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Sales Transactions

-f! Introducing Sales Transactions Each time you post a transaction to a customer accol

. chapter examines how to enter the transactions the current balance is increased or decreased accord

“® \vhich record and analyse your business income. ingly. Using this information, a variety of reports can

=3 Before you can produce any Sales transactions you be _produced enabling you to keep track of the amour
2% should have... owing and amounts received.

=3, Created a General Ledger account structure. Having entered one or more transactions, the sales

i _ details can then be posted to the General Ledger to
* Setup a Sales Allocation structure. update the Balance Sheet and Profit & Loss Account.
;3 » Entered at least one customer. isrdescribed at the end of

this chapter - however, let’s start by looking at the

s=, |In Bottom Line, the process of preparing a sales :
actual sales transactions themselves...

L) transaction is:

2% 1. Locate the customer icon (or name) and single click
<= toselectit.

“i= 2. Choose the m
transaction you tales Account Delails... =0

=]
== require from the
= Sales menu... Enter Invoice... x1 First find your customer

Enter Credit Note... .
The customer database can be organisec

_.__ Enter Receipts... ER ; : ) _
K Enter Refund... hierarchically as described i to
= Enter Dther Transactions... assist the process of locating an individual custonjer
o Allocate Unallocated Lash... However, you may prefer to locate a customer by
gl _ name using the Find command from the Edit meny ¢
B Clear Allocated Transactions . .
e described ir
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customer account...

¥

4= From the open category window,
locate and single click the customer
_.'a account icon (or name) to select it...

Sales Account Details... #®D

Enter Credilt Note...

Enter Receipls... #R

Enter Refund...

S| Enter other Transactions...
| Allocate Unallocated Cash...

— Clear Allocated Transactions

-E' EITHER, choose Enter Invoice from
~.'JI' the Sales menu to display an Invoice
=¥ window for the customer...

i ...OR, press #-| instead.
L

Fraciosa
Inoice M

Massage,

Purchase Order No:| |
Inuoice Date:
Delivery Address:  |Fale il

Sales Transactions

-3 Sales Invoices Each time you complete a sale, you need to create a

-:5 In the Sales Ledger window,
.= double click the category ’ ’

containing the relevant EC Contracts

permanent record itemising what the customer has
bought, the trade discount to be deducted (if
applicable), the total amount owing and when the
customer should pay.

These details are documented and printed to produce
invoice. The invoice can then be printed for the
customer — and a printed copy retained for your files

To record a sale, create a sales invoice using the ste|
described on this page.

I 22z

EEomtr ] Tow Point (vetivery Date): Frarssr ]

Flags o Cutabard) &
Bt ot b

|$mm

\W”

You will see the Invoice window for the selected customer
account <urn the pagto find out how to complete the details.
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=L
-"#% Entering the Invoice Details
“%& This is how you complete an invoice...
S
Invoice No: For auditing purposes, an internal filing
- number is automatically assigned to this invoice.
': Only edit this number in exceptional circumstances.
~

Sales Transactions

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 open thecount Details
panelfrom the Sales menu and reset the number from
which the next invoice will start.

BEBUBOO

| 55!&5 II'ILIl:I-iL‘B ................................. E_

- Graciosa

- -:;l oy %

Purchase Order No: Enter

the customer’s purchase order

number (if applicable). This will

enable you to match this sales

invoice to the original order.

=, | Inuoice No: | 33| _

“r= | Purchase Order No:| 07 9762 L

= | Inuoice Date: [z1-da-1537 | Tau Point (Delivery Date):[3i-su-1357 |
; Delivery Address:  [Pale Mils

- Plaza de Cataluraga

'_i |::':hni

=

Message:

|

Chapter 8 - 4



EL

‘% Entering the Invoice Details (continued)
ik

D

=% |nvoice Date:
.74 takes effect. This entry, once saved, is used with

the customer’s account details) to calculate when

2
= the Early Settlement dates.
=

—

Enter the date on which this invoice
the number of days in Payment Terms (taken from

payment is due. This date is also used to calculate

Sales Transactions

A Taxing Point

When accounting for VAT, it is important

that you record the date on which the supply
of goods or services actually takes place. Unless
you are operating a Cash Accounting scheme, i
on this date - th@ax Point - that you become
liable for the VAT charged to your customer. Entel
this date as described below.

re

Tax Point: For your VAT

s snles Inolce B Wl ¢

.
-

Graciosa

=
i

Invaice Mo: [ £33z

Purchiase Drder No:|

07977162 C

[3r~du-1997 | Tau Point (Delivery nuiel:

records, enter the date on

i ) which the goods and/or
fm services were supplied to this

customer.

Delivery Address:  You can

edit the address details auto-

matically recalled from this

= | Invoice Date:
S | Delivery Address:  [Paiw ris —
=1 [P1aza de Cataburms
[Bareerons
[5patn —

customer’s account.

