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g Purchase Transactions
¥t ¥ Introducing Purchase Transactions Each time you post a transaction to a supplier accour

& This chapter examines how you enter the transactionghe current balance is increased or decreased accorc

“2 which record and analyse your business expenditure.mgly' Using this information, a variety of reports can

=3 Before you can produce any Purchase transactions yggv SQO:#SZ%%T;?!%%?&OU to keep track of the amour
~=3 shuold have... '

=% . Created a General Ledger account structure. Having entered one or more transactions, the purcha

i _ details can then be posted to the General Ledger to
* Setup a Purchase Allocation structure. update the Balance Sheet and Profit & Loss Account.
1'3 * Entered at least one Supplier. Posting to the General Ledgsrdescribed at the end of

.+ transaction is: purchase transactions themselves...

2% 1. Locate the supplier icon (or name) and single click to
<= selectit.

“i= 2. Choose the m
- :

; require from the Enter lnroice... =1 .

= Purchase menu..| gnter Credit Note... Locate your supplier first

e Enter Payments... Ry The supplier database can be organised
‘“E Emter Refund... h h " d b d @h t 1t

e Enter Other Transactions... . Ierachically as eS_C“ € —a& 0 i
3;' Allocate Unallocated Cash... assist the process of locating an individual suppliel

o Automatic Fayment... However, you may prefer to locate a supplier by
i Generate Automatic Invoice... name using the Find command from the Edit ment
oy Clear Allocated Transactions as described ithapter 19
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Purchase Transactions
In the Purchase Ledger window,
double click the category which
contains the relevant supplier
account...

=L
2z ] Purchase Invoices

3 Whenever you buy goods or services, your supplier
issues a formal record — mvoice itemising what you (JENEauTIEE
have bought, the amount owing and when you should

2 pay. From the open category window,
On receiving a supplier invoice you will want to locate then click the supplier ac-

*2 allocate the cost to relevant accounts and summariesgount icon (or name) to select it.

= this is how you enter its details into the Purchase There is no need to double click.

Tatkanery

= Ledger...

1:= Purchase
- Purchase Account Details... #0 EITHER, choose Enter Invoice

-, : from the Purchase menu...

g te--- ...OR, press #-| instead.

- ] Purchase Invoice | EH|
L:,; Eupress Dffice Supplies P e B o You see the Invoice window for the
> Fzm ‘?m selected supplier accountus#n the

Invoice Hn: i : pagefor more details...

e Reference:

b

? Date: 12-nug-l'9'9?| Days before payment: 7 =

"..'Al" Goods: Total Goods: 005
:; E.S. Discount: | 0.00] ...if paid by [19-Aug-1997]

— e T~
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-"#% Entering the Invoice Details

& This is how you complete a Purchase Invoice...

>

- Invoice No: For auditing purposes, an internal filing
number is automatically assigned to this invoice.

- . . . . .
=3 Only edit this number in exceptional circumstances.
-

=

Purchase Transactions

Purchase Involce H

Chaos in the filing department

While you are able to overwrite
the Invoice number, you should
take care not to upset the numbering

sequence for previous and future invoices.

If, for any reason, the automatic invoice
number has fallen out of step, you can op
theAccount Details pandtom the
Purchase menu and reset the number fro
which the next invoice will start.

m

Reference: Enter the supplier’s invoice
number. This will enable you to match this
posting to the original invoice.

Date: Enter the date on the supplier’s
invoice — not the date on which you are
posting this invoice. Once saved, Bottom

3 | Express Office [Supplies Py PP i
- Punchage Tuvoice
A | invoice Noz| 101 | <o~
= | Reference: |97/08/29758 t
-
‘3= | Date: 12-nug-i99?| Days before payment: 7
r...'; Goods: J90.00! Total Goods: 0,00
7w | E.5. Discount: 39.00] ...if paid by
| vAT: | 56.19
T
__E W

rf'g Turn the pagdor more details...
i

Line uses the invoice date together with
the number of Days Before Payment
(taken from the supplier’s account details)
to calculate when payment is due.
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Entering the Invoice Details (continued)

Purchase Invoice

Eupress Office Supplies

Inuoice Noz {101 |
Reference: (97/08/23758 |

Date: 12-Aug-1997 | Days before payment: 7
Goods: 29000 Total Goods: 0,00

E.5. Discount: 3900 ..if paid by |19—Aug— 1997 |

vatT: | 56.19

~— |

Enter the total
VAT amount.

.-___.._-" -:id'--_:l
& -

L

If applicable, enter the
amount to be deducted
for early settlement ...  ...then, if

necessary,

edit the qualifying date.

Purchase Transactions

Early Settlement Details

As explained in th@revious

chaptersome suppliers may
offer a special discount as an incentiv
for early payment. If you have
specified an Early Settlement discour
when setting up theupplier account

then Bottom Line displays the amount

to be deducted in tHe. S. Discount
box. You can, of course, edit this
suggested amount if the supplier’s
invoice specifies a different early
settlement discount.

Furthermore, in order to qualify for
this discount, Bottom Line suggests 3
date by which you should pay the
invoice. This date is also based on th

early settlement details you may have

entered when setting up the supplier
account — if incorrect, edit the date
displayed in the..if paid by box as
necessary.
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"% The Invoice Items

Purchase Transactions

~®& The remainder of this window consists of
“2 25 lines in which you can record an

=3 itemised breakdown of the actual

~=3 transaction. For each line...

