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Chapter 11 Getting Started

Chapter 117 Getting Started

In this chapter, we present a product overview. We then look at how you log into your company.

1 Overview
1 Starting Accounting Start
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Overview

Overview

Accounting Start is a simple, easy-to-use system that manages your whole invoicing cycle.
You can:

1 Create one company to work in.

1 Create items that you sell.

i Create customers so that you can sell items. You can process quotes, invoices, and credit notes. If
necessary, you can write-off bad customer debts.

1 Use the Dashboard to summarise your business's performance.

1 Use the Dashboard's unique To Do List functionality to assist you in managing your invoicing more
effectively.

1 Use the drill down functionality on the Dashboards to view specific transactions of customers.

You can use the above as a sequential guide to help you get up and running as quickly as possible.

Managing Customers

As you process, the system keeps statistics of sales per customer and sales per item.
You can create customer categories and item categories to analyse your sales by these categories.
The system features a powerful Dashboard that show you:

Due and Overdue invoices

Expired quotes

Top customers by sales

Top customers by balance due

Top selling items

Customer totals graphs with balances in their aging periods, showing how long they have been
overdue, with full drill down to the invoice level.

= =4 —a —a —a -9

Printing, Viewing, and Emailing Reports

You can print and/or email customer documents directly to them. You can also email any report to
anyone.

You can print quotes, invoices, credit notes and statements and add your company logo to your
documents.

Customer and Item Notes

You can create notes that you attach to customers and/or items.
You can specify an action date for each note, and then track overdue notes via the Dashboard. For

example, a customer may promise payment by a date. The note will show on the Dashboard after that
date as requiring action. You can also print a report on overdue notes.
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Starting Accounting Start
Quick View for Customers

This unique feature gives you the ability to view customer information, while you are processing
documents and/or transactions.

Starting Accounting Start

Below you can see the log in screen that will open. If you have forgotten your password, click on the
Forgot your password link and work through the screen that opens.

Country: (SouthAfrica ) SignUp Sales Enquiries: @ +27113043663 Support Queries: & +27 113043805

sage | Accountin

ser | Explore the Demo Company

To start using the software, you will click on the Sign Up button at the top of the page. Fill in your details
on the next screen that opens. Select the Start option from the Product Type drop down menu.

Sage Accounting

Already have an account? Login here.
Are you an Accountant? Sign up here.

Company Name *

I Product Type * I |Acccunting "
Accounting
Country *
First Name *

Last Name *

You will need to read the Terms & Conditions, which can be opened via the link at the bottom of the
screen.

Once you have filled in your details and agreed to the Terms & Conditions, click on Sign Up and a
confirmation email will be sent to you. Close the Accounting Start browser that you have open, and wait
for the email to arrive. On the email is a link for you to select to confirm your registration on Accounting
Start, which will redirect you to the Accounting Start website. You can then sign in with your email
address and password.
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Chapter 2 i Working with companies

Chapter 2 7 Working with companies

In this chapter, we look at how you maintain and work with companies. We also look at company set up
and some company-wide processing options.

T Administration
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Maintaining your company

Maintaining your company

Creating a New Company

New companies are created from the Open and Manage Companies screen by clicking on the Add
Company button. With Accounting Start, you can only have one company. If you want access to more
companies, you must upgrade to the Accounting software.

Deleting Company Data

I f you no | onger need a c ¢ dipoa seled ® detbe & ompayyoyaur can del et e
company wi || not be deleted i mmediately. The company s
email will be sent to you from Accounting Start. You will need to confirm the deletion, where after the

company will be deleted.

Important Information

Once you have deleted a company in Accounting Start, the company cannot be retrieved.
Company Settings

When you create a new company, you do not necessarily have to add the company details at the same
time. However, if you are going to be printing invoices for your customers, it is advisable to add your

details since Accounting Start uses these details on the documents.

You can edit your company details by clicking on Company Settings (Gear Icon) link at the top of the
pageorgotoCompanyéChange Company Settings

Company Settings

Company Details

Company Details Company Name |SuperCycle Wholesales Email
Additional Company Information

Telephone | 0113043000
Customer Zone

Online Payment Gateways

Fax |0113043001
Sage Pay

Mabile
General Settings
Contact Name | Jas

AT Settings

2TATETE T TS Postal Address Physical Address or other Company Information
Branding PO Box 1234 102 Western Service Road

User Defined Fields Woodmead Galle Manor Ext &

Email Signatures 2191

Postal Code| 2191

() =

If you do not want to use your registered email address for communication purposes, enter an alternative
email address and check the Use this Email for Communication check box. You also have the option to
always cc a second person by entering the email address in the CC field. Check the Always CC this
Email Address check box, if you want Accounting Start to always cc the email address entered.
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Maintaining your company

The Company Settings screen has the following tabs:

Company Details

General Settings

VAT Settings

Documents and Statements
Branding

User Defined Fields

Email Signatures

E R EEE ]

Company Details Tab:

The Company Details tab has the following sections:

Company Details

Additional Company Information
Customer Zone

Online Payment Gateways
Sage Pay

= =4 —a —a 9

Company Details Section:

This section allows you to enter your company contact information, postal address, physical address or
other company details.

