid
,; invoices, outstanding credit notes or cash paid on account by this customer.

L
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g Building the Customer Database
.7% Balances (continued)

‘& To ensure continuity with your previous books, the  TheUnallocated Receiptentry records the total

<& Balance Due for Paymenentry allows you to carry ~ money received on account and which has yet to be
-~ forward the amount outstanding for each customer. allocated to specific invoices and/or credit notes.

<& You can enter the outstanding customer balance in Ofyou are transferring an existing customer account

=4 Of two ways.... then you are faced with the same choice described
i= The first, and strictly correct, way is to leave this entryopposite — do you take the (initially) easy option of
‘& blank and enter all uncleared invoices and credit notesntering the unallocated receipts as a lump amount o
~-=, t0 this account as described in tite :r When do you enter them individually?
s, you do this, Bottom Line updates this Balance to the

) Customer record — and, on posting to the General

Jm, Ledger, adjusts the relevant Revenue account balanges:

<= The second option is to type a single balance amount
«+= the Customer record — which, in turn, will update the
== Sales Ledger but not the General Ledger. The facility
== directly enter the Balance amount is only available

== during the initial setting up period — once this period
—. closed, the customer balance can only be updated by
= raising the relevant transactions.

Cutting Corners

Entering a single balance amount is a |pt
quicker than posting the outstanding
| transactions one at a time. HOWEVER! if you do
I%his, you will need to keep referring back to your
previous books to check which receipt matches whic
invoice until, eventually, all the items are cleared. |In

) other words, entering a single balance amount may
o easier at the outset but could cause more work in [th:
o long run.

L Chapter 7 - 14



g Building the Customer Database

s ] Turnover = | Wew Customer Details EE

& |f switching to Bottom Line part Name: Ty ey itd
% way through your financial year, | _ _ Hear Crslovion

% you can use th&urnover This [ Magozin Renaissance et Cie | S

24 Year entry to transfer the total | gadress: [15 ree dHonmEUr

=4 value of business transacted wit Monlparnasse [46 5256 75

<= this customer for the current yee w e

= Similarly, if you want to transfer

|

== the value of business conductec

) ) : BEalances Turnover
<= with this customer for the previ- Due for payment: 500] || This year: ETTTRA]
«/# OUus year, use thRurnover Last Unallocated Ints: ool || Last ] o550
/=, Year entry to transfer the total nafocated receipts: : asl year: =3 |
=, turnover for the previous year. Tove | Womere | Chre 3] R

- If applicable, enter the total total value of transactions with this customer for the year to date,

including the outstanding balance but minus any open items that you have not already entered
"‘g and intend to enter separately...

Juou

L

...then do the same for the previous year.

¢

More about turnover

There is no need to enter the turnover amounts straight away. In fact, it is advisable to postpone

entry of the current turnover until you have posted any outstanding transactions to this account].
can then return to this window and top up the net turnover figure so that it correlates with your existing o

Once you have set up the turnover, Bottom Line will maintain these figures for you.

gaede

lﬂ Chapter 7 - |5



Building the Customer Database

-3 Saving the Customer Account Having entered the relevant information, save the ne\

customer account as shown here

{5 i | Mew Customer Details F: Once saved, the new
< || ome: " 3.3 9| accountappears in %
i |Hagnzin Ranaiszance et Cie | ﬂ%-ﬁe@m the approprlate FensizEings
- ™ category window.
m | AOdress: [15 rue cHonneUr =
1.5 Montparnasse |45 52 56 75 ]
T Epm—— Type a short unique reference
: name for this account.
4 Balances Turnover — —
o] ., — || Hew Customer =]
- Due for payment: 2,00 This year: Cust "
— USToOmMEr MEME?
/ Unallocated receipts: .00 || Last year: '
B P . ————— |Hmaissann:e{ | CCJ';::;::;
a Syve |, Wrore | Choze |0] : .
— 1 i Cuslomer Category: CT}?%OW n
which you

] OR, Click here to close the window. If . i} y

. : Contracts - Local want to save
=1 any unsaved details are detected, you will Contracts - Other the account
= be asked to save or ignore any changes. Contracts = UK
bt Aesales - EC
by OR, Click here to erase the new account. Aesales - Local
= Fesales - Dther
¢ Click here to add the customer account to the Resales - UK ¥
S database. You will now see this dialogue...
i

Click OK to add the new account.
lﬂ Chapter 7 - 16




g Building the Customer Database
ir ] Modifying a Customer Account

& |f at any time, you want to check or modify the details for a particular customer then open the relevant cate
“= and account like this...

‘:‘_3 From the Sales Ledger window, double click the customer category containing the account you

- want to change.

2 EITHER, by Icon... > OR, by Name... [E==— Contracts - EL =—P=
| By zandine Byzanting Designs ir
“.5 Klocr Klor kbternaiional —]

i Lijpfaigse ., Ladiksisse

- H‘qnaissa_rhcq Magazin Wﬁiia.M? wk Cie

L, Double click the relevant account icon or name to open it. LR DX R R
"-\_\_u__\_

o

A yonaisse
—

» B Aller Customer Delolls B

L_: m % __ -\-\.J -.____._:I "Lr

L Cuztairer Dekails Dorrent Tranesstions Mame: ﬂ-" ki F
[Lyansisse | -l e

S~ -
=~ I

> Double click the Customer Rddress: | 15 qual Gasperon E

— Details icon to access the Luon [27.36.94 ]
—= EXisting details for this a0007

e tomer (]
e, CUS France hEL

o ...then make the changes Contact: |F'atrice | |82?.3E|.'Q-E‘ ]
3

in the usual way.

