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it ] Sales Reporting 3. Audit

& Bottom Line provides a set of printable reports enabliﬁ%ep

orts

“= you to provide information for the following purposes:

=3 1. Invoice
~23 Control
a3

e

=
e
=
=

]

“i= 2. CustomersOnce you have built up a database of

Sdadedu 0

s

We have already looked at the production
of Invoices Credit NotesandDelivery
Notesin the last chapter. These three
reports providing the vital documentation
recognised throughout the commercial
world for sales transactions.

In addition to these documents there are
other reports which enable you to keep
track of the payment or non-payment of
invoices.

4. Sales
Analysis

customers, these reports enable you to
print details about them.

Sales Ledger Reports
If your business requires a statutory
annual audit, there are certain vital
documents that an auditor needs to
follow the sequence of transactions
which have lead to the final statement o
your business. A well documentAddit
Trail will speed the auditor’s progress.

Whether or not your business meets the
criteria for a statutory audit, the audit
reports are a vital record enabling you t
investigate the progress of sales transa
tions as time passes.

Finally, the Sales Analysis report enable
you to record the progress of sales in
each analysis category on a period by
period basis.

Chapter Jooked at reports in general
and how you prepare, preview and print
them. This chapter looks at Sales Re-
ports, examining the objective and for-
mat of each of them. We should start by
selecting and opening them...

Chapter 9 - 2



Sales Ledger Reports
=i | kock $olid | |

:'! Opening Sales Reports

& There are two ways of choosing a report — the firgt J
“> from the menu bar...

-3 EITHER Click one of the Sales icons to reveal the

=1 =
o =

Lo Salss ﬁ-u'll‘:t Bratih beveikes

<=2 Sales (and Sales Reports) menus.

=

Batched Invoices / Cr. Notes... Then choose the OR, double click the Reports icon in the
& | fged Deblors.. — required report from the Sales section of the Bottom Line desktop...
: Stetements.. Reports menu... ,
\ ...to reveal the Sales Report window.

. Rccount Status...

oo [ Customer List... D! | $ales Ledger Reports B
y Customer Labels... Y
} % - e o —
- Sales Daybook... Tuvaice (Fontnal et ime=c E

= | Customer Audit... i e Aged Dablors e
Analysis Codes... AL A PRl “haell E

S| sales Analysis... & - ]

.1; focount Status Cors domier Lisk Cushormer Labels

- Auait Eecanas T EE .

o TR T Double click
[T [ icon for the
™ Notice that the Sales Ledger Reports wind i ealyads e — required
o lays out the reports in categories providing|a Anakjzis Codes Salet Anslysis  report. =
"I clue to each report’s purpose. =] |;3.55J

lﬂ Chapter 9 - 3



-2 Selecting Categories

First, lets look at how you select all the
customers in a particular category or cat-
egories...

Double click the Sales Ledger icon to open it...
- Click on a category |that you wish to select.
-~

. B R S
v

A A ﬁ%

v | Comtracts - G

e Ei% . g ? .

_13 Resales = EC 1 \}
e | M Categry |5 [

If there are additional categorles hold down the Shift
‘" key and click each category in turn.

Sales Ledger Reports

'f! Selecting Customers Selecting Individual Customer(s)

-® \When you open the above reports Bottom Line select¥ou can select one or more customers from a single
“2 the information available and presents it in a standarccategory like this...

“3 form. However, when looking at information from the Double click on the appropriate category to open it

~23 customer database you may want to home in on specmc
=2 categories of customers or even an individual custome

-

Sales Ledger

W o W

Cordragds = fC Conlracds = Local  Contrackp =Qiher  Conbracke = LI
[T " | Contracts - Local [ T A1 Y
i
ﬁ' %‘ H %‘
| | Churssll 0T Foswrichd Harwissd ES1ade

Lr
AR

w Cugdener |£‘

Click on a
customer that you
want to select.

If there are additional customers,
hold down the Shift key and click
each customer in turn.

Opening a selective report

Once you have selected the customer(s) by either of
above methods, choose the desired report from the

Reports menu The report preview now appears con-
taining only those customers that you have selected.