=

.m ENter the purchase analysis code which
"= maps this item to the correct Asset or
= Expense account in the General Ledger
= (and maps it to the relevant cost

4 |f you have not set up these Purchase
sm, Analysis codes turn to Chapter 10.

=

- More about analysis

=] codes

= To help you remember

® | which analysis codes to use,you can

print a list as described in tinext
chapter You can also open the
Purchasénalysis windowto

display the list of codes, or use the
Find commandrom the Edit menu
as described in Chapter 19.

q

deqd

-2

+= category within the Purchase Ledger). \

Eu- ............................................... _ FUI’CI‘IHSE In“ﬂifiﬂ e EE

Express Office Supplies

-'. -\'- r -

o F = |

- Lo

= ade Tnvocce
L

Invoice No:| 101 |

Reference: [97/08/29758 |

Date: |12-Aug-1997 Days before payment: 7

Goods: 390.00| Total Goods: 390.00

E.S. Discount: 29.00] ...if paid by |19-Aug-1997 |

par: | 56.19)

\\Euqh [emoription Value VAT
£ |Furnibure 230.00 1
9 |Printing T5.00 1
10 |Stationey 31,75 1
i1 |Books & subs 25| o

When you click inside (or tab to) the next entry box, Bottom Line

displays the code’s description. It also displays any preset values
entered when setting up this code — these values can be amende
described on theiext page ...

Chapter 12 - 6



S Purchase Transactions

T ) Invoice Items (continued) A=——————— Purchaze lnvoice —————————[|
&2 Express Office Supplies P W i
: o~ - .._.‘-

3 Invoicing by Instalments pm ?m
=3 Invoice No: | 101 - .
Y If you have arranged to pay a Ref N TS

- supplier invoice by instal- eference: |

ments, you should enter an invoice fgr

"= | each instalment. Some suppliers will| | bate:  [12-Aug-1897 Usys before payment: 7
Eﬁ provide a schedule of payments inclug- | Foods: 390.00| Total Goods: 390.00

"= | ing due dates and VAT payable but E.S. Discount: 39.00] ...if paid by |19-Aug-1997 |

: otherwise each invoice should carry the| par: | 55_|gl
D suppliers tax point date and the VAT

2| relating to that instalment. Code Deseription Value VAT

: o - . & [Furniture z5000) 1
~="| This will facilitate the allocation of - {P::ﬁ“il = DDH ;
_ = | each amount paid (as describagbr in 10 [Siatioemery K

"= | this chapterand is espc_—;-cially impor- 11 |Books & subs 3325 |0
<@ | tant where you are taking advantage pf e~ |
@ | CashAccounting forVAT.

Enter (or edit) the value of this item, excluding VAT.

w For this item, Bottom Line displays the preset VAT code
taken from the VAT Details panel — or, replaces it with the
one you have specified for this analysis code. If incorrect,
g enter the VAT analysis code applicable to this item.

lﬂ Chapter 12 -7




Purchase Transactions

B e T Purchase Invoice = g Completing the invoice
Express Office Supplies D e & Repeat these steps to enter each remaini
Fm fm item. As you complete each analysis line
Invoice No:| 101 | < 7 notice that the program displays ffatal
Reference: |97/08/20759 | / Goodsamount entered so far.

. - ] , % Once you have finished entering all the
Date:  [12-Aug- 1557 ] Days before payment: items on this invoice (and when thietal
Goods: 390.00( Tolal Goods: 390.00 Goodsamount equals th&oodsamount)
E.5. Discount: 29,00 ..if paid ']H '|'g'ﬂ|'.-|9' 1997 click Save to accept the details and to
UAT: | 56.19 proceed to th&/AT Panelwhich is

e Deseription vike VAT described overleaf...
& |Purniture =anaf
3 [Frinting T5.00]
10 |stationery Bk B
11 |Books & subs Zas| oo | ]
e ey i
I
|
I
[Z] save [ rore | Chse [0] A

Click here to close the window. You will be asked to save or ignore any un-saved changes.
Click here to cancel the Invoice entry.

Click here to proceed to the next dialogue box...

Chapter 12 - 8



i" Purchase Transactions
.7% Checking the VAT

-'%& Having accepted the invoice details, Bottom Line uses the rate set for each VAT code to calculate the actus
% amounts for this invoice.

=3 Before you can accept the VAT Alterations dialogue, tlier minor discrepancies, use these edit boxes to adjust
<& sum of the apportioned VAT amounts must equal the the individual amounts calculated for each VAT code...
=3 Total VAT figure taken from thévoice window You

=1

== can remedy any discrepencies as shown opposite... |[var aierations (<}
EH‘ However! For major discrepencies, click Cancel to URT code Eaods UAT

"= return to the Invoice window. You can then check the 0 33.2% 0.00

+= VAT code and amount for each item against the origingl ! 356.75 56.19
w2 supplier invoice, make any necessary adjustments thegn 2 0,00 0.00

2 click Save to re-display the VAT dialogue. 3 0.00 0.00

) 4 0,00 0.00
= VAT on Early Settlement Discounts ? 000 u._nn
= . _ . ' _ Total Dot |56.19

At the time this software is published, the ...and / or adjust the total VAT ——1

= VAT ruling on Early Settlement Discounts [s [|amount to match the VAT (Concel | m
"# | that VAT is not levied on an invoice for the amoun{ [L&mount on the supplier invoice.

q

discounted. As a result, Bottom Line calculates the ‘
VAT on each item using the discounted value. Ho
ever, if your supplier is unaware of this ruling, the
invoice may contain VAT on the full amount. If thig
is the case, you should edit the VAT amounts to
ensure compliance with the supplier’s invoice.

