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Opening Moves

iy
™

& This appendix is designed for that one time experience
when you install your accounts.

_‘}3 We have designed a set of flow charts which will take
:& you by the hand and point out all the places that you
“2 should go — in the order in which you should visit
*2 them!

ja To use the flow charts, start on thext pageand follow

= the questions and actions which you see. Ensure that
= you read each chapter relating to the section of accounts
“B that you are setting up. We have included the usual
green, underlined text links which take you to the

<= relevant parts of this User Guide. You will also find

“i= that there are green circles which take you to the next
= part of the flow chart...
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Do you have a current sé
of books?

YES

Locate all your accounts figurg
for transfer to Bottom Line

Have you designed
our accounts structufe

YES

Opening Moves

Design Structure of Accounts

_(Read abou@mf

NO

Do you want to
use aemplat®

YES

'L accounts structure

[
Decide how you wa
your Balance Sheet
andProfit & Loss
accounto look
Y
(Make a list of Titles,
Summaries,
Accounts and Total

y

Rough out an
account numbering
system

N~

/

(

\_

\_
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Opening Moves

Open the Botto Open New Accounts Document
Line Program

Personalise you
YES»| copy of Bottom
Line

S this the first time
you have used the
program?

(Open one of th

Template-»| supplied

. templates )
A

-
Enter Business

From Scratch L Details

v ¥

Open a new Ensure that you enter the
accounts file correctStart of YearNumber
of PeriodsandCurrent Period

®
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Do you want to use a

templateor design your
accounts from scratch?
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Opening Moves

J/

. L. )
Print a listing of the
template accounts
\_ ))
v v

Enter Account ( Printthe blank T
Number Details Balance Sheet

| (Print the blank Profi
& Loss Account

v
[ Mark up these

Are you using 3
Template?

YES»

|

\_

Is your
business registered
for VAT?

YES

[ Enter VAT Rates]]

reports for
modifications

——

Ui

'dded

&
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Opening Moves

Create Account Structure

Are you Do you want C

- reate your
going to use YES to set them up Now—>| gepartment label
departments now or later?

NO Later

Modify account Are you using a

items from «Template template or starting
template from scratch?

v

Delete unwante

- accounts from Scratch
= template v
y

( Add all new accounts,
»] summaries, titles and totals t
L build final accounts structur

'dded

&

Appendix | - 6



Opening Moves

Finalise Account Structure

( Modify account?)
NO or other record

Are details consisten
and summary ranges
correct?

Print a listing of'
accounts

YES
v

( Print the blank
Balance Sheet

Print the blank
YES—+»| Profit & Loss
account

Does the Profit &
Loss account appear
the way it should?

Does the Balance
Sheet appear the
way it should?

YES

L

RRidd

NO NO
Y v

Modify account Modify account
or other record ) or other record

- _..-I.I
=i~
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qus your
organisation make
sales to customer
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Opening Moves

Sales Account Details and Sales Analysis

(Enter speciatzeneral
Ledger account cod
\for sales manageme

Y

Ente_rlnvoice _
numbering start poin

r

\_

Enter the relevant
General Ledger VAT
account number
against each VAT
rate in the Sales

Analysis Structure
N\

Is your business
registered for VAT?

YES

NO
v

Enter all categories of salt#sat you need

to commence with. As a minimum,
ensure that you enterdascriptionrand a
relevantGeneral Ledger allocation cod

N\,
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Opening Moves

Details on Sales Analysis

Are some sales in set quantities;
set unit prices, set discount or a
particular VAT rate?

4

YES
1

Enter preset values
for those sales item

Do you want to record
that history in the
accounts now or later?

Do you have historic
sales figures for your
sales categories?

YES

VOO D BB

NO Later

Enter historical sales
Lfiqures for each sales ite

v

rgeede
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Opening Moves

Enter Customers

Enter customers within
s e their categoriegat least

YES %er ALL those customers
=l with non-zero balances

Do you have
current customers?

NG

NO

Enter a nair naméor
each customer.

Enter VAT details

for EC customers | [*YES ave you any E

customers?

addresses and oth
detailsif known

Enter customer %ﬂ

NO
v

EnterPayment

_(Terms, Credit Limit Leave customer
or Early Settlement| ™ BalancesBlank.
Ldiscountif applicable

N~
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Opening Moves

Customer/Sales Transactions

Enter historical
Now p| turnover figures
for each custom

Do you havenistoric
turnover figurefor
these customers?

Do you want to record
that history in the
accounts now or later?

YES

-

Prepare an invoice for every
unsettled sales invoice from YES-
your previous accounts

Do you have any
unpaid sales invoices
or open credit notes?

A

NO

Post the
Prepare a cred Lo
note for every abovetransaction

= to the General
open credit L

- N~
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Enter the relevant
Ganeral Ledger VAT

account number
against each VAT
rate in the Purchas
Analysis Structure

.