Company Settings
Company Details Company Details

Company Details Company Name | SuperCycle Wholesales Email ailinator.com
Additional Company Information

Telephone 0113043000
Customer Zone
Online Payment Gateways [#] Use stage-mail-service@accounting.sageone.co.za as From

Fax 0113043001
Sag=Pay Address
Mobile 0892125632 cc

General Settings
Contact Name | Jason Wood

VAT Settings

Documents and Statements Postal Address Physical Address or other Company Information
Branding POBox 1234 102 Western Service Road

User Defined Fields ‘Woodmead Galle Maner Ext &

Email Signatures 2191

Postal Code| 2191

= =
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Maintaining your company

Additional Company Information Section:

In this section, you will add your company registration, tax registration details and entity type.

Company Details

Customer Zone
Onling Payment Gateways
Sage Pay

General Settings

VAT Settings

Documents and Statements
Branding

User Defined Fields

Email Signatures

Additional Company Information

Statutory Iformation

Additional Company Information

Company Tax Number City
Registered Mame Province
Registration Mumber Country
Tax Office
Entity Type |{None} hd

Customer Zone Section:

In this section, check the Enable your Accounting Customer Zone check box. This will allow your
customers to view invoices and make payments online by clicking a link in their email.

Company Details

Customer Zone
Online Payment Gateways
Sage Pay

General Settings

VAT Settings

Documents and Statements
Branding

User Defined Fields

Email Signatures

Additional Company Information

Customer Zone ettings

Enable your Accounting Customer Zone

This will allow your customers to view invoices 2nd make payments online by clicking a link in their email.

_) Invoices and Quotes Only

®

Your customers will be able to viey

s their invoices and quotes online {you can also see if your customer has viewed their invoice or quote). Your

customers can print their invo or quotes and pay you if you have enabled Online Payments.

! Invoices and Account History

Your customers will be able to view their invoices and quotes online, print their quotes and invoices, and pay you. Your customers will also be able to
check their account history.

Display Mame

Company name displayed on your Customer Zone | SuperCycle Wholesales

Do youwant to get paid faster? Click here to turn on Online Payments.

Do youwant to increase your sales and get more of an online presence? Click here for a free trial of Sage Online Tools.
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Maintaining your company

Online Payment Gateways Section:

In this section you will set up your Accounting Start account to accept credit cards so that your customers
can pay you online. You will get paid faster and payments will be automatically reconciled.

Online Payment Gateways

Documents and Statements
Branding
User Defined Fields

Email Signatures

Company Details Add Payment Gateways below to allow your Accounting account to accept payments online.
Additional Company Information This will help you to get paid faster and payments will be automatically reconciled next time you import your bank statement.
Customer Zone
Online Payment Gateways [ Add Payment Gateway ]
Sage Pay
Name Default
General Settings Mo Online Payment Gateways added.
VAT Settings

Sage Pay Section:

Using Pay Now by Sage Pay, you can get paid faster, by accepting credit card payments online directly

via your Accounting Start solution.

Select the Accounting Bank Account for your online payments through Sage Pay. You can also enable
Sage Pay for your customer payments. Enter your Service Key that you have received from Sage Pay.

This service key will be validated by the system.

Company Details

Company Details

Additional Company Information
Customer Zone

Cnline Payment Gateways

Sage Pay

General Settings Customer Payments

VAT Settings

Documents and Statements
Branding

User Defined Fields

Emnail Signatures

Online Payments using Sage Pay
Give your customers multiple ways to pay you

Accounting Bank Account

Enable Sage Pay Online Payments
Pay Mow Invoices Service Key

Send Email Motification of Payments

Receipts

|

Addyour branding -

Set up my Sage Pay Account

Sage Connect - Pay Now

loginto your Sage Pay account on https:/merchant.sagepay.co.za.

Accounting Start Getting Started Guide
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Maintaining your company

General Settings Tab:

The General Settings tab has the following sections:

Financial years

Rounding

Regional Settings

Customers and Supplier Settings
Item Settings

Outstanding Balances

=A =4 =8 -84

Financial year section:
Here you will select the year that you are working in. The current year will be selected by default for you.

Your financial year will usually be set for you by your local VAT authority or company registrar. Check
with your accountant on the dates for your financial year end.

EEmpET; BES Financial Years
E=Tis Financial Year Start « Financial Year End Current Financial Year
Financial Years 01/03/2017 28/02/2018 oo
Rounding 01/03/2016 28/02/2019 7 -

Regional Settings
Customer Settings
Item Settings

Outstanding Balances

VAT Settings
Documents and Statements

Branding

Lockdown Date

User Defined Fields

Email Signatures Set a Lockdown Date []

Lockdown Date

Lockdown Date T Setting a Lockdown Date means that no transaction can be processed or edited with a
date up to and including this date. Select the check box and enter the date when transactions cannot be
processed.

Rounding Section:

In the Rounding section, you can select a rounding system for your customer invoices. You can select
one of the following:

Round Up;

Round Down;
Normal Rounding; or
No Rounding.

=A =4 =4 =4
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Maintaining your company

The value that you set in the Round To Nearest field, is in cents.

Company Details Rounding
General Settings *You can set Accounting to round customer document values. To do this, choose the type of rounding you wish to use and then specify the amount to round
to.
Financial Years
Rounding The valueyou are entering here is the number of cents.
Regional Settings
Customer Settings
Item Settings Rounding Type | MNe Rounding -
Outstanding Balances Round To Mearest 0
VAT Settings

Documents and Statements
Branding
User Defined Fields

Email Signatures

Regional Settings Section:

In the Regional Settings section, you will select the options that you want to use in your company. You
can set how many decimal places you want to use in your stock quantities and for your prices. You can
also change your currency symbol if need be. This section is also where you can set the way in which
your date displays. The options that you have are displayed in the screen shot below:

Ty TEAlS Regional Settings

General Settings

Finandial Years
Rounding Walue Dedmal Places 2

Quantity Decimal Places o

Regional Settings
Customer Settings
Item Settings Date Format | dd/mmdyyyy hd

Outstanding Balances

Currency Symbal |R

AT Settings

Documents and Statements
Branding

User Defined Fields

Email Signatures
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Maintaining your company
Customer Settings Section:

The system will:

Warn when duplicate Customer Reference used on Customer Invoices.
Display inactive Customers for selection when processing.

