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Purchase Ledger Reports

-f! Purchase Reporting 4. Purchase Finally, the Purchase Analysis report

& Bottom Line provides a set of printable reports enabllﬁgalys's

“= you to provide information for the following purposes:

2

g gledli

CiP

1. Payment These reports enable you to deal with the

Control
2. Supplies

payment or non-payment of invoices.

Once you have built up a database of
suppliers, these reports enable you to
print details about them.

If your business requires a statutory
annual audit, there are certain vital
documents that an auditor needs to
follow the sequence of transactions
which have lead to the final statement of
your business. A well documentaddit
Trail will speed the auditor’s progress.

Whether or not your business meets the
criteria for a statutory audit, the audit
reports are a vital record enabling you to
investigate the progress of purchase
transactions as time passes.

enables you to record the progress of
purchases in each analysis category on
period by period basis.

Chapter Jooked at reports in general
and how you prepare, preview and print
them. This chapter looks at Purchase
Reports, examining the objective and
format of each of them. We should star
by selecting and opening them...
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Purchase Ledger Reports

EE |
¥z ] Opening Purchase Reports

& There are two ways of choosing a Purchase Ledger report... patched Remittance Notes..

. Aged Creditors...
"= EITHER, click one of the Purchase icons to reveal the Purchase (and suggested Payments...
== Purchase Reports) menus. Then choose the required report from the

‘=2 Reports menu to open it. Account Status...
=3 Supplier List...

4 % Supplier Labels...
LT )

Punehades E % i

Litger  Purchars Analyris Remilbacer Eygoris

Furchase Daybook...
Supplier Audil...
Payment List...

DGV

Purchase Ledger Reports | Analysis Codes...
I
it Purchase Analysis...
F:“ Tt A :'l.-:' :1.-:' :1c' d
- = e e ey
'::: Eatohed Remittances  Aged Creditors  Suggested Payments OR, in the Purchase area of the Bottom
) Susstions S [ B Line desktop, double click the Reports
= P "= e "my) icon to reveal the Purchase Ledger
; Aooomt Slatus Eupphier List Bupplicr Latslis Reports window.
W Ledir Peconds |[mir = e Notice that the Purchase Ledger Reports
™ [y ST TE : ) .
g S e Paymanl List Wlnd.O\.N lays out the reports in f;ategorles
: _ providing a clue to each report’s purpose.
= [ [
'5" Aualyaid Rt ety Double click the icon representing the
,‘" sk 2iE Codes Purchage Anshjgis 5 required report to open it.
e ] Al [ F;
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it ] Selecting Suppliers...

& \\hen you open a Purchase Ledger report, Bottom Li
“> selects the available information and presents it in a
=3 standard form. Howevewhen viewing information
~23 from the supplier database you may want to focus on
=2 specific supplier categories or an individual supplie

-2 Selecting Categories

‘E First, lets look at how you select all the suppliers in a
'= particular category or categories...
: Double click the Purchase Ledger icon
ke ] .
- to open it.
- Click the category that you wish to select. Ledger
z
-::
= I | Purchase Ledger & |l
l-:; 1,
® ﬁ% ?@? ‘%-‘ﬁ? i@?
q Ganeral Oftice Equip Pension Snsuranae Professianal
g ﬁ% e ol
? S-I.ppll-rr::.l'ﬂ-ct' Suppliers South LHEtithes G
hod T N 7 EE
"J.'l N\ 7
"I To select additional categories, hold down the Shift key
L

and click each category in turn.

-

Purchase Ledger Reports

Selecting Individual Supplier(s)

iY®u can select one or more suppliers from a single
category like this...

Double click the appropriate category to open it

Purehase Ledgir

ﬁ%ﬁ%@%(

Office Equip | E
i
- 4 % b B
CORFORATE 575 HADEH GROUF  SWETEMGEURTD |
Hiw Eupstie | =l ||

Click the supplier that To select additional suppliers,
you want to select. hold down the Shift key and
click each supplier in turn.