When you open reports from the report window, selec
tion of customer records is not available.
Chapter 9 - 4



Sales Ledger Reports

=L

T ) Hand picking Customer’s Invoices
&1 4 The last Chapter describes how you can prepare You can select a specific open Invoice or Credit Note fron
“> Sales Invoicegor Credit Notes). You will have  the appropriate customer’s account like this...

=3 noticed that you caprint those documents imme- Locate the customer account as described on the previous

«=2 diately or click the Batch buttao queue them for page then double click its icon (or name) to open it.

== printing later. This facility enables you to concenpDouble click [FiF]
i4& trate on preparing a batch of invoices without  the Current

| Counterpoint |

& continually breaking off to print each one. Transac- L g
== Once these invoices have been placed in the queig?ér]gvé(;?g” Cuzbeentr Debadls PN ——rT—

<= you are able to preview and print the whole batch, . i ansac-

e .tog.et.her or you can access the queue and print tions retained against the customer’s account...
=, individual documents as necessary.

<2 Printing the whole batch e L ronsactions | =
.0 i ’ == 2 3 ]
« Open the Batched Invoices / Cr. Notes report . . @

" describedibove i D:'—@ u:'—@

5 Roctlpt  Receipt  ET 5 MisCr

g- If there are un-printed documents, the print | " -

preview opens all of them as a continuous %

- report. 42 Pt -
g : o
= Scroll through the complete batch if you need [y =

check what will be printed.

=g |NVvoices that have already been printed will be
i excluded from the batch.

Here you will see all the current (or open) items for this

supplier. To open an Invoice or Credit Note double click i
icon.

Chapter 9 - 5
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-7% Hand picking batched Invoices

% this...

=3 Double click Batch Invoices icon from the desktop window.
|.‘-

_'5' ] | Rock Solid Updated |
=3

S N = T = W T -

@ -

__,5 Ealéa MJ.'Igsll Bateh Bvoized Fpr iy

'5

=.'.!'- =M= Invoices and Credit Notes =35
=] 330 Doz fords Lid Eg
- & 331 Mortiz Group |

- 352 ELOER Engineering Group

) 333 EBrewviz and Fartners
== 334 Trax Distribution |
» i
w ] EE
- . . L

This Invoice Double click the required invoice

—. has already

‘“_' been printed

A

L]

L

Sales Ledger Reports

Preview and Print Invoices

‘& You can select a specific batched Invoice or Credit Note lik®nce you have opened your Invoice(s) you can

do the following as described @hapter 5..

Complete any appropriatéeport Options
Check the Copy Invoice box if you wish to
retain copies for your files.

Use thePage Setufacilities to modify the
scale, paper size or orientation of all the in-
voices.

Click thefont buttonto choose any particular
fonts and sizes.

Reuvisit the Report Options if necessary to sel
any further options.

Print the report.

Chapter 8 includes anvoice example

Chapter 9 - 6
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Removing outdated invoices

Once an invoice has been printed it remgins

in the batch list. You can tell that it has
been printed by the small printer icon shown next
the invoice number (or icon).

These printed invoices remain in case you need {(
reproduce them for any reason. When you want t
clear them out this is what you do...

Click on an invoice to select it.

e intolces ontl Credlt Hote: T
& 121T e b 114, §
B 1214 Charweil Cogndy Coureil
B 1215 Charwed Cogrdy Goureil
B 1216 Charwei i Cgarail
B 1317 Wit i 5 b [L B
& 1z1s Morris &
&2 1zi1e Donaghaw Linibed

1220 Marrls &

1221 Cronnegtias Lo

,E.

& RE

If you want to select additional Choose Delete Item
invoices then hold down the from the Edit menu.
shift key while you select them.

The program will not let you remove an un-printed
Invoice or Credit Note

(0

|®)

Sales Ledger Reports
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:-3. Report Options for Invoices

=3 Delivery
=3 Notes
=D

2

-

2 Pre-Printed
= Form

gt

v

==

When you require Delivery Notes to
accompany goods that you are invoicing
check this option so that a cross appear

Sales Ledger Reports

Headed When you check this option the progran
& Use ofReport Optionss discussed in Chapter 5. The Paper assumes that you are using stationery
% following options are appropriate for Invoices...

with your company name and address
already supplied. It therefore does not
print these — but it still supplies your
VAT registration number.

in the box. This will cause a Delivery ﬁ/la:;rgBmft(TopV\t/ht(_en you use pre-prlnt(tacil anglortTﬁa?e
Note to be produced with each invoice. and Bottom) stationery you may want to adjust the to

Delivery Notes simply list the items and
guantities in the invoice without includ-
ing any costs.