Display inactive Customers for selection on reports.

Use inclusive processing on customer documents by default.

=a =4 -8 A

Ealnpz Beale Customer Settings

General Settings ‘Warn when duplicate Customer Reference used on Custamer Invoices

Display inactive Customers for selection when processing
Financial Years . L )
Roundi Diisplay inactive Customers for selection on reports D
ounding
Regional Settings Use inclusive processing on customer/supplier documents by default []
Customer Settings
Item Settings

Qutstanding Balances

VAT Settings

Documents and Statements
Branding

User Defined Fields

Email Signatures

Item Settings Section:

You can set Accounting Start to warn you when item quantities fall below zero. You can also create
unlimited price lists.

EEMRET B Item Settings
General Settings Warnwhen Item quantities fall belowzero [
Do not allow Item quantities belowzera [
Financial Years R
. Warnwhen Item costis zero D
Rounding . .
Regional Settings ‘Warnwhen Item selling price is below cost
Customer Settings Display inactive Items for selection on document lines
ltem Settings Display inactive Items for selection on reports [
Qutstanding Balances R R
Price Lists
Documents and Statements Default Price List (+]

Branding
User Defined Fields

Email Signatures

“You are able to copy vour selling prices from one price list to another by using the Adjust Item Selling Prices wizard on the ltems menu.

More about price lists?

When you create items in Accounting Start, you can link to all the price lists that you have set up. You can
give each price list a unique name. For example, you could have a trade price, a retail price and a
distributor price. Accounting Start also lets you assign a default price list per customer.

You are also able to copy your selling prices from one price list to another by using the Adjust Item
Selling Prices wizard on the Items menu.
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Maintaining your company

To add a new price list, click on the green plus next to a price list. You can delete and add as many price
lists as you want. You cannot however delete the Default Price List which stores your current ltem
prices. You also cannot delete a price list that has been linked to a customer or where a price has been
assigned in the Item Masterfile.

Outstanding Balances Section:

Accounting Start has two methods of treating outstanding balances. Ageing refers to the number of days
that a customer balance is outstanding. Customer ageing can work monthly or based on the number of
days from the date of the invoice. Use the Monthly ageing option if you want the Balances - Days
Outstanding Reports, Statements and Balances - Days Outstanding Graph on the Dashboard to display
unpaid invoices outstanding by calendar month. The current value will be the total of all unpaid invoices
processed in the current month. The 30 Days value will be the total of all unpaid invoices processed in the
previous month, and so on.

Deselect this option if you want ageing to work on the actual number of days that the balance has been
outstanding since the date of the invoice.

Zapz Dals Outstanding Balances

General Settings Ageing refersto the number of days that 2 Customer or 2 Supplier bzalance is outstanding.

Financial Years Customer z2nd Supplier zgeing can work monthly or based on the number of days from the date of the invaice. Ageing is found on

Rounding the Days Outstanding Reports, Statements 2nd the Days Outstanding Graph on the Dashboard.

Regional Settings

Cust Setti - P . T . . T

Itus OS::" e Use the Monthly ageing option if you want to display unpaid invoices outstanding by calendzr month. The Current value will represent all unpaid invoices
em Settings

B raised inthe current month. The 30 Days value will represent all unpaid invoices raised in the previous month, and so on
Outstanding Balances

Deselect this option if you want ageing to work on the actuzl number of days.

Monthly

AT Settings

Documents and Statements

Branding The ageing option can be determined based on either the Invoice Date or the Due Date.
- RunAgeing Based On | Invoice Date -

User Defined Fields

Email Signatures

VAT Settings Tab:

In the VAT Settings section, you will select all the options relating to your company's VAT settings.

S L VAT System VAT Details
General Settings ® Invoice Based VAT Number
. Payment Based . n
VAT Settings Last VAT Period End Date
No VAT
. Last VAT Submission Due
VAT Settings
VAT Reporting frequency o
Documents and Statements e VAT % Default -
Branding Standard Rate 1500% # @ @
User Defined Fields Standard Rate (Capital Goods) 15.00% 0 e
Email Signatures ZrlEs v a =
Zero Rate Exports 0.00% o =
Exempt and Mon-Supplies 0.00% ﬂ Q
Export of Second Hand Goods 15.00% 0 e
Changein Use 15.00% a e -

There are three VAT systems available in Accounting Start. If you are registered for VAT with your local
VAT authority, you must select the Invoice Based or Payments Based option. If you are not registered for
VAT, you will select the No VAT option.
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Maintaining your company

Important Information

Please note that there are laws governing tax and you must apply to your local tax authority for
information.

You are able to add or remove financial years by clicking on the © or © buttons on each year. You can
also edit the start year and end year dates by clicking in the date fields, as shown below. Bear in mind

though that the year-end date and the next year start date must be consecutive dates.