If you intend to edit the Balance amounts them the page...
1 Chapter 7 - |7
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Building the Customer Database

Editing Cash Values

Viewing Customer

In order to correct any initial errors quickly and with the Accounts

minimum of fuss, the Alter Customer Details window
includes the facility to edit the cash values, as well as text entrig
This facility also offers flexibility over the entry of turnover value
which you may want to enter immediately or postpone to anothg
more convenient, time.

However! You should take care when modifying the entries for
Balance Due for PaymentindUnallocated Receipts.You may
only edit these values during the initial setting up period — and §
time you do this, Bottom Line reminds you that any changes wil
be reflected in the General Ledger...

Once

you have You have manually altered the current
closed balance. This alteration will not be
the reflected in the balance sheet,
startup |5 this DE?

period, [cancel | |

the

integrity

of each account balance is then maintained by posting the rele\
transactions — as described in tiwt chapter

The accounts assigned to

Ul

er, | list of account names. To switch fro
one mode to another, choose the

— from the View menu.

relevant option — By Icon or By Namje

S.| each customer category can be viewe
in one of two ways — as icons or as i

==

ach
not

ant
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Building the Customer Database

-3 Re-organising Customer Accounts

-:!AS the customer database expands, you may firfg:  Contracts - Local . e
o that you want to re-organise your customer 5
. acgounts - for gxample, to relieve any categorie$ e Zh 2

- which are bulging at the seams.

.= Use Change Item... from the Edit menu to “"_""“'_'“ i Femniks Haruwaod Estate oL
.| . . ] =
=, ransfer an existing customer account from one ewlsid—————— Contracts - Other ==————1—| 2
< category to another as illustrated on itket =

PO I I R
) Gulliferds SE Restoration  Wedloeks pk o
- Mew Guskomer |53 B8 =
-

g
=]
ot Re-naming a customer account First find your customer

- You can also use the Change Item commpand You can locate a customer account by firg

; to revise the customer’s short reference locating the customer category, opening if

name without necessarily moving it to a different then locating the customer’s name.

category — simply type the new reference name for| ajternatively you can choose Find from the Edit
the account in the Change Customer dialogue boX but,enu to locate a customer by name (or part of the
leave the existing customer category unchanged. name). Find is explained inhapter 19

gaede

lﬂ Chapter 7 - 19
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g Building the Customer Database
(% Transferring a customer account to a different category

ST 4

. EL : Contracts - Local HE Open the relevant customer category then
oy i#| select the account that you want to move by
- % % % ; £ clicking its icon (or if viewing By Name, by
—ﬂ clicking the account name).

S| charwence Fenneicks Herwood Estate =

¥ Mew Customes [0 [

= 1] I

> |

- Undo 3
i, Change Customer ﬁ

| tu e Customer Name:

r Copy [ If necessary, change the
": Paste 3 L ||Ll|l! diocks plc j account’s reference
N Clear name to match the
R Customer Category: indexing system in the
S| Select Al #A Contracts - EC T destination category.
o | Find #F Contracts - Local , o
= Click the new dest!natlon
e Iete Irn HEK Contracts - DK category to select it.

- -MaRge 1M p Resales - EC "Cancel |

E Choose Change Resales - Local (Cancel ) Click OK to transfer the
:.‘“.' Item from the Edit Resales - Dther account to the selected
_® menu to display this Hesoles - UK ats category.
¥ dialogue...

lﬂ Chapter 7 - 20



g Building the Customer Database

iz ] Deleting a Customer Account EI:  Resales - Local | EiE
G "
-®& Sooner or later you may want to delete all those S £ P [
“ customer accounts which are quietly gathering dust. % % %
=3 You can do this provided that... Cucforrds bivac Stone Mseris .
& ‘- -
'_:_'5 » The account balance is zero. fiow Customwr Jio] EE
55 » There are no open transactions with this account. i Open the relevant customer
Having satisfied these two conditions, delete the Undo #¢Z | category then select the account
~=, redundant customer as described opposite... that you want to remove by
4 Lut #H ] clicking its icon (or name).
= LCopy 3L
i Preserving History Faste %1 ] Choose Delete Item from the
= Bottom Line allows you to delete a Hlear ::I‘dllt menu to display this
<= customer provided that you comply Wit | serect an sl o
“i= | the above conditions. However! The report Find o -..click the Delete button to
“# | ‘Customer List’ illustrates turnover for the current remove the unwanted customer
~= | and previous years which provide a total for alll - felete Item XK account.
3 | customers in the database. To preserve the integfity _Change Item...

of these statistics, you may therefore want to retain
customers on file for a couple of years until their & Are you sure you want to delete the
turnover figures are also zero. customer Brokespeares ?

gaede

next chapter wh
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