Opening a selective report

Once you have selected the supplier(s) by either of tf
above methods, choose the desired report from the
Reports menu The report preview now appears,
containing only those suppliers that you have selecte

Selection of suppliers is not available when opening t
report from theé2urchase Ledger Reports windo

Chapter 13 - 4




Purchase Ledger Reports

=L
2z J Batched Remittance Notes Hand picking Remittance Notes

% The last chapter describes how you can prepare To select a remittance note for a particular supplier, do thi

“3 Remittance Noteslt also explains how you can Locate the required supplier account as described in the last
=3 print these documents immediately or click the chapter then double click its icon (or name) to open it.
~=3 Batch button to queue them for printing later. This

=4 facility enables you to prepare a batch of payments [ 1 HL SERUICES :
Z& without continually breaking off to print each _

4 remittance note. = @

“= Once the remittance notes have been placed in the Fopplier Detaity Currant Trangaothed

== queue, you are able to preview and print the whole

3 batch together or you can access the queue andpg pie click the Current Transactions
<=, print individual documents as necessary.

<= Printing the whole batch

icon to reveal all the
transactions retained against the supplier’s account...

. Open the Batched Remittances report as
= describechn the previous pages
=
g- If there are un-printed documents, the print
preview opens all of them as a continuous
_? report. .
“ ) Migs L ‘L"
= * Scroll through the complete batch if you need fer =R [
i , , ; :
— check what will be printed. _ ] ]
- Remitt tes that h readv b ¢ dHere you will see all the current (or open) items for this
7 Remittance notes that have already been printedg, i To open a Remittance Note (or other transactior
" will be excluded from the batch.

double click its icon.

@'a
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:-f! Hand picking batched Remittance Notes Preview and Print Remittance Notes
‘% Furthermore, you can access an individual Remittance Not®nce you have opened your remittance note(s)
% within a batch. To do this... you specify the printing options as described in
&L ) Chapter 5.To recap...
- & » Complete any appropriatéeport Options
::3 j— e . « Use thePage Setufacilities to modify the
2| Punchases g = @ scale, paper size or orientation of all the
‘;‘ Ledger  Purchazs Analysis Femitbinges Feparis I’emlttance notes.
:ﬁ ! » Click thefont buttonto choose any particular
o Double click the Remittances icon from the desktop window fonts and sizes.
m, to open it... » Reuvisit the Report Options if necessary to se
-, any further options.
- - B P T _. . . . .
-, o et Hemiig‘:&creﬁ?:]uice D E'ﬁ + Printthe report — choosing 2 copies if you
= 1745 F,m;a Co. o wish to retain copies for your files.
1746 Armetrong o :
=] S it Ereyiing This is an example of @emittance Note...
=1 1748 Earvel Ebectron:s
— = 1749 Jaryis & Partners =
. 1750 FMoregate Ins Brokers Lid
™ bl
w 2] SR
o
< This remittance note has Double click the required
i already been printed. remittance note to open it.
L
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Remittance Note Example
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Purchase Ledger Reports
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Rock Solid Limited

The Old Chuarry,
Hiltfield,
Borchester,
BCo 2Z¥

01234 SETEH
Fax: 01234 356761

Your Business Details

Rock Salid

VAT REG Mo GBE 6TE 4030 03

REMITTANCE ADVICE

Colourpeind Lirmited i
. Date ;11907
:_i“u?u""* Lane Payee Supplier’s address
Devon DHT 5J5 Page 1101
DATE TYPE REFEREMCE DEBIT CREDIT
12-Fab- 1987 Imyolce TG 3530
14-Fel- 1967 Invaios TA1G485 s
0sFal 1997 Inviioe TRIGTO0 ahz3
21-Fal-1997 vl ce TR1GTT6 43,43
26 Fal- 1997 Cr. note TIC01596 3523
28-Fel- 1997 [yftall=:3 FATE3a e
Invoice
references Value of each
invoice being
paid... ...and value of
each credit
note to be
deducted.
Paymenta for lems above £ 14514
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Purchase Ledger Reports

:-f! Report Options for Remittance Notes

‘& Use ofReport Optionds discussed in Chapter 5
‘% The following options are appropriate for
=% remittance notes...

=3 Headed Paper

::3 When you check this option the program
*=" assumes that you are using stationery with your
= company name and address already supplied.

== therefore does not print these — but it still

+= supplies your VAT registration number.

':5 Margins (Top and Bottom)
» When you use pre-printed and/or Headed

-y stationery you may want to adjust the top and
"™ bottom margins in order to leave enough space

It

Removing outdated Remittance Notes

Once a remittance note has been printed it rema

in the batch list. You can tell that it has been
printed by the small printer icon shown next to the
remittance number (or icon). These printed remittance]
notes remain in case you need to reproduce them for g
reason. To clear them this is what you do...