There are three VAT systems available in Accounting Start, namely:

VAT

Systems Description
. Use this option for any standard form of VAT. As you process sales, the system
Invoice S : . L
accumulates the VAT liability. If there is a requirement, the system offsets the liability
Based ; g .
with any VAT you pay on purchases. This is by far the most common option.
In some countries, smaller businesses are able to defer the payment of taxes on sales
until the customer actually pays them. VAT credit or liability only occurs when you
Payment . - L
receive a payment from a customer. The system holds the provisional liability / VAT
Based . . : L -
credit until you process a receipt or payment, after which it transfers the provisional
amount to the Tax Payable account.
The system will not ask for VAT codes, nor will it ask for exclusive and inclusive
No VAT amounts. Usually only very small businesses are completely exempt from VAT

processing.

You are able to add or remove VAT types by clicking on the and © buttons on each line, and you are
able to edit the VAT percentages of VAT types that are not in use. However, because VAT is regulated,
you should only make changes on the advice of a financial professional.

Documents and Statements Tab:

The Documents and Statements tab has the following sections:

Statement Messages
Document Numbers

Document Descriptions
Customer Document Messages
Invoice and Statement Layouts

E
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Maintaining your company

Statement Messages Section:

On this section, you can enter messages that you would like to appear on your monthly statements to
customers. It is not mandatory to enter messages.

You can enter different messages for different aging periods, as shown below:

Eapn el Statement Messages
General Settings when you print statements, each statement shows the customer's outstanding balances. You can also include 2 message on the statement depending on
B the customer's overdue status.
WAT Settings
Documents and Statements This message prints when the customer's oldest balance is:
Statement Messages Current
Document Numbers -
Document Descriptions In 30 Days
Customer Document Messages
N In &0 Days
Invoice and Statement Layouts
In 90 Days
Branding
q n 120+ Days
User Defined Fields =

Email Signatures

Document Numbers Section:

You can set your document numbering using this section. This function allows you to set your own
numbering structure. You will usually use this to continue your numbering structure from a previous
invoicing package or spread sheet. After setting your new numbering structures, the system will
automatically increment the next document numbers when they are processed.

CEnpE DAl Document Numbers
General Settings Document Type Current Document Mumber New Document Number
VAT Settings Quotation QUOO000001 QUQO000001
T — Customer Invoice INV0OD0001 INVO000001
Credit Note CRNOO00001 CRMNOO00001
Statement Messages
Document Numbers Customer Receipt RCPOO00001 RCPOQ00001
Document Descriptions Customer Write-Off WRIC000001 WRI0000001
Customer Document Messages
Invoice and Statement Layouts Customer Recurring Invoice RINVOOC00001 RINVO000001
Branding
User Defined Fields

Email Signatures

Important Information

If you are processing documents in a multi-user environment, the system will automatically
allocate a number to the document when the document is saved. This will eliminate duplicate
document numbers caused by various users processing transactions at the same time. When you
process documents in a multi-user environment the number will display as *NUMBER* until the
document is saved and a number is allocated by the system.
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Maintaining your company

Important Information

If you work in a single user environment, the system will also allocate the next document number,
but it will display the number immediately because there is only one user processing
transactions.

Document Descriptions Section:

The Document Descriptions section allows you to rename the different documents available in
Accounting Start.

Zairper Beaile Document Descriptions
General Settings . . .. . . . .
*fou can set up a name to specify what will print on each decument. The Original Name prints the first time you print the decument. The Copy Name will
VAT Settings be used if you reprint the document. In some countries, it is 2 legal requirement to print the word "Copy” on duplicated documents.
Documents and Statements Document Type Original Name Copy Name
tati t i
Statement Messages Quetation Quote Quote
Document Numbers Customer Invoice Tax Invoice Copy Tax Invoice
LI AT Credit Noty Credit Not Copy Credit Mot
Customer Document Messages rec et reck et AL NS
Invoice and Statement Layouts Customer Receipt Receipt Receipt
Branding
User Defined Fields
Email Signatures
The AOriginal Nameodo and fACopy Named can be edited.

printing/emailing a document for the first time. When a document is re-printed/re-emailed, the Copy Name
will be used.

Customer Document Messages Section:

In the Customer Document Messages tab, you can enter standard messages to appear on each of your
customer documents. It is not mandatory to enter messages. On each document, there is a space to
enter messages for the specific document that you are processing. If you enter a message as you
process a document, that message will appear instead of the message entered in this screen.

Compzny Details Customer Document Messages
General Settings You can enter a defzult message that prints on each type of document. This message can be changed while processing.
WAT Settings

Documents and Statements CQuote

Customer Invoice
Statement Messages

Document Numbers Credit Note
Diocument Descriptions
Customer Document Messages Receipt
Invoice and Statement Layouts
Write-Off
Branding
User Defined Fields

Email Signatures

Accounting Start Getting Started Guide 18
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Maintaining your company
Invoice and Statement Layouts Section:

Select the default, customised or modern report layouts using the drop down menus.

SampE; Dl Invoices and Statements
General Settings B R B . .

Design your own: You can also download the Accounting Custom Layout Designer for Windows to design your own customer invoices and statements.
VAT Settings Get the Custom Layout Designer from the Add-Cns and Downloads page or by clicking here.

Documents and Statements Browse additional layouts: Click here toview additional layouts.
Statement Messages

Document Numbers
Document Descriptions Report Layout
Customer Document Messages Quote Default (Modern)
Invoice and Statement Layouts
Tax Invoice Default (Modern)
Branding Credit Note Default (Modern)
User Defined Fields Customer Statement Default (Modern)
Delivery Note Default (Modern)

Email Signatures

You can import your layout that you have created in the Custom Layout Designer by clicking on the
Import button.

