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Building the Supplier Database

-f! Organising Supplier Accounts For example, you may want to organise your supplier
® At the heart of the Purchase Ledger lieshpplier accounts alphabetically or by geographical region. A
& occounts third option is to group the supplier accounts accordir

e . . to the type of services or products they provide.
= These are the documents which record the trading h ¢
details — address, credit terms, purchase history — fgpu can assign short reference names to the individu
each supplier. Invoices, credit notes, payments or suppller accounts which are used to sort reports or
~= refunds are then entered against each account whichS¢reen views in alphébetlc order. _
= automatically increase or decrease the balance to prd3efore you start adding the supplier accounts, you m
<= vide a constantly updated record of what you have paignt to devise a simple indexing system which will
73 and what you owe to whom. help you group and retrieve information quickly and
: : This chapter looks at how you create 1 easily.
It also looks at how you create your own
= in which to organise and group the individug A point of order...
= accounts in a logical and meaningful f_ashion. Thes_e Supplier category and account referencel
= categories enable you to locate suppliers more easily, names are sorted into numerical then alghs

== from the database. betical order both on the screen and on the relev%zt
i

" You can create up to 30 supplier categories — and egcupplier reports. Therefore, if you want to organi
“= category can hold up to 100 separate supplier accountformation other than alphabetically, you can pre

“m® — SO you can arrange the supplier database to suit yp@ach name with a number — as illustrated by the
“@» own particular needs. example on the

o
8,
)
L
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g Building the Supplier Database

'., Supplier

= database...
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Building the Supplier Database

EE
it ] Creating a Supplier Category

- Having decided how to organise your suppliers, you are ready to enter the categories in which the supplier
“= accounts are stored. Create a supplier category like this...

=3
3 Pencliasea Double click the Purchase Ledger icon to open it...
=3
Ao JE3E Purchase Ledger &0 EE
=
i
o New Supplier Category
] Enter name of the new supplier
) category :
=
== In the bottom left corner of the Purchase 01 General |
) Ledger window, cligk the New Category
= button to display this dialogue...
- Ei Purchase Ledger & il
— - Type a suitable name then click OK to add the new i
= supplier category to the Purchase Ledger window... %
_— a1 Gereral
@ Notice that once you have created a supplier category, an icon represgnting
‘¥ it appears in the Purchase Ledger window. Bear in mind that you do not |
"l need to enter all the supplier categories in one go. N = |L'.:
L
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% Supplier categories (continued)

Building the Supplier Database

Re-naming a supplier category

If you want to change the name of an
existing supplier category —

it I

Undo 1

Cul = H
Copy |
PFaste A )

Select Al
Find

%R
®F

Delete Item WK

Lhange Supplier Category

for example, to

change the order %

in which it

appears on reports

(and on the screen) then click
the relevant category icon and
choose Change Item from the
Edit menu. You can re-name
the supplier category from this
dialogue box...

0ld Mame :

New Name |06 General |

01 General

Deleting a supplier category

You are also able to delete a supplier

category provided that any supplier
accounts it contains have been transferred to of
categories or deleted — turn to thed of this
chapterto find out how this is done. Once empty
select the unwanted category then choose Dele
Item from the Edit menu to remove it.

te

Viewing supplier categories

Existing supplier categories can be

viewed as icons as shown on thext
page...... or they can be viewed as a list by
choosing the By Name option from the View me

nu
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Building the Supplier Database

Ay
2t ] Creating a Supplier Account

- Having created one or more supplier categories, you can now start entering the actual supplier accounts...

__\3 Purchaze Ledger | =l

"?3%% % & |

0 Gerreral 02 By Haterials 0F Phand fEquripr.. 04 Printiog

W R

06 Pt iens g, 07 Ligal =

05 Oflie s 00k

Double click the supplier
category to which the new

*i= account is to be added... =
“a=, Hew mmfﬂem =] | New Supplier Details |

L‘; | Kame: ?f
T ... then click the New Supplier [Strand Property Services Ltd. |

— button in the bqttom left comer of Rddress: [The 014 Brewery
-—- the category window. 16 Fump Lang [073z TEazaz

Fadslock
:3 FAFS Y
" The top part of the window is where you Contact: l*"’""%“ | o732 Tedz43
¥ record the supplier’s business details, enter || "% [52 ] 1675564 a5 |

‘g them as describenlver the page... W

Chapter || - 6
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4% Supplier Business Details

&

S

.+a Name: Enter the supplier’s
full business name.