* Click on a remittance note to select it.

* If you want to select additional remittance notes then
hold down the shift key while you select them.

¢ Choose Delete Item from the Edit menu.

You will be warned before you remove an un-printed
remittance note.

for pre-printed information which appears at
il either the top or bottom of the page. You should
"™ carry out a test print on the required paper ther

Dy if necessary, return to these options to make any
" fine adjustments.

9

Window envelopes

The Address box is positioned to take advantag

of window envelopes when you print at 100%
scale. However, as differing printers have differing
margin sizes the box may not be correctly positioned by
your printer. You can, of course use the above Margin
option to tinker with the vertical positioning.

D
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Purchase Ledger Reports

Aged Creditors Report

It is important for you to keep track of the money you owe — who you owe it to, whether you are paying on tin
and if not, how overdue are the late payments. The Aged Creditors report is the one that helps you keep on tc

all that.

Open this report by
choosing Aged Creditors
from the (Purchase) Repor

menu or by double clicking heading Seaws e 10 Cute  Wnekesed  Tue
its icon in the Purchase | These C:erns <FowFow 'T'
Ledger Reports W!ndow. Gﬂﬁm much these debts are in arrears These amounts
Set theReport Options (relative to the credit terms have been paid
Page Setupptions and e M7 entered for each supplier) %% on account
fontsas described in Trsena Biown 000 0.00 000 330000 000 330000
Chapter 5 angdrint the 094 364004 Name and telephone number of supplier contact
reportas required. CROXFORDS
To prepare an Aged e WA W
Creditors report for I 0.00 0:00 185,62 00 0.00 8582
specific supplier(s) select _ !
the categories or Office Equip These are debts
supplier(s) as described in| SYSTEMS UNLTD which are not
the earlier section entitled ﬁn“n qux 2,545 52 yet overdue .
Selecting Suppliers 0a 5 Api- 1047 P e

3522 85 53228

Report Options for
Aged Creditors

Use of Report Options is
discussed itChapter 5
The following options are
appropriate for the Aged
Creditor Report...

Show Detail

Click this option so that a
cross appears in the check
box when you want to
show the details (and age)
of all open items —
invoices, credit notes,
payments etc.. If this
option is not selected then
the report shows only the
totals.

Show Pence

If you are not interested in
checking these figures to
the penny then click this
check box to de-select it.

Rock Solid Limited
Supplier Category

Date * 30- Agr- 1447

Detailed Aged Creditors Ape 1987

A1k i 3 586 53 L85 .80 il e
——— Totals for each supplier

Suppliers/MNorth

BCCESS DATA

o
el

0 00 00 L=

Total amounts in
each column

L 4650 05 L v S0k 36




Purchase Ledger Reports

=L
2t ] Suggested Payments

- |n the last chapter you will have noticed a section headéumatic Paymentwhich is designed to prepare a
“> selection of purchase invoices which are ripe for payment, listing them showing the amounts due to be pai
=3 totalling those payments.

& ‘- - e - - -
"5 If you do not want to use the automatic payment facility but would like a list of suggested payments insteac
== pour over at your leisure then this is the report that you want.

To prepare a this report, choose Suggested Payments from the (Purchase) Report menu or double click its
the Purchase Ledger Reports window. To establish which payments are due, Bottom Line needs to confirr
relevant due dates and this dialogue appears...

Payment Date: |[12-Aug-199¢
Latest ES date: |19-Aug-1997
Latest date: 19-Aug-1997

=
e

;:,5 Bottom Line assumes your system date (today) to
- set thePayment Date The two end datdsarly

Settlement DateandLatest date— are both set
"a one week later than your system date.

These dates, are used to select all invoices that you
.; should pay over the next week (because they are
> due) — or want to pay (before the discount period

Sugges ted anmem

expires). You can change these dates to simulate
. what will be due on a future date or you may

"™ nrefer to look at payments which are overdue from
an earlier date.

Click OK to proceed.

"“ You now have the opportunity to set tReport Options

ot ¥ page Setupptions andontsas described in Chapter 5 Change these dates if required.
9 andprint the reportwhich appearsverleatf...