Message:

dai

|T|'Hr provigien of materiale indhudes b trade ditomnd of 108

Message: If required, enter a

4.

ge g

L

\-‘___,.-————'———'--\_ﬁ________r___-————«\_,_.—-""'

message to be included on the
customer’s invoice.
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-7% The Invoice Items
-®& The remainder of this window consists 0
“® 25 lines in which you can fully itemise
=3 each transaction. For each line...
-
=4 Code: Enter the analysis code which
say MaPS this item to the correct Revenue
. .
Y account in the General Ledger (and
.= Maps it to the relevant revenue analysis
: category within the Sales Ledger).
= If you have not set up these Sales
/% Analysis codes turn to Chapter 6.

codes

—
@ To help you remember

=
-
which analysis codes to use,you cap
print a list as described in thext
chapter You can also open th&les
Analysis windowto display the list
of codes, or use thend command
from the Edit menu as described in
Chapter 19.

More about analysis

Ywi

i

i

L

Sales Transactions

i3

- ¥ Sales Invoice o
Graciosa Pl :: —ry
Invoice No: | z33| - m*
Furchase Order No;| 0737162 - )

Invoice Date: Tax Point (Delivery Datel;
Delivery Address:  |Palw Ha
:
Plazu & Cububorigs
Harce'lons
(Spatn
HMessage;
IThll prereitian of makerdile indhedes o tride digeoenl of 10498
Tolals
[T Crtpeound Curst VAT Teai
000 0,00 0,00 000 .00
Early zettlament discound of 0.00 i padd by
Cicede Dexcripiion Quaniity  Unil price i Tedal  WaAT EC
| | ool | [E]
B
| B
b 1E
I i

When you click inside (or tab to) the next entry box, Bottom Line
displays the description and any preset values that you entered
when setting up this cod€.urn the pagdor more information
about completing these entries...

Chapter 8 - 6



EE | Sales Transactions
-% The Invoice Items (continued) I Suies invoice T |

B 4 Eracioza P Wi g
5 Cut the Typing Inualce No: I = fw B
. . Purchase Drder No:| 07 /9T/163] -
. If you r(-_:gularly invoice Invoice Date: [Bi-si597 | Taw Point (Delivery Date):
certain items, why not use the| | peywery Aaaress: [Fa i
Preset Values describedrnapter 6 Flaca de Catubarya
For example, if you regularly supply [Barcrions

[5zasn

= Widgets, you can preset the descrip-
tion to “Widgets, small - part #10632”,
the Unit Price to £1.26, the Trade

Message:
| Thee praviitan of ritecials Behded o irate discont of |08 |

/4 | Discount to 20% and VAT to Standard Boeds Baiunt Tutaﬂl:l! waT l'uh'l
s | Rate. This would only leave the task e ?:E.umu e mm"ﬁmw _
a, | of typing the quantity — which you
=, | can also preset if appropriate! e Prarpten untfly Usiprioes Bleeont o Tell VATEC
. 16,00 z5.00] se0oa|s | ]
= 4,00 43.00 veno|s | O]
= If necessary, edit the pre-supplied code e 3':::3 —= ﬁﬁ%
= description or replace it altogether. You 15 |Ewpenses 1 inchuding raved b hote] 7720 w705 | O
~m can enter a description which is longer than
~=g the actual entry box or you can use additional ~—————
lines. The final presentation of the invoice can Similarly, enter (or edit) the quantity of this item - up
-—— pe checked using the Preview facility. to two decimal places. The quantity may be left blank.

b
::‘_' By the way, do not worry if your invoice does not includeEkcheck boxes shown in our example. This optic

only appears when invoicing EC customers as described toWwardsd of this section.
L Chapter 8 - 7
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-% The Invoice Items (continued)

ik

Invoicing by instalments

If you are invoicing for

goods or services that your
customer has arranged to pay by
instalments then you should prepars¢
an invoice for each instalment. Thig
will facilitate the allocation of

\Y*4

Sales Transactions

Sales Invoice

Graciosa Ty ey

Inuoice No: 1
Purchase Order Mo;|
Inveice Date:;
Delivery Address;  [#atw ety

Message:

zzz|

074974162 Ao

[F-wi1mar | Taw Point (Delivery Date); [z

[Flaza do Calabaraja
hlrnlbnl

Bean

| o porevectiion o s A bosthackicd B i lbienasnt o 1 00 |

=]
= Use this box to enter (or edit) the value
of one unit of this item, excluding VAT
or any trade discount. If you have not
— - Specified a quantity, you should enter
"™ the total net value of this item.

payments for each amount receiveq Tatals
(as describethter in this chaptyr . P o 0 e ot 00
Early satlhrnenl disecast of 410D AT pakd by _
Coade Degoar iption Quewndiby  Ukkd g Dépogant Total WAT EC

k] Frepars archilscbur o] de wwings (hea) 1 00 IZ 00
7 *KWFW rreegting Chrg] = Longon 4F 45 00
[2 [zt of materats IIFTAT
14 |Ureder Liks red tor b work Chea) 500 45 0

Expanpes = bnghadreg trave] & bolel =T 30

—

— If you are offering a trade discount on
" this item, enter the discount to be
¥ applied as a percentage.

L

If necessary, replace the pre-supplied VAT code with
one applicable to this item (in this example the code
for Exempt for a sale to an EC country).