" Click here to return to the Invoice window for
corrections to the VAT codes or net values.

Click here to post the invoice
to the supplier account.

Chapter 12 - 9
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g Purchase Transactions

-i% Posting the Invoice

& Once everything is in order, click the OK button in the VAT Alterations dialogue box to...

=, Post the invoice to the supplier account. The supplier’s balance will now be increased by the total amot
invoiced.

» Update the relevant purchase analysis categories with the net value of each item and, unless you are oj
. Customs & Excise Cash Accounting scheme, update the VAT amounts from which your VAT Return figur

will be derived.
~= * Queue the transaction in readiness for posting to the General Ledger.

Z=, You can now continue to enter other supplier invoices in the same way. When you have finished entering \
.+, supplier transactions, turn to the end of this chapter to find out howgaiuhis information to the General

=, Ledger

=

g

;'ﬂ Chapter 12 - 10
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2z ] Purchase Credit Notes

& There may be times when you are entitled to a rebate
“= from a particular supplier — for example, when you
=3 return goods. In these circumstances, the supplier w
~23 issue acredit note authorising the amount(s) to be

=2 deducted from your balance.

~= Credit notes are simply invoices in reverse, resulting
“% the cancellation of all or part of the original transactio
“= It works like this...

Purchase Account Details... =0

x|

Enfer Invoice...

Enter Credit Note...
Enter Fayments...
Enter Aefund...
Enter Other Transaclions...
Allgcate Unallocaled Cash..,.
N gutematic Payment...
. Generate Aulomatic Invoice..,

=Y

Clear Allocated Transactions

= The credit note details are entered in exactly

Purchase Transactions

Choose Enter Credit
Note from the
Purchase menu then
enter the credit note
details in exactly the
same way you would
for an invoice...

“2 the same way as an invoice but, on posting|te*

Furchase Credit Mote

= the supplier account, Bottom Limeducesthe | Express
<= balance by the specified amount so that yols
“i= no longer owe the supplier so much. On

s posting to the General Ledger, the value of
=~ returned goods are credited from the relevant
= Asset or Expense account thereby reducing pate:

Cr Note No:
thererence:

16-Aug-95]

Office Supplies

123 |
95/08/43945 |

= the cost of the original purchase amounts.

Goods: 125.00] Total Goods: 125,00
o This is how you enter a UAT: 2188
R © of supplier’s credit note...
Cosde Deroriphion Vi

Days before payment: 20

Locate and select the

B |Furniture

supplier icon (or name) as

e VAT

§e %

you would for an invoice...

L

W

Chapter 12 - |1



fag Purchase Transactions
.7% Purchase Credit Notes (continued)
-"& You can also use the credit note facility to rectify a supplier invoice which has been entered incorrectly — ¢
® the wrong amount has been posted or it has been posted to the wrong supplier account. To do this, create
=% note and enter the details so that they correspond exactly with the original invoice posting. On saving the «
24 note, the original invoice will be reversed and you are now able to re-enter the invoice correctly.

=3

2

DHBBLO

Allocating credit notes

g If you post a credit note which completely
E’ reverses a previously entered invoice then
':.!-l' use theAllocate Unallocated Castption (described
¥ | later in this chapter) to match the two transactions,
o

Chapter 12 - 12



Purchase Transactions

=L
2z ] Supplier Payments

- | Bottom Line, you can enter the amounts paid to  Locate the relevant supplier 5 ol
E’ suppliers in one of two ways.. account in the usual way then ;

> « Individually — by selectlng each supplier account ifi 'K 'ts icon (or name) to select it press Office
"'5 turn. In addition to posting the amount paid, you are

=<2 able to allocate the payment to the specific invoice
=2 and generate a Remittance Advice Note.

=, Automatically — by selecting invoices to be paid b

= a specified due date. ! _
: Enter Credit Note.,. menu to display

= : : : I
1 We will be looking attutomatic Paymentkater in this m the Payment
’ Enter Refund... i

:} chapter so, for now, let's concentrate on the entry of window for this

Purchase
Purchase Account Details... #0 EITHER, choose
Enter Payments

Enter Inuoice... Wi from the Purchase

T~

individual payments. tnter Other fransactions... supplier...
The first step is to open — L] — : Eu ...OR, press 3-Y.
the Payment window fo Eupress Office Supplies S e
:: Paygment
the relevant supplier as e
=] . . Referamce: |Cg 423 L
described opposite... -
=) Date Fald: [12-Aug-1997] Remittance Number: 198 |
: Amount: 558.93| Total Allocated: 200
o Paid by:z | C b w | ...from Current Account
o " al ‘ Early Settlement
o tem mount ocate I mount Date  Allocate
:',;i a5 ADE S TITES FEENL O 500 1 T-hug-97 |
" 508/ 4T - o

ﬂ Chapter 12 - 13
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o Enter the date on
5= which the payment

-% Entering a Purchase Payment (continued)

-'% |n thePayment windovyou will see the transactions (such as invoices and credit notes) that have already b
‘% entered for this supplier. In the first part of the window, enter the payment details as follows...