Chapter 13 - 10
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Purchase Ledger Reports

Suggested Payments Example

To prepare Suggested Payments for specific supplier(s) select the categories or supplier(s) as described in th

earlier section entitle8electing Suppliers

G 0G0 U UOUUUD G s s b bih b s o5 608

Chapter 13 - ||

Rock Solid Limited Date - 25-Ape-1967
Suggested Open Item Payments Ape 1007
INVOHICE DUE Unaliocate
Date Tiatal Vs ESD Date Total Ve Payment
General 'nvoice date and amount Early Settlement Amounts due Payments
COLOURPRINT | | Discount available | already made
266 31997 3,300.00 30-Apr- 1997 3,300 00 on account
330000 2,300 00
CROXFORDS
281 15-Ape- 1967 165 &2 708 1My 1867 158 57
165 62 15857
Office Equip This discount can be taken if
FISCHER you pay by this date
265 17-Mar- 1587 80870 7M. 1967 gl 70
8870 &AM
SYSTEMS UNLTD
260 3-ar- 1547 3569 53 3-Mar- 1597 3,569 53
L S-Apr 68T 485 40 G- Api- 1867 ABS A
4.054 63 405499 3522 65
I I
Suppliers/North Pay this total less the amount paid on account
ACCESS DATA
275 31 M. 1587 212 69 31N 1967 208
21269 268 3463
ARMSTROMG
248 20-Feb- 1997 101562 14 Mtar- 1997 1015 62
aTa 31 M 1587 TEE 55 14 Api. 1967 768 G0
1.774.61 1,77481 B26 95
DOUGLAS BRO
SDHA0058T -Hov- 1096 B58.00 8-Now- 1998 858.00
858 00 658,00
Suppliers/South
COUNTERPOINT
27 31-Mar- 1957 W07 40 31-Mar- 1997 P02 40
B2 40 D02 40 46100
Due Date (or date to
take advantage of Early
Settlement Discount) Page 1ol 2
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Purchase Ledger Reports

Supplier Account Status Reports

The Aged Creditor and Suggested Payment reports show you which suppliers are owed money and how old tl
debts are. This report allows you to prepare a full report for each supplier in order to reveal the recent history.

To prepare a full set of status reports, either choose Account Status from the (Purchase) Report menu or doult

Chapter 13 - 12

click its icon in the Purchase Ledger Reports window. Sek#mert OptionsPage Setupptions andontsas
described in Chapter 5 apdnt the reportas required.

To prepare a status report for specific supplier(s) select the categories or supplier(s) as described in the earlie

section entitledselecting Suppliers

Rock Solid Limited

Craates | 30-Apr- 15667

Supplier Account Status Apr 1967
XL SERVICES Supplier's VAT Number
|
ACCOUNT XL Servioes YAT NUMBER GH 121 485TES
Enferpriss Houss
127129 Hing's Shest . Mo. OF DAYS BEFORE PATMEMT Credit 30
Outord S04 SBY Supplier ES CESCOUNT DAYS Detalil 14
Details ES DESCOUNT % elalls 00
COMTACT G Malthees
TEL Ma. 0123 456 TE80 TURMOYER THIS YEAR  Volume of  wr7s
FAX Nou 0193 454 TES1 TURMOVER LAST YEAR | \siness 000
CATE TYPE REFEREMCE ETATUS CE|T CHEDAT BaLaMNCE
B.Feb 1587 | lawoioe 2329 TIeE Paid TR0 7820
f4-Feb1597 | Paymen g 503 ABocatad 7820 000
S.Mar 1557 | lavoice 3242 TG Paid At 4§ 55 41
7-Mar-1997 | lnvoice 2251 ThaTTe Dutstarniing O] 3A517
19-Mar- 1997 | Pajmresnt g 523 Abpcalnd 59 41 Zr578
S-Apr-1997 | lovoioe 2254 THa8E3 Phid B0 18 3554
20-Apr-A987T | Payrent Cig a4 Abpcaind 80148 27578
List of all recent transactions
Cumulative
balance of
outstanding
moneys.

Linailocaled pay 000
B+ days owerdus [ila ]
31 « B cays Oy ol 000
1= 30 days overdue T8
Gl maonth 000

Summary of aged debts

Status: Invoices can be paid or outstanding.
A payment which is allocated means that it
is matched with an invoice (or invoices).

TOTAL OUTSTANDING £ 275,78

Pags 10l 1

Preserve
Trees

@ The Supplier

Account Status report
is the one that you will
require when dealing
with queries about
supplier accounts. In
a paperless office you
may prefer not to print
the report but to use
the report, on-screen
as the preview.
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Supplier List
This report is designed to provide a brief list of your suppliers with their addresses and main trading statistics.