Use this option when you are using
invoice stationery which includes its own
background for the invoice. The pro-
gram omits the boxes around the addre

and bottom margins in order to leave
enough space for pre-printed informatio
which appears at either the top or bottot
of the page. You should carry out a test
print on the required paper then, if nece
sary, return to these options to make an
fine adjustments.

and items and vertical column lines —
they are shown in grey on the preview
but do not appear when printed.

This facility saves printing time when
using dot-matrix or inkjet printers.

Window envelopes

The Address box is positioned to take ad-

vantage of window envelopes when you
print at 100% scale. However, as differing printers
have differing margin sizes the box may not be
correctly positioned by your printer. You can, of
course use the above Margin option to tinker with th:
vertical positioning.

Chapter 9 - 8
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Sales Ledger Reports Chapter 9 -9

Aged Debtors Report

It is important for you to understand at all times who Open this report by choosing Aged Debtors from the
owes you money, whether debts are being paid on tim@ales) Report menu or double clicking on its icon in
and if not, how overdue are the late payments. The the Sales Ledger Reports window. SetRlagort

Aged Debtors report is the one that helps you keep omDptions Page Setupptions andontsas described in
top of all that. Chapter 5 and print the report as required.

Hock Solid Limited

D - 10Oct 1887

Ray Spancar

(G 000 126 B

0.0

0.0

1273 282704

Customer Category heading. Detailed ﬁggd Debtors Cetobar 1907
B1+ days 31-80 days 1-30 doys Current Unshiocated Total
oyverdue averdue averdue manth Py | ':H-Ill“l'lmﬂﬂ

| i | + T
I 1

Contracts - Local ‘these columns show how much these gh&se are Tges% R

Charwall £ debts are in arrears (relative to the ents V‘t’ 'Ct \F/)vhi%:/h have
credit terms entered for each cus- are go ye been received

240 21uk-167 tomer). 2.716.08 overdue. but ¢
201 18- A 167 w78 92 | u no
301 15-Sap- 1007 sitros  allocated to
346 20-Sap- 1007 2s8188  INVOICES,,
W Sarah Lang 000 2715 08 &7893 743883 0100 18,138 53
01273 140005 Totals for each customer.
Danoghus Ltd
203 21-Aug- 1907 345617
342 22-Gap-1967 8805 B0
Andinw Marston .00 0,00 3,458 17 8805 80 000 0,082 06
01824 759922 Name and telephone number of customer contact.
Fanwicks
284 21.Aug-1967 126 %0

T

DT

000

000

000

00

each column.

Total amounts in—— — —

271808 10,085 55

2T 0eE 2T

841 80

Fa443 01

Fege 3ol 3




=L

% Report Options for Aged Debtors

& To prepare a report for specific customer(s) select the
“2 categories or customer(s) as described in the section
=3 Selecting Customersabove.

3 Report Options for Aged Debtors

_j5 Use ofReport Optiongs discussed in Chapter 5. The
"= following options are appropriate for the Aged Debtor
EE Report...

_:= Show Detail Click this option so that a cross appears
- in the check box when you want to show
| the details (and age) of all open items —
'.} invoices, credit notes, receipts etc.. If
':a this option is not selected then the report
e shows only the totals.

Show Pence If you are not interested in checking
these figures to the penny then click this
= check box to de-select it.

=
=

Sales Ledger Reports

Chapter 9 - 10
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Sales Ledger Reports

The above Aged Debtors report shows you which
customers owe you money and how old those debts are.
It is important that you take steps to recover debts to
avoid running into cash flow difficulties.

Chapter 9 - 11

m To prepare &tatement Runchoose Statements from

the (Sales) Report menu or double click on its icon in
the Sales Ledger Reports window. SetRlagort
ptions Page Setupptions andontsas described in
Chapter 5 and print the statements as required.