Purchase Transactions

Enter a suitable reference — for example, the cheque number —
which will help you identify this particular payment.

& \vas made— not
=4, the date on which
Lam, YOU are entering
o this transaction
into the Purchase —

= Ledger.
=

=
=]
= Enter the amount

== paid.

U

gedddi

L

T T Pagment H
Express Dffice [Supplies F’ i | i i
Reference: |[Cg 423 i -

| Date Paid: || 2-Aug- 1997 Remittance Number:|195 !
Amount: 555,93 Total AMocated; R b
Paldby: [ Cheque | w|..from Current Account

Hem Amount allocate Early Seltlement
Amount Date Allocate
95108/ 29758 ae1s | [ 3900 1T-hug-9? O
d amsossazoes -14g88 [ [ Mhh
e —

For auditing
purposes, Bottom
Line generates a
remittance number
for this payment.
This number can be
edited if required.

The method of payment is preset to Cheque. Use the pop-up menu if you want to specify a cash payment
or one made by credit card or standing order. Having made your selection, Bottom Line displays the name
of the account (as specified in the Purchase Account Details panel) to which the payment will be credited.

Chapter 12 - 14
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-& vou now have the option of matching
‘® the amount paid to specific transactions.
=3 Do this by clicking theAllocate check

3 box(es) for the relevant invoice(s) and,
=& if appropriate, credit note(s).

=2 Furthermore, if you are taking

#= advantage of any early settlement
== discount offered, click the relevant
i3 Early Settlement Discourtllocate
/4, check box.

In this area, use the check
boxes to allocate the total

amount paid to previously

entered transactions.

et Having fully allocated the payment, it
E can be accepted by producing a

"™ Remittance Advice Note which

“® documents the transactions being paid.
# Further details about printing the

“¥ Remittance Advice Note can be found
i on thenext page...

L

Purchase Transactions

-% Entering a Purchase Payment (continued)

IEE.—H' Payment I 1

Expreszs Bifice Supplies = Pt e iH
Reference: |Cq 423 | o .
Date Paid:  [12-Aug-1997) Remittance Number: (198 |
Amount; 55893 Total Allocated: 55893
Faid buy: | Cheque w | ...from Current fccount
Early Setllement
Item Amount | Allocate
Amount Date  Hllocale
ST/08 29738 4509 = 000 1T=Aug=1997 Il
ST IDESATIS -4ez @)
ST/ 08 TIT2E T84T = 2493 Z5-Aug-1997 =
T ADESEATEE ggz [ 560 T1-Aug- 1997 O
|
2L Freview T Bateh ) Print ] ignere [51] E

Click here to erase the payment entries.
Click here to post the payment and print the
Remittance Note immediately.

Click here to post the payment and print the Remittance
Note at a later date.

Click here to view the Remittance Advice Note on screen.
Chapter 12 - I5
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:-f! Printing the Remittance Advice Note

-%& |n the same way as you wouldnt a Sales Invoigeyou
‘% canPrint the remittance advice note immediately — g
=% you can use thBatch option to store it, along with any
.I& other remittance advice notes, for printing at a more
=4 convenient time. Turn tG@hapter 13or more
+= information on printing individual or batched
remittance notes. You can aBceview the remittance
., details on screen.

Z=, Once you have accepted the payment...

I"lao

¥

<=
=

Purchase Transactions

The supplier’s balance is decreased by the total
amount paid.

If you are operating a Customs and Ex¢isesh

Accounting schemthen, provided that you have
fully allocated the payment, Bottom Line updates tf
VAT amounts from which your VAT Return figures

Unallocated Payments

If you are unable to match the full amount|

being paid to specific transactions -for
example, when you are making a payment on acc
or a part payment — then leave the Allocation che
boxes blank. Once saved the payment you have
entered can be allocated at a later date using the
Allocate Unallocated Casvption as described later
in this chapter.

oL
ck
us

The Allocate Unallocated Cash option is of particulal

significance if you are operating a Customs and
ExciseCashAccounting schemeYou should use thi
optionas soon as you are abl® clear any
unallocated payments thus allowing the complete(
'&ansactions to be incorporated into your VAT Retl
figures.

|72}

=

are derived.
The transaction is queued in readiness for posting

to

the General Ledger. Payments are credited from the

General Ledger account which you have specified

for that payment method (cash, cheque, credit card or

standing order) in theurchasé\ccount Details
panel.
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-& \When returning purchases, we have seen that a supplier may
“2 settle your claim by issuing a credit note.

':‘_3 When a credit note is issued, it can often be offset against an
"'5 unpaid invoice or future purchases. However! There may not be
=3 any future purchases and you may have
2 already paid the original invoice. In these
¥ circumstances, the supplier will have to refung
== your money. To record this transaction...

