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Caution

1G;8K<J F=)8E8><I :8E 8::<JJ 8E; LI< FC;<I ;8K8 =@C<J LK JFD<K@D<J K?<P DF;@=P K?< ;8K898J< JKIL:KLI< /F FE:< PFL
?8M< FG<E<; 8 9LI@E<JI N@K? 8 E<N<I M<IJ@FE GIF9C<DJ D@>?K 8l@J< @= K?< J8D< 9LI@E<JJ @J FG<E<; N@K? 8E F(
%= =FI 8EP I<8JFE PFL E<<; KF I<KLIE KF 8E FC;<I M<IJ@FE F=)8E&><IK?< 9LI@E<JJ =IFD 8 98:BLXK28KC&I<;8K<J

K?< LG;8K<

8 E<N 9LJ@E<JJ

Adding a new business KF)8E8><l @J J@DGC< =K<I PFL ?8M< ;FNECF8;<; @EJK8CC<; 8E; C8LE:?<; K?< GIF>I8D FE PFLI :FDGLK<I FI
8::<JJ<; @K M@8 8 N<9 9IFNJ<| >F KF Businesses K89 :C@ Add Business 8E; J<C<:ICreate New Busines®@E K?< ;IFG;FNE 9FO

IEK<I K?<Business Name PFL N8EK KF 8GG<8| @E PFLI C@JK F= 9LI@&xdd<IN@CC 9< J<C<:K<; 8LKFD8K@:8CCP 98J<; FE PFLI ;<K<:K<;
CF:8K@FE +I PFL :8E J<C<:K 8 :FLEKIP =IFD K?<;IFG;FNE D<EL 5FL J?FLC; :?FFJ< K?< :FLEKIP F= PFLI GI@D8IP 9LI@E<JJ FI K80 I<>@.
C@:B@ Add Business N@CC 8;;, 8EP 8M8@CB89C< :FLEKIP JG<:@=@: CF:8C@Q8K@FEJ 8E; :I<8K< 8 9LI@E<JJ ;8K8 =@C< =F| K?< E<N =<

[<C<:K@E> 8 :FLEKIP >@M<J PFL 8 >FF; JK8IK FE J<KK@E> LG PFLI 9LI@E<JJ @E:CL;@E>

U ,I<J<K 98J<LII<E:P
U ,I<J<K;8K< 8E; ELD9<I| =FID8KJ

U :?8IK F=8::FLEKJ KB@CFI<; =FI K?< :FLEKIP N@K? 8::FLEKJ E<:<JJ8IP KF D8K:? D8E;8KFIP JKIL:KLI<J 8E; 8::FDDF;8K< CF:8C@Qs-
I<HL@I<D<EKJ

U 080 :F;<J
U ,8PIC@G @K<DJ E<:<JJ8IP KF @DGC<D<EK CF:8C G8PIFCC C8NJ

Note

(F:8C@Q8K@FEJ 8I< EFK GI<J<EKCP 8M8@C89C< =FI 8CC :FLEKI@<J %= PFLI :FLEKIP @J EFK 8M8@C89C< @E K?<;IFG;F!
E<<; KF J<K K?@E>J LG PFLIJ<C=

Summary G8>< =FI PFLI 8;;<; 9LI@E<JJI N@CC 8GG<8I "FLI LE@M<IJ8C K89J N@CC 9< 8:K@M8K<; 9<:8LI< 8CC ILI@E<JII<J E<<; K?<



Manager Guides

*FN PFL :8E

U LIKFD@Q< :8G89@ K® &< PFLI E<<;J
U L@C,; 8:?8IK F=8::FLEKJ
U 1J< FK?<] =<8KLI<J ;<J:1@9<; @EH ;<]

Note

3?7<E K?< ;:8K8 =@C< F=8 9LI@E<JJ @J FG<E<; :@I<:KCP @E K?< ;<JBKFG <;@K@FE I8K?<| K?8E 9P J<C<:K@E> K?< 9LJ@E
Businesses K89 K?8K 9LI@E<dia8];<; KF K?< C@JK 0?< C@JK Businesses G8>< :FEK8@EJ FECP K?FJ<

ILI@E<JI<JI JKFI<; @E K?< 8GGC@:8K@FE ;8K8&<K@ kL /IckEl 8;;@K@FES8C @E=FIDSK@FE

Caution

)BE8><I N@CC EFK GI<M<EK 8;;@E> FI @DGFIK@E> 9LI@E<JJ<J N@K? @;<EK@:8C E8D<J OF 8MF@; :FE=LJ@FE JL:? 8J N
I<ESD@E> 8E; I<IJKFI@E> 8 98:BLG =@C< 9P <C@D@ESK@E> K?< ;:8K< JK8DG :FEJ@:<I| I<DFM@E> FK?<| 9LJ@E<JJ<J N@!
E8D< =IFD K?< Businesses K89 =@IJK /<< @EJKIL:K@EEd BEL@ ;<

*8D< FI I<E8D< 8 9LJ@E<JJ

5FL :8E name or rename a business =F| 8EP I<8JFE @E:CL;@E>

NE@K@8C J<KLG
?8E>< F==FID8C 9LJ@E<JJ E8D<

U
U
U 7?78E><F=KI8,@E> E8D<

U .<DFM8C F=;8K< JK8DGJ =IFD 98:BLG =@C<J
0?<I< 8I< KNF @E;<G<E;<EK 8JG<:KJ F= EBD@E>

U /<KK@E> K?< 9LI@E<JJ =@C< E8D< K?8K 8GG<8IJ ¢ Businesses K89

U /<KK@E> K?< 9LJ@E<JJ FI KI8;@E> E8D< FE KI8EJ8:K@FE =FIDJ JL:? 8J J8C<J @QEMF@:<J I<:<@GKJ GLI:?8J< FI;<lJ <K: 8E; FE
8E; I<GFIKJ

10


https://www.manager.io/guides

Manager Guides

Note

3?7@C< D8K:?@E> E8D<J 8I< F=K<E :FEM<E@<EK K?<9LJ@E<JJ =@C< E8D< @J EFK LJ<; 9P K?< GIF>I8D @E K?< J8D< N8F
ILI@E<JIKI8;@E> E8D< GIFG<ICP <EK<I<; 9LI@E<JJ KI8;@E> E8D< N@CC I<D8@BE&EBE KBIFI=XKFISK@FEJ 8E;
KIBEJ=<I9%K N@CC 8GG<8I FE KISEJ8:K@FE =FIDJ 8E; I<GFIKJ EF D8KK<I N?8K 9LI@E<JJ =@C< E8D< @J LJ<; 0?<9LI@E<J
?FN<M<I| :?8E><J N?<E 8 98:BLG @J D8;< N@K? 8;;@K@FE F= 8 ;8K< 0?@J =<8KLI< 8CCFNJ PFL KF ;<K<ID@E< N?@:? M<IJ
9LI@E<JJ ;8K8 =@C< @J @E LJ<

I<K K?<9LJ@E<JJ =@C< E8D<

3?<E 8 9LJ@E<JJ @J =@IJK 8;;<; KF )BE8><I| LI@t Add Business 9LKKFE 8 ;@8CF> 9FO 8CCFNJ PFL KF <EK<I K?< 9LJ@E<JJ E8D< LE;<I
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/<K K?< 9LI@E<JJ KI8:@E> E8D<

#F KF Settings Business Details

IEK<I PFLI ;<J@I<; EBD< @E K?<iness Name =@<C;

Note
%= EF 9LI@E<JJ KI8;@E> E8D< @J <EK<I<; )8E8><I N@CC LJ< K?< 9LI@E<JJ =@C< E8D< 8J K?< KI8;@E> E8D<

<E8D< 8 9LJ@E<JJ

0?< KI8;@E> E8D< F=8E <O@JK@E> 9LIJ@E<JJ :8E 9< :?8E><; 8K 8EP K@D< =FCCFN@E> K?< J8D< GIF:<;LI<J ;<J:1@9<; 89FM< =F| @ E@!|
C@:l Update KF J8M< K?< E<N KI8;@E> E8D<

9LI@E<JJ =@C< E8D< LE;<IN?@:? K?<9LJ@E<JJ 8GG< Businesses K89 :8E 9<:?8E><; 9P :C@:B€ Rename 9<J@;< K?<9LJ@E<JJ
E8D< 8K K?< KFG F= K?<)8E8><I N@E;FN

@K K?<9LJ@E<JI =@C< E8D< 8 Update 0?@J JK<G ?8J EF <==<:K FE K?< KI8;@E> E8D< LEC<JJ FE< ?8J EFK 9<<E <EK<I<;

11



Manager Guides

Note
?8E>@E> <@K?<I 8 9LI@E<JJ =@C< FI 9LI@E<JJ KI8; @E> E8D< 8==<:KJ EF 8::FLEK@E> ;8K8 *FI ;F<J @K :?8E><;8K8 =@C
GI@FI <O@JIJK@E> 98:BLGJ FI K?< KI8;@E> E8D<J K?<P :FEK8@E

IEK<I 9LJ@E<JJ ;<K8@CJ

OF :LIKFD@Q< J8C<J @EMF@:<J :8J? I<:<@GKJ GLI:?8J< FI;<IJ 8E; FK?<| KISEJ8:K@! Business Details @E K" Settings K89

IEK<| @E=FIDSK@FE PFL N8EK KF 8GG<8I FE KISBEJ8:K@FE =FIDJ 8E; 9< LJ<; 9P K?< GIF>I8D
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%= 8 9LI@E<JJ N8J :I<8K<; GI@FI KF )8E8><I| M<IJ@FE EF CF:8C@Q8K@FEJ :FLC; 9< J<( Business Details
G8>< LK K?<ountry =@<C; :8E 9< <;@K<; 8K 8EP K@D< 0?@J N@CC D8B< :FLEKIP JG<:@=@: :LIKFD =@<C;J I<GFIK KI8EJ
8E; <OK<EJ@FEJ 8M8@C89C< ?8E>@E> K?< :FLEKIP :FLC; D8B< ;@==<I<EK CF:8C@Q8K@FEJ 8M8@CB89C<

%= PFL @E:CL;<; @QE=FIDBK@FE @E K?zudx&8l8xtifier =@<C; F= FC;<I M<IJ@FEJ F=)8E8><| K?8K :FEK<EK N8J EFK
;@J:8l;<; <M<E K?FL>? K?< J<G8I8K< =@<C; EF CFE><| <O@JKJ 07< @E=FID8K@FE N8J 8GG<sE ;<@ KBE; 8GG<8IJ
FE KIBEJ8:K@FE =FIDJ @QE K?< J8D< CF:8K@FE

0?< =@<C;J N@CC 8::<GK $0)( :F;< /F PFL :8E DF;@=P K?< 8GG<8I8E:< F= PFLI =FID ?<8;<lJ N@K?FLK :I<8K@E> 8 :LIJKFD
K?<D<

12



Manager Guides

Example

0?< J@DGC< LI< F= K?< $0){> K8> @E K2ssiness Identifier =@<C; F= K?< @CCLJIKIBK@FE 89FM< 8;;J 8 C@E< 91<8B KF N~
NFLC; FK?<IN@J< 9< 8 :CFJ<CP JG8:<; <EKIP 07< 8;;I<JJ @E=FIDS8K@FE J?FNE FE K?< C<=K 8GG<8IJ FE KI8EJ8:K@FE =FIDJ
K?<1@>?K

/<K 98J< :LII<E:P

P ;<=8LCK )8E8><| FG<I8K<J N@K?FLK 8EP ;<J@>E8K<; :LII<E:P *F :LII<E:P JPDOFCJ 8I< ;@JGC8P<; FE =FIDJ FI I<GFIKJ %= PFLI9LI@E
FG<I8K<J <EK@I<CP @E 8 J@E>C< :LII<E:P K?@J D8P 9< JL==@:@<EK d#tla:Bas@ENrdfidy 5FL must J<K 8 98J< :LII<E:P @= PFL N@CC

<J@>E8K< =FI<@>E :LII<E:@<J =FlI
U 8EB 8:FLEKJ

U 8J78:FLEKJ

U !OG<EJ<:C8@DJ
U LIKFD<IJ

U /LGGC@<IJ

U IDGCFP<<J

U &FLIESC <EKI@<J
U

/G<:@8C 8::FLEKJ

Note
)BEP I<GFIKJ ;F EFK @E:CL;< :LII<E:P ;<J@>E8K@FEJ KF I<;L:< :CLKK<| 9<:8LJ< K?<P 8I< 8CN8PJ GI<J<EK<; @E PFLI 98J<
‘LIIKE:P

OF J<K 8 98J< :LII<E:P >F KF K" Settings K89 K?<E :C( Base Currency

<=@E< PFLI 98J< :LII<E:P

U Code N@CC 9< LJ<; KF 899I<M@8K< K?< :LII<E:P @E M8I@FLJ =@<C;J K?IFL>?FLK K?< GIF>18D N?<I< DLCK@GC< :LII<E:@<J D8P
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Manager Guides

*FID8CCP K?@J N@CC 9< 8 K?I<< C<KK<I JK8E;8lI; :F;<
U Name@J K?< =LCC E8D< F= K?< :LII<E:P

U Symbol @J K?< ;<J@>E8KFI =FI K?< :LII<E:P K?8K N@CC 8GG<8I FE :FDGC<K<; KIBEJ8:K@FEJ N?<E M@<NX<;
U Decimal places ~ @J Gl<=@CC<; 8J 9P ;<=8LCK %= PFLI 98J< :LII<E:P LJ<J DFI< FI =<N<I ;<:@D8C GC8:<J :?8E>< K?< ELD9<I ?<I<

Caution

F EFK LJ< K?<Decimal places =@<C; KF :FEKIFC IFLE;@E> Gl<=<I<E:<J 1J< @K FECP KF ;<=@E< :?8I8:K<I@JK@:J F= PFLI ¢
LIIKE:P

C@:l update KF 8:K@M8K< PFLI 98J< :LII<E:P

CC <O@JK@E> 8::FLEKJ 8E; JL98::FLEKJ N@CC 8LKFD8K@:8CCP 9< ;<EFD@E8K<; @E K?< 98J< :LII<E:P 0I8EJ8:K@FE =FIDJ N@CC EFN
8GGIFGI@8K< JPDIFC =FI K?< :LII<E:P

Example
|I@CC@8EK %E;LIKI@<J J<KJ @KJ 98J< :LII<E:P KF K?< LJKISC@8E ;FCC8I

I<GI<I<EK8K@M< KIBEJ8:K@FE J?FNJ K?< I<JLCK

Note

IJK89C@J?@E> FI :?8E>@E> 98J< :LII<E:P ?8J EF @DG8:K FE ELD<I@:8C M8CL<J GI<M@FLJCP <EK<I<; @E )8E8><I *F :LII<E
'FEM<IJ@FEJ 8I< :FDGLKX<;

<=@E< =FI<@>E LII<E:@<J

)BE8><I 8CCFNJ PFL K¥efine foreign currencies 0?<J<:8E @E:CL;< EBK@FESC LII<E:@<J :IPGKF:LII<E:@<J FI :LIKFD@Q<; =FIDJ F=
<0:?78E>< CC 8I< I<=<lI<; KF 8J =FI<@>E LII<KE:@<J N@K?@E K?< GIF>18D 8E; KI<8K<; J@D@CS8ICP 0?< K<ID@EFCF>P @J LJ<; =FI 8CC
8I< EFK K?488J< :LII<E:P +E:< 8 98J< :LII<E:P 8E; 8K C<8JK FE< =FI<@>E :LII<E:P 8I< ;<=@E<; PFL :8E ;<J@>E8K< :LII<E:@<J =FI

U 8EB 8::FLEKJ
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Manager Guides

8J? 8::FLEKJ
IOG<EJ< :C8@DJ
LIKFD<IJ

IDGCFP<<J

U

U

U

U /LGGC@<IJ
U

U &FLIE8SC <EKI@<J
U

/1G<:@8C 8::FLEKJ

3?<E 8 :LII<E:P ?8J 9<<E J<C<:K<; =FI 8EP F= K?< 89FM< @K =FCCFN K?< ;<J@>E8K<; JL9J@; @8IP C<;><| KF FK?<| KISBEJ8:K@FEJ "FI <O
8 :LIKFD<I @J ;<EFD@ES8K<; @E 8 =FI<@>E :LII<E:P 8CC J8C<J @EMF@:<J =FI K?8K :LIKFD<I N@CC 8LKFD8K@:8CCP 9< @E K?< =FI<@

OF ;<=@E< 8 =FI<@>E :LII<E:P >F KF Settings K89 K?<E :C( Foreign Currencies

<=@E< K?< =FI<@>E :LII<E:P

U Code N@CC 9< LJ<; KF 899I<M@8K< K?< :LII<E:P @E MBI@FLJ =@<C;J K?IFL>?FLK K?< GIF>I8D N?<I< DLCK@GC< :LII<E:@<J D8P
*FID8CCP K?@J N@CC 9< 8 JK8E;8I; K?I<< C<KK<I:F;<

U Name@J K?< =LCC E8D< F= K?< :LII<E:P
U Symbol @J K?< ;<J@>E8KFI =FI K?< :LII<E:P K?8K N@CC 8GG<8I FE :FDGC<K<; KIBEJ8:K@FEJ N?<E M@<NX<;
U Decimal places ~ @J Gl<=@CC<; 8J 9P ;<=8LCK %= PFLI 98J< :LII<E:P LJ<J DFI< FI =<N<I ;<:@D8C GC8:<J :?8E>< K?< ELD9<I ?<I<

Caution
F EFK LJ< K?<Decimal places =@<C; KF :FEKIFC IFLE;@E> Gl<=<I<E:<J 1J< @K FECP KF :<=@E< :?8I8:K<I@JK@:J F= K?< =
‘LI<E:P @KJ<C=