To prepare a full list, either choose Supplier List from the (Purchase) Report menu or double click its icon in th
Purchase Ledger Reports window. SetRleort OptionsPage Setupptions andontsas described in Chapter 5
andprint the reporas required.

To prepare a Supplier List for specific suppliers select the categories or suppliers as described in the earlier se
entitled Selecting Suppliers

§9d9dUl VUl uo U Ui vUdln

Rock Solid Limited Date | 18-Ape. 1507
Supplier List Apr 1997
Teotml Turnowver Turnoyves
Cutstancing 1997 1996
General These figures are gross (including VAT)
BSV MOTORS ‘
BEY Motors L Days Credil 0 L] Q.00 LEEE
Chwrch Foad ESD L
Slagle Hil
Biistol, BSS SLU
Lavarancd Box
COLOURPRINT
Gl Prind Daiys Credil 30 3,300.00 320000 1750
A0 Cewl Laneg, ESDrs B0
Trura
DCevon DHT 545
Traana Broem
UK FUELS
LK Fusis Days Credi a0 4539 Ep -4 47579
ESD% 000
XL SERVICES
AL Servioes Deiys Credil a0 0Oy 197, 7% O
Enberpriss House ESCt 0 0P
187.128 King's Strest
Cidad Ox4 SBY
Total 8.615.60 §1,273.69 85,261, 21
Page 7ol 7
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=L
2t ] Supplier Labels

& This option is designed so that you can print your suppliers’ addresses on adhesive labels. The labels to u
“® those which come on backing sheets and can be pealed off individually.

':‘_3 You will often want to prepare addresses for just one or two suppliers, to do this select the categories or su
as described in the earlier section entitiedecting Suppliers

To prepare a full set of labels, choose Supplier Labels from the (Purchase) Report menu or, in the Purchas
Reports window, double click the Supplier Labels icon. Whichever way you select the labels you will see tt
dialogue which the program uses to assess the label layout...

2
=

-
L]

m || LADEIE Setup &
s

- Labels Across: |2 } Enter here the number of labels across the sheet

Labels Down; |'.r } Enter here the number of labels down the sheet
= First Label: |1 % If none of the labels on the first sheet have been used, enter 1 in

= 1 this box. However if some of the labels have already been used,
- [m] m enter the number of the first label position to be printed.

=)

o _ Numbering Labels

K gnce éOltJ ha\:_e set tlﬁ(?ep(tnrt Options When selecting the first 1 __/)2

? dﬂ%{ppéﬁnstan O.Lt"ifﬁsl bel label to be printed you 3550

- azsrg(;u(ieretljn aptergint the label(s) should count first from left to right = /6

Bl : then row by row. =

< y ~~ é’-‘/\

lﬂ Chapter 13 - 14
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1t ] Audit Reports Check Numbers

& When your auditor calls or when you need to trace bag maintain the integrity of your audit reports, Bottom
“= through your purchase transactions to see what Line numbers them so that anyone auditing your

=3 happened, Bottom Line provides you with an audit traficcounts can be sure that there is a full audit trail

“2 There are three reports — tRarchase Day Bookthe available.

“= Supplier Audit Report and thePayment List—which  Printing and Clearing Audit Reports

= detail your purchase transactions.. You are able to Preview and print an audit report at a
* 1. ThePurchase Day Book de5|gned to record each time and once you have printed it the program offers
"= transaction in the order in which it was entered inta/ou the option to clear the transactions that are listed
- the accounts. This report enables you to follow it. You should remember the following points about
“2  every transaction as it happened. audit reports...

= TheSupplierAudit Reportis designed to show these® When you clear the transactions the program start
<= same transactions but sorted by suppliers. This new report with the next number. You should file ti
¥ report enables you to establish the sequence of numbered copy that you have printed because yot
2 transactions for each supplier. will not be able to regenerate it.

. ThePayment Lisis designed to record all payments If you do not clear the transactions then the report
made from the Purchase Ledger. This reportis not Nnumber remains the same and new transactions a
> strictly an audit report and is not subject to the strict appended to the end of the same report.

; controls required of the other two. « Bottom Line insists that you print and clear the

“— Each of the above reports are examined in more detail Purchase Daybook and Supplier Audit reports befc
"' on the following pages.. you can carry out aand Of Periodor the Purchase
_‘E' Ledger — as discussed in Chapter 18.