Chapter 8 - 8
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-% The Invoice Items (continued)

-'& \When you enter an invoice item, Bottom
‘% Line displays the preset VAT code taken
=% from theVVAT Detailspanel — or,

Z& replaces it with one you have specified
=4 for thisanalysis code

== European Sales

EH' If you are invoicing a customer who is
‘= based in another EC member state, an

Sales Invoice

Graciosa
Inuoice Mo: | zzz|
Purchase Order Wo:| 074974162

Inuoice Date;

Sales Transactions

£~
Tau Point iDelivery Datel: [Bi-ueiwr |

Delivery Address;  [#atw ety

+= EC check box appears at the end of eac
B analysis line. These check boxes enablé¢
. you to identify which items are goods
== which should therefore be included on

o= your EC Sales Lis+ as opposed to
“+= services which should be excluded from
== the list. If you have already set the

= Goods/Serviceeption for an analysis
<= Code, Bottom Line selects/deselects the
- == Check box for you. Alternatively, you
™ :

— Can manually check those items for
- inclusion on the EC Sales List as
_.ﬁ described here...

[

L

[Flaza do Calabaraja

hlrnlbnl
Message:
| Toss porevectiion o s A bosthackicd B i lbienasnt o 1 0S5 |
]

Tatals
Gonid Drizsoant Gt WAT Turkail
519,78 E15,78 00 1 a0 200,00

Earky S Wil dipeoast of

10000 T paed by | 8T Aug-1 99T

el Do b o Quiwsfiby Uil prioe  [poank
k] Frepars archilscbur o] de wwings (hea) 1 00 IZ 00

7 n:wrw rrpeTing Chrg) = Londhon 4EJ 4% 00

[2 [zt of materats BEZ =L
14 |Ureder Liks red tor b work Chea) 500 45 0

15 |Expenper = bnghedng trave] & botel =T 30

Tatal WAT EC

=cn00(s | ]
weooals | O
2&77.70(5 |
4525 0| 5 |
a7 w4 |

Select the EC check box if the item represents GOODS sold to a customer
in another EC member state... ... or deselect the box if the item is a service.

Chapter 8 - 9
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Sales Transactions

.i% Early Settlement Discount

-'&% |f you have allowed an Early Settlement discoun
‘% for this customer, Bottom Line uses the details td
=% specify the amount to be deducted and suggests
.24 date by which the customer should pay the invoi
=4 in order to qualify for this discount. If the

<&, To create the Early Settlement facility for this
., CuStomer, turn t&€hapter 7

—

+= displayed date is incorrect, edit it in the usual waly.

6l Sales Inualce | Hi |
Hareood Estale Py P
Inpoice No; [ 55| fm -

Purchase Order o[ orisvisd]

ﬁluulre Date:

Taw Point (Delivery Datel:[2-siesr |

L

C@rnivory Rddress:  [Harwood o

Draa® Herwond
[ecanter ihirs
|ht&1ﬂh

MEssage:

Tha irken ef murderisl rebeles s ey dacead of 10FE |

Talals
Gt e Lot WAT Tl
[ 15 Bred E1 k-1 [sPa ] 11438 TEAD O

Early gabibimast fipcans of

e o

v
= VAT and Early Settlement
= Discounts

7{5 When Early Settlement Discounts are
used there is a special dispensation in accord-
ance with VAT regulations. This dispensation
allows you to charge VAT on the total after the
Early Settlement Discount has been deducted

Ywi

dai

is lower that you would otherwise expect.

This dispensation holds good even if the cus-
tomer does not take advantage of the discoun

-1

B

g

L

Code twaeriplien Ousrdity  Unil praca | Diaesar® T4
[ [Prire wrabimitirsl dramings ) 15,000 ]

[ |8t props mestig (sl 4 06 ﬂ%

[ |suppiy of materisie TI57 4 1000

U |Urcdersuos regter shan work Chred 05.00 4500

s |E Hrﬂml'rqhiw1Ehn-!+1 =Y

As a result, you may notice that the VAT amount

Total Early Settlement Discount appears here.

If necessary, edit the qualifying date for

any Early Settleme

nt discount offered.

Chapter 8 - 10
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7% Completing the invoice

4 As you complete each item, notice that the pro-
=% gram displays the relevamobtals for the items
& entered so far - these include...

=2 Goods:
3

= Discounts:
=

The total amount of goods, exclud-
ing VAT and any trade discounts.

The total discount amount deducted
from the total goods value.

&% Repeat these steps to enter each remaining iten

Sales Transactions

Sales |naalge FooT Rl |
Harwosd Estate P P
‘Invelce No: I 525 "?m —
Purchase Order Mo aTrE e LI

Involoe Date; Tai Point (Delvery Date):[51-a-9r |
Oelivery AdOress: e s

e Hwrwoaad
o3 T
Message:

| Thee preoriton of matsrials inc kel § trede ducenl of 108 |

Talals
+= Cost: The total net cost to the customer. il Diiiesnt Gt wAT Tersd
1w Ts 10T ol ] 0140 00 I 00

o
i3 VAT The total amount of VAT to be Tarly patthmant figcount of 41000 Wiy [15-mge 1597 ]
LA, charged to the customer. Cote Desiriphios -
<= Total: The total amount to be invoiced L s el L R R asaft |
L ’ ’ B | Witend g rasbing Cheeh 4 00 A5 00 1ecca|1 |
- 0[Sy of matsrale 113745 1000 za77.Taf1 |
— 14 |Uedrlaie raatoration work dhra £3.cn 4200 zyzmca|r |

) - Frarvel & el TED B0 FaT a0 |
r-;; _._.I_...-——'-__---..___..--""ﬂV'.'.I.I
= | e — e B
: [T T T W
—

i

CR-

L

Notice that for a UK or non-EC customer
the EC Goods check boxes do not appear.