One of the most important actions that you can take i
to issue statements to all your customers on a regula
basis. Statements are vital both as a reminder to you
customers about how much money they owe you but
also as a check enabling them to keep their own reco
in line with yours.

Clearing up the clutter

etail.

Statements would typically be issued once a month b
it may be appropriate to issue them more frequently

—_

%rom the Sales Menu.

when credit control becomes urgent or when your crefiifou may have to print the Sales Audit reports first
terms are on a shorter time scale than 30 days_ that there will be nOthing to hide from the auditor.

Whenever there are two or more items
allocated to cancel each other out, you m
re{vish to clear them in order to remove unnecessar

To do this, choos€lear Allocated Transactions

SO

Rock Solid Limited

The Long Barn, Tel: 0230 603434
185 Berlln Lane, Fax: 0230 Gaad44
Leckinglion,
BA1S BAL Your VAT Number
VAT BEG Mo, GB &T3 H5k2 a5
Charmsdl County Coundl
Vicipria Houss DATE V0=0e1- 1987
Ty Ridi
m*-rﬂng:n o2 Page: 101
For Attenlicn:  Me Sadah Lang

Two items allocated together.

DATE TYPE REFEREMCE ETATUS DERT CREDIT BALAHCE
B F-JE-1897 | Irvoion 218 Faiid 168zz38 | 182238 |
1-Jub 1097 | Ievaion 2 CHAEEARSG 2719.08 &, 34748
20 A1 98T | Irveion EL Clutstanding BTa e §,250.38
155801957 | Irvolon am Clutstanding 517708 10, £57 43
26-Bap- 19T | Invoion 346 Dutstanding 2026188 1275931
20el 1507 | Poceipd JATORRD Allpeabed 1822 38 11,136 93
List of all recent transactions. |

) Cumulative balance of outstanding monies.

61+ days owerdue 000

31 - 60 days ovedtus a7iece |

1 - 30 darys overdus e 82 Summary of aged debts. TOTALDUE | & 11,13802
Current month 7.438.53

To prepare a
Statement for
specific
customer(s)

select the cat-

egories or

customer(s) as

described in the

sectionSelect-
ing Customers

above.



g

7, Report Options for Statements
= P P

Sales Ledger Reports

Margins (TopWhen you use pre-printed and/or Heade

‘&% Jse ofReport Optionds discussed in Chapter 5. The @nd Bottom) stationery you may want to adjust the to

% following options are appropriate for Statements...

~% Show zero
+i%& balance
=4 accounts

2

.+, Pre-Printed
- Form

]

.t

When sending out statements to custom-
ers it may not be appropriate if they do
not owe you any money. As a result this
option is usually left de-selected. If you
want to prepare zero balance statements
then check this box so that a cross ap-
pears.

Use this option when you have statement
stationery which includes its own back-
ground. The program omits the boxes

and bottom margins in order to leave

enough space for pre-printed informatio
appearing at either the top or bottom of

the page. You should carry out a test

print on the required paper then, if nece
sary, return to these options to make an

fine adjustments.

around the address and items and vertig¢i
column lines — they are shown in grey
on the preview but do not appear when
printed.

This facility saves printing time when
using dot-matrix or ink jet printers.

assumes that you are using stationery
with your company name and address
already supplied. It therefore does not
print them.

ing a lot of envelopes. The Address box is positio
to take advantage of window envelopes when you
print at 100% scale. However, as with invoices,
When you check this option the program differing printers have differing margin sizes and tt
box may not be correctly positioned by your printe
You can, of course use the above Margin option tq
adjust the vertical positioning.

Window envelopes

On a long statement run you may be grat
to use window envelopes to avoid addres

Chapter 9 - 12
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Sales Ledger Reports

Customer Account Status Reports

Statements which are discussed above are designed
mail out to customers. You can, of course keep copie

GAe VI LU0 b BUUVLUUD G o s

BUGLGWENEE
Chapter 9 - 13

its icon in the Sales Ledger Reports window. Set the
eport OptionsPage Setupptions andontsas de-

of statements for your own files but the Customer
Account Status Report is designed for internal pur-

poses. lItis similar to a statement but shows additional

information which may be useful when reviewing a
customer’s account.

