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Setting up Bottom Line

EL
¥r § Getting Started Opening Bottom Line

‘& You are now ready to start creating your accounts  Once installed, you are now ready to run the Bottom
‘% structure in Bottom Line. You can do this in one of twhine application...

=% ways...

“=2+ You can use one of the pre-supplied sets of accounts ;ﬁzgt:snﬂ?;':éoégtfoe;ki?fé Itz(;itig; it
=2 as atemplate which can then be modified to suit by double clicking the folder icon

= your requirements.

"—3 « If none of the existing templates provide aclose [[A=——  Bottom lLine = [8~

match, you can start with a blank document and
+=  build your accounts structure from scratch.

|"Il .
= Whichever of these two routes you choose, follow the
= steps in this chapter to set up Bottom Line in prepara

1 2 ME in dizk 254 ME available

=

45

<= tion for and the actual process of building Templates

"% your accounts structure. ||
L:n Installing Bottom Line - - l%
- Before doing anything else, you should copy Bottom '— o
- Line and the relevant ancillary files onto your Macin- Double click the Bottom Line icon to open the
-~ tosh hard disk. application.

o
= Turn to the accompanying booklet kastalling Bot-
= tom Line — to find out how to do this.

o
.-E?'
0

Chapter 3 -2



g Setting up Bottom Line

:.3 Personalise your copy

&1 On opening Bottom Line for the first Personalise your copy of

‘% time, you are invited to personalise yolir  gattom Ling :

=% copy of the program by entering your
7@ name and the name of your organisa-|| Mame :
=3 tion. |J|:r Saunders |

ot Drganisation

. 1 ] H

- q

. [Rock Solid |
.8 oty I R

- O

™ ’

_;a 23 - /
< -Bottombine-|

=
=

- Type your name then click inside the Organisation box (or press the Tab

' key) and type the name of your organisation.
T On completion, click OK to accept these details.

E’ Bear in mind that these details are destined to become a permanent
Red feature of the opening title screen — so, if you spot a typing error, cli
o inside the relevant box and edit the text in the usual Macintosh way
L. before clicking OK.
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%t ] Creating a Bottom Line document

‘& You will now see the Bottom Line menu from which

Setting up Bottom Line

i

‘& you can create a new accounts document or open a To open an existing template,
=3 supplied template... Close EW| choose Open from the File menu
= , Bottom Line menu bar 2“'—:9 ; #% | then locate and open the

=3 % e fen Uiew Speoal Wingew ! 5 'Hﬂeluzl_t“g{; saved required document from the
- SouE o r“"““ directory list in the usual Mac
ey E:-:ut;rl oy fashion...

== Creating a New Set of Ac- S ——

~=r counts

- . - |IE| Templates ""I —Hercules

= |If you intend to start building R T

= your accounts structure from Open... #®0 AT L'npanq
<= scratch then create a new ac- Clos 1) O Full Norn Profil Desklop
“i= counts document by choosing Saue w85 O Full Partnership

= New from the file menu. Saue fis... QO Full Trader

) . Reverl 1o Saved D Minimum Company

Alternatively... Saue 2 COpy... 0O ™Minimum Non Profit
g Opening an Accounts Export O Minimum Partnership
_—. Template

,“'w To save valuable time and effort, Bottom Line provide
— a number of pre-prepared account structures which y
-, can customise to meet your requirements. If you war
_‘“ to use one of these templates, chd@pen from the

_:""‘ File menu...

t

Taking the short cut...

You can also open an existin
data file from the Macintosh
desktop by double clicking its icon.

L,
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™

‘& Before you can start using your accounts document,
‘% Bottom Line needs to establish the following
=% information which appears on all relevant customer a

=4 remittance notes. To complete these entries...

S
Business Name: Enter the name of your business
exactly how you want it to appear on all printed reports.

e
=
D

o=

Mew Husiness

Business Name: [Rack Salid |

~=

1{= Nddress: The Long Barm

. 15 Meriin Lone
=] Lockinglan

| BAIZ 6L _
P

i|runm:|u|ﬁuﬁs455 ! |

Tel no: |01230 683434

URT no: 673 2632 85 | Password: [sesns

R -

/

== VAT Number: If applicable,
= . enter your VAT registration
== Number.

Lt

i

LT

Setting up Bottom Line

Nd,

For increased

More about passwords

: airetl If security is not a problem, leave the passwo
24 supplier paperwork — such as invoices, statements gnd pjank to allow free access.

your password at regular intervals.