=3

S

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

-

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

-

=

Ui

gedddi

L

Building the Supplier Database

EE MNew Supplier Details [&-
-~ N
B s S
M me: ﬂ W"
— Ulserand Property Services Lid, | . gL i

Rddress: [The 0ld Brewery F o
16 Pump Lane (0732 Th4242 |
Radstock
RUZ 1HY

Contact: [John Brice | 0732 764243

At mo:  [68[][*][167 5364 48 |

\\¥

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

This is where you enter the
supplier’s telephone number .

Chapter || -7
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.7% VAT Information Required...

Building the Supplier Database

-‘& \When completing your VAT returns, you are required to provide separate VAT information regarding supplie
‘% purchased from other member states of the European Community (EC).

“3 Bottom Line extracts VAT information for EC acquisitions according to the country identifier that you use to

=2 prefix the supplier’s VAT registration number.

::3 You will notice that the country identifier is preset to GB — use this prefix when setting up an account for a
Ao plier based in the UK. For a country outside the EC, select the blank option from the pop-up menu.

_ = |f the supplier is based in another EC member state, use the pop-up menu to select the correct country ide

.= fOr example, FR for France; ES for Spain.

= Transactions posted to suppliers with prefixes

.- p 1pp p

"= other than GB or blank will be treated as EC
acquisitions and recorded in the appropriate

<= manner on youvAT Return report

B Having set the country identifier, enter the
"= supplier’s VAT registration number.

=]

| Mew suppller Details |

Mama:

]
i

ﬂ' o = T
[5trand Property Services Lid, | el o

Address:

Contact: [JabaBrice | |o732 764243

AT Mo [5 |

The 314 Brewery

V& Fump Lane (0732 7E4242

Fadslack

RFS i

167 5364 46 |

For a non-UK supplier, click here to select the country identifier ~ Having specified the country identifier, enter
W from the pop-up menu. You can type the identifier if you prefer. ~ the supplier's VAT registration number.

Chapter || - 8
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Building the Supplier Database

-% Supplier Terms

Mew Supplier Details |

fET

-'& \Whatever goods or services you
‘® receive from this supplier then,
=% sooner or later, you will be

.I& expected to settle the bill. The
= supplier may insist on payment
+= at the time of purchase or,

Y preferably, allow you to repay
- the amount owing within an

- agreed period of time.

= Use thePayment Termsoption
=, to specify the number of days
- credit — starting from zero for

Name:
|Strand Property Services Ltd. |

Heww Seppler.

.Li

Address: [The 0id Brawery E
16 Pump Lane (0732 764242 |
Radsiock
EUS THY
Contact: |John Brice | [0732 764243
URT No: [GB ||¥[167 936d 46 |
Terms

Payment Terms:l 3ﬁ| days

=
- immediate payment.

“»= Whenever you post an invoice to
this account, Bottom Line looks
at the invoice date you have

entered then uses the specified

Early Setllement I]is:uunl:[

5.00|% ...if paid within| 7] days

ww

Enter the number of days credit allowed by your supplier in their terms.

-== NuMber of days credit to
calculate when payment is due.
-— Any invoices remaining unpaid
-, beyond the specified time are
- Classified overdue.

Remembering to pay on time

(T

Either theAutomatic Paymerfacility or the reports, gasm
Aged CreditorsandSuggested Open Item Paymen{g

can remind you which invoices are due for payment before 5

supplier decides to do it for you...

Chapter || -9
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Building the Supplier Database

-i# In addition to normal credit

Mew Supplier Details | ETHS

g facilities, some suppliers offer
(& an Early Settlement Discount

= This is a special arrangement

+a Where the supplier allows you to
2 deduct a specified percentage
- from the invoiced amount in

"= exchange for early payment.

., If an Early Settlement Discount
— 2 :

1 1S offered, enter the discount

_+m PETCENtage allowed for early
- payment and the number of days
- allowed for qualification.

: Having entered these details,
_‘= Bottom Line calculates the

@ described in theext chapter

Name:

.Li

|Ei-l_rnn-:| Properiy Services Lid.

Address:

Contact:
UAT Mo:
Terms

The Old Brawery

14 Pump Lane

(0732 764242 |

Radstock

EUS THY

ohn Brice

J
6B |[*][167 9364 a6 |

| [0732 764243

Payment Terms: days

Early Settlement Discount:

S001% . if paid Lulthini ?|dugs

F_-'-—-_--"'."-
= discount allowed for each invoice\\""—-——-"""-___ﬁﬂ““--__..__---"""ﬂ

r_‘ . . . .
 raised against this supplier as |t ypplicable, enter the discount percentage that
this supplier allows you for early payment...