C@:l update KF 8:K@M8K< K?< =FI<@>E :LII<E:P

"FI 8CC KIBEJ8:K@FEJ N?<I< K?< :FEK<OK D8B<J @K 8GGIFGI@8K< K?< FGK@FE N@CC EFN <O@JK KF :?FFJ< K?< :LII<E:P OISEJ8: K@
EFN ;@JGC8P K?< 8GGIFGI@8K< JPDIFC =FI K?< =FI<@>E :LII<E:P
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Manager Guides

Example
I@CC@8EK %E;LIKI@<J J<KJ @KJ 98J< :LII<E:P KF K?< LJKISC@8E ;FCC8I LK @K 8CJF ;<=@E<JK?<ILIF

I<GI<I<EK8K@M< KIBEJ8:K@FE J?FNJ K?< I<JLCK

Note
IJK89C@J?@E> FI :?8E>@E> 8 =FI<@>E :LII<E:P ?8J EF @DG8:K FE ELD<I@:8C M8CL<J GI<M@FLJCP <EK<I<; @E )8E8><I| *F
'FEM<IJ@FEJ 8I< :FDGLK<;

/<K CBE>L8><

P ;<=8LCK )8E8><I N@CC FG<E 8E; FG<I8K< @E 'E>C@J? %= PFL GI<=<I KF NFIB N@QK? )8E8}an@&n® ; ®EE<SEBI@CP JN@K:?
(8E>L8>< Gl<=<I<E:< @J J<K 9P K?< @E;@M@;L8C LJ<I 8E; 8==<:KJ 8CC 9LI@E<JJI<J K?8K LJ<I :8E 8::<JJ

?FFJ@E> 8 C8E>L8><

P ;<=8LCK PFL N@CC J<< @E K?< =FFK<I 8K K?< 9FKKFD F= K?<)8E8><I N@E;FN

%= PFLI N<9 9IFNJ<I @J :FE=@>LI<; KF 8::<GK FK?<| C8E>L8><J PFL N@CC 8CJF J<< K?FJ< FGK@FEJ 9P ;<=8LCK "FI <O8DGC< @= PFL
'FE=@>LI<; KF 8::<GK I[E>C@J? 2@<KE8D<J< 8E; 189@: PFL N@CC J<< K?@J

OF IN@K:? KF 8E 8M8@C89C< C8E>L8>< J@DGCP :C@:B FE @KJ C@EB *F D8KK<I N?@:? C8E>L8>< PFL :LII<KEKCP ?8M< J<( + <<; PFL:
9LKKFE @E K?< =FFK<I

(@EBJ KF 8CC 8M8@C89C< C8E>L8><J N@CC 8GG<8l ?FFJ< PFLI Gl<=<II<; C8E>L8>< 9P :.C@:B@E> @KJ C@QEB
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Manager Guides

Example
*FIK?N@E; 018;<1J DFM<J KF K?< *<K?<IC8E;J 8E; ;<:@;<J KF IN@K:? C8E>L8><J %K =FCCFNJ K?< GIF:<;LI<J ;<J:1@9<; 89FM-
:C@:B@E> Nederlands 8E; EFN J<<J @E=FIDSK@FE @E K?< E<N C8E>L8><

I==<:KJ F= C8E>L8>< :?8E><J
)8E8><I @DGC<D<EKJ KISEJC8K@FE M@8 8 CFFBLG K89C< @E:CL;@E> K<IDJ LI<; @E K?< GIF>I8D 0?@J K89C< :FM<IJ GI<;@:K89C< NI

U "LE:K@FE8C K89 E8D<J

U L@CK @E 98C8E:< J?<<K >IFLG E8D<J

U L@CK @E :FEKIFC 8::FLEK E8D<J

U LKFD8K@:8CCP <E89C<; 8::FLEK E8D<J I<C8K<; KF ?8I; :F;<; =LE:K@FEJ
U .<GFIK K@KC<J

U

L@CK @E =@<C; C89<CJ FE =FIDJ
0?7< KB89C< ;F<J EFK @E:CL;< :FEK<EK PFL <EK<I 8EPN?<I< @E K?< GIF>I8D 07?<I<=FI< )8E8><I N@CC EFK KIBEJC8K<

U *8D<J F=>IFLGJ 8E; 8::FLEKJ PFL :I1<8K< FI <;@K @E PFLI :?8IK F=8::FLEKJ

U FEK<EK F==@<C;J JL:? 8] @EM<EKFIP @K<D E8D<J C@E< @K<D ;<J:I@GK@FEJ FI 9LI@E<JJ ;<K8@CJ <M<E K?FL>? C89<CJ
KIBEJC8K<;

U (89<CJ Fl :FEK<EK F=:LJKFD =@<C;J
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Manager Guides

Note

<=8LCK GCB8:<?FC;<I >IFLG 8E; 8::FLEK E8D<J FE K?< GIF=@K 8E; CFJJ JK8K<D<EK J@;< F= PFLI :?8IK F= 8::FLEKJ 8I< JG<:(
:8J<J <:8LJI< K?<J< GC8:<?FC;<l E8D<J 8I< EFK :FEKIFC 8::FLEKJ 8E; 8I< EFK I<C8K<; KF ?8I; :F;<; GIF>18D =LE:K@FEJ

K?<P 8I< KI<8K<; 8] K?FL>? K?<P N<I< :I<8K<; 9P K?< LJ<| 0?<I<=FI< K?<P 8I< EFK KIBEJC8K<; 98:B 8E; =FIK? N?<E K?<
C8E>L8>< Gl<=<I<E:< @J :?8E><;

$FN<M<I] 9<:8LJ< K?<P 8I< GI<J<EK 9P ;<=8LCK N?<E 8 E<N 9LI@E<JJ @J :I<8K<; K?<@I| E8D<J 8I< BEFNE @E 8;M8E:< 8E; K
8l< @E:CL;<; @E K?< KIBEJCBK@FE K89C< /F N?<E K?<P 8I< =@IJK :I<8K<; K?<@I| E8D<J N@CC 9< @E K?< C8E>L8>< :LII<E
GCB8E KF FG<I8K< 8 9LI@E<JJ @E 8 :<IKB@E C8E>L8>< J<K K?8K 8J PFLI GI<=<I<E:< 9<=FI< :I<BK@E> K?< 9LI@E<JJ 07?7< G(
>|FLGJ 8E; 8::FLEKJ N@CC 9< K@QKC<; @E PFLI ;<J@I<; C8E>L8>< 0?<P N@CC EFK ?FN<M<I 9< KI8EJC8K<; C8K<I| @=PFL :
C8E>L8><

)8E8><I 8CJF I<M<I1J<J C8PFLK =IFD C<=K KF |@>7?K KF |@>7K KF C<=K N?<E FE< F= K?< =FCCFN@E> C8E>L8><J @J :?FJ<E

U 189@:

U ?2@M<?@
U $<9I<N

U 'LI;@J?

U <IJ@8E
U

1L
"FI =LIK?<| @E=FID8K@FE FE |@>?K KF C<=K C8ESESKKIJ<@;<
M@:< =FI DLCK@ C8E>L8><9LJ@E<JJI<J

1J<1J :8E HL@:BCP IN@K:? 98:B 8E; =FIK? 9<KN<<E C8E>L8><J "FI <O8DGC< PFL D@>7?K ?8M< JFD< :LIJKFD<IJ N?F Gl<=<| @EMF@:<J @
8E; FK?<IJ N?F Gl<=<| @EMF@:<J @QE "I<E:? 5FL :8E :?8E>< K?< C8E>L8>< ;@I<:KCP FE K?< J8C<J @EMF@:< <EKIP J:I<<E J<<@E> K?< <
[<8C K@D<

3?<E 8 9LI@E<JJ FG<I8K<J @E DLCK@GC< C8E>L8><J N?<K?<I| 9<:8LJ< :LIKFD<IJ FI ILGGC@<IJ LI< ;@==<I<EK C8E>L8><J FI 9<:8LJ< (
;F 8 =<N @;<8J D8P 9< ?<CG=LC

U 0@KC< J<C=><E<I8K<; >IFLGJ 8E; 8::FLEKJ @E K?< :?8IK F= 8::FLEKJ @E 9FK? C8E>L8><J "FI <O8DGC< 8 9@C@E>L8C /IGBE@J’
‘FDGS8EP :FLC; I<E8D< K?< ;<=8LCxnations 8::FLEK KFDonaciones | Donations LKFD8K@: 8E; :FEKIFC 8::FLEKJ N@CC 9<
KISBEJC8K<; 9P K?< GIF>18D

U IEK<I =@<C; :FEK<EK <JG<:@8CCP @E :LJKFD =@<C;J @E K?< C8E>L8>< F= @KJ @EK<E;<; 8L;@<E:< "FI <O8DGC< G8PD<EKk
@EMF@:<J J?FLC; 9< @E K?< C8E>L8>< F= K?< :LJKFD<I| FI DLCK@GC< C8E>L8><]

U FEJ@;<I:I<8K@E> :LIKFD K?<D<J =F| ;@==<I<EK C8E>L8><J

U .<D<D9<I K?8K )8E8><I| ?8J EF C@M< KISBEJCBK@FE :8G89@C@KP 9LK @J I<IKI@:K<; KF N?8K K?< KIBEJCBK@FE K<8DJ ?8M< Gl
KISBEJCBK@FE K89C< /N@K:? 98:B 8E; =FIK? 9<KN<<E C8E>L8><J KF =LCCP LE;<IJK8E; K?< <==<:K 8E; D8B< E<:<JJ8IP 8;ALJKD<E
8CC 8JG<:KJ F= K?< GIF>I8D N?<E :F@QE> K?@J

Note
0?< KISEJCBK@FE GIF:<JJ @J 8 :FCC89FISK@M< :FDDLE@KP=IH=FHIK ERIDFI< @E=FIDSBK@FE %= PFL =@E; @E:FDGC<K<
FIl @E:Fli<:K KISBEJCSBK@FEJ PFL D@>?2K-Ci@B< KKISEJC8K@FBRI<BE JL>><JK E<N C8E>L8><J 8K K?< J8D< C@EB

1J< 1@>?K KF C<=K C8E>L8><J
JBE8><I JLGGFIKJight-to-left text  8E; FM<ISCC C8PFLK N?<E PFL IN@K:? KF FE< F= K?< =FCCFN@E> C8E>L8><]

U 189@:
U ?2@M<?@
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https://www.manager.io/translations
https://webtranslateit.com/en/projects/2694-Manager/invitation_request

Manager Guides

U $<9I<N
U 'LI;@J?
U <IJ@8E
U 1L

JIF:<;LI<J =FI :?8E>@E> C8E>L8>< 8I< ;<J:I@9<; @HEK?<| #L@;<<8; @K =@I1IK

3?<E LI@E> FE< F= K?< |@>7K KF C<=K C8E>L8><J K?< <EK@I< @EK<I=8:< N@CC 9< |@>?K KF C<=K
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Manager Guides

Example
E<N 9LI@E<JJ @J 8;;<; 8E; 189@: @J :?FJ<E 8J K?< C8E>L8>< 07< ;<=8LCK :?8IK F=8::FLEKJ @J ;@JGC8P<; 8] FE K?<
Summary G8>< 9<CFN
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0?< 8C8E:< /[?<<K @J J@D@CSICP I<M<IJ<;

Note
?8E>@E> C8E>L8><J FECP KISEJC8K<J GI<;<=@E<; K<IDJ @QE K?< GIF>18D *F C@M< KISBEJCBK@FE :8G89@C@KP <O@JKJ
GIF>I18D /<< K?<:@J:LJI@FE FE <==<:KJ F=:?8E>@E> C8EXBEIH#DE <

/<K :8K< =FID8K

%E )BE8><I PFL :8E :LIKFD@Q< H&te format KF D8K:? PFLI :LCKLI< FI CF:8C 9LI@E<JJ GI8:K@:<J 8K< FGK@FEJ @QE:CL;< ;8P DFEK? 8E
=FID8K 8E; FI;<I

%E K7 Settings K89 :C@:B k Date & Number Format C@EB

"IFD K?<;IFG;FNE 9FO K?8K 8GG<8IJ :?FFJ< PFLI =FID8K 8E; :C Update
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Note

8K< =FID8KJ 8GGCP FECP KF K?< 9LJ@E<JJ N?<I< K?<P 8I< J<C<:K<; @E )8E8><| %E JFD< GI<M@FLJ M<IJ@FEJ F= K?< GIF

K?<P N<I< J<K >CF98CCP =FI| 8CC 9LJ@E<JJ<J :I<8K<; =K<ILG;8BK@E> KF 8 M<IJ@FE N@K? CF:8C J<KK@E>J PFL D8P E<<
Settings KF D8B< 8 E<N J<C<:K@FE

/<K K@D< =FID8K

%E )8E8><| PFL :8E J<K K®ime format KF D8K:? PFLI :LCKLI< FI CF:8C 9LJ@E<JJ GI8:K@:<J 0@D< =FID8K FGK@FEJ @E:CL;< :@>@K >IF
) ,) BEEFK8K@FE )8E8><I LI<] 8E; ;@JGC8PJ K@D< FECP ®EXTP =@C<

%E K7 Settings K89 :C@ Date & Number Format C@EB

%E K?<;IFG;FNE 9FO FE K?< J:I<<E K?8K 8GG<8IJ :?FFJ< PFLI =FID8K 8E Update

U 07<9:40:07 FGK@FE ;@JGC8PJ J@E>C< ;@>@K ?FLIJ N?<E GFJJ@9C< LJ@E>8 ?FLI:CF:B
U 0?7<09:40:07 FGK@FE ;@JGC8PJ KNF ;@>@K ?FLIJ @E 8CC :8J<J 8>8@E LI@E>8 ?FLI:CF:B

U 07?<09:40:07 AM FGK@FE ;@JGC8PJ KNF ;@>@K ?FLIJ 9LK LJ<J 8 ?FLI:CF:B ;@JK@E>L@J?@E> DFIE@E> 8E; 8=K<IEFFE N@!
8EEFK8K@FE

Note
0@D< =FID8KJ 8GGCP FECP KF K?< 9LIJ@E<JJ N?<I< K?<P 8I< J<C<:K<; @E )8E8><I 0@D<J 8I< I<=<I<E:<; KF K?< K@D< QFE
'FDGLK<I N?<I< K?< GIF>18D @J 9<@E> LJ<; I<>81;C<JJ F= N?@:? <;@K@FE @J @EMFCM<; ;<JBKFG J<IM<I FI:CFL;

I<K =@IJK ;8P F= N<<B

0?<first day of the week 8J J?FNE @E GFG LG :8C<E;81J LJ<; KF J<C<:K KISEJ8:K@FE ;8K<J ;L<;8K<J 8E; JF =FIK? :8E 9< :?FJ<E KF D8K:
K?< LJL8C GI8:K@:< 8K PFLI CF:8K@FE FI PFLI G<IJFE8C Gl<=<I<E:<

%E K7 Settings K89 :C@:B k Date & Number Format C@EB
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"IFD K?<;IFG;FNE 9FO K?8K 8GG<81J :?FFJ< PFLI =FID8K

C@:l update KF J8M<K?<:?8E>< ,FG LG :8C<E;8lJ N@CC EFN ;@JGC8P @E K?< E<N =FID8K

Note

"@IJK ;8P F= K?< N<<B =FID8KJ 8GGCP FECP KF K?< 9LI@E<JJ N?<I< K?<P 8I< J<C<:K<; @E )8E8><I| %E JFD< GI<M@FLJ M<
K?< GIF>I8D K?<P N<I< J<K >CF98CCP =F| 8CC 9LIJ@E<JJ<J :I<8K<; =K<ILG;8K@E> KF 8 M<IJ@FE N@K? CF:8C J<KK@E>J
KF M@ Settings KF D8B< 8 E<N J<C<:K@FE

/<K ELD9<I| =FID8K

%E )8E8><I PFL :8E J<K KPximber format KF D8K:? PFLI :LCKLI< FI CF:8C 9LI@E<JJ GI8:K@:<J *LD9<I =FID8K FGK@FEJ @E:CL;< ;@>@K
>IFLG@E> ;<:@D8C D8IB 8E; >IFLG J@Q<

%E K7 Settings K89 :C@ Date & Number Format C@EB

%E K?<;IFG;FNE 9FO FE K?< J:I<<E K?8K 8GG<8IJ :?FFJ< PFLI =FID8K 8E Update
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Note

*LD9<I =FID8KJ 8GGCP FECP KF K?< 9LJ@E<JJ N?<I< K?<P 8I< J<C<:K<; @E )8E8><I %E JFD< GI<M@FLJ M<IJ@FEJ F= K?<(

K?<P N<I< J<K >CF98CCP =F| 8CC 9LJ@E<JJ<J :I<8K<; =K<ILG;8K@E> KF 8 M<IJ@FE N@K? CF:8C J<KK@E>J PFL D8P E<<
Settings KF D8B< 8 E<N J<C<:K@FE

8:BLG I<JKFI< @DGFIK 8E; KISEJ=<I 9LI@E<JJI<J

FLEK@E> ;8K8 =FI 9LIJ@E<JJ<J @E )8E8><I :8E 9< 98:B<; LG I<JKFI<; 8E; KI8EJ=<II<; LI@E> 8 98:BLasi@p<FI 8 9LI@E<JJ JKFI<J
8CC @E=FIDSK@FE E<:<JJ8IP KF :FDGC<K<CP I<:I<8K< @KJ 8::FLEK@E> I<:FI;.J @QE:CL;@E> KISEJ8:K@FEJ :LJKFD<I 8E; JLGGC@<| @E
JK8KLJ I<GFIKJ 8KK8:?D<EKJ 8J N<CC 8J :LJKFD K?<D<J 8E; J<KK@E>J 1J@E> 98:BLGJ PFL :8E