5 Chapter 13 - I5
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The Purchase Daybook

To prepare a Purchase Daybook report, either choose it from the (Purchase) Report menu or double click its i
in the Purchase Ledger Reports window. SeRtheort OptionsPage Setupptions andontsas described in
Chapter 5 angrint the reporas required.

Rock Solid Limited Dat - 35 M. 16T
Purchase Day Book No. 1|2 Februsry 1087
Report Number
Tatn Hetmrarea Ty Arrunt 1D Fal s VAT Totnl Ve
a-Fen-vigt | F1fin [ -k P ] AL, Serwanh il 1 e} ERRT ]
SFan-riaT | TMabd IS 2148 BEY hiodiord o el 5233 133
o7 [ R ] Sy 1700 [ oH7 50 1987 50
Gt e 22T i 5 5 O A a4 A 48 a&
ez s 248 Tpas Al Foh BRSO
10-Ja- 1907 | LORAS-ERD =i 2148 b 1S e | aaT k]
Fa-Jar- 16T | ST Cr. rasda 3150 Syterrr Linis 4 TE 783 A AR
E-Fab- 18T | KPNGET (B ] Heragita 4T 08 14ar a7 A3
M) s 2903 Armagdrpng ] G Bl 1B
[EE A (B R ] Fnsgs e Ay BE 30 [ %
T g Iy 3 el T i BT A
] S 2185 Ciagrglin® b i3 T2
SN s 2 540 HasFhcam 207 2% [+ e} ol ]
BN LsE e 25T HERTEa S BT & 4] BEY 18
STES =i 7154 Trachveda T4 G0 EE i) ]
LSS T i 2158 L Fussig r.r i F 98 A% 0
AJTTRS [ okl o] Crigearprin! B s ar b ]
BEESED I=sape 2961 i il B 45 550 L]
e 1997 | PAIGET s 2163 Farictads 2 250 Oy doh 2280 0D
Fo-Fale T | GTEGE Wi O Trijalandy 3 1 [+ 5] Bk ]
Fdulan-1eeT | ORI1GE =i 29000 Sy Lindd 119 5N 0w Al A
To-Fab-TRRT | 140 (L k] Filmoens: 25 447 WiE R
BEwEs e 2185 i 11451 152 115585
o7 Feb- T | B1401 i 2168 fel L 5 ks 1033 LR =]
Pl T | 1410 s 26T ] o nl e B1GT a2 7T
15 ISy 21EA Karesl 845207 48 N A 43028
Tl g &) T By 4 GR35 ol bl G
“Tertal Crmcil baokan. 158 B 0887 AERET
Tital Paryrrseis: 401420 35 41,420 38
Summary of

H L]

transaction —————| | e == =
Values Total WMesalaracin Credita %31 [a ] E--1.5]
Tortal Wi Larasairy [Tedey i (2 un] i
B Deatveaid T et [1aa] o721 ]
1 TOTALE T4 T 4 (95l TR 3583 41

Paga - dofd Click Remove to remove the
transactions and increment the
Purchase Daybook number

Once you have printed the report you are invited to

clear the listed transactions from the Daybook... Do you want 1o remeve hese
transaclions from 1he Parchase
ayhoak?

Click No to retain the transactions listed F Mo i [annm
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The Supplier Audit Report

To prepare this report, either choose Supplier Audit from the (Purchase) Report menu or double click its icon i
the Purchase Ledger Reports window. SefRtbport OptionsPage Setupptions andontsas described in
Chapter 5 angrint the reporas required.