...then enter the
number of days

More about Early Settlement Discounts

You should ensure that you have set up a General Ledger account to benefit
any Early Settlement Discounts — and that you have entered the number of
account in thé’urchaséccounts Details windowWas described in the previous chapter).

which allow you
to qualify for that
fbpaount.
that

Chapter |l - 10
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-"% Balances

“%& Unless you are starting a new
43 pusiness, you will need to

=3 transfer all uncleared invoices,
-2 credit notes and payments for
== each existing supplier. However
<= Before you enter the outstanding
& supplier balances, you are

=, entriesover the page...

i

s®, Balance Due for Payment:
- EITHER, leave this entry
blank so that the un-cleared

Building the Supplier Database

-, advised to read the notes on thes

[ | Mew Supplier Details |
'\..I'

Name: T ey
|Strand Praperty Services Lid. | ﬁw $‘#ﬁﬁ'

Address: [The 01d Brewery =
|6 Pump Lane [0732 76424z ]
Fadstock
RUS 1HY e
]

5‘1":un1u:t [Jahn Brice [omnGrice | [0732 76azaz

uAT No: [6B |[>][167 9364 46 t

__..--___-_u“u_-___--_-___..—
~ Balances Turnover

invoices and credit notes can
et
D be posted to this account...

L

Due Tor payment: | E'.'Z"Dl This year: | ?EDD.DDl
Unallocated pugmenli:l I:“J.l:u:ll Last gEﬂr:' d?ﬂﬂ.DDl

.OR, type the total amount ~ Auto Purchases

Wy that has yet to be paid to this

= supplier 5] huto Purchase  Amount: | 500.00) +UAT:| B87.50]
o Last Paid: Analysis Code: UAT Code: [

= I
g Unallocated Payments: s | oo |5 G ﬂl

EITHER, leave this entry blank
¥ 5o that any prepayments can
T be posted to this account... ...OR, type the total amount paid to this supplier that has not yet been allocated.

Chapter || - 11
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.7% Balances (continued)

% To ensure continuity with your previous books. you may need to ¢

=% this in one of two ways...

=2 The first, and strictly correct, way is to leave Beance Due for

=3 Paymententry blank and to post all un-cleared invoices and credit
== notes to this account — as described inthe :r When you

& do this Bottom Line updates the Balance field in the Supplier acco

J=, adjusts the relevant Asset or Expense account balances.

».= The second option is to type a single balance amount in the Suppl
2 record — which, in turn, will update the Purchase Ledgenbtithe

- = General Ledger. The facility to directly enter the Balance amount
.= only available during the initial setting up period — once this perio

:= is closed, the supplier balance can only be updated by posting the
) relevant transactions.

= TheUnallocated Paymentsentry records the total money paid on
<= account to this supplier that has yet to be allocated to specific invg
~m and/or credit notes. If you are transferring an existing supplier
T account then you are faced with the same choice as above...
. ---Do you take the (initially) easy option of entering the unallocatec
“gp PAyments as a lump amount or do you post them individually?

“=a Having made your decision, either type the amount — or, leave th

% forward the amount outstanding for this supplier account. You can

work in the long run.

Building the Supplier Database

Entering Cash Values

The cash values — Balance
Due, Unallocated Payments
and Turnover — need only be enterg
if there are ‘open items’ — such as
unpaid invoices, unallocated credit

LI'T

-
(e

Cutting Corners

Entering a single balance
S amount is quicker than

posting the outstanding transactions
one at a time. HOWEVER! If you do
this you will need to keep referring

back to your previous books to checkK
isdych payment matches which trans-
action until, eventually, all the items
are cleared. In other words, entering
single balance amount may be easief
at the outset but could cause more

e

1 ptes or prepayments to this suppliel.
=3 with the relevant amount(s) — and, on posting to the General Ledger,

a

';I.i entry blank in preparation for posting each unallocated payment.

Chapter ||l - 12



EE | Building the Supplier Database

% Turnover M ey Mew Supplier Detalls Soverrs s gl

=:~!‘ If switching to Bottom Line part Name: P T
4 way through your financial year, |Etrc| nd Froperty Services Ltd | ﬂwsﬁm‘

=3 you can use th&urnover This ' e

I8 Year entry to transfer the net Address: [The 010 Brewery =
=3 value of business transacted wit |6 Purnp Lane [0732 764242 |
<4 this supplier for the current year.