Click here to preview the invoice on screen

(described over the page).
Chapter 8 - 11



g Sales Transactions
.% Previewing the Invoice

‘& Once you have completed the invoice details, you ard1aving checked the preview, click the close box in the

{® able to preview the way it will look when printed and tOp left corner of the Preview window to return to the
_-a. return to the Invoice window again_ Invoice window. You are then able to make any

<28 To do this Tab away from the current input field changes that you require to the invoice details.

=3 and click the Preview buttoriurn the pagto see an
== example invoice...

Delivery Notes and Copy
¥
Invoices Report Options ]

When preparing an invoice, || Report date:
you have the option to create and pri It @ denartments
a Delivery Note along with the Invoice [ show zero balance accounts ] $how Commas

=' In addition you Can prepare a COpy O show Detail E show Pence
== | Invoice for your files. This Copy
== | Invoice shows the Sales Analysis codg

& | and EC Sales status which are omittefp
from the normal customer copy. L show budget [ Copy Inuaice each invoice.

| Tum to the section oReport OptiOI‘IS O show unreconciled only [J Pre-Printed Form
<@ | in Chapter Hor more information. Youf| """’ [_Mormal = | O Headed Paper
)

Department | ~g Depat... = |

DOBBUY

] Show last gear's figures E Customer Invaice Check which

S pages are
TR A .
B] Show this period [ Delivery Motes appropriate for

7= | can use these Report Options for Preff ™Margins: Top [0.00 ] in Bottom [0.00 _|in
¥ | Views as well as Printing.

(L Chapter 8 - 12
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Sales Transactions

Invoice Example

G 0G0 U UOUUUD G s s b bih b s o5 608

Chapter 8 - 13

Rock Solid Limited

Tel: 01234 SETE00

Business
name, The Old Crusarry,
address and HlTe
telephone Borchestur, BCOEIY.
number
—INVOICE TO

Customer Harecod Estatn

.. Graat Harwood
positioned for oS
window BL28 SPO
envelope For Altention. George Bales

The message
entered for

Logo shown
here when it is
pasted into
Preferences
panel.

VAT REG Mo GB 678 400003

The provision of meterials includes o irede discount of 10%

) SALES INVOICE
INWVOICE Mo 526
ORDER Mo OTRTHEE
INVOICE DATE Bl -Jul- 1097
TAX POINT A1 -Jul- 1567
CUSTOMER VAT RES No. GIB 227 6342 21,

this invoice = | Descripson Quantty | UnPrice | Discount | Metvaus | vaTs | =
Prepare archilectural drawings (Fs) i 38 00 sg0o0 | 7m0
Attard groject mesting (hes) 4 45.00 wee | 1750
Suppiy of mateiials 3147 45 19 75 wmrrre| 780
Undertake restorabon work (hs) 85 4500 \s00 | 1750
Expansss - nchuding avel & hotel 75730 mwran | 170
— DELIVERED TO
TOTAL GOODS 851975 14 day
LESS DISCOUNTS nare |
As Wvoiced TOTAL NET as oo Early
Discount of 5 0% i pad by 15-Aug- 1987 410,00 —settlement
TOTAL WAT 183 discount
Total if paid by 15-Aug- 1967 £ 915335
Total If paid amer 15-Aug-1997 £ 956325

Preset message showing agreed terms
for this customer

Our Selllament terms ara sirictly 30 days

Reduced Detail

The discount total and Early Settlement details are only included when they apply — otherwisg the
total area is left uncluttered. For the same reason the invoice only includes one Total payable ywhen
there is no Early Settlement Discount.




iy
-'#% Posting the Invoice

& Once you have completed the invoice and checl
‘3 its contents using thereviewfacility, it is ready for
=3 posting. This is done by either printing or batchi
-2 the invoice as shown here.

== print: This button lets you print the invoice immedi-
== ately (along with delivery note and copy invoice if
& needed). When you click the Print button, the
~4, program displays a Report Options described in

Sales Transactions

Harwosd Es
Ind|oe Mo;

EF|

Furchase Order Nai)| IJIT-r;'.'."Iéﬂl

Inuaice Dake:

Salen | nasdce SO

Tan Point (Dedvery Date):[3osriwr ]

1
" -

Oelivery AdOress: e s

Dol Hmrwood
[ ks birghirs
% TP

gy Chapter 5. Chapter 5 also explains how you can

- select different fonts to enhance the final presenta-
tion of the invoice; and how to select the correct

- printing device and page setup.

i
:-.:3 Batch: Alternatively, you can store this invoice for

= printing at a more convenient time — along with
= any other batched invoices. Batching is a useful
== labour saving device when you need to print sev-
s eral invoices since you only set the report options
— and perform the Print command once for the entire
= patc_h. Turn to Chapter 9 to look into printing of

invoice batches.