If you should forget your password, contact thie
Forecast Systems hot line for assistance.

d

security, you may want to change

Business Address:
four lines provided.

Telephone Numbers:
and fax numbers.

Type your business address in the

Enter your business telephone

Password: If you want to restrict access to your data,

specify a password.

To help keep your password

private, each time you open this document, you will be
expected to enter the password exactly as it is
registered now — including capitals and lower case

characters.
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.3 Setting up the Business Details

Setting up Bottom Line

Current Period: This is where
you enter the accounting period

‘& Start date for Year:

M Business

from which the accounts are to

‘& Enter the date which

_‘a represents the start Business Nome; |Hn:t Sahid

start. If you are starting a new
| financial year then you would

.+a date of your financial

Address:

enter period 1. However! If you

The Long B
e year. The date must I;H::n ;TB
“** he the start of the

are transferring your accounts

i Lockingtomn

part way through your financial

*="financial year in which BAIZ Gl

year, we recommend that you

== OCCUrs — see note
sm, overleaf.

/4 Edit the preset date in
- the usual Macintosh
- fashion.

=

=

the current period
Tel no: |0230 683434
UET not 633 2632 95

] Fuun-u-:lﬂ?lﬂ [TEEEE]

1 Password: |_ﬂlﬂ

Starl date Tor years) | =Jon- 1997 Current date:12-Jul/ 1%

Mo, of fiscal periods: ? 12 315 Curr
|

period in Bottom Line with the
period that has just ended in
your existing books as illustrated
in the example overleaf...

J/“ overlap the initial accounting

enl Period:

“— " Click OK to accept the new

business details.

-..=. =
~a Number of Periods: The financial year can be divided
= into either 12 or 13 accounting periods. This option is
— preset to 12 monthly periods — if you want to prepare
.- YOUr accounts every 4 weeks, click the button for 13

" periods.

= Lurn the pagfor further information about th@urrent
“i Period...

Dates
The current date is preset to your Macin-

tosh’s system date. If this is incorrect, selec

Control Panels from the Apple Menu then reset th
date (and time) in the Date and Time panel. Turn
your Macintosh User’s Guide for further details.

al

-

to

Turn toChapter 190 see how dates are entered.
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Setting up Bottom Line

Start of Year and Current Period
Imagine that you are keeping a manual 10 1

12

set of accounts and that you decide to OCT | NOv

DEC | (OLD SYSTEM)

switch to Bottom Line at the end of your
financial year. If your financial year finished on
31st December 1995 then you would start from
period 1 in the new financial year which, in turn, has
a start date of 1st January 1996...

Now imagine that you want to switch to Bottom ]

|t

l | 2 3

Start of Year: |-Jan-98 Current Period: |

|t

Line in January 1996 but, this time, you are already| aer | nov

DEC || (OLD SYSTEM)

part way through your current financial year —
which started on the 1st October 1995. In these
circumstances, you would close your old books at
the end of period 3 and start Bottom Line from the
same period — period 3. The overlap allows you to

the period before Bottom Line takes the strain in period 4.

—

3 4 5 -]

transfer the existing accounts, balance them and clos€ge et of Year: 1-Oct-97 Current Period: 3

4
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iy Setting up Bottom Line
.i@ Saving Your Business Details

& Check the details you have just entered, paying specia

Changing business details

(& attention to the last three options — Start of the Year, Once you have
=% No. of Periods and Current Period — whi@mnnot be finished setting g b eriod
-7& modified once saved. up your new accounts

document, you can modiniir LG L
the business details and IPAT Details...
password by choosing UAT Amounts...

=& When you are ready, click OK to accept these details
{5 You will now see the following dialog...

:5 Business Detailfrom the f:”‘“: t:m I":":;'”I"“'"

:=' Confirm Password Special menu. eat Bles...

o Flease re-enler the password. For more information, turn to

=

d:

- New Passwor haa ]

2
A . Un-accepted password

- Re-enter your password (if applicable) then click OK to P P _

- proceed... If you make any typographical errors whehn
o confirming your password, Bottom Line
T will complain. When prompted to confirm your

w password for a second time, either re-enter the char

acters correctly — or, if you want to change the

) g wi
- | you are working with a template, turn now to the original password, click Cancel to returnMe

™ section Hlater in
¥ this chapter, otherwise
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Setup - Account Delails

—HAccount Code Ranges
Rzsets start: 100am
Liabilities stary; | 20000
Capital siari; 40000

Revenue stark:

Expenditure:

0000

G000

—LCapitlal Rccounts

Retained Profits: (435000

Profil or Loss;

Setting up Bottom Line

Line provides five file dividers — or account categories.
These organise and store all the accounts required to
generate the Balance Sheet and Profit & Loss reports.
Each account is linked to the relevant account category
via its five digit code.