Branding Tab:

If you want to personalise your documents with your logo, you will set the position for the logo and the
logo itself on this tab. In the Position of Logo field, you can select to place your logo in the top left or top
right of your documents.

Click on the Browse button to search for your logo.

You can also choose whether to include your logo on emails and the customer zone.

Compzny Details Brand your Invoices, Statements, Emails and Customer Zone

General Settings Browsefor Logo | Choose File | Mo file chosen
AT Settings (ipg. tiff, gif,_png. bmp)

Position of Logo on Invoices 2nd Statements | Top Right hd m
Documents and Statements
Lagao on Inveice and Statement Emails
Company Logoe

Current Saved Logo Sa% Ctq
User Defined Fields oldr L

Email Signatures
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Maintaining your company
User Defined Fields Tab:

The User Defined Field tab has the following sections:

il Customer
il Item
il Documents

You may wish to store additional information about your customers and items. To do this, the system
allows you to name 12 additional fields for each of these record types. You name the fields in the User
Defined Fields function.

CompETy B Customer User Defined Fields
General Settings
Text Values Yes/No Values
VAT Settings
Text User Field 1 Text Field 1 Yes/No User Field 1 es/No Field 1
Documents and Statements . . i ) . .
Text User Field 2 TextField 2 Yes/Mo User Field 2 “es/Mo Field 2
e Text User Field 3 Text Field 3 Yes/No User Field 3 Yes/Mo Field 3
Uz Numeric Values Date Values
Customer Number User Field 1 Mumeric Field 1 Date User Field 1 Date Field 1
Item
X Number User Field 2 Mumeric Field 2 Date User Field 2 Date Field 2
Documents & Transactions
Number User Field 3 Numeric Field 3 Date User Fleld 3 Date Field 3

Email Signatures

Once you have set the User Defined Fields here, you can add extra information when editing your
customers and items.

There are four types of fields:

Test - You can enter an alphanumeric description, of up to 30 characters.
Numeric - You can enter numbers.

Date - You can enter dates.

Yes/No - This is a check box, which you can check or uncheck.

Important Information

In this function, you are not entering field values but the names of the fields. User Defined Fields
are unique to the company that you create them in.

Accounting Start Getting Started Guide 20



Maintaining your company

You can add additional document user defined fields for the different processing documents. These extra
fields must be added onto your documents using the Custom Layout Designer.

Sanpe Lazis Document User Defined Fields

General Settings

Customer Quote
VAT Settings

Text User Field 1 | Text User Field 1
Documents and Statements
Text User Field 2 | Text User Field 2

Brandi . .
D TextUser Field 3 | Text User Field 3

User Defined Fields Date User Field 1 | Date User Field 1

Customer Date User Field 2 | Date User Field 2

Item DateUser Field 3 | Date User Field 3

Documents & Transactions
Customer Tax Invoice
Email Signatures
TextUser Field 1 | Text User Field 1
Text User Field 2 | Text User Field 2
Text User Field 3 | Text User Field 3
Date User Field 1 | Date User Field 1
Date User Field 2 | Date User Field 2

Date User Field 3 | Date User Field 3

Customer Credit Note

TextUser Field 1 | Text User Field 1
Text User Field 2 | Text User Field 2
TextUser Field 3 | Text User Field 3
Date User Field 1 | Date User Field 1
Date User Field 2 | Date User Field 2

Date User Field 3 | Date User Field 3

Email Signatures Tab:

The Email Signatures tab allows you to create different email signatures for documents that you will
email out of Accounting Start.

Campany Detafls Email Signatures

General Settings You can choose the default Email Signature that will be used for each type of document.

Email signatures can also be selected when sending emails.
WAT Settings

[ Add Signature ] [ Manage Signatures ]

Document Type Default Email Signature

Documents and Statements

Branding
preview  Quote Default
User Defined Fields preview  TaxInvoice Default
preview  Credit Note Default
Er S preview  Recurring Invoice Default
preview  Customer Statement Run Default
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Maintaining your company

Import Data

You can import customer and item information.

Important Information

You cannot import transactions.

To access this functiongotoCompany é1l mpaort Dat

Import Data from CSV
Don't waste time capturing data - import it instead

OUpload your C5V File Map Import File Fields CSV Import Results

Select what to Import
Before importing your data, you first need to have 2 C5W import file. For help on creating 2 C5V import file, view the Import and Export Data topic in the Accounting Help.

Do you want to import your data frem your previous accounting system? Use our detailed Import Data Guide and Templates.

File Information

Select what to Import | Customers hd
CsV File Date Format | dd/mméyryyy e
CSV Import File | Choose File | Nofile chasen

My CSV import file contains column headings

To import data, follow the next few steps:

1. Select the type of data that you want to import into your Accounting Start Company. It is very
important to select the correct type of data because if you select the incorrect type you might end
up corrupting your data.

2. In the CSV File Date Format field, select the way your dates display in your file you are about to
import. Accounting Start will convert the dates to the date format of your company, once it is
imported.

3. In the CSV Import File field, click on the Browse button to find your file that you want to import.

This file must be in a comma separated (.csv) file format.

4, If your data file contains column headings, check the My CSV import file contains column
headings check box. If your data file does not contain headings, leave the box unchecked.