U .<:FM<I ;8K8 8=K<l @K @J CFJIK 8J N?<E 8 JKFI8>< ;|@M< =8@CJ

U .<:FM<I ;8K8 =IFD 8E <8IC@<I K@D< =FI <O8DGC< 9<=FI< JFD<FE< 9<>8E DS8B@E> <EKIP <IIFIJ

U OI8EJ=<I ;:8K8 9<KN<<E :FDGLK<IJ

U L@C; I<;LE;8EK ;8K8 :8:7<J

U )@>18K< ;8K8 KF ;@==<I<EK <;@K@FEJ F= K?< GIF>18D ;<JBKFG J<IM<I FI:CFL;

98:BLG @E:CL;<J ;8K8 F= FECP FE<9LJ@E<JJ %= PFL ?8M< DLCK@GC< 8::FLEK@E> <EK@K@<J <8:? DLJK 9< 98:B<; LG J<G8I8K<CP '
98:BLGJ :8E 9< KF J<G8I8K< CF:8K@FEJ E; 8 J@E>C<9LIJ@E<JJ :8E 9< 98:B<; LG KF DLCK@GC< CF:8K@FEJ

)BB@E> 8 98:BLG

J CFE> 8J E<N 8::FLEK@E> ;8K8 @J 9<@E> I<:Fl;<; 98:BLGJ J?FLC; 9< D8;< =I<HL<EKCP ><E<I8C >L@;<C@E< @J KF 98:B LG PFLI ;8K8
<EFL>? K?8K PFL NFLC; 9< N@@@ddbte KF I< <EK<I| I<:<EK ;8K8 KF 9I@E> PFLI I<:FI;J LG KF ;8K< "FI ?@>? MFCLD< 9LI@E<JJ<J K?8K
I<8C@JK@:8CCP D<8EJ 98:B@E> LG 8K C<8JK ;8@CP "FI CFN<I MFCLD< <EK@K@<J N<<BCP FI DFEK?CP 98:BLGJ D@>?K JL==@:< 8J
I<:FI;J NFLC; 9< 8M8@C89C< @= ;8K8 CFJJ F::LIJ

[<8K@E> 8 98:BLG =@C< @J M<IP J@DGC< Businesses K89 :C@:B FE K?< E8D< F= K?<9LJ@E<JJ PFL 8I< 98:B@E> LG 0?@J JK<G @.
LEE<:<JJ8IP @= PFL 8I< 8CI<8;P N@QK?@E K?< 9LJ@E<JJ

0?<E :C@:B K Backup 9LKKFE 8K K?< KFG I@>7K F= K?<)8E8><I N@E;FN 0?7< ;<=8LCK 98:BLG N@CC @E:CL;< 8CC 8KK8:?D<EKJ <D8@
=FI K?< 9LJ@E<JJ 5FL N@CC ?8M< K?< FGK@FE KF <O:CL;< 8EP FI 8CC F= K?<J< 9P LE:?<:B@E> 9FO<J
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0?7<98:BLG =@C< N@CC 8LKFD8K@:8CCP 9< 8JJ@>E<; K?< EBD< F= K?< 9LJ@E<JJ ¢ Businesses |EBEKEE; N@CC :FEKB@E 8 ;8K<
JK8DG KF @E;@:8K< N?<E K?< 98:BLG N8J :I<8K<; 0?7@J =@C< E8D< :8E 9< < Backup -KFB8M< K?<9LJ@E<JJ <G<E;@E> FE PFLI
FG<ISBK@E> JPJK<D K?< JF=KN8I< N@CC F==<| KF J8M< K?< 98:BLG =@C< JFD<N?<I< FE PFLI CF:8C ;I@M< #<E<I8CCP PFL J?FLC; :?FF
CF:8K@FE

5FL J?FLC; JKFI< 98:BLGJ J<G8I8K<CP =IFD PFLI :FDGLK<I 078K N8P @= K?<:FDGLK<I=8@CJ K?<98:BLG N@CC I<D8B8@E @EK8:K ?FF.
8GGIFGI@8K< 98:BLG D<;@LD 8E; CF:8K@FE :FEJ@:<I@E> :FIJK :FEM<E@<E:< 8E; K?< MBCL< PFL GC8:< FE PFLI 8::FLEK@E> ;8K8 @E
<==FIK IKHL@I<; KF I<:I<8K< @K "FI GIFK<:K@FE =IFD ?8Q8I;J FI K?<=K K?<98:BLG J?FLC; 8JF 9< B<GK 8K 8 J<G8I8K< G?PJ@:8C CF:8K
GFJJ@9@C@K@<J @E:CL;<

U 1/ =C8J7? ;@M<

U IOK<IES8C ;I@M<

U *<KNFIB :FEE<:K<: :l@M<

U 3I@K89C< JFI 21J

U CFL; JKFI8>< I<IM@&(g. IFG9FO +E< @M< Fl @ CFL;

%DGFIK@E> FI I<IKFIQE> =IFD 98:BLG

%DGFIK FI I<IKFI< 8 9LJ@E<JJ =IFD 98:BLG K?<I< @J EF ;@==<I<E:< Businesses K89 9P :C@:B( Add Business  8E; J<C<:K@E>
Import Business

OF @DGFIK 8 9LJ@E<JJ Choose File 9IFNJ< KF K?< CF:8K@FE F= PFLI JKFI<; 98:BLG FI FK?<I 9LJ@E<JJ ;8K8 =@C< PFL N8EK KF @DC(
J<C<:KK?<=@C<

C@:| Import Business KF :FDGC<K< K?< GIF:<JJ 5FL N@CC 9< I<KLIE< Businesses K89 C@JK@E> PFLI 9LI@E<JI<J %E K?@J @CCL
8 98:BLG F=*FIK?N@E; 018;<IJ =IFD  ?8J 9<<E @DGFIK<;

C@:B FE K?< @DGFIK<; 9LI@E<JJ KF FG<E @K JF PFL :8E M<I@=P @K N8J I<JKFI<; GIFG<ICP
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Note
0?< 9LIJ@E<JJ E8D< 8K K?< KFG F= K?< )8E8><I N@E;FN I<K8@EJ K?< J8D< ;8K< JK8DG 8J K?< 98:BLG =@C< PFL @DGFIK<;

=FIDJ 8E; I<GFIKJ @E K?< ;8K8 =@C< B<<G K?< KI8;@E> E8D< Settings Business Details 0?@J :8E 9<

LJ<=LC =FI ;@==<I<KEK@8K@E> M<IJ@FEJ F= I<JKFI<; 9LI@E<JJ<J %= PFL ;F EFK N8EK K?< ;8K< JK8DG KF J?FN PFL :8E I<
;8K8 =@C< <@K?<I 9<=FI< FI 8=K<| @DGFIK@E> @K KF I<DFM< K?< ;8K< JK8DG

Caution

)BE8><I N@CC EFK GI<M<EK 8;;@E> FI @DGFIK@E> 9LI@E<JJ<]J N@K? @;<EK@:8C E8D<J OF 8MF@; :FE=LJ@FE JL:? 8J N
I<EBD@E> 8E; I<JKFI@QE> 8 98:BLG =@C< 9P <C@D@E8BK@E> K?< ;8K< JK8DG :FEJ@:<I| I<DFM@E> FK?<| 9LIJ@E<JJI<J N@!|
E8D< =IFD K?< Businesses K89 =@IJK /<< @EJKIL:K@EER ®EL@;<

OISEJ=<II@E> ;8K8

98:BLG =@C< :8E 8CJF 9< LJ<; KF KI8EJ=<I 8::FLEK@E> ;8K8 9<KN<<E :FDGLK<IJ FI <;@K@FEJ F= K?< Backup ) KKFE NFIBJ
<0O8:KCP K?< J8D< N8P FE 8EP GC8K=FID "FCCFN K?<J< JK<GJ

?FFJ< 8 98:BLG ;<JK@EBK@FE 8::<JJ@9C< KF 8CC :FDGLK<IJ @EMFCM<; @E K?< KISEJ=<I
8:B LG K?< 9LJ@E<JJ KF K?< 98:BLG ;<JK@EBK@FE

%EJK8CC )BE8><I FE K?< :FDGLK<I KF N?@:? K?< ;8K8 @J 9<@E> KI8EJ=<II<; FI 8::<JJ K?< J<IM<I FI :CFL; <;@K@FE F= K?< GIF>I
9IFNJ<I FE K?8K D8:?@E<

1J< K?< Add Business =LE:K@FE KF @DGFIK K?< 9LI@E<JJ KF K?< E<N :FDGLK<I[J FI 9IFNJ<I[J C@JK F=9LIJ@E<JJ<J
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Cautions
*<N M<IJ@FEJ F=)8E8><I :8E FG<E =@C<J :I<8K<; 9P FC;<I M<IJ@FEJ F= K?< GIF>I18D LK JFD<K@D<J @E ;F@E> JF K?<P
DF;@=P K?< ;:8K8 JKIL:KLI< KF @E:FIGFI8K< E<N =<8KLI<J 0?<I<=FI< FC:<lI M<IJ@FEJ F= K?< GIF>I8D :8EEFK 8CN8PJ @DGI
FG<E 98:BLGJ =IFD E<N<I| M<IJ@FEJ F= K?< GIF>I8D 07?<I<=FI< 9< JLI< 8CC M<IJ@FEJ F= K?< GIF>18D FE 8CC D8:?@E<J @
@E ;:8K8 KIBEJ=<I1J 8I< K?< J8D< E; 9< 8N8I< @= KI8EJ=<II@E> KF FI =IFD K?< :CFL; <@K@FE K?<:CFL; < @K@FE @J 8LKI
LG;8K<;

T @QK@FESCCP @= @DGFIK@E> 98:BLGJ D8;< 9P M<IP FC; M<IJ@FEJ F=)8E8><| PFL D8P J<< 8 ;@8CF> 9FO K<CC@E> PF
EFK 8E /-(@K< ;8K898J< "FI 8 CFE> K@D< 8=K<I| :FEM<IJ@FE F=)8E8><| KF K?< /-(@K< JKIL:KLI< 8E 8LKFD8K@: :FEM<IJ@F
JII@GK N8J @E:CL;<; N@K? LG;8K<J LK K?8K N8J ;@J:FEK@EL<; 8=K<I| M<IJ@QFE %= PFLI 98:BLG @J M<IP FC; PFL N(
KF LG;8K< @KJ =@C< JKIL:KLI< @E KNF JK8><J 9P @EJK8CC@E> 8E 8I:?@M<; :FGP F=)8E8><| M<IJ@FE =@IIK FG<E(
N@K? @K 8E; K?<E LG;8K@E> PFLI 8GGC@:8K@FE =LIKHLIx8A K@&J:LJIIJ@FEJ 89FLK ?FN KF ;F K?@J

<DFM< 8 9LJ@E<JJ

=K<| K<ID@ESK@E> 8 9LI@E<JJ FI I<IKFI@E> FE< =IFD 98:BLG I<;LE;8EK FI LEE<<;<; 9LIJ@E<JJ E8D<J D8P ¢ Businesses ?K89
0?7<J< :8E 9< I<DFM<; #F KF K?< Businesses K89 8E; :C@: Remove Business

/<C<:K K?< 9LI@E<JJ KF 9< ;<C<K<; @E K?< ;IFG;FNE 9FO 8 Remove Business

Note

<DFM@E> 8 9LJ@E<JJ E8D< ;:F<J EFK :<C<K< K?< 9LI@E<JJ N?@:? @J EFK JKFI<; @E K?< 8GGC@:8K@FE %K FECP I<DFI
=|FD K?< Businesses C@JK 0?<9LIJ@E<JJ[ :FDGC<K< ;8K8 =@C< N@CE8d<8@ BK@H-K?8K8 =EK; @EJ@;< K?<
8GGC@:8K@FE ;8K8 =FC:<l @K N@CC 9< KI8EZ=stI<JIkF3k?x<| OF :FDGC<K<CP <C@D@E8K< K?< 9LI@E<JJ @K DLJK 9<
'<C<K<; =IFD K?<I<

/LDD8IP
LIKFD@Q< 8 9LJ@E<JJ

)BE8><I ?8J :8G89@C@K@<J =FI 8CC KPG<J F=9LJ@E<JJ <EK@QK@<J @E:CL;@E>

U FIGFIBK@FEJ :FDGB8E@<J FNE<; 9P J?8I<?FC;<IJ N?8K<M<I| K?<P D8P 9< :8CCx;
U ,BIKE<IJ?@GJ FNE<; AF@EKCP 9P KNF FI DFI< 9LK N@K?FLK @JJL<; J?8I<J
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U /FC<KI8;<IJ GIFGI@<KFIJ
U OILJIKJ
U /F.@8C :CL9J

)8EP F=)8E8><I[J :8G89@C@K@<J 8I< EFK E<<;<; 9P 8CC LJ<IJ EFI 8I< K?<P E<:<JJ8IP =F| <M<IP 9LJ@E<JJ DF;<C FI FG<IBK@E> 8GGIF8
FECP K?< :8G89@C@K@<J PFEEBSG GFE> =LE:K@FES8&K398IP <EKIP =FIDJ ;8K8 =@<C;J I<GFIKJ 8E; @E :<IKB@E :8J<J 9L@CK @E 8::I
I<HL@I<; KF =LCCP LJ< <E89C<; K89J N@CC 9<:FD< 8M8@C89C< 8LKFD8K@:8CCP 0?@E>J PFL ;FE[K E<<; NFE[K :CLKK<I PFLI J:I<<E FI |

$<I< BI< 9l@<= ;< I@GK@FEJ F=)8E8><I[J 8BM8@C89C< K89J

GIFM@;<J 8E FM<IM@<N F= GFJ@QK@FE 8E; G<I=FID8E:< 9P ;@JGC8P@E> K?< 8CB8E:< /?<<K =FI K?< :LII<EK ;8K< 8E; K?< ,IF=@K 8E; (FJ.
8 J<C<:K89C< G<I@F; 0?<;@JGCS8P :8E 9<8I4KB£HF| :8J7? 98J@J 8::FLEK@E>

@J =FI J<KK@E> LG 8EP =FID F= DFE<KS8IP <0O:?8E>< 078K @E:CL;<J K?FJ< D8E8><; 9P =@E8E:@8C @QEJK@KLK@FEJ @E:CL;@E> 98E
:81;J FEC@E< G8PD<EK JPJK<DJ 8E; :IPGKF:LII<E:@<J %K 8CJF @E:CL;<J I<GFJ@KFI@<J =FI G?PJ@:8C DFE<P @E:CL;@E> G<KKP :8J
8E; K@CCJ

@J N?<I< I<:<@GKJ KF 8CC 98EB 8E; :8J? 8::FLEKJ 8I< <EK<I<; CC DFE<P <EK<I@E> K?< 9LJ@E<JJ 8=K<I| K?< JK8IK ;8K< DLJK 9< I<:FI;<;

@J N?<I< G8PD<EKJ =IFD 8CC 98EB 8E; :8J? 8::FLEKJ 8I< <EK<I<; CC DFE<P C<8M@E> K?< 9LI@E<JJ 8=K<I| K?< JK8IK ;8K< DLJK 9< I<:FlI
K89

@J N?<I< KI8EJ=<IJ 9<KN<<E 98EB 8E; :8J? 8::FLEKJ 8I< I<:FI;<; FK? K?< FI@>@ESK@E> 8E; ;<JK@ESK@FE 8::FLEKJ :8E 9< <@K?<| 98EE
8::FLEKJ %E 8E @EKK<I 8::FLEK KI8EJ=<I| EF =LE;J <EK<I FI C<8M< K?< 9LJ@E<JJ

8CCFNJ :I<BK@FE F= I<:FE:@C@8K@FE JK8K<D<EKJ =FI 98EB 8::FLEKJ 8E; 8KK8:?D<EK F=JLGGFIK@E> ;F:LD<EKJ

I<:FI;J <OG<EJ<J @E:LII<; 9P G<FGC< FE 9<?8C=F=K?< 9LJ@E<JJ 0?<J< @E:CL;< 8:KL8C <OG<EJ<J G8@; N@K? G<IJFE8C =LE;J N?(
:@1:LDJKBE:<J :FLC; ?8M< 9<<E GLI:?8J<; ;@I<:KCP N@K? :FDG8EP =LE;J 8E; 8CCF:8K<; KF 8GGIFGI@8K< 8::FLEKJ 8E; 8CCFNB8E:<J 98.
I8K<J 18K?<] K?8E 8:KL8C <OG<E;@KLI<J 9LK ;<;L:K@9C< =IFD @E:FD< LE;<| CF:8C C8N

@J N?<I< PFL J<K LG 9LI@E<JJ<J FI>8E@Q8K@FEJ FlI @E;@M@;L8CJ KF N?FD PFL N@CC J<CC FE :I<;@K 9P @JIL@E> J8C<J @EMF(
@= PFL GC8E KF J<CC FECP KF 9LP<IJ N?F G8P @DD<;@8K<CP LK @K @J E<:<JJ8IP @= PFL N8EK KF KI8:B KISEJ8:K@FE ?@JKFIP N@