To determine which account items are assigned to
which category, you can retain the preset values or
enter the revised starting numbers that you have de-
vised for each of the five account categories — Assets,
Liabilities, Capital, Revenue and Expenditure.

Capital Accounts: Next, enter the codes for the two
Capital accounts which you will assign to the current
and retained profits on the Balance Sheet. (see further
details on the next page)

.! New Accounts Set Up Working from the accounts structure that you designe

‘& |f you are creating a brand new accounts document, €arlier, complete the following detalils..
‘& Bottom Line needs to know your numeric ranges for the _ _
% five account categories — Assets, Liabilities, Capital, Account Ranges: As described in Chapter 2, Bottom

7@ Revenue and Expenditure.
-«ﬂ' The program displays the Accounts Set up pan

Account templates

If you are working with a pre-supplied template, the account details have already been entered
On completing the set-up routine, choose General Account Details from the General Menu to ¢
and, if necessary, modify the options as described here.

fo
he
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g Setting up Bottom Line

:-3 New Accounts Setup (continued) 10000
&I -

i

_" Account ranges in action E
ey Using thecode rangeshown above, )
__- all accounts assigned a number %

.= | ranging from 10000 to 19999 will line up

;5 within the Assetsaccount category, while thosp @

= | assigned numbers between 20000 and 3999p et _—

=t 3 I . L c Liabilities

.= | will be organised underiabilities and so on. S \

+ — 40000
s © ]

- m

'Ea' \ Capital

— ¢y 50000
) 8 [

= Profits, past and present — E

: Revenue
= To recap fronChapter 2.. o \

ﬁ. TheRetained Profitsaccount records the = 00P00 ]

— | profits accumulated during previous years. Y—

L) . o o
¥ | TheProfit & Loss account reflects the accump- Exoendi
“i® | lated profit for the current year. ol y [Sxpendiure

L Chapter 3 - 10
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% New Accounts Setup (continued)
i

Setting up Bottom Line

Suspense Accounts:  Although the program does
everything it can to prevent this, an unusual situation
~Account Code Ranges could arise when transactions from the Sales or Pur-
Rssels start: 10000 | Revenue $1art: chase Ledgers are posted — via an analysis code — to
Liabililies slart: | 20000 | Expenditure starl: a General Ledger account which does not exist.

Capital start: | 40000 To overcome this problem, your accounts structure
should include the relevant Suspense accounts to
catch any itinerant postings.

General Ledger - Rccount Delails

—Capital Accounls ———— —Suspense Accounts
Retained Proflis: 40400 Debtors: 14200
Profit or Loss: 40B00 Creditors: 20600

To capture stray postings from the Purchase Ledger,
enter the number (of an asset) that you are assigning
as the Debit Suspense account.

Enter a liability account number to act as a Credit
m Suspense account.

Journal Number: | 180|

a9 Journal Numbers: In Chapter 15, you will be meeting
== the Journal facility which is used to enter direct transac-
- tions to the General Ledger.

.—;—- For auditing purposes, Bottom Line automatically

e numbers each Jouma! for you — startlng'from 1. Ifyou Check the information you have entered and if neces
~— want to start from a different number, edit the preset ; L

¥ number in the usual way sary, make any corrections. Once everything is the w

o you want it, click OK to accept these details.
i Bottom Line now creates your ledgers.
Chapter 3 - 11



g Setting up Bottom Line
.#% New Accounts Setup (continued)

&
i Making Changes General
- Once the set up routine has been completed, you can mod Akt LU EEIEL

<& | this information by choosing General Account Details from the Genéraiiew Account... =T

<4 | menu. Turn the page to find out how you can access the General n elter Cash Book

:= | Bear in mind that any major changes — for example, renumbering thegnter Journal... #J

i
‘& | account code ranges — should be made before you add or modify | Prior Period Journal...
-4, | gccount items to avoid undermining a framework which is firmly
s, | established. Post from Sales Ledger..
T Post from Purchase Ledger...
= Clear Transaction List
=
" Edit Departments...
=
@
-
o
>
i
-
a0
- ;-