5. Click on the Next button.
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The following screen displays:

Import Data from CSV
Don't waste time capturing data - import it instead

Upload your CSV File 9 Map Import File Fields CSV Import Results

Map Fields

“You need to tell the system which field on the import file corresponds to which field in Accounting. The first column displays the names of the fields in the system. The second column displays fields in
theimport file. Choose each field name from the Import File Field Name list. Not 2ll fields have to be imported. To skip fields during the import, choose Do Mot Impart.

Accounting Field Name Import File Field Mame

Mame

Category

Opening Balance
Cpening Balance Date
Postal Address Line 1
Postal Address Line 2
Postal Address Line 3

Postal Address Line 4

Mame

Category

Opening Balance
Opening Balance Date
Postal Address Line 1
Postal Address Line 2
Postal Address Line 3

Postal Address Line 4

-

Postal Address Postal Code Postal Address Postal Code

-

e -

You need to tell the system which field on the import file corresponds to which field in Accounting Start.

The first column displays the names of the fields in the system. The second column displays fields in the
import file.

Choose each field name from the Import File Field Name list. Not all fields have to be imported. To skip
fields during the import, choose Do Not Import.

Click on the Next button and Accounting Start will import your transactions.

Important Information

If you make changes to your import file, it will override the current data in your system.
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Export Data

You can export customer and item information, excluding transactional data. Your data will be exported
to a Comma Separated (.CSV) file, which can be opened in most spread sheet applications, for example,

Microsoft Excel.

Export Customers, Suppliers and Items to CSV

Export data to CSV

Pleaze choose the type of data you are exporting.

The Date Format must be specified. This is the format that you wish to export the dates. For example, if you wish to export with dates sz dd/mmyyyyy. choose this option.
Export To CSV

Select What To Export | Customers

CSW File Drate Format | ddfmimidyyyy

Important Information

It is very important to select your Date Format correctly.
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Administration

There are various administration functions available in Accounting Start. These functions are only for the
specific company that you create.

Administration ~

Change Password
My Profile

Logout

Change Password

Security of your data is vital. You need to ensure that unauthorised persons cannot access your data.
You do this by setting a password that you need to enter to open the company.

You will create your password when you first log into Accounting Start.

You may want to change your password at some stage. Thisisdoneinthe Ad mi ni strati onéChan
Password screen.

When changing your password, you will enter the current password and then enter and confirm your new
password.

Change Password

Old Password
MNew Password

Confirm New Password

Reset Password

If you forgot your password, you have the option to reset your password. On the Login screen, click on
the reset password link.

To reset your password, please enter your email address.

Email

Enter your email address and click on the Reset Password button. You will then receive an email with a
system-generated password. As soon as you login with the new system generated password, the screen
above will display and you need to enter a new password.
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My Profile

In this screen, you will manage your package subscription.

My Profile

Billing Information  Billing Address and Contact Details My Details  Credit Card Payments  Preferences

Upgrade to Accounting

Registration Information . _
You are managing your customers - now

Registered Name: SuperCycles manage your suppliers and banking, get
Registration Date: 27/03/2018 access to dashboards, financial reporting
Expiry Date: 26/04/2018 and sa much more.

Country: South Africa

- Invite your accountant to complete your
Version: 4.1.3 g o

financizls and add users 2syour business
Current Package grows.

MNumber of Companies: 1
e The Accounting Time Tracking add-on
. o — module is designed to helpyou track your

aymen : Free Trial
b Wi time and make sure you get paid for it, and
Accounting Document Store: 0 KB used of 1.00 GB

[ Upgrade to Accounting ] [ Pay By Voucher

the Multi-Currency module gives you

access to foreign currency transactions.

Upgrade now - for everything you need to

take care of your business.

Logout

You can exit your company by selecting Logout either from the Administration menu or from the icon on
the toolbar.
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Chapter 317 Working in Accounting Start

In this chapter, we see how you navigate through the system and enter data. We then look at general
features such as using notes and viewing, printing, emailing, and exporting reports.

1 Working in the System
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Working in the System

Working in the System

There are various elements:

=A =4

You use the menus to choose program functions.
The work area, where the item list is showing in the above screen, is an area where the system

displays a list of existing records, such as customers, items, invoices, and so on.

i The screen displays best at a minimum size of 1024 x 768, but you can use other sizes. However,
it is recommended that you do not use a screen setting of 800 x 600, as you will find it difficult to
work in Accounting Start at this setting.

Program functions are in logical positions within the menu system:

By clicking on the Home menu
item, you will see the
Dashboards and Workspace.

Home * QuickView ¥ C

Dashboard

My Workspace

In the ltems menu, you can
access any function that has to
do with items.

ltems~* Company~ Administration ~

Add an Item
Dashboard

Item Adjustments

Lists >
Transactions »
Adjust Item Selling Prices

Special »

Reports » *ou have no To Do List items.

Accounting Start allows you to
quickly view customer
information, while you are
processing documents and/or
transactions.

Quick View ™  Cf

Customers

You will open and manage your
companies, import and export
information via the options in the
Company menu.

In the Customers menu, you can
access any function that has to
do with customers.

Customers™ Items™ Company* Administration ¥

Add a Customer
Dashboard

Transactions »  Customer Quotes

Lists >

Reports »  Customer TaxInvoices
Special »  Customer Recurring Invoices
Customer Credit Notes
Customer Receipts
Allocate Receipts

Customer Write-Offs

The Administration menu has
options that form part of an
administrative function. The
owner menu is shown below.