Message:
| Thee preoriton of matsrials inc kel § trede ducenl of 108 |
Talals
Futaiu [Vl b ] WAT Taksli
19T fs1ar= 000 148 00 HE40.00
Early paribemant SR of 41000 i i B
Cita Derisraptoga Guiitity Ul prioe  [Fdosast Fersl wAT
9 |Pregure srchiiesteral fraswings (v gl 165,00 15 00 s[4 |
B | Wi o e [T 400 45 00 teron|1 |
0 [Supeily of massrule L5745 1000 a7y |
14 [Usdertaie reatoration itrad B 00 4500 maz=oal |
1 & Feetel TED B0 FaT a0 |
Freview | Baiss | Fr | Jz Ic

*ZE'
-

+—— Click here to erase the invoice.
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% Posting the Invoice (continued)
S 2 Having instructed Bottom Line to print or batch the

2 invoice...
‘:‘_3 » The customer’s account balance is increased by the
'5 total amount invoiced.
':: * The relevant sales analysis categories are increased
::'-.? by the net value of each item.
= * Unless you are operating a Cash Accounting VAT

—

. scheme, Bottom Line updates the VAT amounts from
.:: which your VAT Return figures will be derived.

- The invoice transaction is queued in readiness for
- posting to the General Ledger.

=, YOu can now continue to enter other invoices in the
== same way.

== When you have finished, turn to the end of this chapter
«w to find out how you can

Sales Transactions

Chapter 8 - 15



Sales Transactions

B |
2z ] Sales Credit Notes

& There may be times when you need to offer a customer a rebate - for example, in exchange for returned gt
“2 these circumstances, you would issueetlit note authorising the amount(s) to be deducted from the custome
=3 balance.

& ‘- - - - - - -

"5 Credit note details are entered in exactly the same way as an invoice but, on posting to the customer acco
=2 Bottom Linereducesthe customer’s balance. On posting to the General Ledger, the value of the returned g
*= are debited to the relevant Revenue account(s) thereby reducing the value of recorded sales.

E: This is how you prepare a credit note...

- s 4 Salex Credil Note T |
; Locate an_d select the P Sreciose P 31
e customer icon (or name), Credit Kote No: | = M 7_&&* ]
2 as for an invoice. s Purehase Dyder Ne| | o .
=] Credit Mote Datel  [12-dug-1537 TaH Poink
el Delivery fddress: [Pt
= | sales Account Details... =n| Choose Enter Pluza e Cotrhrys
> Credit Note E:;:““
Enfer Invoice... | from the
=l Enter Credit Note.., . Sales menu |H“mgm ]
Enter HEEElDli... =R then enter the Total
o Enter Refund... credit note e [ n !-':,:u-u AT Tatit
Enter Dther Transactions.., o a7 Qi =4F 0 L E =57 00
| nnocate Unallocated Cash.., | detailsin
) exactly the ot Eatrgtion Qunbily  Unkprit Tigest  Teldl  YATER
:‘ﬁ Clear Allocated Transactions | Same way you ELt S s DiN HEMEE
= would for an ——
ot invoice...

(L Chapter 8 - 16
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Sales Transactions

.7% Sales Credit Notes (continued)

.Z4& the wrong customer account. To do this, create a cre
= note and enter the details so that they correspond

+=, exactly with the original, incorrect invoice. On saving
Y the credit note, the original invoice will be reversed ar
,3 you are now able to re-enter the invoice correctly.

Allocating credit notes

If you post a credit note which completely

reverses a previously entered invoice thel
use theAllocate Unallocated Casoption (described
later in this chapter) to match and, therefore, candel
out the two transactions.

=

-"%& You can also use the credit note facility to rectify a sal
% invoice which has been entered incorrectly - either th¢
=% wrong amount has been posted or it has been posted tF({)
di

Crediting Early Settlement Discounts

When you open a credit note for a customier
who receives Early Settlement Discounts,|a
anel appears which asks you whether you are crgd
ing monies in respect of an invoice which carried @n
early settlement discount.

Although an early settlement discount would be
meaningless for a Credit Note, the program neverthe
less requires this response in order to credit the
correct VAT amount.

A few pages ago we mentioned that theredseial
dispensation from Customs and Exomeen using

early settlement discounts. This means that when
invoice which carries such a discount is credited,
Bottom Line should also credit the lower amount gf
VAT.

When issuing a credit note for an invoice which
included an Early Settlement discount ensure that
credit thetotal amount - prior to discount. This way
you will be able to allocate the exact net amount g
correct amount of VAT charged.

Y

]
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Sales Transactions

Ay
#r ] Sales Receipts

-& \Whenever you receive money from a customer on account or in settlement of an invoice, enterrdeegales
ke thi
ike this...

<
+m LOcate the relevant customer account .
. in the usual way then click its icon (or
“*= name) to select it. Harsoad Exbybe
2
@ _
_13 s_‘les "ﬂ:ﬂ“ﬂt netu“s en mn :m’ i Hﬂtﬂlﬂ ................................................................ [i_l
Emter Invoi . Harwood Estate i P Yl
mier Imrice... oL
“B| enter creait Note... Reference: . Eﬁ#
Tax Point: |29-5ep-1997 Ly
Enter Refund... Amount: Total Allocated: Q.00
Enler 0ther Transactions...
Paid by: e b C 14 nti
. ; Allocate Unaliocated Cash.., aidby: | _Cheque |-t Corrent Accou
\ . Early Settlement
= Clear Allocated Transactions It i | t Al i
g =m moun acate Amount Date fllocate
£ EITHER, choose Enter Receipts from 337 626625 [] ¥50.00| 23-54p-97 O
— - the Sales menu to display this window 358 -emeEs [
" for the selected customer... 197 nes| g T80 B0-Bep-47 O
= ...OR, press #-R instead. 0% s SP6  10-0at37 O =
=5 T I T R