C<KJ PFL F==<I >FF;J FI I<IM@:<J 8K ;<=@E<; GI@:<J 8E; K<IDJ /KI@:KCP JG<8B@E> J8C<J HLFK<J 8I< EFK 8::FLEK@E> KISEJ8:K@FEJ
=@ES8E:@8C FI @QEM<EKFIP @DG8:K /F K?@J @J 8EFK?<| FGK@FE8C K89 /8C<J HLFK<J :8E 9< I<E8D<; 8J F==<IJ <JK@D8K<J GIFGFJ8
@EMF@:<J FI 8BEPK?@E> <CJ< KF =@K GI8:K@:<J @E PFLI @E;LJKIP
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GIFM@;<J 8E FGK@FES8C N8P KF I<:Fl; FI;<IJ =IFD :LJKFD<IJ LJL8CCP =FI @EK<IE8C GLIGFJ<J /8C<J FI;<IJ ;F EFK @EMFCM< 8:KL8C GIF
J<IM@:<J DFM<D<EK F= @EM<EKFIP FI G8PD<EK F=DFE<P 07?<P :8E 9< LJ<; =FI 8 M8I@<KP F= GLIGFJ<J @EK<IE8C D8EL=8:KLI@QE> F
GCBEE@E> ;F:LD<EK8K@FE F= 8>I<<; GI@:@E> :LIKFD<I :FDDLE@:8K@FE FI 8J ;I18=KJ F= GLI:?8J< FI J8C<J @QEMF@:<J

@J N?<I< PFL I<:Fl; K?< J8C< F= >FF;J FI I<IM@:<J KF 8 :LIJKFD<I 8E; D8B< ;<D8E; =FI G8BPD<EK /8C<J @EMF@:<J @E:I<8J< K?< 98C8E:< |
'LIKFD<I[J JL98::FLEK @%ccounts receivableBE; K?<I<=FI< 8I< LJ<; N?<E J<CC@E> FE :I<;@K %=8CC J8C<J N@CC @EMFCM< @DD<;@8K
DFE<P K?@J K89 @J EFK E<:<JJ8IP

C<KJ PFL I<:Fl; I<KLIE F=>FF;J 9P 8 :LJKFD<I FI 8 :I<;@K 8;ALIJKD<EK I<=LE; KF 8 :LJKFD<I[J 8::FLEK =FI >FF;J FI I<IM@:<J GI<M@FLJCP
<C@MK<I<; %K :8E 9< LJI<; FECP N?< Customers K89 @J <E89C<; 8E; LIL8BCCP FECP N?<E 8 J8C<J @EMF@:< ?8J 8CI<8;P 9<<E @JJIL<;

I<:Fl;J =<<J S8LKFD8K@:8CCP 8JJ<JJ<; FE FM<I;L< J8C<J @EMF@:<J N?<E K?FJ< ?8M< 9<<E J<C<:K<; 8] 8E FGK@FE 0?< K89 8CJF 8CCFI
D8EL8C 8;;@K@FE < @K@E> 8E; ;<C<K@FE F= C8K< G8PD<EK =<<J

><E<I8K<J ;F:LD<EKBK@FE KF 8::FDG8EP ;<C@M<I<; >FF;J <C@M<IP EFK<J :8E 9< LJ<; 8] G8:B@E> C@JKJ ;<C@M<IP IFLK< @EJKIL:K(
'FE=@IDBK@FEJ F= I<:<@GK %K @J 8CJF LJ<; KF I<:FI; DFM<D<EK F= @EM<EKFIP N?<E DLCK@GC< @EM<EKFIP CF:8K@FEJ <O@JK

8CCFNJ PFL KF I<:FI; K@D< K?8K N@CC C8K<Il 9< 9@CC<; KF :LIKFD<IJ 8K 8E ?FLICP I18K< %K @J EFK ?FN<M<| 8 K@D< :CF:B 8E; :8EEF
8KK<E:8E:<

I<:FI;:J <OG<EJ<J FE 9<?8C= F=:LJKFD<IJ =F| C8K<| @EMF@:@E> 8E; I<@D9LIJ<D<EK !'O0G<EJ<J :8EEFK 9< <EK<I<; :@I<:KCP @E K?@J k
I< I<:Fl;<; @E FK?<1 K89J JL:? 8. Payments FI| Purchase Invoices

I<:FI;J EFK@=@:8K@FEJ F= I<D@KKB8E:<J 9P :LIJKFD<IJ F= K8O N@K??<C; N?<E J8C<J @EMF@:<J N<I< G8@; F== %E K?@J K89 9FK? 8l
I<:<@GKJ @QE@K@8K<; N Customers K89 8E; DSEL8CCP <EK<I<; I<:<@GKJ 8I< M@J@9C< 0?<J< I<:<@GKJ KISEWithBdlbiKg tabeD
receivable KFWithholding tax 8::FLEKJ

@J N?<I< PFL J<K LG 9LI@E<JJ<J FI>8E@Q8K@FEJ FI @E,@M@;L8CJ =IFD N?FD PFL N@CC 9LP FE :I<;@K LI@E> GLI:?8J< @EMF@:<.
@E:CL;<; @E K?@J :8K<>FIP 0?7@J K89 @J EFK I<HL@I<; @= PFL GC8E KF G8P @DD<;@8K<CP =FI 8CC GLI:?8J<J <M<E @= K?< J<CC<I
@EMF@:< LK @K @J E<:<JJ8IP @= PFL N8EK KF KI8:B KIBEJ8:K@FE ?@JKFIP N@K? 8 JLGGC@«<I

C<KJ PFL J<E; LEGI@:<; I<HL<JKJ =FI HLFK8K@FE KF PFLI JLGGC@<IJ 8E; :FEM<IK K?<@I I<JGFEJ<J KF GI@:<; GLI:?8J< HLFK<J GI@FI k
GLI:?8J< FI;<lJ <EK<I@E> GLI:?8J< @EMF@:<J Fl :I<BK@E> >FF;J I<:<@GKJ
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GIFM@;<J 8E FGK@FES8C D<K?F; =FI FI;<I@E> >FF;J FI I<IM@:<J =IFD JLGGC@<IJ ,LI:?8J< FI;<IJ ?8M< EF =@E8E: @8C FI @EM<EKFIP @
EFK @EMFCM< 8:KL8C GIFM@J@FE F=J<IM@:<J DFM<D<EK F= @EM<EKFIP FI G8BPD<EK F=DFE<P 07?7<P :8E 9< LJ<; =FI 8 M8I@<KP F=
I<HL<JKJ =FI GLI:?8J< 8LK?FI@Q8K@FE ;F:.LD<EK8K@FE F=FI;<| GI@:@E> @QEM<EKFIP GC8EE@E> JLGGC@<I :FDDLE@:8K@FE FI 8J
J8C<J @QEMF@:<J

@J N?<I< J8C<J @EMF@:<J I<:<@M<; =IFD JLGGC@<IJ 8I< <EK<I<; @EKF )8E8><I ,LI:?8J< @QEMF@:<J @E:1<8J< K?< 98C8E:< F= K?< JLG(
JL98::FLEK @Eccounts payable8E; K?<I<=FI< 8I< LJ<; N?<E 9LP@E> FE :I<;@K 0?@J K89 @J EFK I<HL@I<; @= PFL G8P =LCCP 8K K?< K@
GLI:?8J<

8CCFNJ PFL KF I<:FI; :?8E><J 9P JLGGC@<IJ KF 8DFLEKJ PFL FN< K&eddigt$ payable 07< K89 @J LEE<:<JJ8IP @= JLGGC@<IJ I<=LE; DFE<F
;@I1<:KCP KF PFLI 9LJ@E<JJ FECP =FI 8::FLEK 8;ALIKD<EKJ <9@K EFK<J 8I< EFK EFID8CCP GIFM@;<; KF K?< JLGGC@<I 0?<P D@>?K
>FF;J 8;ALJKD<EK I<=LE; F=GI@:< =FI >FF;J FI I<IM@:<J GIKM@FLJCP ;<C@M<I<; FI FM<IG8PD<EK F=8DFLEKJ 9@CCx<;

?<CGJ KI8:B CF:8K@FE F= @EM<EKFIP <EIFLK< =IFD JLGGC@<IJ FI 9<KN<<E N8I<?FLJ< CF:8K@FEJ F= K?< 9LI@E<JJ

@J LI<; KF @;<EK@=P ;<=@E< :FLEK 8E; D8E8>< G?PJ@:8C >FF;J FI D8K<I@8CJ ?<C; 9P 8 9LIJ@E<JJ =FI J8C< FI GIF;L.K@FE

:8E 9< LJ<; N?<E 8 9LI@E<JJ ?8J) DLCK@GC< CF:8K@FEJ =FI @KJ @EM<EKFIP %K @J EFK E<:<JJ8IP N?<E 8CC @EM<EKFIP @J JKFI<; &
N?<E BEFNC<;>< F= @EM<EKFIP CF:8K@FE @J LE@DGFIK8EK

@J N?<I< PFL I<:Fl; CFJJ ;8D8>< Fl FK?<I EFE I<M<EL< I<;L:K@FEJ F= @EM<EKFIP

?<CGJ KI8:B @EM<EKFIP ;LI@E> D8EL=8:KLI@E> 9P GIF;L:@E> FLKGLK @EM<EKFIP @K<DJ =IFD @EGLK @EM<EKFIP @K<DJ %K 8CJF
F= D8EL=8:KLI<; @EM<EKFIP 0?@J K89 @J EFK E<:<JJ8IP @= PFL 9LP 8CC @EM<EKFIP =IFD FLKJ@;< JLGGC@<IJ

<=@E<J<FEFD@: 8:K@OM@K@<J F=C@QD@K<; ;LIBK@FE N@K? I<C8K<; K8IBJ <OG<E:@KLI<J 8E; @E:FD<

@J K?< K89 N?<I< PFL J<K LG NFIB<IJ N?F N@CC 9< G8@; 9P K?< 9LJ@E<JJ %= G8PIFCC =LE:K@FEJ 8I< FLKJFLI:<; K?@J K89 D8P EFK
@= PFL ?8M< <DGCFP<<J

C<KJ PFL I<:Fl; 8DFLEKJ <8IE<; 9P FN<; KF N@K??<C; =IFD 8E; :FEKI@9LK<; FE 9<?8C= F= <DGCFP<<J %K ;F<J EFK ><E<I8K< G8PD<EK
<DGCFP<<J 0?7@J K89 D8P EFK 9< E<<;<; @= PFL FLKJFLI:< G8PIFCC =LE:K@FEJ

KI8:BJ 9FFB M8CL<J 8E; HLBEK@K@<J F= D8IB<K89C<elgLI@H@ €3> :FDGSEP JKF:B 9FE;J DLKL8C =LE;J <K:
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@J N?<I< PFL ;<=@E< K8E>@9C< 8JJ<KJ 9<@E> :8G@KB8C@Q<; K?8K @J N?FJI<:FJIKJ 8I< 9<@E> I<:FM<I<; FM<I| 8E <OK<E;<; G<I@F; 18k
8J :LIIKEK <OG<EJ<J 0?< K89 :8C:LC8K<J :LII<EK 9FFB 9FFB M8CL< F= =@0x<; 8JJ<KJ =IFD 8:HL@J@K@FE :FJK 8E; 8::LDLC8K<; ;<GI<:@8

@J N?<I< :LII<EK ;<Gl<:@8K@FE <OG<EJ<J F= =@0<; 8JJ<KJ 8I< I<:FI;<;

I<:FI;J @QE@K@8C M8CL< 8E; 8DFIK@Q8K@FE F= @EK8E>@9C< 8JJ<KJ 9<@E> :8G@K8C@Q<;

@J N?<I< :LII<EK 8DFIK@Q8K@FE <OG<EJ<J F= @EK8E>@9C< 8JJ<KJ 8I< I<:FI;<;

@J N?<I< G8IKE<IJ 9<E<=@:@8I@<J FNE<IJ ;@I<:KFIJ FI FK?<IJ ?8M@E> ;@I<:K =@E8E:@8C JK8B<J @E K?< 9LI@E<JJ 8I< J<K LG 8E;
@EK<I<JKJ 8I< KI8:B<; 0?@J K89 ;F<J EFK I<:FI; @E=FIDSK@FE 89FLK J?8I<?FC;<IJ F= GL9C@: JKF:B :FIGFISBK@FEJ

8CCFNJ PFL KF :1<8K< :LJKFD JL9J@; @8IP C<;><IJ JL:? 8J =FI C8E;CFI;[J KILJK 8::FLEKJ FI CF8EJ GGC@:8K@FEJ F=JG<:@8C 8::FLEKJ
K<?E@:8C JF LI< F=K?@J K89 @J EFK :FDDFE

8CCFNJ JG<:@8C@Q<; <EKI@<J N@K? <OGC@:@K @;<EK@=@:8K@FE F=;<9@K<; 8E; :I<;@K<; 8::FLEKJ %K @J LI<; @E=I<HL<EKCP (
KISBEJ8:K@FEJ 8I< J@DGC@=@<; @E FK?<I I<C<M8EK K89J %K @J KPG@:8CCP LJ<; =F| 8;ALIK@E> <EKI@<J <8IE@E>J;@JKI@ILK@F

8CCFNJ FI>8E@Q8K@FE F= <C<:KIFE@: 8KK8:?D<EKJ JKFI<; @E )8E8><I KF ;F:LD<EK FI ALJIK@=P 8::FLEK@E> I<:FI;J

GIFM@;<J :8G89@C@K@<J KF J<8I:? M@<N 8E; <;@K 8KK8:?D<EKJ KF KISEJ8:K@FEJ FI =FC;<lJ LCB ;<C<K@FE @J 8CJF GFJJ@9C< 1
;F<J EFK 8CCFN :I<8K@FE F= E<N 8KK8:?D<EKJ 0?<P DLJK 9< 8;;<; KF @E;@M@;L8C KISBEJ8:K@FEJ FI =FC;<IJ

C<KJ PFL :I<8K< LIKFD@Q< JKFI< M@<N 8E; <OGFIK I<GFIKJ KF JLDD8I@Q< 8E8CPQ< 8E; GI<J<EK KIBEJ8:K@FE ;8K8 /G<:@=@: I<G
FECP N7?<E I<C<MB8EK K89J ?8M< 9<<E <E89C<;

@J K?< GC8:< KF :LIKFD@Q< D8EP JD8CC ;<K8@CJ @E )8E8><l <G<E;@E>FE N?@:? K89J 8I< <E89C<; PFL N@CC ?8M< FGK@FEJ KF :
DF;@=P LIKFD@Q< FI C@JK <M<IPK?@E> =IFD 98J< :LII<E:P KF :8G@K8C 8::FLEK D<D9<I1J KF K80 :F;<J KF FM<I8CC 8GG<8I8E:< K?<D:x
‘F:LD<EKJ 8E; =FIDJ

%E JLDD8IP 9<KN<< Customize = 8E; Settings PFL :8E D8B< )8E8><I 8J J@DGC< 8J GFJJ@9C< =F| PFLI =FID F= FI>SE@Q8K@FE 8E;
ILI@E<JJ FG<ISBK@FEJ LK PFL :8E 8CJF 8;; :8G89@C@K@<J =FI DFI< :FDGC<0O J@QKLS8K@FEJ 0?@J =C<O@9@C@KP C<KJ )8E8><I >IF
ILI@E<JJ
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Note

089J K?8K ?8M< E<M<I| 9<<E LJ<; :8E 9<;@J89C<; @= K?<P KLIE FLK EFK KF 9< LJ<=LC LK FE:< 8EP I<:FI; FI KISEJ8:K@FE ?8
9<<E <EK<I<; @E 8 K89 )8E8><I N@CC GIFK<:K K?8K ;8K8 9P EFK 8CCFN@E> K?< K89 KF 9< ;@J89C<; OF ;@J89C< 8 K89 8C
:8K8 DLIK =@I1JK 9< ;<C<K<; +ECP ;8K8 K?8K ?8J EFK 9<<E I<=<I<E:<; 9P 8EFK?<| KISEJ8:K@FE :8E 9< ;<C<K<; JF ;@J89C@E
'8E 9< K<;@FLJ 0?@EB :8I<=LCCP 9<=FI< <E89C@E> K89J 07?7<P :8E 8CN8PJ 9< 8;;<; C8K<l

|@DGC@=P )SE8><I

/@DGC@=P C<=K G8E< EBM@>8K@FE @E )8E8><I 8E; I<;L:< FM<I8CC GIF>I8D :FDGC<O@KP 9P <E89C @ ESHERP K?RI18CCE:K@FESC
@J89C< K89J PFL ;FE[K E<<;

0?@J J@DGC< :?8E>< ;F<J DFI< K?8E I<;L:< JIIFCC@E> G8JK LELJ<; K89J %K N@CC 8CJF

U .@; PFLI 98C8E:< J?<<K F= 8LKFD8K@:8CCP ><E<I8K<; 8::FLEKJ PFL NFE[K LJ<

U (@D@K FGK@FEJ Settings 8E; Reports KF FE<J I<C8K<; KF KISEJ8:K@FEJ PFL 8:KL8CCP <EK<I

U IC@D@EBK< LEE<:<JJ8IP :?<:B 9FO<J ;8K8 =@<C;J 8E; ;IFG;FNE D<EL :?F@:<J 8J PFL D8B< <EKI@<J K?IFL>?FLK K?< GIF>I8D

0?7<J< 9<E<=@KJ JKI<8DC@E< PFLI <OG<I@<E:< 8E; CFN<I KIB@E@E> I<HL@I<D<EKJ =FI E<N LJ<IJ "FI 8::FLEK@E> E<N:FD<IJ K?@J :?
K?< ;@==<I<E:< 9<KN<<E <==@:@<EK GIF=<JJ@FES8C I<:FI; B<<G@E> 8E; :FDGC<K< =ILIKISBK@FE

IEG9C@E> K89J

3?<E 8 E<N 9LJ@E<JJ @J :I1<8K<; @E )8E8><I| =FLI K89J 8I< <E89C<; 8E; M@J@9C< @E K?< C<=K EBM@>8K@FE G8E< 9P ;<=8LCK 07?<J<
'@J89C<; 9<:8LJI< K?<P 8I< E<<;<; 9P 8CC LI@E<JJI<J