*= Enter the credit notauthorising the refund as
“2 described a few pages back.

Haden Growp

Furchase
Purchase Account Details... ¥0

Enter Invoice... |
Enmter Credit Note...

Enter Fayments...
Enter Aefund.,,
gnter Other Transactions...

Enter the refund in exactly the same way as )0

Purchase Transactions

Locate the relevant
supplier account in the
usual way then click its
icon (or name) to select it.

Choose Enter Refund
from the Purchase menu
to display the following
window for the selected
supplier...

would for a payment ...

P Purchase Refund ]

=
#

4

Hoden Eroup plc

¥

=

"‘; Enter the refund reference, date and
=)

. R

{';.--' =

Reference: CR 29756
amount then select the method of Oale of Refund: [24-Aug-1957) Refund Number:
1 L |Re-paid by: [ Cheque w] ..to Current Account
- In this ar he check box T
= this area, use the check box(es) Earlg Selfiement
—. to allocate the total refund amount to Iem Amount | Allocate
\“‘ . . Amaounit Date Allocate
> previously entered transactions.
¥ (Refunds will match negative values.)  _L i rer | =
'-.u' Cave I lgacre I Clices |":3| |; Elt]
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-% Purchase Refunds (continued)

i E[E Purchate Refund .‘E
m | Hoden Eroup pic T ey [
< Rofunid
4 -t i
o Reference: CE 29756 L
= Dale of Refund: 24—%5-199? Remiltance Humhar.
Aimount: 217.67) Tolal Allocaled: -Z207.67
A | fe-paid by: [ Cheque w| ..te Curent Account
Early Selitlement
item Amount  Allocate — Date Allocate
- ] R 29756 -ITET @
2 o
Save ) gners [ Cloae 0] (e

OR, click here to close the window. You will be
asked to save or ignore any unsaved changes.

OR, click here to cancel this transaction.

"™ Click here to post the refund to the supplier account.

Purchase Transactions

Correcting Payments

The Refund option can also be

used to reverse a payment which
has been incorrectly entered — either
the wrong amount has been posted or it
has been posted to the wrong supplier
account.

To do this...

* Open the Refund window for the
relevant supplier.

» Enter a suitable reference which
indicates an adjustment.

» Specify the amount and method of
payment to be reversed.

* Allocate the ‘refund’ to the previously
entered (and incorrect) payment.

After posting the refund, you can then
re-enter the payment correctly.

Chapter 12 - |18



Purchase Transactions

EL
.-3

& There may be times when it is not possible to allocate invoices to payments and vice versa. Furthermore,
“= will be monies which have to be written off or odd amounts of cash which hang around un-cleared for mont
=3 is on these occasions when the Other Transactions facility comes into its own. This command allows entry
~=3 two types of transaction...

== . Miscellaneous Debit

&

'::: * Miscellaneous Credit

.:'3 To enter a Miscellaneous Debit or Credit, follow the steps described here ...
=

e

=

~

g

“+= Locate the relevant supplier account in the ™

= usual way then click its icon (or name) to m i
Purchase Account Details... ®0

select it.
=

T Enter Invoice... 1

=) Enter Credit Mofe...

739 Choose Enter Other Transactions from the Purchase menu to Enter Payments... xY
Enter Refund...

™ display the following window for the selected supplier...

I Allocate Unallocated Cash...
F':' Automalic Payment...

w

lﬂ Chapter 12 - 19
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g Purchase Transactions
.% Other Transactions (continued)

&

Transaction Type: The Miscellaneous Debit option is pre-selected —

g select Miscellaneous Credit from the pop-up menu if required.
2
- |_'|§ " Dther Transaction T EE
Counterpoint iy &
Y Specify the purchase Analysis Transaction type: [ Misc Debit | Mﬁﬂm
Code which maps this &~ o
transaction to the correct General Enter a suitable transaction reference ... ...and the date.
Ledger account then... ! |
! Enter the Amount (excluding Reference: Correction | Date: 24-Aug-1997
4 . . Analysis code: ! Amount: 0,01
= VAT) to be debited or credited. 4 ! dl d |
UAT code: 0| UAT: -
.t Save | bpwore | Chse [0 Idh'%d
"= On saving the transaction, Bottom
== Line increases or decreases the
= supplier balance by the relevant Enter the VAT code for the
= amount and queues the transaction General Ledger VAT account
“s for posting to the General Ledger. to be debited/credited... ...and the VAT amount.
= The transaction itself is cleared

-— from the supplier’s account using
=, theAllocate Unallocated Cash
i option described overleaf.

Click Save to accept the transaction ...or Ignore or Close as before.
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2t J Allocating Unallocated Cash

Purchase Transactions

-“& Under normal circumstances, whenever gater a paymenyou have the opportunity to match the payment wi

= the invoice(s) being paid. However, there may be times when that allocation is unavailable — for example

=% you make a payment in advance.

3 The process of allocating unusual items allows you tg
== ‘close’ items which would otherwise remain ‘open’ (or
~= current). For example, if you have received a credit 1
= which cancels an invoice then the transactions remai
== open until you match the credit note with the invoice.

= This menu command is not, therefore, a transaction ifn

“2 itself but a way of tidying up previous transactions.

