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Other Facilities

=L

2z ] Other Facilities

& | this final chapter, we look at some additional features that you can use to modify, present and manipulat
- accounting data. These facilities include...

3, Editing text

. The Find command

* Modifying Business Details

& . Setting Preferences

%=« Exporting information

:‘5 » Creating account templates

- Let's start at the beginning with Bottom Linéésct editing facilities...
=

o900

q

ge2e

-2

Chapter 19 - 2



Other Facilities
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™

& s you type information into Bottom
“2 Line, you can correct any mistakes by
=3 pressing the Delete key to backspace
«=3 over the offending characters.

Using the Clipboard

Whenever you Cut or Copy text, it is placed
in temporary storage in the system
Clipboard until the next Cut or Copy command.

. . : . When you choose Paste, the program takes
=2 However, in common with most Macintosh . ) . )
o whatever is in the Clipboard and implants it at the
i4 applications, the program offers a number of other o .
L . . specified location.

& editing techniques — these include the Clear, Cut, Capy _

~a and Paste commands. If, at any time, you want to check the contents of
. . the Clipboard then choose Show Clipboard from
+= The Copy and Paste commands are particularly usefil '

o : o 2. the View menu.

% when entering information of a similar or repetitive

&, nature.

<= To edit a text entry, you first need to select the relevant
“i= word(s). Once selected, the text can then be replaced,
= removed or re-used as shown onitket page

S If you replace, clear or remove any information by

"™ mistake then you can retrieve the lost text by choosing
~= Undo from the Edit menu... ... providing that it is the
@ next thing you do.
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w23 To select a
= single word:

=) double click.

~m¢ Move the I-
Sy beam to the

Selecting text:

Other Facilities

Move the mouse pointer over the text that you

want to select and notice that the mouse pointer changes to an I-beam... I

=] _ Journal El |
s s i
Journal No; 326 AR T
Date: 19-Aug-1997 &Mfm
Subject: VAT Payment | —
Dbt Credil

Afc Mo, Totals: I5312.61 163126 Comment
20800 | VAT Aot 1631264 Pay3rd quarter VAT
16100 | Cwrrend Astount 1.53|254|

w--\\q__j!"’f_—‘vlij

Pay quarter YAT

To remove the text so that it can be
used elsewhere : Choose Cut from the

=~ Place the I-beam over the required word and

== 10 select a portion of text

Edit menu.

To copy the text so that it can be used
elsewhere : Choose Copy from the Edit

Fay

2rd guarter VAT

menu.

== start of the required text then click and drag

=, the | beam across the words to select them

R%

L

= then release the mouse button.
W Once the required text is selected...

To re-use the cut or copied text : Position the I-beam at the
place where you want to insert the text then choose Paste from
the Edit menu.

To permanently remove the text
choose Clear from the Edit Menu.

: Press the Delete key or
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22 ] The Find Command

~& |1 common with many applications, Bottom Line allows you to find information from its database by means
“2 Find command from the Edit menu...

Edit

Undo &7
Cut EH
Copy L
Faste AL
Clear

Select All EA
Find... MF

Delete Item =K
Change Item...

Other Facilities

While it is possible to locate information through the hierarchical icon structure, th
will be times when you want to go straight to an item that you know exists by part
its description.

Perhaps you want to locate all customers living in Birmingham; alternatively, you 1
be looking for all invoices after a certain date; or, perhaps, you want to locate all
journals which affect a particular account number.

These are all possible using the Find command which is designed to specify three
factors...

* Where to look

* What kind of information

* What to look for

To find out more about the Find command, turn torthe page...
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.7% Find Command (continued)

-'% Here is an exampleimagine that you want to locate a supplier and all you know is that the name has the w
% ‘systeni in it. This is what you do...

TEm

=2 undo «2 | Choose Find from the Edit menu to display the following dialogue...

=3

i | Cut N Choose Suppliers from the Choose Text Contains from the

: Copl A ‘Where to look’ pop-up menu ‘What kind of information’ pop-up menu.

Py

= raste 1 | |

w=| ciear =] | Find | Ml

— - -

oy | Select Al ®A Find : [ Suppilers w| [ TeutContains | Type the word System
= Find... WF k I in the text field then...
r [System | [_Find ...click Find to display
S| Delete Item *K SeppTier Eorire] Byzios , & all items matching the
e | Change Item... g Supplier Corporate Busingss Systen  RESUIL(S) displayed 1= above criteria.