Ledger account cod
for purchase
management

YES

Opening Moves

Purchase Account Details and Purchase Analysis

(Enter speciaizeneral

- g,

\ J

( Enterstart point for
purchasdnvoice

numbering
L numberin

Is your business
registered for VAT?

NO
v

1

Enter all categories of purchadbat you

need to commence with. As a minimun,
ensure that you enterdescriptionrand a
relevantGeneral Ledger allocation cod

-@

~ J
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Opening Moves

Details on Purchase Analysis

Are some of your purchase
categories bought as set prices or
are subject to an unusual
VAT rate?

YES——

Enter preset values for
those purchase items

Do you want to recora
that history in the
accounts now or later?

Do you have historic
purchase costs for the
above items?

YES

NO Later

(Enter historical cost figure
L for each purchase item

~
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Opening Moves

Enter Suppliers

Enter suppliers within

Enter one or - :
- their categoriegat least
YES-»| more supplier ALL those suppliers

categories with non-zero balances

Do you have
current suppliers?

N

NO ]
Enter a naméor
each supplier.

Enter supplier
addresses and oth

ave you any E
suppliers?

for EC suppliers |[*YES

Enter VAT details
detallsif known

NO

EnterPayment Term
or Early Settlement
Ldiscountif applicable

Leave supplier
Balance®Blank.

‘
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Opening Moves

Supplier/Purchase Transactions

Enter historical
NOW turnover fiqure_s
for each supplie

Do you havenistoric
turnover figuredor
these suppliers?

Do you want to record
that history in the
accounts now or later?

YES

N~

Do you have any
unpaid purchase
invoices or open
credit notes?

Prepare a purchase invoice f
every unsettled purchase fro YES-
your previous accounts

A

NO

Prepare a cred Post the above
note for every transactions to th
open credit General Ledger

- N~
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(L

)
Enteropening
balances for all

General Ledger
accounts

~

4 )

Check the
opening balance
figures against

your existing
accounts and
correct any
. discrepencies J
< y,

4

4

(Print and check\
the Balance She¢
and modify until

124

Opening Moves

Balance the accounts
-

Checkthe )
opening balance

«NO

—

it is right
- /)

Print a Trial
Balance

Does the Trial
Balance actually
balance?

figures against
your existing
accounts and
correct any
\dlscrepenmes)

NO-»

YES
v

(Print and ChECk\
Print a Balance}J the Trial Balance
‘—

4

Is the Balance
Sheet as it
should be?

[

Sheet and modify until
it does balance
- /)

YES
¥ Print and check
- : Is the Profit & the Profit & Loss
PLr(l)r;tSaAF;rC(z)fﬁn% Loss Account NO—»| Ac_countar_ld_
- as it should be? modify until it is
right

N

YES
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g Opening Moves
.7% Starting Vat Amounts r
3 Prepare an interim VA
: Return as you would

2 Are there any VA YES+ have done for your
» inputs or outputs for previous accounts
L the current VAT N y,

quarter?

[}

-
Enter the figures from

the above interim retur

into the VAT Amounts

YES control panel

- y,

Print VAT
Account report

Is your business
VAT registered?

<D NO

Does this
report show the
correct interim

l-i; YES

= VAT figures?
R
ar N'O
o Make corrections and -
k - Revisit theVAT
R reprint the VAT Account Amounts control panel
i until the figures are correc
L

. ~
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Opening Moves

Additional Account Information

Are you ready to enter
annual budget figures for
the current year now or do
you want to do this later?

Now

Enter budget /
target figures

against all
appropriate Profi

& Loss account
NO Later -

Do you want to
use budgetary
control?

YES

4

Enter historic
values against al
Now: appropriate
General Ledger
accounts

Do you want to enter
historic accounts figures
now or do you want to do
this later?

Do you have
historic accounts
figures?

YES

VOO D BB

eeside

N

NO

Later
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T ) Bank Reconciliation

Obtain your Create a
latest bank reconciliation
statement fofls| record for vour
your current bank current
account account

reconciliation

Open the
current

account

Does the reconciliatio
list reconcilewith the
bank statement?

YES

NO

A 4

Add any items to the
reconciliation list which have
been included in a bank
statement but are not include
in the current a/c balance

NO

Add any items to the
reconciliation list which have
been included in your curren
a/c balance but have not beégn
included in any bank stateme

o

Continue checking for
unreconciled items until the
bank statement side of the

Does the reconciliatio
list reconcilewith the
bank statement?

Opening Moves

YES

reconciliation list agrees with|
the bank statement.

) A

©
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Opening Moves
Other Reconciliations

Create a and Opening Stock
reconciliation accoun

YES for your VAT accoun

N~

Is your business
VAT registered?

Are there any
other accounts to be reconciled

with external statements (for
exanple, credit cards

Does your YES
VES Balance Sheet y
include any stock Create other
for resale? reconciliation
accounts
Enter Opening NO

the P&L accoun

) =

Stock and closin |
stock figures in
! J next chapter =
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