23 Once allocated, the completed transactions are clear¢

(S

Reducing the clutter
If you have a large number of allocated
C transactions occupying valuable real es

nin your transaction windows or on your reports, th
is no need to wait for the next end of period to cle
them. You can choose Clear Allocated Transactio
from the Purchase menu to reduce the amount of
;gltéﬁter but first you should Print and Clear the
SupplierAudit ReportandPurchase Daybook

<= next end of period.

gt

L
Locate the relevant supplier

> account and select it as before.

-

R Choose Allocate Unallocated Cash
ar from the Purchase menu to display
o the following window for the selected
ol supplier...
i

Furchase Account Details... ®0

Enter Inuoice,., =]
Enter Credil Mole...
Enter Fayments... wy

Enter Refund..
En 'GE[ Nther Tl'lll'li ﬂ-[ﬂ.lﬂﬂi
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'-! Allocating Unallocated Cash (continued)

-‘& Notice that the Allocating Unallocated Cash window is similar to the stafdartents window Referring to our
‘% example below, complete the allocation as follows...

‘:‘_3 . Enter a suitable reference
g Cash Accounting VAT Enter the date on which later of the transactions
=3 The CashAccounting optiordoes took place (ignoring adjustments like a Miscella-
S not register the refund of VAT in neous Debit), as opposed to the current date.
= | your VAT Returr_l t_JntiI the payment has =] ““n;':,,_e Payments T
==| been aIIocat(?d it is therefore important that [¢ghaterpoint ey .
& | these allocations are not delayed. he leramearfiiocsiion A lseate Fash
- Date Paid: [27-Aug-1997 < o

=, Our example shows the allocation of three Remainder To Bllocate; 00

L

- uncleared transactions for this supplier. The
= L Eariy Settlement
- allocation involves a payment on account; an|| 1tem Amount | Allecate | T
-.= iNVoice Which has been subsequently entered; p— w Eo
D and the deblltlng of a one penny error in —r sz [
= payment which was entered using @iger e oo g
Transactiondacility as described in the last D
W cochion. | Sive | lrore | Chor JG 5
f"v Furthermore’ if an ear'y settlement discount In this area, you will see a list of un-cleared transac-
¥ applies, the program displays the relevant tions for this supplier. Use the Allocate check box(es)

;..':lr' details and you are able to specify any to match transactions to each other.

'.“ . . . «
i discount taken by clicking the appropriate  \when you have finished and the ‘Remainder to Allocate’ figure
Early Settlement Dat8llocate check box(es). s zero, click Save to post the allocation(s).
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-& 30 far, we have seen how you enter and allocate payments by selecting each supplier account in turn. If y
“= a large number of different supplier invoices to settle in a payment run then entering each payment on an
=" individual basis can be quite a time consuming affair.

Purchase Account Bedalls... =0

Enter Involie... =l
Enter Credit Mote...
Enter Fagments... =y

Enter Refund...
Enter Diher Transactioms ...
Allacale Unallocaled Cash...

. Automatic Paymend...

Generate Autamalic Invaice...

Crenr Allocaliod Transaclions

<= Choose Automatic Payment from
»» the Purchase menu to display this
= dialogue box...

Purchase Transactions

For this reason, Bottom Line includesmAmomatic Paymentfacility which

allows you to view all the invoices held on the system, irrespective of the sup
From this list, you are able to select the invoices you want to pay, the method
payment and whether the total amount to be paid represents a single transac
a batch of individual supplier payments. You also have the opportunity to offs
any unallocated prepayments or credit notes against the invoices being paid.

Automatic Invoice Payment

e 5 —Selection

&mr»:i':rém 200 | Manual
15-Ep-1997 29 165 62 @ By Date

phr il ol | | Payment date: [12-Aug-1997
o917 108 1sza| | | Latest £S date:|19-Aug-1997|
ESD if ZEep-lFT  =1600

T S Latest date:

ZIXER

‘DE~Aug-1FFT 248 I s
Payrnit e
I0-Aug- 1537 274 78z e [

Total Selected : 5,604, 50

More over leaf...
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'-! Automatic Payments (continued)...
&% Notice that...
‘¥ . The list box on the left side of the panel

Purchase Transactions

Payment Date: If necessary, reset the date on

which the invoice(s) are being paid. When you do
this, Bottom Line re-selects the invoices to be paid.

includes all invoices, credit notes and "

7 . utomatic Invoice FPayment
““3  payments which you have entered (but n P
=3 yet allocated) for all supplier accounts. Arfy [Etearrriat | [relection

4 . . BE0-Aug-1997 276 230000 ) Manual

== early settlement discount details appear Croxfords & Co = | @ 8y Date

& pelow the relevant invoice line. L. AL L peyment dote: [12 g 1997
= . TH-diy-199T 2ES SE2.70 "

‘=« Inthe top right hand box, thgy Date Haden Giroup ple )

; o : S-Syl 997 296 19830 Latest ES date:[19-Aug-1997]
= option is selected and Bottom Line uses E5D 1f paid by2S-5ep-1997  =16.00

“%®  your system date to set tRayment Date e gzl | | POEE OB [19-Rugt1957]
2 The two end dates -Early Settlement I —— 2268 —

<& DateandLatest Date— are both preset to 6Rug-1 357 248 OIS a2 e

Fainivnit -BIE 6
= be one week later than your system date. &
= As a result of these preset dates, the prograffi | total selected : & 606,30

== pre-selects all invoices that you need to pay
= over the next week either because they are due

= expires. The total value of the highlighted items is
“» displayed below the list box.