(L Chapter 8 - 18



g Sales Transactions
-i#% Sales Receipts (continued)

& Reference: Enter a reference — for example, the bank credit slip _
£ number — which will help you identify and reconcile this receipt with For this entry, you should

More about the Tax Point

-y your bank statement. record the date on which you
- received the moneynot the date on
- Tax Point: Enter the date on which the cash was which you are entering this
received. transaction onto the Sales Ledger. If
- : .
- Amount: Enter the amount received from this you are operating @ashAccountlnq.
> customer. VAT schemethis is the date on which
: you become liable for the VAT due.
.:‘5 5L RBEBIP Y o s e i, TE ]
-} Harwood Estate ﬂ i )
s, | Reference: 100657 P W Paid by: Select the method of payment
- Tax Point; |29-Sep-1997F -~ to direct the sum to the appropriate
= Amount; G020, 21 Total Allocatad: i) General Ledger account as described in
r_:; Paid by: [ Cheque i""l o Currant Account the section on Sales Account Details.
@ amsunt | Bllecate Early Setilement Notice that you see the transactions
; Amaunt Oste | Allocote (such as invoices and credit notes) that
ed 527 emezs [ S0 23-Sep-a7 O have already been entered for this
- e -esess [ customer. You are now able to match
o 57 nek [ 2130 B0-5ep-47 O the amount received from this custome
L 0% s [ S8 10-0ct-97 O | tospecific transactionslurn the page
W o T s [ oo ] =t to find out how to do this...
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Sales Transactions

:-_! Sales Receipts (continued) [F]

Receipt ]

S 4 Harweod Estale P P 1
- Reference: [100657 ‘Rw -

oy Tax Point:  [29-Sep-1997 "

L Amount: &l 21:}.21] Total Allocated: &020.21

=4 To allocate the amount received to Paid by: | Cheque w|..lo  Current Account

o previously entered invoice(s) and, if

- appropriate, credit note(s), click the Item Amount  fAllocate Early Settlement

.= relevant Allocate check box(es). Amount Date  Allocate

:=" 537 636625 |- [H] 35000 23-Sep-37 O

18 oo ooty sontement rscocm oo s LH

i ’

sm, click the Allocate check box for the :z; :;:; -H :::': ﬁi’:::; B ﬂ-

- relevant Early Settlement discount . (. T
L:.,alamount. Buve | Wpore | Chae |05 o

) Unallocated receipts
=

w : ) S
= option as described later in this chapter.

If you are unable to match the full amount received to specific transactions — for example, when ¢
customer makes a part payment on account — then leave the Allocation check boxes blank. Qne
saved, the receipt you have just entered can be allocated at a future date usingateeUnallocated Cash

#w| The Allocate Unallocated Cash option is of particular significanceCfashAccountingVAT schemes You

.| should use this option as soon as you are able to clear any unallocated receipts thus allowing the compl
“iw| transactions to be incorporated into your VAT Return figures.
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fag Sales Transactions

:-3 Posting the Receipt

-® The total of the sums allocated is displayed to the right of the amount paid. When these two values are eq
“= have fully allocated the cash received. You can now click the Save button to post the receipt.

)
- 2] Receipt @] Once you have done this...
=3 | Harwood Estale -~ 1.7 + The customer’s outstanding balance i
+2 | Reference: 100657 E@ﬁ!«!ﬁt decreased by the total amount re-
& | Tax Point:  [29-Sep-1997 " ceived.
e Hrrruunt: 602021 Total Allocated: 602021 « If you are operating a Cash Accountin
3 | Paid by: | Cheque w|..lo  Current Account VAT scheme then, provided that you
o
' ; y H . Early Settlement have fully allocated the payment,
r em moun ocate | . Date | Rilocote Bottom 'Llne updates the VAT.amounts
- from which your VAT Return figures
: EET BEREE T E FH0D0 EI-Sap-dT D .
" are derived.
. =5 ~&56 55 =
- - nen @ 2120 To-Sep-97 * The trar_15action is queued in readines
= 403 sziz [ 5726 10047 O for posting to the_GeneraI Ledger.
- : | Receipts are debited to the General
Suve | Jowrs || Clowe}> @] Ledger account which is specified by
o the Paid by option relating to tiles
T | OR, click here to close the window. You will be Account Details pangaccessed from
w asked to save or ignore any unsaved changes. the Sales menu). This would typically
o OR, click Ignore to cancel this transaction. be your bank current account.
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f#r J Sales Refunds

-& \Ve have already seen that, when a customer qualifies for a rebate,
S you need to issue@edit note The credit note can then be offset
=3 against an unpaid invoice or future sales to the customer.

il
:5 However! There may not be any future sales and the customer
=3 may have already paid the original invoice. In these
== circumstances, you would refund the customer’s monggitE:

Eﬁ To record this transaction...
:= Enter the credit note authorising the refund as describednter Invoice...

Enter Recelpts...

s=, Enter the refund in exactly the same way as you wou [T T

- for asales receipt...
= saleés receipt.

Sales Account Details...

.:‘5 a few pages back. Enter Credit Note...