L Chapter 3 - 12



Setting up Bottom Line

iy
1t 1 Introducing the Bottom Line Desktop

-& Having set up your -
i w File Edit ew Special Window
(% accounts, you will now === : ___B &

_‘a see the Bottom Line B ey UIntitlad |
28 Desktop...
=3

4.
ia Ledger  Sales Analysis Exich Wivoloes

=
e

.i; , ] @ @

rﬁ Ledgte  Recereiliation  Surnils
> &
R

3 B 2 =

“# Notice that the desktop is divided into three separate Like the Macintosh desktop, Bottom Line icons act as
Gl‘ areas —Sales General LedgerandPurchases containers which you use to enter, organise and store

‘“ Notice also that each area, in turn, contains four icondOur work. lcons also provide the main access route
into Bottom Line —for example...

L g Chapter 3 - 13



g Setting up Bottom Line

i@ Selecting a Ledger | sales |
. i tabes Account Details... @0 Batched ineoices / Cr. Nolex.,,
-“%& During the course of your work, you will constantly :?n: Dabtars...

i i Enter Imuvaice... E atyments..,

5 need to switch from one ledger to another. In Bottom| oo rroait Nate... rccount statun
_-;'5 Line, this is done by selecting the relevant ledger icon. ::::: :::::fut:f" wR Cotamet et
““® When you select a ledger, two additional menu names Enter tther Transactions... Customer Labels...
_.r.ﬁ . . flocate Bnallocated Cash.,,
== appear in the menu bar. These two menus contain thpse Sales Dagbook...
33 commands which are unique to the chosen ledger — trjiar Alocated Iransac tions Custamer AudE...
& selecting each ledger in turn and examine their associ- Amabyiis Codes..,
<= ated menus for yourself. Sales Analysls..
=

i
a

@ File Edit Wew Special Window Soles Neports

=

== Click the relevant ledger icon to select it...

= _..and to access the menu items unique to

Liger  Furchand Ariyrl Rt Rans
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Setting up Bottom Line
Opening a Ledger
In addition to selecting a ledger icon, you can
open it to view its contents. We will be looking
at the Sales and Purchase Ledgers later in thi:
manual — so, for now let’s concentrate on the
General Ledger.

As explained earlier, the General Ledger con-
tains the five account categories that will be
used to organise and store all your accoun

d @r—r / General Ledger

| items. To help you get your bearings, opet

i,Fmﬁmsm g B

the General Ledger then open any accoun
category as illustrated here...

_;_a, Liabilities Capital
I1 Assels 2]
= Profit & Joas &
=] |
@ | o
— Double click the This window would
-=s General Ledger contain a list of Assets if
icon to open its you are working with an
window... account template
Double click an
account category icon
to open its window... T ¢g

Chapter 3 - 15



g Setting up Bottom Line
.i% Viewing Windows

‘& Notice that the contents of each opened icon are displayedliimlaw. If you are working with an accounts

‘& template, you will now see all the account items which have already been assigned to that category. By cc
=% you have created a new accounts document, the account category window will be empty in readiness for tt
-Z& accounts to be entered.

=3 You've guessed it — each account can be opened by double clicking it. However, before you explore any
== take a quick look at theehaviour of windows...

e _ .
- VieWing account items l%ﬁ
! The account items assigned to each mrce] [rme] [ h;-% tc—:'ljh o :;ﬁ?%%h l%%ﬁh [ B
o Account Category can be viewed in ong L : : —ieid € AA| e LR b
. ! : | 10000 10100 10200 10400 IDBOO S1000 11100 11200 11300

- of two ways — as icons (right) or asahlerarchlzalmp : T = T T [
om | list (below). 12 @ e i Al [ég% i E.Jr ]
- = T NS00 11600 12500 13000 13100 13400 13500 14000 14400
¥ ]
. 00D TiMle ASBETE | | 4 £ i e Bt g [
‘; toigg Titls FBIED AsGETS | [EE | 0| %ﬁg ] @
5 ; S—__— angible Assels 19200 14500 149400 14500 14500 16000 1H100 16200 18400

1 1Z00 Atasnk Flamt & Mlachioss L |
=) I LD hcounk Fnr'ﬂﬂu'l--ﬁ:f"ﬁ.ll.l;s | PPl by, b [, R, PR EEL R [