& You can, of course, customise these selections as
“.i¥ described on this page and the next...

Lt |

Edit this date to extend or

Latest Date:
“a¢ — Or you may want to pay before the discount period shorten the selection time span for those

invoices which need to be paid.

Latest ES Date: Edit this date to
extend or shorten the selection time
span for invoices which qualify for
early settlement discount.
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.7% Automatic Payments (continued)... To customise the initial date selection, click the relevant

-'%& Having used the Selection list box to set the time spaH,em to include (or exclude) it for payment

“® you can ‘fine tune’ the date selection by

=% hand-picking the invoices that you want to || Autematic Inuoice Payment Igl ]
<& include or exclude for payment. To do this, | celection

=4 click the required invoice item to select (or hmmm %,50000 i ) Manual

= deselect) it — this, in turn, increases (or e o emezl | | ® By Date

- decreases) the s_elected total. Since you afe wg’,m o Payment date:
., NOt Ior_lger selecting by dqte alone, the s e Lotest ES date:
- selection method now switchesNtanual. 0 Mo by e 197 1620 Lotest dote: [30-30n-1997
= For the relevant suppliers, you can also mlmm SHes

<=, manually select angredit notesor Armstrongs _::u:'EfT — =
=, prepaymentsthat you want to offset againsf| | Fymen ™ = g uE- 3

- the invoices being paid. These items are Sl=deg= 133 TH maslB | First Ref :| 605 |
-.= ShOwn as negative values and, once selected] Total selected : 660030 | | E Increment Referefice

> are deducted from total amount(s) paid. (Camcat) (ot )
=) Having highlighted the items to be paid and J

w YOU are satisfied that your bank account can

== Withstand the onslaught, you are now ready to enter thge total cost of paying selected
'3' Paymentdetails... invoices is shown in this box.
o The method of payment is preset to Cheque. Use the

= POP-up menu if you want to specify a cash payment ogjse the pop-up menu to select the method of payment.
“ig One made by credit card or standing order.
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-% Automatic Payments (continued)
@ If you are paying a

- number of different
Rutomatic lnuolce PHIJEI'IEI'I‘IZ

Purchase Transactions

2=

e suppliers, each of whom
Lo, require a separate cheque
_.a then enter the number o
.= the first cheque to be
':;& issued in theéirst Ref
.= box and leave the

:f; Increment Reference
= option selected. This
e way, Bottom Line

2 numbers the payment to
<= each supplier in step wit

Calmrirink
I0- Aug-1997 2TE
Crexfords & Co
15~ 1997 251
Fischer & C=

ESD o pukd by 25~-Sap-1997  -16.00
Accard

Fudjrreenid

D0-Auy-1597 275
Armd krongs

Dewduy= 19T 240

Payrreenit

B0 1 ¥57 274

=54 55
ZIZED

1R ET
=Ha
e

“i= the number of cheques Total Selected :  6,600.30

—Selection

) HManual
i By Date

Payment date:
Latest E% date:
—PFayment

Foy By :| Cheque

Enter a reference
for the first
supplier payment.

Latest dale:

De-select this
box if settlement
of the selected

First Ref :| 605
[d Increment Reference

<= yOUu need to write.
= Alternatively, to settle the

items form part of

(|Cancel | || Print | i .
. a single payment.

" total amount with a
"= single payment, type the reference in Rirst Ref box
“= then click thdncrement Referenceso that the cross
“a» disappears.

:ﬁ There is a note about Incremental Reference numbers
¥ on thenext page...

Click Batch to post the payment(s) and
print the Remittance Note(s) later.

Click Print to post the payment(s) and print
the Remittance Note(s) immediately.

Click Cancel to cancel the payment(s)
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'-E! Automatic Payments (continued)

LI

Purchase Transactions

Posting Automatic Payments

More about Incremental numbers...

During an automatic payment run, Bottom

Line numbers each payment according to
number of Remittance Advice Notes generated —
and each Remittance Advice Note can record a

more than 50 items for a particular supplier then t}
payment will, in fact, be allocated two (or more)
numbers — one for each Remittance Advice Note
produced.

When you enter the First Ref number you can adc
non-numeric prefix to the number which will prefix
all additional references.

For example you may enter Chg#365 as your first
reference. If you generate five auto-payments the
will be referenced Chg#365, Chg#366, Chq#367,
Chg#368 & Chg#369.

e

Yy

The final step is to post the payment(s) by either prin
ing the Remittance Advice Note(s) immediately — or
batching them. The batched documents can then be
thprinted at another, more convenient, time. Once
posted...
mixj-
mum of 50 transactions. Therefore, if you are pa)J?ng

Bottom Line deducts the amount paid to each sup-
plier from their account balanead clears the paid
invoices (along with any selected credit notes or pt
payments).

If you are operating a Customs and Ex¢isssh
Accounting schemehe program updates the VAT
amounts from which your VAT Return figures are
derived.