= Similarly, use th&@urnover Last ————— e
== Year entry to transfer the value [ -galances Turnover

+= of business conducted with this | | pye ror payment: | 0.00| || This year: I —EEDD.GDI
— A200.00

/% supplier for the previous year. Unallocated payments: [“"““‘"“‘““‘““‘““‘.3._.:..;.| Last year:

= -
= |fapplicable, enter the total —Auto Furchoses

== \alue of transactions with this

“i= supplier for the year to date... [z futo Purchase  Amount: | 500.00) +UAT:| B87.50]
) g ~_.and for the previous year. Last Paid: Analysis Code: UAT Code: [ |
+ %
= Save | koore | Clse |5 EE
) More about turnover
R There is no need to enter the turnover amounts straight away. In fact, it is advisable to postpope
- entry of the current turnover until you have posted any outstanding transactions to this account.
u¥ | can then return to this window and top up the net turnover figure so that it correlates with your existing o
M| Once you have set up the turnover, Bottom Line maintains these figures for you.

lﬂ’ Chapter |l - 13



g Building the Supplier Database

‘% Auto Purchases Momee s New Supplier Detalls Sorssmsensnme (1

-'%& For some suppliers, you may Ty ey [
& need to raise invoices each Name ﬂﬂsﬁ#&l

<% accounting period which always |5Lram:1 Property Services Ltd. | r. __ paan W

<& contain the same purchase Address: [The 010 Brewery =
=4 information — for example, 16 Purnp Lane [0732 764242 |

+= when paying the rent for your \.,_\_____._'_______m__________‘_______________________,..-

Y business premises.
3 . . Click here to select the automatic purchase facility.
& To avoid repeating the same

Z=, invoice details every accounting
= period, Bottom Line provides an

Enter the invoice amount, excluding VAT... ...enter the VAT amount.

s, Auto Purchase template which uto Purchases

= allows you to set up the standard | ] futa Purchase  Amount:| 500.00] VAT 87.50]
= purchase information like this...
P Last Fﬂld: Analysis Code: [12]  vaT code: [ 1]

"= Enter the last period in which i
== an invoice was generated. Save | lgore | Clase Joo| | ]
o Enter the analysis code to map the purchase Enter the code for the
_"__ to the correct General Ledger account. VAT rate to be applied.

T
T | Generating an Automatic Invoice

Once the purchase template has been set up, you can produce an Automatic Invoice for the cU
period by first selecting the relevant supplier account then choosing Generate Automatic Invoig
the Purchase menu. Turn to tie<t chaptefor more information.

lﬂ’ Chapter || - 14
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Building the Supplier Database

-! Saving the Supplier Account Having entered the relevant information, save the

supplier account as shown here.

Mame:

(Strand Property Services Lid. |

Address:

The 01d Brewery

Mew Supplier Details =~

F!F_] Once saved, the
o .

I new supplier o )
?fﬂw-LE#ﬁﬁ account appears %

in the appropriate girsnd Property
category window.

| & Pump Lane |L'JT-"31" Tod2d2

_l Type a short unique reference

[] Auto Purchase Flmuunl:| S0 DD| +UIAT:
Last Paid: Analysis Code: UAT Code:

W name for this account.

— Auto Purchases

Hew Supplier E-

Supplier Mame;
Sirand Property | Click the

supplier

Supplier Categomy: category in

Click here to add the supplier account to the
database. You will now see this dialogue...

Save | lpore | Clse [0
|

Click here to erase the new account.

Click here to close the window. If any
un-saved details are detected, you will be
asked to save or ignore any changes.

01 General | which you

02 Raw MHaterials want to save
05 Equipment,/Flant
04 Printing Stationer the account.

06 Insurance/Fensions

Click OK to add the new account.
Chapter |l - I5



g Building the Supplier Database
2t ¥ Modifying a Supplier Account

&\t at any time, you want to check or modify the details for a particular supplier then open the relevant catec

“= and account like this...

=3

Y o From the Purchase Ledger window, double click the supplier category containing the

- ,.,:5;. account you Want to change. - -
e Wy Frinting /Statisnery EITHER, by icon... ‘ OR, by name... . 04 F‘r'mtil'lg-'"S tal il;mery [T~ |
Y ART Works ART Works Ty
v & Mixom & Co Hicon & Co u

et %, Gl & Parchiment

:ﬂr g Swalmans

= Their Nibs

/4 Double click the relevant account icon or name to open it.

amounts then

w

T} = i 1

=] = -
. E [ Alter Supplier Details = =il
S| B 5 Gl
-] Gapplite Detydls Currend Transsotions Quill & Parchrnent o r’ﬁ iy

- ) ) — Address: [15, High Sireat =
= to access and modlf_y the existing Cambs

= details for this supplier then... A2 BEl

,.E' ...make changes in the usual way. || cantact: [aizho | [o623 s23a3s

o UAT Mo:  |GB SH6 5342 21

If you intend to edit the Balance 5= 1= )
)
L

Chapter |l - 16



o900

q

ge2e

-2

Building the Supplier Database

Editing Cash Values
In order to correct any initial errors quickly and with the minimum of fuss, the Alter Supplier

Details window includes the facility to edit cash values, as well as text entries. This facility also

offers flexibility over the entry of turnover values which you may want to enter immediately or postpone
another, more convenient, time.