. Supplier SPETEMS UNLTD in this panel

= BE  Sepplier STAR SWSTEMS = Double click the
= i required item to find it.
=) 2| |

o
= If the program is able to find one or more items which meet the criteria they are displayed in the Find contr
3 panel. By double-clicking an item, Bottom Line opens the window containing it and highlights the item.

& If, as described on theext paggyou have chosen to look All locations or in a broad location then you may fir
=g that the information comes fromfféirent places in the database.

“ You will notice therefore that each item has an icon and a category — giving you a clue as to what it is.

L
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:-_*! Where to look Let’s take a look at some of these items in particular:
% \When you click the left — ‘where to look’ — pop-upAccounts This allows you to search through the
% menu, you will notice a number of choices... General Ledger accounts structure.
z AN ] Choose All if you want  Reconciliations This area restricts the search to anythir
i k to search the entire in the reconciliation facility.
2 accounts database
;3 “’:!naml Hnes ° Journals Searches all the Journals and Cash
ol B Choose one of these Book Journals which have not yet been
o Purchase to search in one of the deleted
- broad ledger catego- _ _ o _ _
\ R =1 ries Prior Periods  Restricts the search to Prior Period
| Reconciliations These options give Journals
- Journals [ access to particular Customer Searches the Customer database
Frior Periods i .
- - ‘E‘;Zase'r” the General &\ stomer Enables you to locate particular catego
- Customer - 9 Categories ries of customer
;| Customer Categories — v can home in on Customer This search allows you to locate transa
Customer Transactions Sales Ledaer inf , ) )
“®| sales Analysis >ales Ledgeriniorma- — Transactions  tions which have not already been
a2 | sales Invoices || tionfrom this group... allocated and cleared. These include
. Suool - 4 Purch Invoices, Receipts, Credit Notes etc..
—, uppliers ...and Purchase . . .
| supplier Categories [ | edger information Sales Analysis Homes in on the Sales Analysis structu
@ | Supplier Transaclions from this group... Sales Invoices Searches just invoices.
iE,. Purchase Analysis . .
| Remittances ] Suppliers Searches the Supplier database
A . .
i Supplier Enables you to locate particular catego
- Categories ries of supplier

"'ﬂ Chapter 19 -7
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.% Supplier Allows you to locate transactions
@ Transactions  which have not already been allocate
. and cleared. These include Invoices) You may feel that the lazy way to find
oy Payments, Credit Notes etc.. information is to leave the Where to look
option as All. This will locate what you are searchjng
for but, in a large set of accounts, a full search carl\
take some time.

Narrowing the Hunt

I3 Purchase Homes in on the Purchase Analysis
=4 Analysis structure

== Remittances  Searches just Remittance Notes.

DGV
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:-! What kind of information

% The second pop-up menu in the Find control box speci-
% fies the kind of information you are looking for...

'g | Texl Contaips

hd

Text Ends

== | Text Contains
# Text Starts
2 Text Ends

| Text Eguals
<

5 Datle Befoare
b Date After

2| Date On

=

- Account Code
5

. Analysis Code
'1.='

Choose one of these

H— options and type a string

of characters in the text

= field

Choose one of these Text Equals
and type a date in the

— text field

7] Choose one of these Date Before
and type a number in

Text Contains

k)

Rdd

- .. Text Starts

@8

the text field

| ets look at these information requirements...

This is the pre-set category which Date After

allows you to search the chosen data

looking for the string of characters

that you specify. For example, the

string ‘sys’ will find the word ‘Sys- ~ Date On
tem’ as well as the supplier ‘Unisys’

This allows you to narrow the search
to text information starting with the

Other Facilities
specified string of characters. As an
example, this would find ‘System’ but
not ‘Unisys’ but only if System were
the first word in a data field.

Searches the database for text items
which end with the specified string.
You've guessed - this option would
find ‘Unisys’ but not ‘System’ how-
ever it would not find ‘Unisys plc’

Will only locate an item if it com-
pletely matches the entered text.

Allows you to locate information
which is dated prior to the date en-
tered. For example you may want to
find all Journals before a certain date

Will narrow the search to include
anything after the specified date. For
example you may want to locate all
invoices after a certain date.

This lets you locate anything on the
specified date. For example you may
want to find all supplier transactions
dated today.

Chapter 19 - 9
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.i# Account Code This allows you to search using a

o General Ledger account code. For Selective selections

. example, you may want to locate all You will notice that thelate options are
o Journals which have debited or cred- only available for Journals, Customer Traps
Lo, ited account number 16100. actions, Sales Invoices, Supplier Transactions andl
' Remittances.