IFigd Azgant Difice Equipried Hew Acocunt [G2] 0] EE
o 100 Account Phdor Vehiales
e 11300 Broount Less Depreciation
= 11500 Susmmary Investmenls .
o i 1E0D Aceaunt Shares To switch from one mode to another, choose [th:

TOTAL FINED ASSETS :

= et WLDQUS AT relevant option — By Icon or By Name — from
ke 12600 Duiesin arFij Elssks f
=i | 2400 Aeteut ek = Rt Male ol the View menu.
e 1 2500 Aestaunk Work in Progress 4
i ] Faw bocoont [4=] 10 i
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% Manipulating Windows Rearranging Windows

& All icons on the Bottom Line desktop can be opened ifihere may be times when you want to view the conte

™ the same way as the General Ledger — and it is poss¥# several windows at the same time.
=% ble to have more than one window open at once.

Setting up Bottom Line

In these circumstances, Bottom Line provides two
=2 Each open window has, in turn, a number of features options which help you to organise and arrange all th
=3 which help you view its contents. For example, you capen windows on the screen.

== re-sizea window orscroll to reveal contents which may;

. 5 TheTitle Windows command
& be hidden. You can alsoove arrangeor closeother

re-sizes all the open windows

== windows that may be obscuring your view. . and arranges them around the
+= The Active Window Stack Windows | o cen,

ey Before you can work with a window you need to ensure Untitled S H

*=" that it is the active window. To do this, click anywher¢ General Ledger

<= inside the required window to bring it to the foreground. Reports

“i= You can tell which window is active because its title bar

= is highlighted by horizontal stripes. _ _
il You can also bring any open window to the front by Window Alternatively, theSta(_:k Win-

bt choosing its name from ttWindow menu dows command ro-sizes and
— ' A CANLDTTER layers all open windows so that
) each title bar is visible.

:3' Untitled #H

il Leneral Ledger

o Reports

L
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iy Setting up Bottom Line
.i@ Locating a window’s ‘parents’

& As with the Macintosh Finder, windows can be nested inside other windows in a hierarchical fashion — yol
‘% open a window containing icons which open other windows, and so on.

“3 While you have an active window, you can locate and open the window from which it was opened — or oth

“=2 windows further up the hierarchy. To do this...
=3

Returning Home

Whenever you want to return to the Bottom
Line Desktop Window...

Click the Window name in the either choose the account file name from the Win-
centre of the header while holding dow menu,
down the Command Key. or press#H, for home (press the H key while hold}

ing down the Command key).

- :|j - - - - - H = = = = = .|.!|§i

L‘g Assels &
! Account Number: General Ledger R

Rock Solid e ,.--W_f.fm
- Description: T -

|I2urrent Account | { Title

Choose the required window
from the pop-up menu.

e gieldi

e
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&% Manipulating aWindow

‘& Click the close box to put the window away.
Click and drag the title bar to move the window to a new location.

Click the zoom box to expand the window to its
optimum size. Click again to restore the window
to its previous size.

||¢~M

1] Assets
(0000 Title ASSETS
(0100 Title FIXER ASSETS
foEno Summary Tangible Assets
Fosoo Account Flart & Machinery
i poon Account Furnifure & Filtings
{1100 Assount Dffice Equisdasnt
i 1200 Assount iMokar Vehisles
[ 1300 Assount Lezs Depracistion
1500 EHﬂ'ﬂ'ﬂll'lj In¥eslments
- ] [ E00 Aol Sharez
: [Z500 Subtotal 2
= Some (3000 Title CURREMT ASSETS
= . 3100 Summary Stocks
@ windows 15400 Ascount Stock - Faw Materials
" have 13500 Aseoint Work in Progress
S CONtrol ——f Mew Accound | 4ElNfEE i ]
~rme DUttONS N
the lower left

— Ccorner.
i

lqb@

Setting up Bottom Line

Closing the
desktop window

If you click the
close box on the Bottom
Line desktop, this closes
your accounts document.

Drag the vertical scroll box to
scroll anywhere in the vertical
direction.

Click the vertical scroll bar
(where it is grey) to scroll one
window’s depth.

Click the scroll arrow to scroll
in the direction of that arrow
(hold down the mouse button
to scroll continuously).

Click and drag the size box in any direction to change
the window’s height and/or width.

Click the horizontal scroll bar (when it is grey) to scroll one window’s width.

Click and drag the horizontal scroll box to scroll anywhere in the horizontal direction.