Chapter 13 - 17

Rock Solid Limited Dute 15 ko i
Supplier Category Supplier Audit Report No. ‘!E Feteuary 1997
headin
9 Report Number
| Eopysa Harra Daa Typs b i Pl Vs VAT Teanl Vs
Utilities/Office
i Frarssd Ff-dan- 19T | irveos BT L] 1= 1] ar
el 10T | Paymanl ARAL 4 . 4 .
Earem | motezres WPt 108T | Payen ay fo iR TR T
LT 1-Fabe- 180T || Ifrviia 25680 30050 ==} 33050
21-Fab- 1097 | Payment oy T =200 Bl
Pty Cash TR-Fab-1097 | Ifvich CaghTeb =R L] e 8F 3T
T Fab 10T | Paymant i B ri &z AT
Slar Gywama el 1T || Ivaca G218 B TR 1124 ™3
26 Pt 10T | Payse DlEai B AL B AL
Lt ] Pl 10T || I Pt s i wRiad s Rl 21.78
H-Fal- 107 | Payman! -] 2119 211
T Ve L WL Fab- 180T | Invoika [ e e g A0en L5 L L
26 Fab 1567 | Paymant oy T a5# 5w
Litiliies
KT inkormaficn Garacms Lid B Fal- 1907 | Irrvgice R AR 37 LE A
6 Fab-186T | Payin (L g1 L1
Trapieplnats TPt 108T || v TSl 20080 32 24
0Pl 18T | Irresdican WM o [ 15 45 84
i3 Fabe 1067 || Irriicn L b3 3800 50 Lo
W3 Pl 10T || Ifradion | SEETE 5342 L b B3
21:Fab- 14T | Paymani L] RRLT RECT
T0-Peese- 1B || Iereaca Lihetain 5T aar SHca
LK Fusis: B Fabe 105T || Invais FP. 00 el ] L3 AT T
21-Fab- 10T | PayTent o R k] Fred Fred
L, Sarw WPl 10T | Iredia S00T316 10500 3413 Frre R E]
21 Fab- 1007 | Paymant DOSEL R E] R E]
Toptad IrviasCid o) 5 B & ) A5 a2 a5
Tortad Caadia Podes Bl E ] =87 EEAT
Tatsl Faymanis i) ] M i) 0 M
Summary of transaction values — | Tetal Retenis 2230 2230
Click Remove to remove
the transactions and
increment the Supplier

Once you have printed the report you are invited to
clear the listed transactions from the Audit report...

Click No to retain the transactions listed

Audit number.

O

] Jou wand to remaone hese
transaclions from the Supplier audil

reporl?
) @y
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Chapter 13 - 18

Purchase Ledger Reports

The Payment List

To prepare this report, either choose Payment List from the (Purchase) Report menu or double click its icon in

Purchase Ledger Reports window. SetRbeort OptionsPage Setupptions andontsas described in Chapter 5

andprint the reporas required.

Rock Solid Limited Date - 15-Mar. 1687
Supplier Category heading Payment List Febreery 1097
Standing
Aeference Cate Cash Cheque Credit Oirder
Slaf'l' EIP‘EHEEE Columns for each of the four categories of payment
Beits & Sons |
£ 711 21-Fab- 1557 a6 a7
Courterpoint !
AME X 8.Fab- 1957 280 54
Utilities/Office
JW Fraser
AMAE X 8.Fab- 1557 53
Karvel Elctronics
&g 701 16.Fab- 1967 505 76
Mexus
eg 714 21-Fab- 1967 30.00
Petty Cash
cash 20-Fab- 1997 §2.37
Star
DOWCeBoom 28-Feb- 1967 76,13
Vistron
eq T2 16 Fab- 16967 FIR T
Utilities
HT Infcemation Services Lid
COAMiquaair 28-Feb- 1997 56,83
Tradeline
oy 06 21-Feb- 1557 114 87
UK Fusls
e T1a 21-Fab 1967 7206
HL Services
DOL 21-Fab- 1967 229.13
Totals for TOTALS 9237 10,256 67 0.00 30,031 62
this report
Note: Payments made directly from the
General Ledger will not appear here.

Click Remove
to remove the
transactions
and start a new
report.

Once you have printed the report you are invited to

clear the listed transactions from the Payment List... @ Do you wish to remove these
transactlions from the payment Hst?

Click Cancel to retain the transactions listed Ceancel | [[Remoue |
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Purchase Analysis Codes

Chapter 10 explains how you preparélachaséllocation Structurewhich has the twofold purpose of providing
a means of analysing your purchases and also of directing the purchase transactions to the General Ledger.

This report allows you to list the code structure that you have set up. It lists all the codes that you have alloca
and provides a convenient pad for you to note down any new analysis records as you expand the structure.

To prepare this report, either choose Analysis Codes from the (Purchase) Report menu or double click its icon
the Purchase Ledger Reports window. SefRtbport OptionsPage Setupptions andontsas described in
Chapter 5 andrint the reporas required.