OF 8;; :8G89@C@K@<J :C@:B FE cCustomize

C@EB GF@EK<; KF 9P K?<I<; 8IIFN  ?@<I8I:?@:8C C@JK F=8M8@C89C< DF;LC<J 8GG<¢
9FO<J E<OK KF ;<J@I<; K89J
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0?<E :C@ Update 8K K?<9FKKFD F=K?<G8><

'K@M< K89J N@CC 8GG<8l @E K?< C<=K EBM@>8K@FE G8E< 0?< ELD9<I| F= 8:K@M< I<:Fl;J F=<8:? KPG< N@QCC J?FN @E N@E;FNJ KF

.<G<8K K?< GIF:<JJ 8K 8EP K@D< KF 8;, DFI< K89J

@J89C@E> K89J

OF ;@J89C< 8E LELJ<; K89 :C Customize 8>8@E LE:?<:B K?<K89[J 9FO 8E; :( Update !'EKIP =FIDJ ;8K8 =@<C;J 8E; I<GFIKJ
8JIF:@8K<; N@QK? K?8K K89 N@CC EF CFE><| 9< M@J@9C<
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Note

1EN8EK<; K89J :8E 9< ;@J89Canly if they contain no transactions or records 0?@J I<IKI@:K@FE GI<M<EKJ 8::@;<EK8C CFJJ
F=8:FLEK@E> ;8K8 OF ;@J89C< 8 K89 8CC <EK<I<; ;8K8 DLIK =@I1JK 9< ;<C<K<; +ECP ;8K8 K?8K ?8J EFK 9<<E I<=<I<E:<; 9F
8EFK?<I KIBEJ8:K@FE :8E 9< ;<C<K<; JF ;@J89C@E> 8 K89 :8E 9< K<;@FLJ /F K?@EB :8I<=LCCP 9<=FI< <E89C@E> K89J 0?:
8CNB8PJ 9< 8;:<; C8K<«lI

/<K I<GFIK@E> G<I@F:;

P ;<=8LCK 8::FLEK 98CB8E:<J 8I< J?FNE =FI 8CC KI8BEJ8:K@FEJ <EK<I<; KF ;8K< @E )8E8><I 0?7@J @J ><E<I8CCP N?8K PFL E<<; N?<E JK:
9LJ@E<JJ LK FE:< PFL ?8M< LJ<; )8E8><I| =FI DFI< K?8E 8 J@QE>C< 8::FLEK@Ex@<BEESE:@8C P<8l PFL J?FLC; :LIKFD@Q< K?<
I<GFIK@E> G<I@F; JF K?< ,IF=@K 8E; (FJJ /K8K<D<EK I<=C<:KJ PFLI :LII<EK 8::FLEK@E> G<I@F;

C@:l Edit @E K% Summary K89

?<:B K?< 9FO KFKhow balances for specified period /<C<:K K?< IKGFIK@E> G<I@F; =FI N?@:? PFL Gl<=<I KF J<< =@> Summary 'FLI
IEK<I@EPoday @E K79 =@<C; GIF;L:<J 8 ;@JGC8P K?8K @J 8CN8PJ LG KF ;8K< 9LK FK?<I ;8K<J :8E <EK<I<CARIrRC<K@E>

OR

C@:l update KF 8GGCP :?8E><J

0?< Summary K89 N@CC EFN J?FN =@>LI<J =FI K?< J<C<:K<; G<I@F,;

?FFJ< 9<KN<<E 8::IL8C FI :8J? 98J@J 8::FLEK@E>

E @DGFIKBEK ;<:@J@FE =FI 8EP 9LI@E<JJ @J N?<K?<I KF 8;FGK 8::IL8C FI :8J? 98J@J 8::FLEK@E> %E &dciBal @435 G<dOuiiihg

I<:FI;.J @E:FD< N?<E <8IE<; 8E; <OG<EJ<J N?<E @E:LII<; N?<K?<I| FI EFK 8::FDGBEP@E> I<:<@GKJ 8E; GBPD<EKJ ?8GG<E 8K K?< J8D< K
JFIK K<:?E@:8CCP <OG<EJ<J 8I< I<:FI;<; LI@E> K?< G<I@F; N?<E K?< @E:FD< K?<P 8I< 8JJF:@8K<; N@IBI@hhsBBscounting

I<:FI;J @E:FD< N?<E DFE<P @J I<:<@M<; 8E; <OG<EJ<J N?<E DFE<P @J G8@; FLK

::IL8C 98J@J 8::FLEK@E> DFI< :FDGC<K<CP I<GFIKJ 9FK? =@E8E:@8C G<I=FID8E:< 8E; GFIQK@FE %K @J ><E<I8CCP Gl<=<II<; 9P 8::F
@K J?FNJ N?<E I<M<EL< ?8J 9<<E <8IE<; 8E; ;<9KJ @E:LII<; 1<>81;C<JJ F= N?<K?<I DFE<P ?8J P<K :?8E><; ?8E;J %K GIFM@;<J DFI< 8E;
9<KK<| =@E8E:@8C @E=FID8K@FE =FI D8E8>@E> K?< 9LJ@E<JJ 8J?98J@J 8::FLEK@E> @J LIL8CCP <DGCFP<; FECP 9P M<IP JD8CC
F=K<E K?FJ< N@QK?FLK @EM<EKFIP %K <DG?8J@Q<J K?< @DGFIK8E:< F=:8J? @E 8 :FDG8EP[J =@E8E:@8C G@:KLI<

0?< :?F@:< 9<KN<<E K?<J< FGK@FEJ D8P 9< @E=CL<E:<; 9P CF:8C C8NJ )8EP 9LI@E<JJ<J JK8IK FE K?<:8J? 98J@J LK =I<HL<EKCP 8.
@E:1<8J<J 9<PFE; JFD< K?I<J?FC; FI @EM<EKFIP @J 8;;<; 8LK?FIQK@<J I<HL@I< 8 :?8E>< KF 8::IL8C 98J@J 8::FLEK@E> )8E8><I :8E 78k
IJN@K:? <8J@CP

?FFJ@E> FM<I8CC 8::FLEK@E> 98J@J

OF :?8E>< 9<KN<<E 8::IL8C 8E; :8J? 98J@J 8::FLEK@E> @E )8E8><I Edit 38K K?<KFG F=} Summary G8><
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/<C<:K FE< F= K?< KNF 8::FLEK@E> D<K?F;J @E K?< ;IFG;FNE 9FO 8 uUpdate

Note

8C8E:<J F=D8EP 8::FLEKJ D8P :?8E>< FI ;@J8GG<8I =IFD Summary N?<E :8J? 98J@J 8::FLEK@E> @J J<C<:K<; 9<:8LJ<
<C<D<EKJ :FEKI@ILK@E> KF K?<D ?8M< EFK 9<<E I<:F>E@Q<; K?IFL>? I<:<@GK FI GBPD<EK F==LE;J )8E8><I N@CC JK@(
E<:<JJ8IP :8C:LCBK@FEJ K?FL>? :FLEK 98C8E:<J N@CC 9< I<JKFI<; N?<E 8::IL8C 98J@J 8::FLEK@E> @J 8>8@E J<C<:K<; °
@E=FIDSK@FE @J CFJK N?<E IN@K:?@E> 98:B 8E; =FIK? 9<KN<<E D<K?F;J

?FFJ@E> 8::FLEK@E> 98J@J =FI I<GFIKJ

)8EP I<GFIKJ 8M8@C89C< @E )8E8><I :8E 9< :I<8K<; =FI <@K?<I 8::FLEK@E> D<K?F; 1<>8I;C<JJ F= N?@:? ?8J 9<<E :?FJ<E =FI <M<IP;8P L
3?7<E :I<8K@E> FI <;@K@E> 8 I<GFIK J<C<:K K?< ;<J@I<; 8::FLEK@E> D<K?F; @E K?< ;IFG;FNE 9FO

0?< I<KGFIK N@CC ;@JGC8P K?< 8::FLEK@E> D<K?F; LI<; @E @KJ ?<8;@E>

<GFIKJ F= 9FK? KPG<J :8E 9< :I<8K<; 8E; J8M<; =FI K?< J8D< G<I@F; 8E; N@CC 9< 8M8@C89C< N?<E K?< G8IK@:LC8I I<GFIK @J J<C<:K<
Reports K89

@JGCS8P 8::FLEK :F:<J FE K?< /LDDS8IP G8><

Account codes :8E 9< LJ<; KF @;<EK@=P JG<:@=@: 8::FLEKJ @E 8E FM<I8CC @;<EK@=@:8K@FE J:?<D< =F| K?< :?8IK F=8::FLEKJ OF ;@
F;<JFE K?< Summary G8>< :C@ Edit @E K" Summary K89
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?<:B K?< 9FO KFKhow account codes 8E; :C@:| Update

Notes
%= EF 8::FLEK :F;<J ?8M< 9<<E 8JJ@>E<; P<K K?< :?<:B9FO N@CC EFK 9< M@J@9C<

0?7@J J<C<:K@FE 8GGC@<J FI Summary 'Q28I@FLJ I<GFIKJ 8CJF @E:CL;< K?< FGK@FE KF J?FN 8::FLEK :F;<J FE K?<@I
<=@E@K@FE J:I<<EJ

0?< Summary EFN @E:CL;<J 8::FLEK :F;<J

OLIE F==;@JGCS8P F=8::FLEK :F;<J 9P LE:?<:B@E> K?< 9FO

.<>81;C<JJ F= N?<K?<I 8::FLEK :F;<J 8I< ;@JGC8P<; K?<P N@CC 8GG#8t@ti K2@<C; ;IFG;FNE 9FO N?<E <EK<I@E> C@QE< @K<DJ FE
KIBEJ8:K@FEJ @E:CL;@E> :8J? I<:<@GKJ J8C<J @EMF@:<J AFLIESC <EKI@<J 8E; JF =FIK?

10:CL;< Q<IF 98C8E:< 8::FLEKJ =IFD /LDD8IP G8><

P ;<=8LCK 8::FLEK 98C8E:<J 8I< J?FNE =FI 8CC 8::FLEKJ <E89C<; FI :I<8K<; @E )8E8><I 07@J @J ><E<I8CCP N?8K PFL E<<; N?<E JK8IK(
ILI@E<JJ LK FE:< PFL ?8M< LJ<; )8E8><I| =FI DFI< K?8E 8 JQE>C< 8::FLEK@Ee@<BH@ESE: @8C P<8] PFL D8P ?8M< 8::FLEKJ K?8K 8I<
EF CFE><I LJ<; :CLKK<I@E> | Summary G8><

%= K?<P ?8M< EF KIBEJ8:K@FEJ GFIK<; RFFKP :8E 9< ;<C<K<;%= PFL ?8M< LJ<; K?<D 9LK K?<P EFN ?8M< Q<IF 98C8E:<J PFL :8E
exclude them from the Summary

C@:l Edit @EK" Summary K89

?<:B K?< 9FO KExclude zero balances
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C@:| Update

0?< Summary K89 N@CC EFN J?FN =@>LI<J FECP =FI 8::FLEKJ N@K? EFE Q<IF 98C8E:<J

C<8I KISEJ8:K@FEJ @E /LIG<EJ< 8::FLEK

Suspense @J 8 IL@CK @E 8::FLEK N7?<I<)8E8><| GFJKJ KISEJ8:K@FEJ @K :8EEFK GIEGsHERs85F CiM<I8C LE@HL< :?8I8:K<I@JK@:J

%K :8E E<@K?<I 9< :I<8K<; EFI ;<C<K<; 9P 8 LJ<I
%K 8GG<8IJ SLKFD8K@:8CCP FE K?< 8C8E:< /?<<K @E K?<!HL@KP >IFLG@E> N?<E<M<I| @K ?8J 8 EFE Q<IF 98C8E:<
%K @K EFK C@JK<; @E K?< ?8IK F= ::FL| Settings JF @K :8EEFK 9< <;@K<; FI DFM<; KF 8 ;@==<I<EK 8::FLEK >IFLG

cC C C cC

)BEP KIBEJ8:K@FE =@<C;J @E )8E8><I ;<=8lLSpeiifd EK@C M8C@; <EKI@<J 8I< D8;< @E K?<D

EP 98C8E:< @Ruspensel@>E8CJ 8 GIF9ON&ver attempt to clear the  Suspenseaccount with a journal entry. 0?8K FECP ?@;<J GIF9C<DJ
8E; LIL8BCCP D8B<J 9FK? PFLI 8C8E:</?<<K 8E; ,IF=F@K 8E; (FJJ /K8K<D<EK @ES8::LI8K< ,IF9C<DJ K?8K :8LJ<; KIBEJ8: K@ Fu3dpdn&FIK KF
must 9< @;<EK@=@<; 8E; :FlI<:K<;

"@E;@E> GIF9C<D3@gense

OF @;<EK@=P KI8EJ8:K@FEJ N@K? GIF9C<DJ ;|@CC ;FNE 9P :C@:B@E> FE K?< 9Utpe9REBEKEHFEXK?< Summary G8><

CC KIBEJ8:K@FEJ :FEKI@ILK@E> KF K?< 98C8E:< N@CC 8GG<8I 0?<J< D@>?K 9< <@K?<I ;<9@KJ FI :I<;@KJ

%=K" Edit 9LKKFE =FI 8EP KISEJ8:K@FE @J ;@DD<; 9< JLI<)8E8><I @J J<K =FI 8::IL8C 98J@J 8::FLEK@E> Summary -®8%< 8E;
C@: Edit

/<C<:K Accrual basis @E K?<;IFG;FNE 9FO 8E; :C( Update

0?<E ;|I@CC ;FNE 8>8@E FESKSgenseO8C8E:< 5FL :8E I<KLIE KF :8J? 98J@J 8::FLEK@E> 8=K<I| GIFOCan3p@a€?8M< 9<<E :C<8I<;
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Note

3?P DLJK )8E8><I| 9< J<K =FI 8::IL8C 98J@J <:8LJ< <M<E K?FL>? I<GFIK@E> D8P 9< FE :8J? 98J@J K?< GIF>I8D JK@CC D8E
8CC E<:<JJ8IP :8C:LCBK@FEJ =FI 8::IL8C 98J@J 5FL D@>?K EFK 9< 89C< KF 8::<JJ 8CC KISEJ8:K @HEpdrisHIEIH. K@ E> KF
8::IL8C 98J@J @J J<K

"@O@E> GIFIC<ligpENse

0?< Suspenses::FLEK 89FM< I<M<8CJ =@M< KI8EJ8:K@FEJ N@K? JFD< KPG< F=<IIFI !8:? GIF9C<D DLJK 9< 8;;I<JJ<; @E;@M@;L8CCP OF
FE K?< Edit 9LKKFE KF K?< C<=K F= K?< KISEJ8:K@FE

Problem 1: Unassigned expense claim

<>@EE@E> N@K? K?< DFJK I<:<EK KIBEJ8:K@FE @E K?< <O8DGC< 8E <OG<EJ<:C8@D ;@; EFK @E:CL;< 8 ,8P<I

<J@>EBK@ESRB<I =IFD Gl<;<=@E<; :?F@::0<81J K?@J KISBEJ8:K@FESu#pbnse

.<D<D9<IKF :C@:B K% Update 9LKKFE KF J8M< <8:? :FlI<:K@FE

Problem 2: Payment not complete

G8PD<EK =FI D<JJ<E><| I<KIM@:<J I<:Fl;<; K?< G8P<< 8 <J:I@GK@FE ELD9<I| F= <C@M<I@<J 8E; GI@:< 9LK ;:@; EFK @E:CL;< GIFG<] ¢
KF 8E <OG<EJ< 8::FLEK

|<C<:K@FE F= K?< 8GGIFGI@8K< 8::FLEK :FlI<:KCP :FDGC<K<J K?< KISEJ8:K@FE
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Problem 3: Capital contribution not properly allocated

0?< E<OK KI8EJ8:K@FE I<:FI;<; 8 :FEKIQILK@FE F=:8G@K8C =IFD 8 G8IKE<I KF =LE; 8 I<DF;<C@E> GIFA<K %K C@JK<; K?< G8IKE<I 8J
GIFG<ICP D8IB<; K?< I<:<@GK 8J 8 :FEKI@ILK@FE 9LK E<>C<:K<; KF ;@I<:K K?< I<:<@GK KF K?< JG<:@=@: G8IKE<I[J JL98::FLEK

H@E> K?8K ;<K8@C KF K?< I<:<@GK =@0<J K?< GIF9C<D

Problem 4: Unbalanced journal entry

AFLIE8C <EKIP :FEK8@E<; 8 KPGF>I8G?@:8C <IIFI I<M<IJ@E> ;@>@KJ N?<E I<:FI;@E> 8 ;@JKI@QILK@FE F= <8IE@E>J 0?@J D@ JK8B-
LE98CS8E:<; KISEJ8:K@FE

L@K@E> K?< D@JK8B< GIFG<ICP 98C8E:<J K?< KIBEJ8:K@QFE I<[Fruig@ase@K =IFD

Problem 5: Fixed asset purchase invoice

0?< =@E8C GIF9C<D @E K?< <08DGC< @J 8 GLI:?8J< @EMF@:< =FI 8 ;<C@M<IP KIL:B K?8K ;@; EFK GIFG<ICP 8JJ@>E K?< GLI:?8J< KF |
8JJ<K :1<8K<; =FI K?< KIL:B ;<JG@K< 8JJ@>E@E¥@d( k54?3, at cosd::FLEK
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0?< :Fll<:K<; GLI:?8J< @EMF@:< I<JFCM<J K?< GIF9C<D