Chapter 3 - 19
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IYVAT Rates

& |f you are VAT registered, this section de- Preset Rate : The VAT code that you
% scribes how to specify the VAT rates chargegtlect here automatically appears
=% on your sales and purchases. To do this, on all invoices and credit notes —

Setting up Bottom Line

VAT Rate Description:
Enter a suitable descrip-
tion for each VAT rate.

o i i is... you can overwrite the preset VAT .
:..: open the VAT Details panel like this ¢ o6 whom proparing oach invaice \:]AT Rates: Enter
X or credit note. Click the button for the VAT percentage
*,5 End of Period... Choose the VAT ' {he most commonly used VAT rate to be charged for
= Details option and to avoid confusion, ensure that each rate.
=& | Business Details... from the c?_loelcial the rate |
; menu to display -
.:; UAT Amounts... the following %g: ZeIeCt o HHL": e
- Clear UAT Ameunts... | panel... Title. Analysis
Clzar UAT EC Sales.. Code| Preset Titlg %
=
. 0 | Zero 0.0
':ﬂ Bottom Line provides six different VAT rates 1 —@® |[stondard 17.50
"= _ coded from 0-5. These codes are used as 2 & | Fuel 8.00
S a convenient form of shorthand to apply the 3 - 0.00
" correct VAT percentage to each itemised sale 4 O 0.00
= or purchase. You will probably use 0 for 5 O |Enempt | 0.00
1 Zero rated and 1 for Standard Rate — other [1 Cash Accounting for URT
¥ rates may be added as required. [] Print EC Sales List annually
jE Referring to our example, enter each VAT [ Preset 1o EC Sales Goods
¥ rate like this... m
©
L
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@ VAT Rates (continued)
i

-

J&, Cash Accounting for VAT:  Normally VAT is accounted
oo for at the point when each supply is made and each

- When you open the VAT Details panel for a new set of

ey accounts, normal VAT accounting is assumed and the
¥ . . .

. Cash Accounting option is de-selected.

5

oy If you are operating a Cash Accounting scheme click

this check box so that a cross appears Bottom Line
e then accounts for VAT at the point when each pur-
__'-'; chase payment or sales receipt has been entered
“m and allocated. ...

R ...otherwise leave the check box deselected for normal
@ VAT calculation.

:-:li' Refer to your VAT literature to establish whether or not
" you may use Cash Accounting.

i

Setting up Bottom Line

- sales or purchase invoice is raised (the tax point date).

VAT Details 2 &
Analysis

Code Preset Title %
L] O | Zero 0.00
1 {5 Standard 1750
2 & |Fuel .00
3 o 0.om
4 o 0.o0
5 O |Exempt 0.0m
Elcash Accounting for VAT
[CJPrint EC Sales List annually
[ Preset to EC Sales Goods
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@ VAT Rates (continued)

‘& Print EC Sales List annually:  If you export goods to
& other member states in the European Community (EC),
4 ou are required to produce an EC Sales list.

=L} q p

74 Normally, an EC Sales list is submitted every calendar
=4, Cuarter (to 31 March, 30 June, 30 September, 31

. December). However, if you have dispensation from
=" Customs and Excise to produce an EC Sales list once
-

ja' a year then click this option to select it. \
"

- Preset to EC Sales Goods: As explained above, the

Setting up Bottom Line

- EC Sales List is required for goods exported to EC
": countries - but not services. It is therefore necessary

VAT Details 2 &
Analysis
Code Preset Title %
0 O |Zern 0.00
1 ® |Standard 17.50
2 O | Fuel 8.00
3 o 0.00
4 o 0.00
5 O |Exempt 0.0m
\E: Cash Accounting for UAT
Print EC Sales List annually
El Presel to EC Sales Goods

T'- for you to identify for every sale whether the sale is for
= goods (as opposed to services).

= In Chapter 6 you have the option to select whether a

Once everything is the way you want it,
click OK to accept the information.

- particular supply is for Goods or Services but if you
“= tend to supply services more generally than goods then
~map Click this check box to de-select it.

Changing VAT rates

You can re-open the VAT Details panel an

time you need to set a new VAT rate or
amend an existing VAT percentage. These chang
will be immediately applied to all subsequent sale
and purchase transactions.

£S
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g Setting up Bottom Line

:-3 Setting up Department Labels

& |n the last chapter the section headedartimental Reportinexplains how you can refine your accounts structu
“® in order to build in a means to identify the financial performance of particular sections of your business — ¢
“% ments.