Enter Dther Transactions...

=0

=H

Sales Transactions

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

Choose Enter
Refund from the
Sales menu to
display the following
window for the
selected customer...

L

- [T C Sales Refund i
::= | 5B Restoration Ltd :3 D i}
> Enter the refund reference, date and Reference: |Cq 604 T ol
amount. Refund Date: |30-5ep-97 -
- | Amount; 1768.22) Total Allocated: -17822
ey Select method of payment Paid-bii— Cheque w | ..from Current Account
= |n this area, use the check box(es) to ] Early Settlement
= aIIoc_ate the total amount re_funded to Iem fimount  Allocate |- Date | Allocate
-, previously entered transactions. e ——
= (Refunds will match negative amounts). - : E‘t g
Lt T I T Sla
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:-_! Sales Refunds (continued)

Sales Transactions

&

{-# 5B Reztoration Lid

—'\3 Reference: Itq 604

=2 | Refund Date: |30-5ep-97 <
= | Amount: 178.22) Total Alocated: -17822
Paidby: | Chegue w | ...from Current Account
2
Early Settlement
I bem Amount | Allocale Amaunt Date Allocate
- 1 1 T2 ﬁit

=

iy
=

B [ gove | pooee | Plese [5]

E [

OR, click Close to close the window. You will be

- asked to save or ignore any unsaved changes.

= OR, click Ignore to cancel this transaction.

w

L
= Click Save to post the refund to the customer account.

? Refunds are credited from the General Ledger account
-'ﬁ’" which is specified by the Paid by option relating to the
_¥ SalesAccount Details panel

Correcting receipt entries

The Refund option can also

be used to reverse a receipt
which has been incorrectly entered +
either the wrong amount has been
posted or it has been posted to the
wrong customer account.

To do this...

* Open the Refund window for the
relevant customer.

* Enter a suitable reference which
indicates an adjustment.

» Specify the amount to be reversed
then allocate it to the previously
entered (and incorrect) receipt.

After posting the refund, you can thg
re-enter the receipt correctiy.

Chapter 8 - 23



g Sales Transactions
2z ] Other Transactions
& There may be times when it is not possible to allocate invoices to receipts and vice versa.

_{5 Furthermore, there will be monies which have to be written off or odd amounts of cash which hang around
"‘_3 cleared for months as described in fie section at the end of this manual. It is on these occasions
™= when the Other Transactions facility comes into its own. This command allows entry of the three types of
":3 transaction...

"= « Miscellaneous Debit

~a, *+ Miscellaneous Credit

i=, o \\rite off

.2 The third of these transaction is usedvtd any customer debts which are deemed to be irrecoverable. Y
2 should only use this transaction once you have firmly established that there is no possibility of the custome
<= repaying the debt.

“i™ To enter one of these transactions, follow the steps described here to display
= the Other Transactions window for the customer...

I_:; Sales
_ Sales Account Details,,.  ®0
"# Locate the relevant customer account in the usual way
= then click its icon (or name) to select it. Enter Invoice... |
— 1 Emter Credit Nole,.,
-
Enter Hecelpis... =R
T Choose Enter Other Transactions from the Sales menu to display Enter Refund...
& the for the selected customer... Emler Other Transactions... p.
o Allocate Unallocated Cash,.,
R Clear Allocated Transactions
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L Sales Transactions
.i# Other Transactions (continued)

i . . . L
‘;!‘ Transaction Type: The Miscellaneous Debit option is pre-selected —
= select Miscellaneous Credit or Write Off from the pop-up menu if required.

0] Dther Transaction _I_ﬂ
=3 o

Counterpoinmt LA

- . :
zm, Specify the sales Analysis Code Transaction type: [ TMist Creait « | Oﬁﬁrfm

which maps this transaction to
== the correct General Ledger Enter a suitable transaction reference . < ..and the date.
448, account then... | |

/4, Ener the Amount (excluding Reference: Credit | Date: Z0-Sep-97
®, \/AT) to be debited or credited. Analysis cade: || Amount: 0.01
UAT coda: LAT: 5
= Save | | Vrore | Coose | J5] B

i

5 . : ,

?; Qn saving the transaction, Bottom Line Enter the VAT code for the
= increases or decreases the customer General Ledger VAT account
_ = balance by the relevant amount and to be debited/credited... ...and the VAT amount.

" queues the transaction for posting to the
General Ledger. The transaction itself is
#* cleared from the customer’s account Click Save to accept the transaction ...or Ignore or Close as before.
o using theAllocate Unallocated Cash
" option described in the next section.
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Sales Transactions

Ay
2t J Allocating Unallocated Cash

~® Under normal circumstances, whenever you yyou have the opportunity to match the money receiv
“2 with the invoice(s) being paid. However, there may be times when that allocation is unavailable — for exar
=3 when you receive a payment in advance.

& ‘- - - i
'& The process of allocating unusual items allows you tg Reducing the clutter .
=2 ‘close’ items which would otherwise remain ‘open’ (or Normally, allocated transactions are

== current). For example, if you have issued a credit nofe cleared by Bottom Line during the Perigd
“= which cancels an invoice then the transactions remaip End routine described in 8 However, if
<& open until you match the credit note with the invoice. | You have a large number of allocated transactions
occupying valuable real estate in your transaction
windows or on your reports, there is no need to wait
anguthe next end of period to clear them.