Suspense@J EFN <DGKP 8E; EF CFE><I J?FNJ FE K?< 8C8E:< /?<<K

)BE8><I @J ;<J@>E<; KF Gl<J<IM< @E=FID8K@FE I8K?<| K?8E I<A<:K @E:FlI<:K <EKI@<J LK N?<E SERISp@IS3@-LEKE PFLI
I<:FI;J 8E; I<GFIKJ 8I< 8CDFJK :<IKE@ECP NIFE>

CFJ< 8E 8::FLEK@E> G<I@F,;

$@IKFI@:8CCP K?< 8::FLEK@E> :P:C< @EMFCM<; ELD<IFLJ K8JBJ KF Y:CFJ< K?< 9FFBJZ 8K K?< <E; F= 8E 8::FLEK@E> G<I@F; N?<K?<
HL8IK<I FI P<8l %E:FD< 8E; <OG<EJ< JLDD8I@<J N<I< :<M<CFG<; KI@8C 98C8E:<J N<I< :I<8K<; 8DFLEKJ N<I< KI8EJ=<II<; N@K? AFLIES8
8E; JF =FIK? )FIK JK<GJ N<I< ;<J@>E<; KF

U 6<IF FLK @E:FD< 8E; <OG<EJ< 8::FLEKJ 9<=FI< JK8IK@E> 8 E<N 8::FLEK@E> G<I@F;
U %;<EK@=P 8E; :FlI<:K <IIFIJ
U (@D@K 8::LDLCBK@FE 8E; GIFG8>8K@FE F= D@JK8B<J =IFD FE< G<I@F; KF K?< E<OK

0?<J< GI8:K@:<J ;<M<CFG<; FM<I :<EKLI@<J EFK FECP KF JLGGFIK D<8E@E>=LC 8E8CPJ@J 9LK 8CJF KF :FD98K LESMF@;89C< FD@J.
D@J:8C:LCBK@FEJ 8E; FM<IJ@>?KJ N?<E <EK<I@E> 8E; GFJK@E> ?LE;I<;J FI K?FLJ8E;J F= KISEJ8:K@FEJ DSEL8CCP

)BE8><I| <C@D@E8K<J K?< E<<; =FI DFJK F= K?<J< JK<GJ 9P

U ,<I=FID@E> 8CC :8C:LC8K@FEJ <C<:KIFE@:8CCP <C@D@ESK@E> 8|@K?D<K@: <IIFIJ

c

8J@E> 8LKFD8K@: ;FL9C< <EKI@<J FE KPG< F= KI8EJ8:K@FE 8E; 8::FLEK J<C<:K@FE 9P K?< LJ<I I<;L:@E> K?< E<<; =FI DS8EL8C
<EKI@<J N@K? K?<@I I<KHL@I<D<EK KF :<;L:< N?@:? 8::FLEKJ KF ;<9@K 8E; :I<;@K

"LIE@J?@E> I<8C K@D< =<<;98:B N?<E AFLIES@re El@4d;L: @E> K?< GFJIJ@9@C@KP F= LE98CS8E:<; KISEJ8:K@FEJ
(<BM@E> @E:FlI<:K @E:FDGC<K< FI LE98CS8E:<; KISEJSK@EEHEK@C =@0<;
BIIP@E> =FIN8I; @E=FIDS8K@FE =IFD FE< G<I@F; KF K?< E<OK @E 8 G<IG<KL8C ;8K898J<

cC C C cC

I<KK@E> ;@JGCB8PJ 8E; I<GFIKJ KF :FM<I ;<=@E<; K@D< G<I@F;J

CFRI@E> K?< 9FFBJ

K K?< <E; F= 8EP 8::FLEK@E> G<I@F; ALJK 8 =<N K8JBJ 8I< EFID8CCP I<HL@I<; "FI D8EP 9LI@E<JJ<J K?<J< JK<GJ 8I< FECP G<I=FID<;
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)8B< E<:<JJ8IP 8;ALIK@E> <EKI@<J N?<E LIJ@E> 8::IL8C 98J@J 8::FLEK@E> =FI GI<G8@; <OG<EJ<J 8E; @E:FD< @K<DJ
)8B< ;<J@I<; ;@IKI@ILK@FEJ F= <8IE@E>J KF :8G@K8C FI <HL@KP 8::FLEKJ LI@E> AFLIESC <EKI@<J
,8P FLK ;<J@I<; ;@M@;<E;J FI ;I8NJ

[<8K< ;<J@I<; I<GFIK3FI K?< 8::FLEK@E> G<I@F; 0?<J< D@>7K 9< C@D@K<; KF 8 ,IF=@K 8E; (FJJ /K8K<D<EK 8E; 8C8E:< /?<<K -
‘FLIJ< FK?<IJ :8E 9< 8;;<; KF JL@K E<<;J F= D8E8><D<EK 8::FLEK8EKJ FI K80 8LK?FI@K@<J .<GFIKJ :8E 9< GI@EK<; JKFI<;
<C<:KIFE@:8CCP FI ALIJK J8M<; @E )8E8><I

FEJ@;<| CF:B@QE> G8JK KIBEJ8:K@EEKGH=> K?< CF:BFEK<<E; F= G<I@F; 8;ALJIKD<EKJ 8I< :FDGC<K< 0?@J GI<M<EKJ :?8E><J KI
KISEJ8:K@FEJ =FID@E> K?< 98J@J =F| JK8KLKFIP I<GFIK@E> FOIC@>8K@FEJ 8E; K80 I<KLIEJ

Note

"FI D8EP JD8CC 9LJ@E<JJ<J <JG<:@8CCP JFC< KI8;<IJ GIFGI@<KFIJ EFE< F=K?<J< JK<GJ D@>?K 9< E<:<JJ8IP ,<I?8GJ K~
ILI@E<JJ ?8J EF GI<G8@; @K<DJ <G<E;@E>xHE®®Z® JKIL:KLI< F=K?<:?8IK F= 8::FKBKJ<:FE; 8E; K?@I; JK<GJ

D@>7K ?8M< ?8GG<E<; FM<I K?< :FLIJ< F= K?< 8::FLEK@E> G<I@F; E; I<GFIKJ :8E 8CN8PJ 9< ><E<I8K<; C8K<I @= K?<P 8I<
E<<<;

I<KKK@E> LG K?< E<OK 8::FLEK@E> G<I@F;

0?< FECP <JJ<EK@8C JK<G Gl@FI KF <EK<I@E> KISEJ8:K@FEJ =FI K?< E<OK G<I@F; @J I<J< Summary ‘K8G<U@FBd Edit

< JLI< K?<9FO @J :?<:B<; KFow balances for specified period +K?<IN@J< 8CC KI8EJ8:K@FEJ =IFD K?< ;8K<)8E8><I| N8J =@IJK LJ<; N
9< @E:CL;<; EK<I K?< =@I1JK ;8P F= K?< E<N 8::FLEK@E> G<l@Fn@®Kex *FIDSCCP J<Iixi&y8J K?<To ;8K< JF K?< Summary @J
8CNS8PJ :LII<EK 9LK EF KISEJ8:K@FEJ <EK<I<; @E 8;M8E:< N@CC 9< @E:CL;<; LEK@C K?<@I <EKIP ;8K<J 8I< I<8:?<;

OF 9<>@E 8::FLEK@E> NFIB =FI K?< E<N G<I@F Update

5FL D@>?K N8EK KF ;<=@E< :FDDFE I<GFIKJ =FI K?< E<N 8::FLEK@E> G<I@F; KFF 0?8K N8P K?<P N@CC 9< HL@:BCP 8M8@C89C< N?
K?<P :8E 8CJF 9< :I<8K<; C8K<I

LI@E<JJ (F:8C@Q8K@FE
. CF:8C@0Q<; JI<KK@E>J 8E; =<8KLI<J

)BEP J<KK@E>J 8E; =<8KLI<J F=)8E8><I ;<G<E; FE K?< CF:8K@FE N?<I< 8 9LI@E<JJ FG<I8K<adilJethi&ed settings and features
E<<;<; =FI K?<@] 9LJ@E<JJ CF:8K@FEJ @E KNF N8PJ

U 3?<E =@I1JK 8;;@E> 8 E<N 9LJ@E<JJ 8J <OGCSRMEL<@E @ ;<
U P J<C<:K@E> 8 :FLEKIP FE Business Details G8>< F=K? Settings K89 8J <OGC8@E<; @E K?@J #L@;<

41



Manager Guides

Notes
(F:8C@Q<; FGK@FEJ 8I< LE@HL< KF 8E @E;@M@;L8C 9LI@E<JJ %= PFL 8::FLEK =FI DFI< K?8E FE< 9LIJ@E<JJ @E )8E8><I
FGK@FEJ 8I< J<G8I8K< =FI| <8:? FE<

%= PFL :?8E>< K?< :FLEKIP J<C<:K@FE 8M8@C89C< FGK@FEJ N@CC :?8E><

OF D8B< CF:8C@Q<; FGK@FEJ 8M8@C89C< @E 8E <O@JK@ Settings JK8IBE?< @ Business Details

%E K®ountry =@<C; PFL N@CC J<< 8;IFG;FNE D<EL C@QJK@E> :FLEKI@<J =FI N?@:? CF:8C@Q<; FGK@FEJ <O@JK >IFLG<; 9P C8E>LE
:FLEKI@<J

=K<| :?FFJ@E> 8 :FLEKIP :C Update KF <E89C< 8M8@C89C< J<KLG Gl<=<I<E:<J K80 :F;<J:LIKFD =@<C;J I<GFIK KIBEJ=FIDSK@FEJ 8E
<OK<EJ@FEJ =FI K?8K :FLEKIP
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Notes
%= EF CF:8C@Q8K@FEJ 8I< 8BM8@CB89C< =FI PFLI :FLEKIP PFL N@CC E<<; KF :I<8K< PFLI FNE CF:8C@Q<; J<KK@E>J 8E; =<

(F:-8C@Q8K@FEJ N@CC 9< LG;8K<; @= E<:<JJ8IP N?<E<M<I PFLI)8E8><I JF=KN8I< M<IJ@FE @J LG;8K<;

"FI DFI< @E=FIDSK@FE 89FLK 8 G8IK@:LC8I CF:8C @Q8K& FE NNANERE><| @PE K?< =FFK<I :C@ Localizations

IG<:@=@: ;<K8@CJ F= CF:8C@Q8K@FEJ N@CC 9< ;@JGCS8P<;

Caution

?8E>@E> K?2ountry J<KK@E> =FI| 8E <JK89C@J7?<; WilanekJUG;8K< FI 8;; K8O :F;<J 9<:8LJ< ;F@E> JF D@>?K

:?8E>< 8CI<8;P <O@JIJK@E> K80 KISEJ8:K@FEJ /F PFL N@CC E<<; KF :1<8K< K80 :F;<J PFLIJ<C= 5FL :8E ?FN<M<I LJ< K?<
C@JK<; FE K?< (F:8C@Q8K@FEJ G8>< KF ?<CG ;<K<ID@E< N?@:? 8I< E<:<JJ8IP

1G;8K< CF:8C@Q8K@FEJ 8E; I<GFIK KISBEJ=FIDSK@FEJ

Report transformations  8I< :LIKFD@Q<; M<IJ@FEJ F=9L@CK @E =@EBE:@8C I<GFIKJ KB@CFI<; KF K?< I<HL@I<D<EKJ F= JG<:@=@: CF
GLK 8 I<GFIK C@B< K?< 080 /LDD8IP @EKF 8 =FID E<<;<; =FI F==@:@8C K80 =@C@E> @E 8 ALI@J;@ :K@FE

3?<E 8 I<GFIK KISEJ=FIDSK@FE @J @DGIFM<; 8CC LJ<IJ F= @K J?FLC; LI< K?< E<N M<IJ@FE F=:FLIJ< LK EF;@I<K 8:K@FE @J E<:<J
LG;8K< K?< M<IJ@FE F=)8E8><I @E LJ< CFL; <;@K@FE LJ<IJ 8I< LG;8K<; 8LKFD8K@:8CCP /<IM<I 8E; ;<JBKFG <;@K@FE LJ<IJ J?FLC; L
C8K<JK M<IJ@FE CC @EJK8CC<; I<GFIK KISEJ=FIDSK@FEJ N@CC 8LKFD8K@:8CCP 9< LG;8K<;

1J<I1J
I<8K< LJ<IJ

Users 8I< ;@J:I<K< @;<EK@K@<J 8LK?FI@Q<; KF CF> @EKF 8 9LI@E<JJ ?FJIK<; @E <@K?<| K?< J<IM<I FI :CFL; <;@K@FEJ F=)8E8><I 0~
@E;@M@;L8C G<IJFEJ FI K?<P D@>7K 9< >IFLGJ F=:FNFIB<IJ J?8I@E> 8E 8::FLEK 07<P 8I< >I8EK<; G<ID@JJ@FEJ 9P 8E 8;D@E@JKIS8I
N@K? K?<@I| 8JJ@>E<; ;LK@<J I<8K@FE 8E; D8E8><D<EK F= LJ<IJ 8I< :FM<I<; @E K?@J #L@;< JI@>ED<EK F= LJ<I GID@JIJ@FEJ @J
BEFK?<I #L@;<
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Examples

U E 8::FLEK8BEK D@>?K ?FJK )8E8><I J<IM@:<J =FI J<M<I8C :C@<EKJ LE;<I FE< :CFL; 8::FLEK /?<:FLC; :I<8K< J<G8I8Kx<
LJ<IJ 8K <8:? :C@<EK 9LJ@E<JJ 8E; 8JJ@>E K?<D 8::<JJ KF FECP K?< 9LIJ@E<JJ N?<I< K?<P 8I< <DGCFP¥<;

U ?FC;@E>:FDGSEP D@>?K FNE K?I<< 9LIJ@E<JJ<J 8E; ?8M< K?<D J?8I< 8 )8E8><| J<IM<| @EJK8CC8K@FE LK 8::<JJ
<8:? Q9LI@E<JJ NFLC; 9< I<IKI@:K<; KF K?< 8::FLEK@E> G<IJFEE<C ;<J@>E8K<; 8J LJ<IJ =FI K?8K 9LI@E<JJ

U J@E>C<:FDGSEP D@>7?K :I1<8K< 8CC @KJ G<IJFEE<C ?8E;C@E> J8C<J GLI:?8J@E> GIF;,L:K@QFE G8PIFCC 8E; @E
LI<IJ >@M@E> K?<D 8::<JJ KF E<:<JJ8IP =FIDJ 8E; KISEJ8:K@FEJ K?IFL>? @KJ CF:8C E<KNFIB

|1<8K< 8 E<N 8;D@E@JKI8KFI LJ<I

Administrator users ?8M< =LCC 8::<JJ KF <M<IPK?@E> 0?<P :8E :I<8K< E<N LJ<IJ J<K G<ID@JIJ@FEJ =FI <O@JK@E> LJ<IJ <E89C< E<N
8E; IKM@<N 8CC I<GFIKJ 8E; 8;ALJK J<KK@E>J 0?<I< 8I< KNF KPG<J F= 8. D@E@JKI8SKFI LI<IJ

U The default user named Administrator 9L@CK @EKF K?< GIF>I8D 0?@J 8;D@E@JKI8BKFI LJ<I :8E :FEKIFC K?< )8E8><I J<IM<I FI :ClI
8::FLEK 8E; :8EEFK 9< ;<C<K<; FI I<E8D<; 0?7@J LJ<I[J G8JINFI; :8E 8E; J?FLC; 9< LG;8K<; ?FN<M<I| =IFD K?< FE< 8JJ@>E<; 8K
@QE@K@8C J<KLG

U Optional, additional administrator users 1<8K<; 8=K<| @E@K@8C J<KLG 9P 8EP FK?<I| 8;D@E@JKI8KFI LJ<I 0?<J< LJ<IJ:8E 9< I<E
8E; ;<C<K<; +=:FLIJ< K?<@I| G8JJINFI;J :8E 9< :?8E><; 0?<P N@CC ?8M< K?< J8D< S8LK?FI@KP 8J K?< ;<=8LCK 8;:D@E@JKI8KFI

Caution

‘D@E@JKISKFI LI<II N@CC ?8M< 8::<JJ KF 8CC 9LIJ@E<JJ<J LE;<I K?< J<IM<I FI :CFL; 8::FLEK 07?<I<=Fteot KO2<P J?FLC;
1<8K<; KF 8;.D@E@JK<I| 8 JQE>C< 9LI@E<JJ N?<E DLCK@GC< 9LIJ@E<JJ<J 8I< ?FJK<; LE;<I FE< 8::FLEK JL:? 8J 9P 8E 8::FL
FI 9FFBB<<G<| %EJK<S8; 8 I<IKI@:K<; LI<I N@K? =LCC 8::<JJ J?FLC; 9< :I<8K<; /<< 9<CFN

OF J<K LG 8 E<N 8;D@E@JKI8BKFI PFL DLIK =@IJK 9< CF>><; @E 8J 8E 8;D@E@JKIBKF Users HKIBB BRK?< KFG F= K?<)8E8><I
N@E;FN K?<E :C( New User

IEK<I K?< 8;D@E@JKIBKEijd Username 8E; Password /<C<:KAdministrator @E K?< ;IFG;FNE 9FO =Rdle C@:| Create
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Note
FK? Username 8E; Password 8I< :8J< J<KEJ@K@M<

Example
07< 8;.D@E@JKISKFI F= 8 :CFL; 8::FLEK :I<8K<J 'T@JK@E 8J 8 J<:FE; 8;D@E@JKIBKFI LJ<I
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1<8K< 8 I<IKI@:K<:; LI<I

Restricted users ?8M< C@D@K<; S8LK?FI@QKP N@QK?@E 8 J@E>C< 9LI@E<JJ FI DLCK@GC< 9LJ@E<JJ<J 5FL :8E :FEKIFC EFK FECP N?8K
N?8K K?<P :8E ;F @E >I<8K ;<K8@C OPG@:8CCP PFL J?FLC; :I<8K< DFJK E<N LJ<I1J 8J I<IKI@:K<; LI<IJ 3?<E :I<BK@E> 8 I<JKI@:K<; LI<
Restricted use@E K?ole =@<C; 0?7<E J<C<:K ILI@E<JI<JI K?<P J?FLC; ?8M< 8::<JJ KF )LCK@GC< 9LJ@E<JJ<J :8E 9< J<C<:K<;

Example

1@IK@E :I<8K<; @E K?< <O8DGC< 89FM< 8J 8E 8;D@E@JKIBKFI LJ<I EFN ?8J :FEKIFC FM<I KNF 9LI@E<JJ<J *FIK?N@E; Ol
8E; I@CC@8EK %E;LIKI@<J 07<J<9LI@E<JJ J?8I< :FDDFE FNE<IJ?@G 9LK 8I< J<G8I8K< C<>8C <EK@K@<J /?< :I<8K<J &s
I<IKI@:K<; LI<I =FI 9FK?