To prepare a full set of status reports choose Account

gcribed in Chapter 5 and print the reports as required.
Preserve Trees
The Customer Account Status report i

@ the one that you will require when deal-

ing with queries about customer accounts. In a
paperless office you may prefer not to print the re
rput to use the report, on-screen as the preview.

U7

port

Status from the (Sales) Report menu or double click

To prepare a
Hock Solid Limited pae neoass | Status report
Customer Account Status octotar 1005 | [OF SPECIfiC
Charwell CC Customer’s VAT Number. | customer(s)
ACCOUNT  Chanal Gourty Gopni VAT HUMOER GE S0 17RO A select the
ICISNE s H
Tea Fodings Credit Details K. OF DAYS CREDIT s | categories or
Erankl BL1TOE Customer Details. : IS. | e meen | customer(s)
CORTACT M SarahLang as descrlbed
TEL M. o175 140550 ; TURHGVER THIZ YEAR 0 05 B
FAX Mo, 01273 {4e289 Volume of busmgss(gross L TURNGVER LAST YEAR 285235 | in the section
including VAT). .
Selectin
CATE TYFE REFEFREMCE STATLES CEET CREMT ELGLAMCE Customers
Fdueis | e 216 Bt 1EF 1A A above.
F-JubDS | rades 24 DCansig aT1GE 347 4%
A Fs | lvoioe 2B Oubstanging R GT 5320 38
15.5ap55 | lvoton 20 Chfsfanding 5T 10,457 43
2-5aped | veicn 345 Cubizanang 226180 12,7560
s | e T arpeded 3 A A 11,136 93
List of all recent transactions. . . .l
Cumulative balance of outstanding monies.
h A\—/ )
=, T
Uralbocated pay 0
B1s days g 0o
i -n-:-fucr:xm;ﬂ:u. 3 F10 04 Summary of aged debts. TOTAL OUTSTANDING
1 - 3 days ovitdue T
Garsen| monih 74153
Fage 1ol 1
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Sales Ledger Reports Chapter 9 - 14

Customer List

This report is designed to provide a brief list of your Page Setupptions andontsas described in Chapter 5
customers with their addresses and main trading statiand print the report as required.
tics.

To prepare a Customer List for specific customers

To prepare a full list choose Customer List from the select the categories or customers as described in the
(Sales) Report menu or double click on its icon in the sectionSelecting Customerabove.

Sales Ledger Reports window. Set Bheport Options

Rock Solid Limited Date : 10-0ct-47
Customer List Oetober 1007
Total Tarmnover Tarmayer
Citatarding 1997 1998
Contracts - Local These figures are gross (including VAT)
Charwell GG | |
Charwell County Counc Cr. Limit 15,000.00 11,136.02 3805 91 12 668 36
Wicloria Houss Days Credit A
The Ridings ES0% 0.00%
Charwell BA1 TOZ
Ma Sarsh Lang
Danaghue
Doncghue Limited Gr, Limit 18,000,00 10,052 06 17,421 53 212027
24 Holl Sirest Duys Credit 0
Barshen D81 1JT ESD™ 0.00%
Andigm Maraion
Ferwicks
Farwicks pic Gr. Limit 2,000, 00 126 50 708 30 000
15 Hgh Strest Days Gredit 30
Charwell BA1 60R ESD% 0.00%
W
Ivec Slons
By Cudery Cr. Limit 5,000, 00 550, 80 4381 56 £.392 &3
£1 Hillar Aoad Days Credit 14
Sralion T54 6LE ESD% 0 .00%
Elln
Mfr i
Momis & Sons Cr. Limit 2000 00 25000 TE8 60 Q.06
Bakeley Pisce Days Credit 3o
London NW1 2HD ESD% 0.00%
John Syles
Tolal 30,443.2 137,336.29 230270
Poge 4 of 4




Sales Ledger Reports

=L
8r § Customer Labels On_ce you have set thféepprt OptionsPaqe Set_up
- This option is designed so that you can print your options andontsas described in Chapter 5 print the

‘® customers’ addresses on adhesive labels. The Iabelsl%)el(s) as required.