=2 This departmental reporting facility relies on identifying those accounts, totals and headings which are ass:
=2 with particular departments by means of labels.
{5 This is how you create a set of labels...

a

Edit Department Names

b == Click on the General Ledger Icon in the Bot-
- ,!| tom Line Desktop so that the General Menu Department
' appears th East
_‘:5 I'l'?dg*r pp . lﬂl‘lqlli
: Choose Edit Departments from the General idlands

22 Menu to reveal this dialogue...
=

o Edit Department Names

= | R ey w—r—"

Soulh We| | [cancel] |, 0k |
Type the name -m . -
of your first
department in Add each additional label in the
the text box... m ok I;[IZ?; same way then Click OK.

[Landon| | (cancer) [ ok |

rrrrreT

You can make changes to your set of labeisthis. ..
L Chapter 3 - 23




Setting up Bottom Line

Changing labels

To change the name of a label...

Click on the label that you
wish to change...

Editl Department Ma

e
RN

ths East

£ Anglia
idlands

i Wtk

|wates & wes§

...then type the new
name in the text box...

...and click Change.

Order among labels
The order that you list the labels may hel

you to locate them more easily. To change
the order of labels once you have entered them, do
this...

Edil Department Names

[T —

il el
East
£ Angha
s wert

—
Iy
wu

|Midiands

| [Ennrel_]

Click the label that you
want to move...

... then click the required
direction.

means to the top and

]

=¥ | means to the bottom of the list.
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NL ]
it § Saving Your Work

‘& Before going any further, it is worth noting how to save a permanent copy of your work. The File menu inc
‘% three options for saving your work...

<y

j‘: BACKING UP ACCOUNTS

=

.= Save: Choose the Save option to NMELW... #EN Save a Copy: Choose the Save a Copy

*2 save the changes you have made Open... *0 option when you wish to continue working

= to the open document — in other with the current document while creating a
== words, it replaces the original ~_ Close =1 security copy of its contents under a different
1, version. ~ Save WS name. We recommend that you use this

o | save As... opton for preparing backups of your data.

- / Revert to Saved When you choose this option the file directory

- dialog box appends the current date to the
. Save As: Choose the Save As ENDOFL existing document name. If you retain these
=’ option to create a new document invented names you can build up a set of

Save a Copy...

= containing any revised information archives which can be readily identified by
<= — while leaving the original ver- Page Setup... their chronological order. You are, of course,
;s Sion unchanged. Once this is Frint... &P free to modify the preset name if required.
= done, the new document appears 0 4 th td ¢ .
- as the active desktop while the Preferences... nﬁ? savt(? ' q € lc(:turrenh_loiﬁmgn Ir.errlalns
R original document is left, un- as the active deskiop while the duplicate
o copy is set aside under its new name.
changed. .
) Quit #0

When you choose Save As or Save a Copy, the file directory dialog appears which

you to decide where the file should be stored. This dialog is explaimetar. ..
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-3 Saving your Work (continued)
R

. The Current Directory

= Name. Use the pop-up
_'_:3 menu to move to a higher
B evel folder or disk.

Double click a lower level
folder to open it and list

its contents in the current
directory.

The name

—] of the
| =3 Bottom Line * | = Hercules Current
; Disk.

Oesktop

Cancel

<& Mottom Line
O Home Recounts

O Templates

Saue ag:
—Rock $olid

[] 5ave as slationary

Click to save the
document to the
current directory.

Click here to create an ac-
counts template. Referto a
later chapter on templates.

Click to create a new
folder in the current
directory.

_; ., Type a name or modify the
___:? suggested name for the new
document.

Setting up Bottom Line

Taking precautions!

As when using any computer appliga-

tion, we strongly advise that you saje
your accounts information frequently and on &
regular basis.

It is also a wise precaution to make regular
security copies — or backups — onto removabl
disks or cartridges which can then be stored
away from the original computer. Hard disks @r
not immune to the odd catastrophe — such as
data corruption or simply refusing to start up +
and time invested in making security copies is
infinitely preferable to time wasted in repeating
lost work.

Before closing each accounting period, you
should also back up the accounts document gs
means of archiving information. Once archived,
this information can then be retrieved whenever
needed — for example, to print a set of reporfs.

If you are unsure about backing up, turn to your
Macintosh User’s Guide for more information.
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¥t J Closing a Bottom Line document

“® ment, you can close the document along with all o
~% windows...