The payment(s) are queued in readiness for postir
to the General Ledger. On posting, the total amou
is credited from the General Ledger account which
you have specified for that particular method of
payment (cash, cheque, credit card or standing orc
in thePurchaséccount Details panel
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Ay
2t ] Generating Automatic Invoices

& |n the previous chapter — under the section entifleshting a Suppliekccount— you will find details of how
“= you use thé\uto Purchaséacility to provide preset invoice details for individual suppliers. Having set up this
=3 information, you can select and generate pre-prepared invoices for the current period as follows...

|.‘- . . . .
_'5 The dialogue box lists the supplier accounts which
=2 contain the necessary information to generate a preset "irehase Rccaunt fetails... #0

== invoice — together with the total value of each invoice. enter invsice... #1 | Choose Generate

. . . . . . Emid i dit Mote... . .
EE To raise an invoice, click the relevant supplier to high: ,:,:; P;:m,m.n:_ «¢| Automatic Invoice from
A I|ght it. . Enter Refund... the Purchase menu to
* Emter Other Transactions... display this dialogue...

If you do not want to generate a particular invoice for| fiecate unallocated Cash..,

&
'g this period — for example, you want to ignore an Lol Ll b Ll Ul e
.= Invoice which needs to be prepared at quarterly or |
= Click to select the

annual intervals — then leave the supplier deselected .~ ]

supplier account(s)

= Once you have made your selection, click OK to... P T e to be invoiced. If
) . . HEG Chaning Sraioer =T - ’

s Post the preset invoice to each of the selected sup- || [z 4655 you inadvertently
= plier accounts. Each supplier’s balance is now select the wrong

account, click again

increased by the total amount invoiced. :
to deselect it.

=» * Update the relevant purchase analysis category with
“w the netvalue of each invoice and update the VAT

&= amounts if appropriate. T
:“ ) PP i P i i . | Torbal Sedagted ! S5 25' the preset Involices
¥ * Queue the invoice(s) in readiness for posting to the to the selected
s

General Ledger. m__ supplier accounts.

i"'i Chapter 12 - 28
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g Purchase Transactions
__n:.!. Viewing Supplier Transactions Locate the relevant supplier accoun

t
T ] . . then double click its icon (or name) o
-=* The next chapter describes how you can print an to open it.
“3 Account Status repowhich lists current transactions
=3 held for all suppliers or for selected supplier(s).
re ull . T
'5' You can also access the current transactions for a B CROHFORDS
“+= particular supplier as described opposite...
‘:-'E Having opened the Current Transactions window, you = @
5 a now see all the open invoices, credit notes, receipts, Sepplitr Detasle Curreal Trasbolions
= refunds and miscellaneous transactions currently
=" associated with this account. _ o
4 . . . Double click the Current Transactions icon to reveal all
- Notice that different icons are used to represent eachine transactions currently entered against the supplier
- type of transaction. account...
=
«-= TO Open a current transaction and view its contents,
¥ . . . ] Transaciions i
= simply double click the relevant icon.
o When you open payment, the details are presented ag @ @ @ % % %
= a fully fledgedRemittance Advice Notewhich can be 2% 27 4% FAHNT  PYHNT R
+= Printed as described in the next chapter. @ @ @
~m FOr the other types of transaction, the relevant details 07 21 Fiise br =
¥ appear in a summary window. ED
‘w Once you have finished, click the close box in the top
i
i

left corner of the Transactions window then use the
same method to close the supplier window.
(L
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-! Posting Purchase Transactions to the General Ledger

f:! Having entered transactions to the Purchase Ledger they are not automatically posted to the General Ledc
When you have prepared one or more transactions in the Purchase Ledger, you are now ready to transmit

'_:3 information about these transactions to the relevant General Ledger accounts. This, in turn will update the
ance Sheet and Profit & Loss Account.

You may post this information as frequently as you like but, in any case, ensure that the information is post
before looking at the General Ledger reports or the Reconciliation facility.

=, This is how you post the purchase transactions to the General Ledger...

=

¥
2

=
“5 EITHER, Post... ... haste
- gm "’:ﬁ@' Click here to post the Bottom Line only allows you to post
- Ladger purchase transactions from the Purchase Ledger if it is
_ totherelevant General | currently in the same accounting period as the
%;Ledgef accounts. General Ledger. This means that if you have

‘Period Endedthe Purchase Ledger ahead of
Peunchases E Choose Post from the General Ledger, the program stubbornly |
Ledger Purchase Ledger from | refuses to post the purchase transactions unt

the General menu. the General Ledger catches up.

V0o

ClE

. To ensure that your Purchase Ledger transactions have been posted to the correct General Ledger accour
are advised to print a Transaction List as describéthapter 16.

gegd

-2
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Spotting Mistakes

Having printed aransaction Listyou

may discover that a purchase transaction
has been inadvertently posted to the wrong
General Ledger account, use the Journal facility
described irChapter 150 make the necessary
adjustments.

Furthermore, you should watch out for any
postings to your nominated Purchase Suspense
account since this signifies a communications

breakdown between a purchase analysis code and

its General Ledger account. Once again, use th
Journal facility to rectify the posting.

D

Purchase Transactions

next chapter wh
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