=3 use are those which come on backing sheets and cafihe Numbering Label
<24 pealed off individually. ambering Labels
=2 You will often want to prepare addresses for just one :/r\]/h(?_n ??Iid; rtlg b
+= two customer(s). To do this, select the categories or | . € irst1abel 1o be 1—=2
Y - . - } printed you should count
customer(s) as described in the secfiefecting Cus first f left to riaht th 3% 54
“= tomers above. Irstirom Ieft to right then —
- row by row. 5<l>6
™= To prepare a full set of labels choose Customer Labe|s
,{5 . ) — N
from the (Sales) Report menu or double click on CusH
2= tomer Labels in the Sales Ledger Reports window.
:3‘ Whichever way you select the labels you will see this
_‘= dialogue which the program uses to assess the label
i layout...
=
= Lahels Setup
: Labels Rcross: Enter here the number of labels across the sheet
Labels Down: Enter here the number of labels down the sheet
First Label: If none of the labels on the first sheet have been

used enter 1 in this box. However if some of the
labels have already been used, enter the number
of the first label position to be printed.

Rede

G

lﬂ Chapter 9 - |5



Sales Ledger Reports

Ay
1t ] Audit Reports

& \When your auditor comes to call or when you need tOPrinting and Clearing Audit Reports
“= trace back through your sales transactions to see Whag;

Sy . . ) . ou are able to Preview and print an audit report at a
~= happened, Bottom Line provides you with an audit traHme and once you have printed it the program offers

|.‘- . . .
=2 There are two reports, Tigales Day Booland the you the option to clear the transactions that are listed
Customer Audit Report. it. You should remember the following points about

2 1. TheSales Day Bookis designed to record each ~ audit reports...

By
4
-

_ji transaction in the order in which it was entered inta \When you clear the transactions the program start:

: the accounts. This report enables you to follow new report with the next number. You should file ti

.:: every transaction as it happened. nt_meered copy that you have_printed because yoL
2. TheCustomerAudit Report is designed to show will not be able to regenerate it.

thgse same transactions but sortgd by customers. « |f you do not clear the transactions then the report
] This report enables you to establish the sequence of humber remains the same and new transactions a
'::: transactions for each customer. appended to the end of the same report.

=, Check Numbers » Bottom Line insists that you print and clear both

7 To maintain the integrity of your audit reports, Bottom audit reports before you can carry outtard Of
+ Line numbers them so that anyone auditing your ac-  Periodfor the Sales Ledger — as discussed in
== counts can be sure that there is a full audit trail avail- ~ Chapter 18.

3 able.

;'ﬂ Chapter 9 - 16
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Sales Ledger Reports Chapter 9 - 17

The Sales Daybook

To prepare a Sales Daybook report, choose it from the (Sales) Report menu or double click on its icon in the ¢
Ledger Reports window. Set tReeport OptionsPage Setupptions andontsas described in Chapter 5 and print
the report as required.

Report Number

Rock Saolid Limited | Date - 29-Sep- 1997
Ot AstaEnos Typa Accoun (D et Vale VAT Total Vale
1.8ap-1007 | 200 Ifviioa (EET e 114 85 2012 13507
&-Sep- 1967 | 204 Invoice Touna A5 13 12.10 123
205 Invaica Cangrayves 4,375 30 TS0 5,141.07
20 Involos Hoopesr 1,380 75 241,83 1,652 08
26T G nca “Waterman 440 35 T4 ST
11-Sep-1987 | 268 Inyoics Hamghons 1,000 00 175,00 1,175.00
26 Inyoics Do Groug 4 G55 TS5 B14.78 5 470 51
13- Sap- 1007 | JET0G4E Fuycaipt B assinglon 358 91 <356 91
JETOSES Raceipt Haopesr A3 30 1,522 M
15.5ep-1987 | 300 Inyoics Mariboecugh 150 00 26,25 17625
Y A Invaica Charssl GG &, 808 0 TS 577 05 |—
'______.—-—-_—--.‘