&

Rock Solid Limited Cate . 15-May-56
Purchase Analysis Codes
GL at code Description Code GL ak code Description Code

20800 Zarc Fated VAT 0 72400 Training £
20800 Standard Aats VAT 1 73300 Shiss Expanses 13

2 74300 Entertainment 14

3 75300 Ponsions 17

4 TEAMD Piigstnlionary 10

5 75500 Postago 36
10400 Licsnsa Rights & TH600 A Accounts 1"
11000 Furniture ¥ TETOO Lgil Foes 12
111040 Capital Eguipmt A TG Tadecomems 15
11200 lefosar Vehicia & TH 100 IFtsLIT A _.,,.-""'"'F.r-_-_“_
i i v i S EW You may want to keep this report
S04 Expe - Dapl 4 2 Moo | ,E-W"! handy as a reference for Purchase codes
——- Exps - Dept 5 o -m,y" when you are entering invoices. Notice that

the items are sorted into order of the General
Bnos Training Wiks - Ledger codes. This means that the sequence will make
BOS01 Exps - Dop 1 m |~ sense even if the Analysis code numbers have been allocate
v W.ﬂ-—"“ in a random manner.
e
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Purchase Ledger Reports Chapter 13 - 20

Purchase Analysis next chapter ™

This final report is the actual analysis of purchases. It is arranged so that each Purchase
Analysis record shows its costs on a period by period basis. The analysis shows figures for two years one ab
the other — this year and last year.

To prepare this report, either choose Purchase Analysis from the (Purchase) Report menu or double click its it
the Purchase Ledger Reports window. SeRthgort OptionsPage Setupptions andontsas described in
Chapter 5 angrint the reporas required. This report may be more readable if you use landscape orientation.

Rock Solid Limited Cole - 15Mlary 1997
Analysis codes and titles Purchase Analysis Report A 14T
| | January  February  Marh Apii [rem e Ay Augusi  Bepiember  Ociobs  Nowsmbs  Decsmbe

1 Gaamdard Awte WAT

VEaT 108 48 1,085 43 & Bl 58 08 [ilial =i a} i T ] il= i O n 0 O Lileil Qid

nEs 1,31 45 32243 & 50 D Al B 423 A8 131817 o5 TE £ A LS 1T 18 TAE G8 1,87 T
& Equpmi Maimoe -

-m—lm 576 48 oo o00 Recycling Purchase Results

W' ast year| .00 op0 oo You may wish to analyse the figures
— — — |

that are contained in this report in
further ways — perhaps to graph them or analyge

T TR trends from them. For this reason Bottom Line
vt 0.00 0.00 0.00 000 00 allows you to export these reports for use in
T 0.00 Sid 000 009 Q0o spreadsheets or elsewhefexporting datas
a4 Chaning explained in Chapter 19.
e 0.60 000 80,00 a00 000
Toie e age 2000 a00 4000 2000 0.00 000 e 0.0 2000 2000
3% Domesic Dipm T Individual cost analé/sis recard (figures are net - excluding VATQb
vear M EERY) 374 8o 060 a0e 000 0.60 o 0.0 000 800
"o 24875 2037 o 5827 T &1 123 b4 805 1188 ato 10060
% Bask Charges
vour 000 a6 o 50 a0 Q6o 868 0.0 060 B0 o 60 460 00
"o 0.00 a0e 000 a00 000 200 B0 0.00 0.00 0.0 400 800
27 Expe - Dopt 4
Yoar 000 100 BastE a00 000 000 0.00 0.00 0.00 0.0 000 800
| pes  eweeon | po0  S07TO0D  ZAMO0 SM00 MWE00  God. Qo0 . 000 3350 0 000 1 iadoa

Periodic and cumulative totals

T Wecrufl —
VT 1485 48 0 ila] [alia] [ilia] [ F 1 u] 1T 1] 0 S i 1] i ] Filleal [ala.a]
s o 0 {1 00 a0 000 a0 30 00 (e 050 1514480 15307
TOTAL PURCHASES
T 10376 6 12815 Gl ol g Ol S04 5% Lrleal [akeu] (1L ) 0o 1] v} 0ol o iy [afeul
] '|E.-HFFU LT LR G 14 BG4 T4 U1, TG 1300 B 1A 56 1020 28 Tram TR 45 4T 13 naaT
CUMULATIVE FURCHASES
T 1006 "6 F Bl 47 ARY & bl ook B Tl R el o -] e R )] 2 B R e R e 0 g o
] 12 A5 20 I T AT 0 E 0 3047 X BO2Ed 3T R noe 17 B aF T FIOOTRA  BARG N 10ANGRO1 TNV AT EE V24 RN DR
Fage 3ol3
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