Company ¥ Administration *

Open and Manage Companies
Change Company Settings
Company Motes and Attachments
Import Data

Export Data

Administration *
Change Password
My Profile

Logout

Manage your package
subscription by going to the My
Profile menu option.

From many of the screens, you can access menu options. For example, on the Tax Invoices screen, you
can select to Add Customers, Add Items and View Reports.
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Chapter 4 7 Editing Masterfiles

In this chapter, we look at how you maintain static records such as customers and items.

1 Customers
q Items
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Customers

Customers

Customer Categories

You can optionally create customer categories and then analyse sales per category. You can start or stop

using customer categories at any time.

To access this function, select the
Customer Categories
Search: B wiew: | All (Na Filter) v

General Distributors
Mountain Bike Distributors

Road Bike Distributors

First Last Displayl-3of3

Description A Actions

Actions ~

Actions ~

Actions ~

To create new category, click on the Add Category button.

Edit Customers

You sell items to customers. In this function, you maintain customer records. You can access this function

Customer sélLi

by selectin ustomer sélListsél.s 0] ust omer s
y selecting C t L t L.i st f C t
List of Customers
|
& Actions
B Name A Category Balance | Contact Name Telephone Mobile Active Actions
*Momingview Bicycles General Distributors R3,199,93800  JohnSmith +2711555-3039 +2783-555-0098 Actions ~
‘Alpha Cycling Supplies General Distributors R-12422242  BobAnderson +2711394-3948 Actions ~
BikeBuzz Road Bike Distributors R51601192  SueHarrison +2711974-0098 Actions ~
Blazing Cycle Trails Road Bike Distributors R 33689940 Stewart Collins. +44.94304-2393 Actions
[ in Bike Distributors R196771200 Joe Baker +2711394-0376 Actions ~
Grasslands Bicycles and Roadbikes General Distributors. R3,66978192  AlisonWaters +27 21203-2039 Actions v
Mountain Goats Mountzin Bike Distributors R-20984697  JennySmith +27 21555-3039 Actions v
Roadbikes Unlimited Road Bike Distributors R 1535823903 Mike Brown +2711555-3030 Actions v
Roadies Haven Road Bike Distributors R2175,906.95 Roger Roadie +2711555-7763 +27 83-555-3099 Actions v
Stateside Cycle Guys. General Distributors. R3061635678  Joelames +2711555-3949 Actions v
Uptown Bicycles General Distributors. R345337037  AlanJones 427 11555-3030 Actions v

First Last  Displaying1-11ef 11

To edit a customer account, click on edit on the customer record line. You can also delete customer
records that do not have any activity.

When editing customer accounts, there are a number of tabs with different information.

Select the Sales Rep allocated to a customer in the Sales Rep drop down menu.

For South African users, the Accepts Electronic Documents check box allows you to indicate that the

customer has agreed to accept electronic documents.
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Customers

Check the Auto Allocate Receipts to Oldest Invoice checkbox when you want the system to automatically

all ocate the customerods receipts to the oldest invoic
To skip between the master files, click on the next or previous links.
You can edit five tabs:

Details;

Additional Contacts;
Notes;

User Defined Fields; and
Report Layouts.

=a -4 —a a9

Accounting Start, using transactions that you have processed, completes the other four tabs:

Activity;
Sales Graph;
Quotes; and
Invoices.

= =4 —a 9

In the Details tab, you enter postal and delivery address details.

Notice the ample links available on this screen, namely:

i Map i which will direct you to Google Maps.

i Copy from Postal Address i which will copy the postal address recorded in the Postal Address
fields.

i Email i opens a draft email.

i Telephone i opens Skype.

i Mobile i opens Skype on your mobile phone.

i Web Address T opens the website recorded in the field.

i Statement Distribution i select the way the customer would like to receive his/her statements every
month.

T View Invoices Online T to allow the customer to view invoices online, check the "Allow this
customer to view invoices online" check box.

i Accounting Start allows you to allocate default discount to the customer masterfile. You can enter
the discount percentage in the Default Discount field, and this will pull through to the processing
documents.

i Users can also set a default VAT type which will apply when transacting (Customer defaults will
override Item and Account defaults).

i You can also set a default due date for your customer documents. For example the customer must

pay you 7 days from the date of invoice.
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The Activity tab summarises your financial activity with the customer:

Details  Activity  Additional Contacts  Motes User Defined Fields  Sales Graph  Quotes Invoices Report Layouts

Activity Total

-

detail Customer Adjustments RO.00
detail  Customer Opening Bzlance R3028.93
detail  Tax Invoices R4,904 351.04
detail Credit Notes R 116,280.00
detail Customer Receipts (Including Discount) R&,528,643.13
detaill  Customer Write-Offs R 4,632 048.00
detail Balance R-4,359591.156

In the Activity tab, you are able to drill down to the original document by clicking on the detail link on each
line in the screen.

The Additional Contacts tab |l ets you enter contact det

Details  Activity  Additional Contacts Motes User Defined Fields Sales Graph  Quotes Invoices  ReportLayouts

Contact Name a Designation Telephone 4 Mobile

Alan Jones Accounts +27 11 394-0995 alan@morningview.c... Q . -
DebrawWalters Sales +27 11 394-0994 +2711394-1123 debra@morningview.... ﬂ '
Sean Jefferson  Sales +2711394-0594 +2711394-1123 sean@morningview.c... e .
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Customers

The Notes tab is where you will find or create notes linked to the specific customer account. These notes
are displayed in the Company Dashboard until they have been marked as completed. If you create a note
without entering an action date, the system date, or entry date, will be used as the Action Date.