= This menu command is not, therefore, a transaction i
itself but a way of tidying up previous transactions.
2 Once allocated, the completed transactions are clear

—

<= next end of period. sales | You should first print and
'{=' Sales Recount Delails.. =mp| clear both &

= Locate the customer account and ﬁﬁ Enter Inusice... 1 A and I

== select it as before. Emler Lrodlt Notg.., then simply

= Eaton Botand *t| choose thelear |

! Enter Diher Transactions.. ] Allocated Transactions

"™ Choose Allocate Unallocated Cash from the Sales I .ommand on the Sales
™ menu to display the for the selected Clear Allacated Transactions | menu to reduce the cluttet
¥ customer... -
=

gt

i
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g Sales Transactions
.7% Allocating Unallocated Cash (continued)

‘& Notice that the Allocating Unallocated Cash window is similar to the stafdarelpts window Carry out the
% following steps to complete the allocation...

_“_3 Tax Point: Enter the date on which the transaction(s) actually
"ﬁ Cash Accounting VAT took place, not the date on which they are entered.

2 The CashAccounting option |

*}: does not register the pay- PerR—— Allacate cash *—@
~ | ment of VAT in your VAT Return until sunierpain Wiy Yol
“=| the receipt has{)een allocated. Tan Point: Ablocate Cash
1., Remainder To Allocale: 000 o™
e

sm, Our example shows the allocation of three e R P Early Settlement

.=, Uncleared transactions for this customer. The Amount Date  Allocate
- allocation involves a payment received on Becept w06sz [
.. _ACCOUNt; an invoice which has been m BOS5T  [E]—
L:.; subsequently pre_pared; and the_ crediting of & Miee Cr R = o
;one penny error in payment whlch was Tave | bpere | O [ R

entered using thetherTransactionfacility

_™ as described in the last section. In this area, you will see a list of un-cleared transactions
"' If any early settlement discount applies, the for this customer. Use the Allocate check box(es) to
" program displays the relevant details and you match transactions to each other.

"' are able to specify any discount taken by

:‘“ clicking thecheck box(es) for the relevant ~ When you have finished and the ‘Remainder to Allocate’ figure
Early Settlement discount amounts. is zero, click Save to accept the allocation.
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Sales Transactions

L
2t ¥ Viewing Customer Transactions
Locate the relevant customer account ﬁﬁ

& The next chapter describes how you can print an then double click its icon (or name) to
= which lists current transactions  gpen it. .
=3 held for all customers or for selected customer(s).

|.‘- .

_'5' You can also access the current transactions for a par-
a2 ticular customer like this...

4,

"= Having opened the Current Transactions window, you
EE can now see all the invoices, credit notes, receipts,

:3 refunds and miscellaneous transactions currently associ-
= ated with this account which are open (unallocated) obouble click the Current Transactions icon to reveal all
““2 have been allocated during the current period. the current transactions for this customer account...

‘. Notice that different icons are used to represent eachp

EE} | Counterpoint |

. HIET et | fi LH;

':a type of transaction. s =
::: To open a current transaction and view its contents,

"= simply double click the relevant icon '

D simply : =]

=) When you open amvoice or credit note, th_e details T@ ﬁi

o are presented as fully fledged reports which can be e e —
- printed as described in the next chapter. This facility el e 7]
— allows you to prepare copies for those customers el []]

— Claim to have “lost the invoice”.

=g FOr other types of transaction, only the relevant detail
i appear in the window.

hen you have finished, click the close box in the top
eft corner of the Transactions window then use the
same method to close the customer window.
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Sales Transactions
Posting Sales Transactions to the General Ledger

EL
= |
= Having entered transactions to the Sales Ledger they are not automatically posted to the General Ledger.

>3 you have prepared one or more transactions in the Sales Ledger, you are now ready to transmit the inform
~= about these transactions to the relevant General Ledger Balance Sheet and Profit & Loss Accounts.

\ 5 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.

3 To post the sales transactions to the General Ledger ...
=

S, EITHER, Click h Post... ... haste
IC ere .
“D post the sales |—;1 Bottom Line only allows you to post
22 transactions to the Sales il from the Sales Ledger if it is currently
~== relevant General Ledger in the same accounting period as the Generd
= | edger accounts. 2 | Ledger. This means that if you havéeriod
"= OR, Choose Post — | Endedthe Sales Ledger ahead of the Generdl
a9 from Sales Ledger : Ledger, the program stubbornly refuses to pgst
; from the General gﬂﬁmﬁﬂ ﬁﬁd’ﬁm the sales transactions until the General Ledggr
menu. Ledger catches up.

T

E

== T0 ensure that your Sales Ledger transactions have been posted to the correct General Ledger accounts,
e advised to print a Transaction List as describedlinpter 16.
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Spotting Mistakes

Having printed aransaction Listyou may

discover that a sales transaction has bee
inadvertently posted to the wrong General Ledger
account. In these circumstances, use the Journal
facility described irChapter 130 make the
necessary adjustments.

Furthermore, you should watch out for any postings

to your nominated Sales Suspense account since

signifies a communications breakdown between a

-

this

Sales Analysis code and its General Ledger account.

Once again, use the Journal facility to re-direct an
posting from the suspense account.

y

Sales Transactions

next chapter wh
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