However! You should take care when modifying the entrieB&tance DueandUnallocated Payments

You may only edit these values during the initi

setting up period — and each time you do this

Bottom Line reminds you that any changes wil You have manually altered the current
. balance. This alteration will mot be

not be reflected in the General Ledger. .. reflected in the balance sheet.

Once you have closed the start-up period the Is this DK?
integrity of each account balance is then
maintained by posting the relevant transaction
— as described in the=xt chapter

| cancel |

Viewing supplier accounts

The accounts assigned to each supplier category can be viewed in one of two ways — as icong
list of account names.

To switch from one mode to another, choose the relevant option — By Icon or By Name — from the View

m

Chapter || - 17



g Building the Supplier Database
2t J Re-organising Supplier Accounts

& As the supplier database expands, you may find th o ST
“= you want to reorganise your supplier accounts — fqr

=3 example, to relieve any categories which are bulgir{g at
:’-& the seams. % % %

| 01 General | B P

“= Use Change Item from the Edit menu to transfer a T = ﬂz How Materals | BT
== existing supplier account from one category to anotier ' |
¥ as shown on theext page... % % % g

'ﬂ 168 Hor b Eorvight Lbd. Traoe Elments o

L) i Supplier |0 B
=

=]

= Re-naming a supplier account First find your supplier

et You can also use the Change Item commangd You can locate a supplier account by first

to revise the supplier’s short reference name locating the supplier category, opening it
without necessarily moving it into a different cat- then locating the supplier’s name.

i
3’ egory — simply type the new reference name for the
& | account in the_hange Suppliedialogue box but

= Alternatively you can choose Find from the Edit
j.n'l leave the existing supplier category unchanged.
i

menu to locate a supplier by name (or part of the
name). Find is explained mhapter 19
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'-! Transferring a supplier account to a different category

01 General

BED

= T}

=L o
o B
;.-:=. Eonshurch
2

i

How Supplier [

3

i

2
eq Edit |

1:5 Undo F
l‘":a Luf =i
:'} Loy . |
| Paste [

":=' Clear
- telect AN R
==| Find ®F

=

— Delete Item WK

4
? Choose Change Item
*“' from the Edit menu to

L

Building the Supplier Database

Open the relevant supplier category then
select the account that you want to move by
clicking its icon (or if viewing By Name, by
clicking the account name).

_"¥ display this dialogue...

Change Supplier

Supplier Name:

|Trnt e Elements

Supplier Category:

01 eneral

0% Equipment/Plant
04 Printing/Stationery
05 Dffice/UMilities

06 Insurance/Pensions

If necessary, change the
account’s reference name to
match the indexing system in
the destination category.

Click the new destination
category to select it.

Click OK to transfer the
account to the selected
category.
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-®& Sooner or later you may want to delete all those

“= supplier accounts which are quietly gathering dust.
=3 You can do this provided that...

<8 i
» The account balance is zero.

5 * There are no transactions associated with this acco
£

Y Having satisfied these two conditions, delete the
=, Unwanted supplier as described opposite...

Deleting a Supplier Account

—
e
m, Preserving history
Bottom Line allows you to delete a
supplier provided that you comply with
the above conditions.

However! The reportSupplier Listillustrates

turnover for the current and previous years which
provide a total for all suppliers in the database. T¢
preserve the integrity of these statistics, you may
therefore want to retain suppliers on file for a couy
of years until their turnover figures are also zero.

=

lgddu

q

deqd

-2

Building the Suppller Database

' 01 General © EIE
s

B % B g
Etnaterch Har i il =
e Sugpter []0] B

Open the relevant supplier
category then select the account
that you want to remove by
clicking its icon (or name).

Ui
Curt 5 H
| oy |
Al Choose Delete Item from the
Edit menu to display the

following dialogue box. . .

Paste
Clean

Select Al
Find

=R

®F ...then click the Delete button to

D

remove the unwanted supplier
account

| A

Are you sure you want to delete the
supplier Passe ¥

D om
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