Details  Activity  Additional Contacts Notes  User Defined Fields SalesGraph  Quotes  Inwvoices  Report Layouts

Complete  Entry Date « Action Date Subject

27/05/2015 28/05/2015 Sales forecasts Sales forecasts to be completed. 0 e -
22/05/2015 24/06/2015 Reminder - Szles Contact Sean regarding new Frames. 0 e

o 22/05/2015 14/05/2015 Contact Contact Sean regarding Carbon Frames. G e

o 22/05/2015 31/07/2015 Accounts Contact Alan regarding new discount structures. G e

You can also add attachments by clicking the ¢ button.
Individual files may not exceed 2 MB in size. A maximum of 5 attachments per note or transaction can be

added.
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In the User Defined Fields tab, you can enter additional fields. As we saw earlier, you can define the
names of the fields yourself in the User Defined Fields function;

Details  Activity  Additional Contacts HNotes  User Defined Fields SalesGraph  Quotes  Invoices  Report Layouts
Text Values Yes/No Values

Type of Customer Distirbutor to Cycle Labs Discount Applies

Branches Johannesburg, Cape Town Send Product Updates

Sales Persan Joe Smith Mot Used O

Numeric Values Date Values

Discount 15.00| Customer Since 15/04/2011
Target Sales 240,000.00 |  Contract Renewszl Date 15/05/2013
Net Used Not Used

In the Sales Graph tab, you can see sales activity in a graph, and you can drill down to transactions.

Details  Activity  Additional Contacts Motes  User Defined Fields  SalesGraph  Quotes  Invoices  Report Layouts
Show Settings
RE00,000
R500,000
R400,000
R300,000

R200,000

R100,000 -

RO -
Mar Apr May Jun Jul Aug Sep Oct Man Drec Jan Feb

® Last Year m This Year

Click on the Show Settings link to change the display of the transaction types and the financial categories.
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In the Quotes tab, you can see quotes that have been processed for the customer and drill down to see
quote detalils.

Details  Activity Additional Contacts Motes User Defined Fields Sales Graph  Quotes  Invoices  Reportlayouts

Document Mumber « Customer Reference  Document Date  Status
detail QUOOODO0DS 07/05/2016 Expired R1886700
detail  QUOOODOOOT 22/05/2014 Expired R3875.00
detail QUOO0ODO0DS 22/05/2016 Expired R 31,122.00

Any unpaid customer invoices are listed under the Invoices tab. You can include all paid invoices in this
tab.

Details  Activity Additional Contacts Motes User Defined Fields Sales Graph  Quotes Invoices  ReportLayouts

Unpa id Invoices Include Paid Invoices [ |
Date - Document Mumber Reference Due Date Antcp. Date Total Qutstanding

detail 15/06/2015 INVOO00137 30/06/2015 R 108, 300.00 R37759.84 *
detail 09/07/2015 INVOO001353 31/07/2015 R 456 000.00 R 456,000.00
detail 30/07/2015 00010019 30/07/2015 R 200000 R 200.00
detail 30/07/2015 Q0010020 30/07/2015 R 20000 R 200.00
detail 30/07/2015 00010021 30/07/2015 R 20000 R 200.00
detail 30/07/2015 Q0010022 30/07/2015 R 200.00 R 200.00
detail 30/07/2015 00010023 30/07/2015 R 200.00 R 200.00
detail 30/07/2015 Q0010024 30/07/2015 R 20000 R 200.00
detail 30/07/2015 00010025 30/07/2015 R 20000 R 200.00
detail 30/07/2015 Q0010026 30/07/2015 R 20000 R 200.00
detail 30/07/2015 00010027 30/07/2015 R 20000 R 200.00
detail 30/07/2015 Q0010028 30/07/2015 R 20000 R 200.00
detail 30/07/2015 Q0010029 30/07/2015 R 200.00 R20000 T

[ setectAll | [ Deselectall |

[ Print Invoice ] [ Email Invoice
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You can select the default report layouts for a customer in the Report Layouts tab. This will allow you to
have different layouts per customer if you wish. You are able to design your own document layouts by
downloading the Custom Layout Designer.

Details  Activity  Additional Contacts Motes  User Defined Fields  SalesGraph  Quotes  Invoices  Report Layouts

Report Layout

-

Quote Default (Classic)
Tax Invoice Default [Classic)
Credit Mote Default (Classic)
Customer Statement Default (Plain)

Dielivery Note Default (Classic)
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ltems

Item Categories

You can optionally create item categories, and then analyse sales per category. You can start or stop
using item categories at any time.

You access this functionvial t ems éLi st sél t:iem Categories

Item Categories

Add Category Import Categories Search: B Wiew: | All {NoFilter) v
Description A Actions

Apparel Actions =
Parts Actions ~

Services Actions ~

First Last Display1-30f3

To create another category, click on the Add Category button.

Edit Items

In this function, you maintain records for the goods and/or services you sell to your customers. You
cannot sell anything to customers unless you have items.

You purchase items from suppliers, and you sell items to customers. You can view sales and purchase
statistics, so you know how many units you are selling each month, and their value.

You can access this function by selecting the I temsélL

You use service items to sell maintenance contracts, consulting hours, and so on. You can also use them
for postage / delivery costs.

For new items, you can enter opening cost and quantity values.
To skip between the master files, click on the next or previous links.
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