'1@IJK@E 8CJF :1<8K<J D@ES8KS 8E; &<EE@=<I 8J I<JKI@:K<; LI<IJ =FI *FIK?N@E; 0I8;<IJ FECP

3?<E I<IKI@:K<; LI<IJ 8I< :I<8K<; 8;D@E@JIKIBKFI LI<IJ :8E J<< K?<D LE; Users K89 N@K? K?< E8D<J F=9LJ@E<JJ<J KF N?@:? K?<P 8l
8CCFN<; 8EP =FID F=8::<3J
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Example
'T@JK@E I<KKLIEJ KF Users K89 KF IKM@<N @;<EK@K@<J 8E; 8::<JJ =FI 8CC LJ<IJ FE K?< 8::FLEK

)F,@=P FI @DG<IJFE8K< LJ<IJ

)F;@=P LJ<I E8D<J LJ<IE8D<J G8JJINFI;J 8E; 9LI@E<JJ 8::<JJ 9P :C@:B@E> FE 8 ES8D< LI Users K89 5FL N@CC 9< I<KLIE<; KF K?<
LJ<I =FID N?<I< PFL FI@>@E8CCP :1<8K<; K?< LJ<I ;@K 8E; LG;8K< K?< LJI<I| K?<I<

;D@E@JKIBKFI LI<IJ :8E @DG<IJFE8K< 8 I<IKI@:K<; LI<I 9F Impersonate F@E> JF 9PG8JJ<J K?< I<IKI@:K<; LI<I CF>@E GIF:<JJ 8E;
8CCFNJ K?< 8;D@E@JKI8BKFI KF J<< 8E; ;F N?8K K?< I<JKI@:K<; LJ<I :8E

Note
=K<| @DG<IIJFESK@E> 8 I<JKI@:K<; LJ<I PFL :8EEFK I<KL Users ?K89 9<:8LJ< I<JKI@:K<; LI<IJ :8EEFK J<< K?8K K89
5FL N@CC E<<; KF CF> FLK 8J K?< I<JKI@:K<; LI<I $FN<M<| PFL N@CC 8LKFD8K@:8CCP 9< CF>><; 98:B @E 8J K?< 8;D@E(

LGC@:8K< LI<IJ

)BE8><I N@CC EFK GI<M<EK 8E 8;D@E@JKIBKFI =IFD :I<8K@E> ;LGC@:8K< LI<IJ $FN<M<I K?< GIF>I8D N@CC ?@>?C@>?K ;LGC@:8K<
?<CG =@E; 8E; :Fll<:K GIF9C<DJ

Example
'1T@JK@E :1<8K<J 8 J<:FE; LI<I N@K®KRdeffrey8E; Username jeffrey LK J?<;F<J EFK P<K 8JJ@>E K?< J<:FE; FE< KF 8EP
ILI@E<JJ

0?< GI<JI<E:< F= ;LGC@:8K<J ;F<J EFK E<:<JJ8I@CP @E;@:8K< 8 GIF9C<D "FI <O8DGC< LEI<C8K<; 9LI@E<JI<J ?FJIK<; LE;<| 8 :FDDFE J<
:CFL; 8::FLEK D8P 8:KL8CCP ?8M< LI<IJ N@QK? @;<EK@:8C E8D<J 8E; D8P ;<J@I< K?< J8D< LJI<IE8D<J KF 9< 8JJ@>E<; 3?@C< JL:? 8 JQK
'FLC; 9<:FE=LI@E> 8JJ@>ED<EK F= K?< I<IKI@:K<; LI<IJ KF ;@==<I<EK 9LI@E<JJ<J J?FLC; ><E<I8CCP I<JFCM< 8EP GIF9C<D
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/<K LI<I G<ID@JJ@FEJ

User permissions :FEKIFC N?8K I<JKI@:K<; LI<IJ F= K?< J<IM<I FI :CFL; <;@K@FEJ :8E J<< 8E; ;F @E )8E8><| |<8K@FE 8E; DSE8><D<EK F
LI<IJ @J :FM<I<; 9PEFK?<| #L@:5<8; @K =@1JK

+E:< [<IKI@:K<; LI<IJ ?8M< 9<<E :I<8K<; 8E; >@M<E 8::<JJ KF 8 9LJ@E<JJ K?<P N@CC 9< 89C< KF CF> @E LK LEC<JJ LJ<I G<ID@JJ@FI
1<8K<; 8 I<IKI@:K<; LI<I N@CC J<< 8 NSIE@E>

<ID@JJ@FEJ J?FLC; 9< J<K 8::FI;@E> KF K?< I<JGFEJ@9@C@K@<J F= K?< LJ<I

Examples

U FLEK@E> G<IJFEE<C 8K 8 9LJ@E<JJ D@>7?K ?8M< =LCC 8::<JJ KF 8CC K89J 8E; =LE:K@FEJ

U /8C<J JK8==D@>?K FECP 9< 89C< KF M@<N 8E; :1<8K< :LJKFD<IJ 8E; J8C<J HLFK<J

U GIF,L:K@FE D8E8><I D@>?K 9< 89C< FECP KF M@<N @EM<EKFIP JK8KLJ 9LK M@<N 8E; :I<8K< GIF;L:K@FE FI;<IJ
U +ECP G8IKE<IJI D@>?K 9< 89C< Kl Capital Accounts

U $LD8E I<JFLI:<J G<IJFEE<C D@>?7K 9< >@M<E 8::<JJ F Employees

OF J<K LJ<I G<ID@JJ@FEJ >F K Settings K89 :C@ User Permissions K?<E New User Permissions

C@JK F= GFJJ@9C< LJ<I G<ID@JJ@FEJ N@CC 8GG<8I ;<G<E;@E> FE K?< K89J <E89C<; =FI K?< 9LI@E<JJ 0?3:0@KR<@ICM<JI =LE:K
Reports 8E; Settings P ;<=8LCK 8CC G<ID@JJ@FEJ 8IMJd<i€deBKF GI<M<EK 8 I<JKI@:K<; LI<I =IFD J<<@E> FI ;F@E> 8EPK?@E>
LESLK?FI@Q<;
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IEK<I| K?<Username =FI K?< I<JIKI@:K<; LI<I

Note
1J<IE8D<J 8I< :8J< JEJ@K @M< 8E; DLJIK D8K:? K?< LI<IE8D< :I<8K<; =FI 8 I<JKI@:K<; LJ<I 9P 8E 8;:D@E@JKISKFI LI<| @E K~
Users K89

%= K?< LIJ<I N@CC ?8M< =LCC 8::<JJ KF <M<IPK?@E> @fId@n@itiEdbiity to set permissions for other users :?<:B K?<Full
access 9FO I<IKI@:K<; LI<I N@K? =LCC 8::<JJ :8E ;F <M<IPK?@E> <O:<GK :I<8K< E<N LJ<IJ 8E; > @M< K?<D 8::<JJ KF 9LJ@E<JJ<J "FI 8(
I<IKI@:K<; LI<IJ J<C<:K G<ID@JI@FEJ @E K?< M8I@FLJ ;IFG;FNE D<ELJ +GK@FEJ =FI 8CC G<ID@JJ@FEJ 8Il< K?< J8D<

U View 8CCFNJ K?< LJ<I FECP KF J<< K?< J:I<<EJ @EMFCM¥<;

U View, Create C<KJ K?< LJ<| J<< 8CC J:I<<EJ F= K?< KPG< 8E; :I<8K< E<N FE<J LK <O@JK@E> I<:Fl;J :8EEFK 9< LG;8K<; FI ;<C<K<;
U View, Create, Update 8;;J K?<89@C@KP KF <;@K I<:FI;J

U View, Create, Update, Delete >@M<J =LCC 8LK?FI@KP KF ;F 8EPK?@E> N@K? K?< KPG< F= I<:FI; :FM<I<;
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Example

*FIK?N@E; 018;<1J ?8J :1<8K<; 8 I<IKI@:K<; LI<I E8D<Jeffrey $@J LI<IE8D< @firey &<==I<P @J 8E 8::FLEKJ I<:<@M89C<

:C<IB JF ?<:<8CJN@K? 98EB 8::FLEKJ *FIK?N@E; ?8J KNF :LIJKFD<IJ I<:<@GKJ G8PD<EKJ 8E; J8C<J @EMF@:<J KF FE<
FI BEFK?<| $@3bs G<ID@JI@FEJ 8l< J<K K?@J N8P

$< N@CC EFK 9< 89C< KF J<< K?< :FDG8EP[J FM<I8CC GFI@K@FE 8E; G<I= Summary 'E5R3< LK ?<N@CC 9< 89C< KF

;F SEPK?@E> N@K? 9FK? 98EB 8::FLEKJ <O:<GK ;<C<K< K?<D $<N@CC 9< 89C< KF M@<N 8E; :1<8K< 9FK? I<:<@GKJ 8E; G8
ILK *FIK?N@E;[J GFC@:@<J N@CC EFK 8CCFN ?@D KF LG;8K< K?<D C8K<I /@E:< ?<:8CCJ :LIJKFD<IJ ?<:8E M@<N K?<D
JFD<FE< <CJ<[J I<KIGFEJ@9@C@KP KF :1<8K< E<N FE<J 8E; DS@EK8@E K?<D /@D@CS8ICP ?<:8E J<<J8C<J @EMF@:<J 9|
8EPK?@E> N@K? K?<D $FN<M<I| 9<:8LJI< ?< ?8J IKIGFEJ@9@C@KP =F| :FCC<:K@FE 8:K@M@KP K?<:FDG8EP 8CCFNJ ?(C
=C<O@9@C@KP N@K? :I<;@K EFK<J 8E; C8K< G8PD<EK =<<J

&<==I<PREports G<ID@JJ@FEJ :FII<IGFE; KF ?@J ;LK@<J

$< @J >@M<E EF 8::<JJ KF 8EPK?@E Settings K89 3?<E &<==I<P CF>J @EKF ?@J )8E8><I 8::FLEK ?< J<<J FECP K?< K89J
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@E K?< C<=K EBM@>8K@FE G8E< 8E; K?< 8LK?FI@Q<; Reports EZI?<

Notes
1J<| G<ID@JJ@FEJ :8E 9< :I1<8K<; =FI 8 I<IKI@:K<; LI<I 9<=FI< K?<P 8I< 8;;<; KF K?< 9LJ@E<JJ 8J CFE> 8J K?< GIFG<I

LI<IES8D< @J <EK<I<; 0?<J< G<ID@JI@FEJ N@CC ?8M< EF <==<:K K?FL>? LEK@C 8E 8;D@E@JKISKFI LJ<I 8;;J K?< 9LIJ@E:-
I<IKI@:K<; LI<I[J GIF=@C<

3?7<E 8 I<IKI@:K<; LI<I N@CC D8E8>< 8E <EK@I< 9LI@E<JJ @E:CL;@E> J<KK@E>J G<ID@JJ@FEJ =FI FK?<I| LJ<IJ K?<P J?|
=LCC 8::<JJ 3@K?FLK =LCC 8::<JJ 8 LJ<I| :8EEFK User Permissions G8>< @ Settings

3?<E I<IKI@:K<; LI<IJ ?28M< =LCC 8::<JJ K?<P :8E ;FNE>I8;< K?<@I| FNE LJ<I G<ID@JIJ@FEJ LK K?<P :8EEFK I<JKFI< FI LG>I
K?<D 9<:8LJ< K?<P N@CC EF CFE><I ?8M< 8::<J. User Permissions G8>< 0?<P N@CC J<< 8 NSIE@E> C@B< K?@J 8=K<«I

‘FNE>I8; @E>
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?8GK<| /KIL:KLI@E> ::FLEKJ

+E:< PFL ?8M< <JK89C@J?<; 8 9LI@E<JJ @E )8E8><I| K?< DFJK @DGFIK8EK K8JB @J JKIL:KLI@QE> PFLI 8::FLEKJ KF D8K:? PFLI =FID F=F
D<K?F; F= FG<IBK@FE C<>8C I<GFIK@E> I<HL@I<D<EKJ 8E; D8E8><D<EK @E=FID8K@FE E<<;J !==FIK ?<I< N@CC G8P ;@M@;<E;J 8J (
PFLI O9LI@E<JJ

?8IK F= ::FLEKJ
<J@>E 8 :?8IK F= 8::FLEKJ

chart of accounts @J 8E FI>8E@Q<; C@JK F=8CC 8::FLEKJ @E 8 9LI@E<JJ <EK@KP[J =@E8BE:@8C I<:FI;J E 8::FLEK @J N?<I< 8 =@ES|
:C8JI@=@<; 8CCF:8K<; FI GFIK<; 07<J<K<IDJ 8CC D<8E K?< J8D< K?@E>

IM<IP 8::FLEK ?8J 8 98C8E:< 98J<; FE 8;:@K@FEJ 8E; JLOKI8:K@FEJ D8;< J@E:< @K N8J FG<E<: FI ;LI@E> 8 IG<:@=@<; G<I@F; F= K@D«
JLDD8I@<J FI KFK8CJ F=98C8E:<J F= M8B8I@FLJ KPG<J FI >IFLGJ F= 8::FLEKJ 8I< F=K<E @E:CL;<; N?<E ;@JGC8P@E> 8 :?8IK F= 8::FLEKJ
JG<8B@E> FECP K?< 8::FLEKJ K?<DJ<CM<J D8B< LG K?< :?8IK F= 8::FLEKJ

0?<:?8IK F=8::FLEKI N@CC

U #FM<IE ?FN <M<IP J@E>C< KIBEJ8:K@FE 8 9LI@E<JJ D8B<J @J I<:FI;<;

U <K<ID@E< N?8K @E=FID8K@FE D8E8><D<EK M@<NJ KF D8B< @DGFIK8EK :<:@J@FEJ
U /LGGFIK >FM<IED<EK I<>LC8KFIP 8E; K8O =@C@E>J

U +I>8E@Q< @E=FIDSK@FE =FI GI<J<EK8K@FE KF 98EB<IJ FNE<IJ :I<;@KFIJ 8E; 8L;@KFIJ

/[F @K J?FLC; 9< K?FL>?K FLK :8I<=LCCP +E:< @K ?8J 9<<E ;<M<CFG<; NI@KK<E ;<J:I@GK@FEJ F=N?@:? KPG<J F= KISEJ8:K@FEJ 8I< (
8::FLEK 8I< :FEM<E@<EK I<D@E;<IJ 8E; :8E 9< ?<CG=LC ;LI@E> 8L;@KJ N?<E NFIB@E> N@K? 8::FLEK8EKJ 8E; =FI KIB@E@E> E<N LJ<I
<JK89C@J7?<; FE<J

CK?FL>? K?< <==FIK F= 9L@C;@E> 8 >FF; :?8IK F= 8::FLEKJ GIF;L:<J EF ;@I<:K I<KM<EL< @K :FJKJ C@KKC< FI EFK?@E> 9LK N@CC @D
@EKF K?< =LKLI< N<CC ;<J@>E<; :?8IK F=8::FLEKJ LCK@D8K<CP D8B<J PFLI 9LI@E<JJ <8J@<I| KF D8E8>< 8E; :8E JBM< K@D< 8E; DFE
1E;<IJK8E;@E> JFD< 98J@:J N@CC ?<CG PFL ;<M<CFG 8 >FF; FE<

OPG<J F= 8::FLEKJ

FLEKJ ?8M< 9<<E :C8JJ@=@<; K?< J8D< N8P 9P 8::FLEK8EKJ 8E; 9FFBB<<G<IJ <M<IPN?<I< =FI FM<Il P<81J *F9F;P J8@; 8::FLEK@E> I
<O:@K@E> C8lJJ@=@:8K@FE ;<G<E;J FE N?<K?<I 8::FLEKJ ;<G@:K PFLI :LII<EK =@E8E:@8C GFI@K@FE FI ;<K<ID@E< PFLI G<I=FID8E
K@D< 0?<P 8I< E8D<; =FI K?< KNF DFJK @DGFIK8EK =@E8E:@8C JK8K<D<EKJ F=8EP :FDG8EP K?< 98C8E:< J?<<K 8E; K?< GIF=@K 8E;
JK8K<D<EK 8CJF :8CC<; K?< @E:FD< JK8K<D<EK

FLEKJ ;<G@:K@E> GFJ@K@FE 8I< :8CC<; 98C8E:< J?<<K 8::FLEKJ 9<:8LJ< K?<P 8GG<8I FE K?< 98C8E:< J?<<K /<< K?@J @J <8JP 0
JFD<K@D<J I<=<II<; KF 8J G<ID8E<EK FI G<IG<KL8C 8::FLEKJ 9<:8LJ< K?<P :8IIP =FIN8I; =IFD FE< 8::FLEK@E> G<I@F; KF 8EFK?<| 3?<E |
;8K< K?<P ;<=@E< K?< JK8K< F= 8 9LJ@E<JJ 8K K?< :LII<EK DFD<EK

Balance sheet accounts

U Asset 8::FLEKJ I<GI<J<EK K?< M8CL< F=N?8K PFL FNE @E:CL;@E> :8)J? @EM<EKFIP =@0<; 8JJ<KJ 8E; FK?<I K?@E>J

U Liability 8::FLEKJ I<GI<J<EK N7?8K PFL FN< KF FK?<IJ FLKI@;< K?<9LJ@E<JJ @E:CL;@E> CF8EJ <DGCFP<< N8><J <8IE<; 9LK EF
G8@; 8E; JF =FIK?