F2-Sep19a7T | 34 Inyoics Doncghus 5 EFF 03 LER B, 505 B9
A4 Invoica Harrgtans A 3150 211,53
345 Invoics Brassinglon T8 00 63 44083
#9-Sep 1987 | 348 Inyoics Charsel GG 1,525 00 33608 261 Ba
JHTOS0 Racsipt Irvls Sione 51 80 56180
Total Inveoced #6854 78 52458 507837
Total Cradil Moles A0 25 T 0 51T
Summary of transaction Tetnl FRecsipts -18,864 &8 -18,868. 64
values. Total Retunds 0.00 000
Tonal Miscalaroois Crodts .0 0,60 .00
Totnl Miscalarmous Debita 0.0 0,00 000

Total Wiits Ofts 0.0 0,60 0.0 Click Remove to

remove the
TOTALS 10,547 &5 5,147 55 15,435 40 .
transactions and

increment the
Page  Zof 2 Sales Daybook
number.

Once you have printed the report you are invited to

clear the listed transactions from the Daybook... 00 you want 1o remoue these
0 tramsactions Trom the Sales Daybook ?

Click No to retain the transactions
listed [ w0 | [Remoue]
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Sales Ledger Reports

The Customer Audit Report

To prepare this report choose Customer Audit from the (Sales) Report menu or double click on its icon in the §
Ledger Reports window. Set tReport OptionsPage Setupptions andontsas described in Chapter 5 and print

the report as required.

Rock Solid Limited Rep?” NUmber oy sosaprier
Customer Audit Report No. 9 Septembar 1997
Customer Category heading.
dooount 1D Dt Rl e Thea Nt b WAT Total Vabha
Contracts - Local
Charwal G5 15-Gap- 1547 o Invgin 4,400 00 el 817708
20-Bap- 1947 el It il 15025 00 304 4 2080 bR
IDinoghass 2 -Bap-19T i L] 58T O3 w3 A & 605 BR
Contracts - UK
P ascustgicsn 13-8ap- 1947 | 000 Racais 354 1 A58 3
F2.-Bap- 19T ) L] ATE 0D A2 a3 dadf) 33
Cosgrowms 4-fap- 1547 ey 4375 38 THE o & 10 07
i GIOUR U1 Bap=198T Fii ] L] ol 55 TS 2id T 5 470 51
[Hamphong 11-Bap- 1947 i [ pEan ¥l 176 & 1,1TE DD
t 22 haps 19T &y L] B0 Iy 211 50
|
Resales - Local
T & Sap- 1597 a2 Irrwicm [ Rk 2 nax
Wl &-Lap- 1947 57 7. nete 480 75| FT 0 ST 2
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Once you have printed the report you are invited to

Click Remove to
remove the
transactions and
increment the
Customer Audit
number.

clear the listed transactions from the Audit report...

Click No to retain the transactions listed

transaclions fram the Costomer Rugdil
reporl?

0 o gou wanl to remouve These

|Remoue |
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Sales Ledger Reports Chapter 9 - 19

Sales Analysis Codes

Chapter 6 explains how you preparBaesAllocation Structurawhich has the twofold purpose of providing a
means of analysing your sales in detail and also of directing the sales transactions to the General Ledger.

This report allows you to list that code structure. It lists all the codes that you have allocated and provides a c
venient pad for you to note down any new analysis records as you expand the structure.

To prepare this report choose Analysis Codes from the (Sales) Report menu or double click on its icon in the ¢
Ledger Reports window. Set tReport OptionsPage Setupptions andontsas described in Chapter 5 and print
the reports as required.
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Rock Solid Limited Cate : 24-Febaab
Sales Analysis Codes
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Sales Ledger Reports

Sales Analysis
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Chapter 9 - 20

This final report is the actual analysis of sales. It is arranged so that each Sales Analysis record shows its rev
on a period by period basis. The analysis shows figures for two years — this year and last year.

To prepare this report choose Sales Analysis from the (Sales) Report menu or double click on its icon in the S
Ledger Reports window. Set tReport OptionsPage Setupptions andontsas described

in Chapter 5 and print the reports as required. You may find that this report is more r

if it is prepared in landscape orientation.

Rock Solid Limited
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¥ next chapter =

Recycling Sales Results

You may wish to analyse the figures that are contained in this report in further ways — perhap
graph them or analyse trends from them. For this reason Bottom Line allows you to export th
reports for use in spreadsheets or elsewhergorting datdas explained in Chapter 19.
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