=4 Analysis Code This allows you to find information
- relating to the 2 digit analysis codes. | Account codeoptions are available for Accounts,
For example you may wish to find all | Reconciliations, Journals, Sales Analyses and Pu
invoices which have allocated sales tpchase Analyses.

analysis code 12. Analysis codesare only used to search Customer
Transactions, Sales Analyses, Sales Invoices, Sup-
plier Transactions and Purchase Analyses.

DGV
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2t ] Modifying your Business Details

- Having set up younew business detaias described in Chapter 3, there will be i
‘® times when you want to modify this information. For example, you may need|toEnd of Period...
=3 change your business address or, for security reasons, you may want to regulgg

iness Details..
== change the password. Choose Business Details from Susiness Detalls
Y . he Special to displav th VAT Details...

“»= This is how you update these detalils... the Special menu to display the VAT AMounts

2 Business Details panel... -

']

Business Delails

Business Mame: | Rock Salid Limiled

Address: The Long Barn
15 Merlin Lane
Lockington
BA12 GJL

Tel no: 01234 567890 | Fanno:|01234 567891

— Edit the existing text entries as required.

URT no: [678 4030 03 | Pessword: [sessss

Change the password if necessary

start date for year: 1-dan-1997 | Current date:26-Sep-1997

No. of Tiscal periods: 12 Click OK to accept any changes.

If you have modified the passwor

you will seethis dialogue...
Chapter 19 - |1
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Confirm Password ﬁ

‘2| The password has changed. Please enter the
=% | old password and re-enter the new one.

p oid p d: T
- AsswWor LT

Mew Password: (LTI

2 Re-enter your old password and the Click OK to accept
~ = new password that is to replace it . the change.

gt

No Change

1 You will notice that it is not possible to change the
Ty Start of the financial year nor is it possible to change
the no of periods in the financial year. If these have to change
for any reason then you will have to commence a new set df
accounts — transferring details across from the current set

ﬂ Chapter 19 - 12
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& There are preferences which enable you to...

£

_"! » Choose the way in which dates are entered and appear on screen and in reports.
. Select the way in which the accounting periods are presented on reports. There are four ways in which
- can appeatr...

+m  Period Number 1997 Period 13 (or 1997/1998 Period 7)

- (this is the only option available with a 13 period year)

=4  Short Month Dec 1996 m

= Long Month December 1996 News... ¥N
“2. Select the name of a folder to be used by the program for archiving VAT informati| Open... =0
= : . : . .

- Paste a picture of your business logo so that it appears in the printed header ony| roca 211
", financial reports and external paperwork (such as customer invoices). save RS

==~ If you want to incorporate your business logo on reports, the first thing you shoulc| $ave Rs...

oy use one of the many drawing applications available to create a PICT image of yoi| Revert to Saved

> logo. The next step is use the select and Copy facilities in your drawing applicati| $ave @ Copy...
copy the logo to the system Clipboard — from here, you are able to paste the img[ F#Port...

- - the Preferences panel. Page Setup...

-3 From the File menu, choose Preferences to display the Preferences panel Print... P

o Set your requirements on the panel shown over the page...

= Preterences..., |

Lt |

e Quit ®0
;'ﬂ Chapter 19 - I3




EE
.i#% Setting the Preferences

Other Facilities

Dale Formal PEEYENELEE

i Use the pop-up menu to select the format that you 30098
want to use when entering and displaying dates. J1-01-98
S 9 praying 5101 98
=3 S preferences o] Check this option to iy
_ | Preferences ER p 1/31/98

=3
T4 Having copied a
PICT image of
== your logo to the
4, system Clip-
L) board, choose
m, Paste from the
. Edit menu to
-:3 insert your logo
"y into this panel.

Date Format: 51-dan-94 -

[ 4 Digit year formal

display years in full (un-
checked for 2 digit year)

P Y T

Enter the year here to specify the

Two digit years 19[64] 1o 2083

start of a century for 2 digit years.

Feriod Format: | Period Number w

Archive Folder:

— Company Logo

C3 Clip to Frame

—&) Preserue Ripect Ratio

¥ Choose this option

%

i
L

A whole logo is displayed in the area.

to ensure that the —

Choose this option if you want
to retain the top left corner of
the pasted image — full size.

Click OK to
accept the
details.

Use this pop-up menu to select the
way in which the accounting
periods are represented on reports.