OR,

Setting up Bottom Line

& |f you have finished working on your accounts docuclick the close box on the Bottom Line desktop.

Nock Solid

Sales

Geweral Ledgon

;I L,.-ag"- Becorgitulion  owrnale Rrporis
Poncliases E % @

= 0

Sabed daabpais Babch Wwadted Brparid

8 8B O

L F‘u’-:i'rl“!.l‘rl'l]:ﬂ:l: Feritlarsds

Ir

A

Save changes to the documenl "Rock

.
::ﬁ MELL bl
B
-2 Dpemn... )
g-& EITHER,
- M—Choose Close from the File
_: Save =S menu.
Save As...
i
i Revert to Saved
2| savea Copy...
-{a Export ..
1.' Page Selup... If the document con-
i Print... P tains un-saved
) changes, you will see
= | Preferences... this dialog...
o .
= Duit =0 Click Don’t Save to
‘3‘ close the file without
- saving the changes.
Lt
—:E' OR, click Cancel to
- return to the window.
L

Lolid” before closing?
{DEI‘I'ISEII.I'E| Ii Save iI
=

OR, click here to save the changes
and close the document.
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#r § Throwing away all your changes!

‘& Although it is not recommended to throw anything
‘% away during an accounts session, there may be times
=% when you have been making changes or adjustments
.24 and decide to approach them from another direction —
=4 returning to the file that as it was last saved.

2
~ New... 4
iy Open... D

&

'g EITHER: Close the fle —— Close a1
< and click the Dont Save Saue WS
<= button as described on the save As

= previous page. Then use

“sa Open from the file menu to EHEUEﬁ ::L'I Saved
Fap F€-Open the last saved e e Long...
5 version. Evport...

d

Page Setup...
Frint... #F

!

¢

-

Preferences...

Q

=

Quit #®0

i

Setting up Bottom Line

OR: Choose Revert to Saved from the File menu.

This warning appears...

Revert to the last saved version of the
file named “Rock Solid®?

Click OK to proceed.
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=L |
2r 1 Opening an existing Bottom Line Document

% Having closed the current document, you can open another set of Bottom Line accounts in one of two way:

£,
-3 EITHER, from the Macintosh desktop:

=3

2D Locate then double click the icon If you entered a password when you created your
3 which represents the Bottom Line accounts Bottom Line will require you to enter that
4 accounts that you want to open. password... [f )
4 Pleaze enter your

- OR, from within Bottom Line: p Bottom Line passwaord

From the Bottom Line

menu bar, choose Open | Cancel | I (TS !I
from the File menu to (L.
Close i display the directory list...

Enter your password -
remembering to use the
exact characters and
|1 Battom Line v | = Hercules whether letters are capi-

i Botlom Ling ! Eject tals or lower case.
Home ACcounts . .

0 Rock Solid Deskiop Click OKlto display the

0 Templates Bottom Line Desktop.

Saue HE
Saue As...
Revert to Sawved

D
2
=
=}
)
_:; Save a Copy...
o
e
0
g
JF

Export

Use the directory list to

locate and open the Cancel

- required Bottom Line
_ document in the usual sl Oren [y
e Macintosh way.
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%r J Leaving Bottom Line

& |f you have finished working with Bottom Line alto-
% gether, choos®uit from the File menu to leave the
=% application.

"

':5 Crash recovery...
;& As explained earlier, it is important that you save your work regularly. However, if you have a set
' accounts open and your Macintosh runs into trouble, Bottom Line creates a temporary set of fil

_2' protect any changes you have not managed to save. To retrieve this data...
:.5 Re-start your Macintosh if necessary then open Bottom Line in the usual way. You now see this dialog.|..
=

Click Removeto delete the temporary files containing the

=, | un-saved changes. Bottom Line seeks confirmation f There is already a set of accaunts which

.= | before proceeding. has not been saved.
v [Thiz may be due to a system error or 1o

D
(7))

:=| ChooseQuit to close the Bottom Line application alto- Bottom Line unexpectedly quilling.)
== | gether. Do you wand to open these sccounts?

# | Clicking theOpen button prompts Bottom Line to open [Cauwit | [ open i|
“= | the temporary data set containing the unsaved changé
~=a | This information appears as an ‘Untitled’ document —

T | you can then check the rescued data and, if satisfactory, save it under a name of your choosing.

-

i
- ;-

next chapter wh
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