Feriod Mumber
short Month
+Long Momth

Period Format:

Click Change to set up or
change the name of the
Archive folder. A further
panel appears as in
“Clearing a VAT Period” in
Chapter 18.
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.3 Once the report is dlsplayed on screen and you are

ha with its contents..
& The Export facility allows you to extract information PPy
“= from your accounts and translate it into a form which[= Purchose Analysks [0

=3 can be used by other applications or systems. FO’_ Ft::u:k 5:’“':' leﬁad S Saies ARigE
~23 example, you may want to export data to a ka Zoiid Limied
=3 spreadsheet so that you can prepare cash flow fof@&7777 7 Heeount Historg i
ia, casts or carry out further analyses. | Rock Sofld Limited
: . L Deatalbed
“ In Bottom Line, information is exported as a Tab .
<& Delineated Text File — where each record (or row) i$ e e W
<= separated by a carriage return and each field (or | #%#%
% column) within those records is separated by a tah) ™ o s wers  mams  mems s
2, character. Although text files contain the raw P s WHIm T maAl e
=, information only, this format is readily understood Py i e bty R R e Rl e
. . . Fatray Py RE e s Bl ATy AT M a1 at
«+=, virtually all database or spreadsheet applications. v DIRH MG ML HAAT
kL TSPl FED a55E TS i ik §1 ||?:'!il i ||-.1E$:l 113 k)
= You are able to export the contents of three reportlf W | fee: [$]E] -
= thisway...
; y . S L .
™« Salesfnalysis repor(Chapter 9) — a
_? » Purchasénalysis repor(Chapter 13)
= . Close E AL
= General Ledgetccount History(Chapter 16) SaUe S
 The first step, therefore, is to choose the required repor‘g““E ':‘l--- saved
=g I the usual way and select the relevant report options ¢/ E?’ll.'l ane _
“ip 25 described i€hapter 5 Then export the information ...choose Export from the File
; i menu to display this dialogue...

W like this...

t Chapter 19 -
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-7% Export
@& (continued)

The Current Directory Name.
Use the pop up menu to move
to a higher level folder or disk.

@Huﬂnm‘line T]

Other Facilities

Double click a lower level folder
to open it and list its contents in
the current directory.

The name of the Current

— Hercules

Disk.

Desktop

Click to create a new folder
in the current directory.

New [

=4 | jst of folders and % Bottom Line iH
+m files in the current Y Home Accounts

- directory. Y Rock Solid

y O Templates

= g
a4 Type a name or

- modify the sug- Export As:

., 9CSted name for the LRock Solid-Account History

= new document.

Cancel

Click to save the document

to the current directory.

& On saving the exported
= information, an icon for
" the Text file appears in
& the chosen directory...

'5 You are now able to import this document into (or ope
_¥ it from) spreadsheets, databases, word processors of

)

Rock Salid- Account History

" other applications.

Database fields

When exporting to databases you will

usually have to create the necessary field
r@ind method of importing to enable the application
understand the incoming data. Turn to the User
Guide for your database application.

L
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EE
it ] Creating an Accounts Template

-® vou are able to save a set of Bottom Line accounts usstgtenery option which takes the set of accounts anc
“> creates a copy of its General Ledger account structure. This cloned structure can then be used as a templ
=3 which to start building a new set of accounts — just like the templates which were supplied with this softwa

& ‘- - _ye - - - -

'& When you use the Stationery facility, the program only copies information pertinent to the General Ledger ¢
“2 counts structure — these details include the name and number of each existing account; its function, balar
+= and reporting position. All account balances together with customer and supplier records are purged when

2 document is created.

= 15 use this facility.. m _
. e ... #
- Open the accounts document on which the new template is to be based then choose Dpen... 2]
- Save As (or Save a Copy) from the File menu.

.= YOU Will see the usual File saving dialogue like this... Close A 1]
=

Save k4.1

a FCT—
B Revert to Saved
= Save a Copy...
=

l’j Chapter 19 - 17
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.7% Creating an Accounts Template (continued)

ST 4

£

ey Locate the destination folder in the usual way. Having checked the Save as stationery box, the folloy
Y ing message appears...

=3

E Botlom Line 'r] = Hercules A separate stationery file will be saved
) % Bollom Line - containing the General Ledger account
1 Home Focounts structure ﬂ.nly. "

1 Rock Solid Are jou sure you want to contine?

O Templates
a ’ (oci)
il i
Saue as: Click OK to create
|Templnte i - the template.

) 7] 5ave as stationery

e Stlect this check box Enter a name for the _ ,
— == 10 Save the document new document. You can now open this document, modify the structur

— as a stationery item. and add information in the usual way.

v

next chapter wh

lﬂ Chapter 19 - |18
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