U Equity 8::FLEKJ I<:FI; ?FN DL:? DFE<P @J @EM<JK<; @E K?< 9LJ@E<JJ @E:CL;@E> GIF=@KJ K?8K ?8M< EFK 9<<E ;@JKI@9LK<;
K?FL>?K F= 8J K?< EXK NFIK? F= 8 9LJ@E<JJ *<K NFIK? @J ;@==<I<EK =IFD M8CL< N?@:? @J N?8K JFD<FE< D@>?K G8P KF 9L|
ILI@E<JJ
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FLEKJ ;<K<ID@E@E> G<I=FID8E:< 8I< :8CC<; GIF=@K 8E; CFJJ FIl @E:FD< JK8K<D<EK 8::FLEKJ 9<:8LJ< K?<P 8GG<8I FE I<GFIKJ F= K?:
E8D< 5FL GIF989CP Gl<;@:K<; K?8K 8C8E:<J =FI K?<J< 8::FLEKJ 8I< :8C:LC8K<; FM<I 8 JG<:@=@<; K@D<=18D< FI 8::FLEK@E> G<I@F;
DFEK? HL8IK<I FI P<8I

Profit and loss accounts

U Income FlI<M<EL< 8::FLEKJ I<:FI; 8DFLEKJ <8IE<; 9P K?< 9LIJ@E<JJ

U Expense8::FLEKJ I<:Fl; 8DFLEKJ JG<EK FE 9LI@E<JJ 8. K@M@K@<J EFK @E:CL;@E> 8EP N@K?;I8N8CJ ;@M@;<E;J FI ;@JKI@9
Fl J?8I<?FC;<IJ

LI@E<JJI<J D8P JL9;@M@;< K?<@I 8::FLEKJ @EKF <C89FI8K< ?@<I8l:?@<J LK 8CC 8::FLEKJ 8I< FE< F= K?FJ< =@M< 98J@: KPG<J 07<
<O:<GK@FEJ 078K NFLC; 9< KFF <O:@K@E>

FLEK@E> <HLS8K@FEJ
“FLEK@E> 9<>@EJ N@K? K?< J@DGC< <HLBK@FE

AssetsWLiabilities  Equity

0?@J @J ALJK 8E 8::FLEK8EK[J N8P F=J8P@E> K?< ;@==<I<E:< 9<KN<<E N?8K 8 9LJI@E<JJ FNEJ 8E; N?8K @K FN<J @J @KJ E<K NFIK?
K?8K 1@>?K 0?@J @J ><KK@E> J@DGC<I

OF D8B< K?@E>J J<<D DPJK<I@FLJ JF K?<P :8E B<<G K?<@I| AF9J 8::FLEKBEKJ C@B< KF J:18D9C< K?8K <HL8K @HeibiBtie QHEKICZOP DFM(
|@>?K J@;< F= K?< <HLBK@FE I<M<IJ@E> K?< J@>E F=:FLIJ<

Assets Liabilities Equity

0?@J M<IJ@FE F= K?< <HL8K@FE J8PJ K?< JLD F=8CC 8JJ<K 8::FLEK 98C8E:<J DLJK <HL8C K?< JLD F=8CC C@89@C@KP 8E; <HL@KP

<K8@CJ F= K?@J 98C8E < :FEJK@KLK< PFLI =@E8E:@8C GFJ@K@FE 8K 8EP >@M<E K@D< GIFG<I :?8IK F=8::FLEKJ 8E; >FF; 8::FLEK
D8B< JLI< K?< KNF J@;<J F= K?< 8::FLEK@E> <HL8K@FE 8I< 8CN8PJ <HL8C 07?8K[J N?8K J?FNJ FE 8 98C8E:< J?<<K EFK?@E> DFI< K?F
8::FLEKJ @E <8:? KPG< 8E; K?<@I 8118E><D<EK D8P M8IP

Example

.BM@ ?8J 8 98EB 8::FLEK 98C8E:< F= KF JK8IK ?@J D<JJ<E><| J<IM@:< 0?8K @J 8E 8JJ<K LK  F=K?8K 8DFLEK N8J
FOK8@E<; 8J 8 CF8E 8 C@89@C@KP .8M@[J <HL@KP FI E<K NFIK? @J %E =8:K K?8K @J K?< 8DFLEK ?< ?8; J8M<; 8E;
ILI@E<JJ M<EKLI< $@J 8::FLEK@E> <HL8K@FE @J

Assets Liabilities Equity

LK ?FN :8E 8 OLI@E<JJ >IFN FI =8@C =FI K?8K D8KK<I 0?@J @J N?<I< K?FJ< GIF=@K 8E; CFJJ 8::FLEKJ =@K @EKF K?< G@:KLI< .<Mx<
ILI@E<JJ 8;;J KRssets GFJJ@9CP 9P @E:I1<8J@E> 8 98EB 8::FLEK +| @K D@>7K K8B< K?< =FID F=8 I<:<@M89C< K?8K @J 8E 8DFLEK <
@EMF@:<; KF 8 :LJKFD<I 9LK =FI N?@:? DFE<P ?8J EFK P<K 9<<E I<:<@MK<; =IFD K?< :LJKFD<I I<:<@M89C< @J JK@CC 8E 8JJ<K 9<:8L.
KF PFLI OLI@E<JJ

%E :FEKI8JK <OG<E;@KLI<J 9P K?< 9LI@E<JJ <==<:K@M<CP ;<:1<8J< 8JJ<KJ I<;L:@E> K?8K 98EB 8::FLEK FI :I<8K@E> 8 G8P89C< FI 8D
JLGGC@<I| 0?< 8::FLEK@E> <HL8K@FE :8E 9< <OK<E;<;

Assets Liabilities Equity IncomeWExpenses
IC<D<EKJ F=K?@J <HL8K@FE :8E 9< >IFLG<; N@K?FLK :?8E>@E> @KJ D<S8E@E>
Assets Liabilities Equity IncomeWEXpenses

0?< GFIK@FE @E G8I<EK?<J<J @J :8CC<; E<K GIF=@K 8E; @J N?8K J?FNJ FE K?< GIF=@K 8E; CFJJ JK8K<D<EK 8E; ;<=@E<J PFLI G<I=F
<OK<E;<; <HL8K@FE :FDI@E<J GFJQK@FE 8E; G<I=FID8E:< @EKF FE< :8C:LC8K@FE D<I>@E> JK8KLJ 8K 8 DFD<EK N@K? :?8E><J EFt
@EKF K?< G<ID8E<EK 8::FLEKJ

%= PFL JG<E; C<JJ K?8E PFL D8B< PFL 8I< GIF=@K89C< ,IF=F@KJ :8E @&s&t83«WRHP :8E I<;L:< PFLI Liabilities '@K?<| @E:I<8J<J

Equity 0?<:I<8K@M< 8JG<:K F= 9LJ@E<JJ @EMF@b&eldLi@biiities 8E; Equity KF ><E<I8K< GIF=@KJ IM<EKL8CCP GIF=@KJ 8I< :FEM<IK<; |
Equity 8E; :8E 9< DFM<; FLK F= K?< 9LJ@E<JJ 8E; @EKF FNE<IJ[ GF:B<KJ 07<:?8IK F=8::FLEKJ >L@;<J 8E; I<:FI;,J K?8K GIF:<JJ E; PFL
K?FL>?K 8::FLEK@E> NFLC; 9< :FDGC<K<CP 9FI@E> 3<CC @K DFJKCP @J LEK@C PFL ><K KF K?< C8JK JK<G 89FLK GLKK@E> DFE<F
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<9@KJ 8E; :I<:@KJ
0?7< <OK<E;<; 8::FLEK@E> <HLS8K@FE :8E 9< LE>IFLG<; 8E; I<8II8E><; FE< DFI< K@D<
Assets Expenses Liabilities Equity Income

3?P 9FK?<I| <:8LJ< K?@J M<IJ@FE :8E ?<CG PFL LE;<IJK8E; K?< ;<<G<JK DPIJK@:8C J<:I<KJ F= 8::FLEK@E> ;<9@KJ 8E; :I<;@KJ /:?FC8IJ
C@E>L@JKJ 8E; ?@JIKFI@8EJ ;@J8>I<< 89FLK FI@>@EJ F= K?FJ< K<IDJ @E:CL;@E> N?F =@1JK LJ<; K?<D N?<E 8E; @E N?8K C8E>LS:
K?FIFL>? 8E; :FEM@E:@E> LK PFL ;FE[K E<<; KF BEFN 8EP F= K?<D

5FL FECP E<<; KF BEFN KNF K?@E>J 89FLK ;<9@KJ 8E; :I<;@KJ

U 5FLI ESKLI8C LE;<IJK8E;@E> F= K?<D =IFD ;<8C@E> N@K? 98EBJ D<I:?8EKJ 8E; FK?<IJ N?F J<E; PFL 9@CCJ @J GIF989CP 98:BN
K<IDJ K?<P LJ< 8I< EFK =IFD PFLI G<IJG<:K@M< 9LK =IFD PFLI 98EB[J FI K?< D<I:?8EK[J CC 8::FLEK@E> @J ;FE< =IFD K?< G<IJC
F= K?< FE< B<<G@E> K?< 9FFBJ /F PFLI 98EBI[J ;<9@K @J PFLI :I<;@K

U "FI 8::FLEK@E> GLIGFJ<Ebit D<8EJ YFE K?< C<=KZ®@Edlit D<8EJ YFE K?< |@>7K Z

(FFB@E> 8K K?< I<8II8E><; <HLS8K@FE ALJKARSEME; ExpenseB::FLEKJ 8I< ;<9@K 8::FLEKJ 07?<P 8I< FE K?< C<=K J@;< F= K?< <HL8C J@>I
Liability Equity 8E; Income 8::FLEKJ 8I< :I<;@K 8::FLEKJ 0?<P 8I< FE K?<|1@>?K ,I<KKP J@DGC< <?

<9@K KIBEJ8:K@FE @E:1<8J<J 8 ;<9@K 8::FLEK :I<;@K KISEJ8:K@FE @E:1<8J<J 8 :I<;@K 8::FLEK 0?< I<M<lJ< @J 8CJF KIL< <9@K KIE
;<:1<8J< :I<;@K 8::FLEKJ 8E; :I<;@K KIBEJ8:K@FEJ ;<:1<8J< ;<9@K 8::FLEKJ /F ?<I<:FD<JK?<D8>@: PFL :8E ;<K<ID@E< N?<K?<I 8
KIBEJ8:K@FE @J 8 ;<9@K FI :I<;@K 9P N?<K?<| @K @E:I<8J<J 8E 8::FLEK FE K?< C<=K 8;<9@K FIK?<1@>7?K 8:I<;@K 5<J PFL :8E ;F C
IFLE; KFF 9LK K?8K[J ?8I;<I KF I<D<D9<I

0?@J I<KCBK@FEJ?@G 9<KN<<E ;<9@KJ 8E; :I<;@KJ 8E; K?< E<<; KF B<<G 9FK? J@;<J F= K?< 8::FLEK@E> <HL8K@FE @E 98C8E:< C<; DI
<EKLI@<J 8>F KF @EM<EK@FE F= ;FLI9C< <EKIP 8::FLEK@E> !'M<IP KISEJ8:K@FE JK8IKJ FLK 8J 8 ;<9@K FI :I<;@K GFJK<; KF FE< F= K?
:?8IK F= 8::FLEKJ LK KF 98C8E:< PFLI 9FFBJ @K DLJK 9< F==J<K 9P 8E FGGFJ@K< :I<;@K FI ;<9@K KF 8 ;@==<I<EK 8::FLEK

Example

BM@ 9<>@EJ FG<ISBK@E> ?@J D<JI<E><| I<KIM@:< LI@E>K?<=@IJK DFEK? ?<JG<E;J =IFD?@J 98EB 8::FLEK KF G8P
FG<IBK@E> :FIKJ 0?< KIBEJ8:K@FEJ @E:I<8JEX8I@IBLFLEKJ FE K?< C<=K J@;< F= K?< <HL8K @ HEXplei&e<

8::FLEKJ 8I< ;<9@K<; 0?<P 8CJF ;<:I<8J< ?@J 98EB 8::FLEKs8&8::FLEK 8CJF FE K?< C<=K J@;< /F K?<98EB 8::FLEK @J
I<;@K<; K?< J8D< 8DFLEK 5<J 8 G8PD<EK =IFD 8 98EB 8::FLEK @J 8 :I<;@K J?FN@E> K?8K N?8K PFL GIF989CP K?FL>?K F
BE<N N8J NIFE>

K K?< <E; F= K?< DFEK? .8M@ ;<GFJ@KJ I<:<@M<; =IFD :LIKFD<I|J @EKF K?< 98EB 0?@J KIBEJ8:K@PREsEtE:1<8J<J 8E
8::FLEK FE K?< C<=K J@:< JF K?<98EB 8::FLEK @J ;<9@K<; OF 98C8medtBIREK FE K?<|1@>?KJ@:< @J I<;@K<;
N@K? =K<I K?<J< :?8E><J .8M@[J 98EB 98C8E:< @J 8E; 7@J <OK<E;:<; 8::FLEK@E> <HL8K@FE @J

Assets Expenses Liabilities Equity Income

IM<IPK?@E> @J JK@QCC @E 98C8E:< .8M@[J E<N 9LJI@E<JJ @J GIF=@K89C< 8E; >IFN@E>

"FIKLEBK<CP N?<E LI@E>)8E8><| PFL ;FE[K ?8M< KF I<D<D9<I DFJK F=K?@J '0:<GK =FI F::8J@FE8C AFLIE8C <EKI@<J 8CC KI8EJ8:K(
)8E8><I ;<K<ID@E< N?@:? 8::FLEKJ KF ;<9@K 8E; :I<;@K 98J<; FE :FEK<OK 37?7<E =8:<; N@K? 8 ;<@J@FE I<=<]198:B KF K?@J #L@;< E;
I<D<D9<I K?< ILC< K?8K ;<9@KJ @E:1<8J< ;<9@K 8::FLEKJ 8E; :I<;@KJ @E:1<8J< :I<;@K 8::FLEKJ
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<J@>E :FEJ@;<ISBK@FEJ

<J@>E@E> PFLI :?8IK F= 8::FLEKJ @J FE< F= K?< DFJK @DGFIK8EK K?@E>J PFL ;F N?<E JK8IK@E> 8 9LIJ@E<JJ FI 8;FGK@E> )8E8><I |,
N@CC @ll@K8K< PFL <M<IP ;8P 5<K KFF D8EP 9LJ@E<JJ<J LE;<IK8B< K?< K8JB @E 8 ?LIIP F JFD<I<J<8I:? =@IJK ?<:B N@K? CF:8C 8L
FEJLCK 8E 8::FLEK8EK FI 8KKFIE<P FI 9FK? KF GI<M<EK :FJKCP GIF9C<DJ /<M<I8C =8:KFIJ J?FLC; @E=CL<E:< PFLI ;<J@>E

U Laws and regulations. 5FL D8P E<<; 8::FLEKJ KF I<:FI; K8BO<J :FCC<:K<; FI G8@; %= PFL ?8M< <DGCFP<<J PFL E<<; 8::FLEKJ =FI
N8><J FEKI@ILK@FEJ KF I<K@I<D<EK =LE;J <K:

U Business type. .<K8@C J?FGJ E<<; ;@==<I<EK 8::FLEKJ K?8E I<G8@I| 9LI@E<JJ<J :FEJLCK8EKJ ;@==<I<EK K?8E D8EL=8:KLI<IJ 8
;@==<I<EK K?8E JF:@8C :CL9J

U Size. (81><I :FDGBE@<J N@K? J<M<I8C ;@M@J@FEJ FI CF:8K@FEJ E<<; DFI< :FDGC<O :?78IKJ F= 8::FLEKJ K?8E JD8CC<I FE<J

U Legal organization. ,8IKE<IJ?@GJ E<<; :8G@K8C 8::FLEKJ JFC< KI8;<IJ FI GIFGI@<KFIJ D8P EFK 0ILJKJ 8E; :FIGFISBK@FEJ ?8M< ;(
E<<;J KFF

U Government filings. CC :?8IKJ F= 8::FLEKJ J?FLC; 9< J<K LG KF <8J@CP JLGGFIK =@C@E>J PFL N@CC D8B< <JG<:@8CCP K80 |
<8J@<I KF GFJK KIBEJ8:K@FEJ KF 8::FLEKJ K?8K D8K:? =FIDJ K?8E KF C89FI@FLJCP 98:B K?<D FLK F= 8 ALD9C< N?<E 8 =@C@E
8GGIF8:?7<J

U Management needs. :FLEKJJ?FLC; JLGGFIK D8E8><D<EK ;<:@J@FEJ ;LI@E> K?< :LII<EK 8::FLEK@E> G<I@F; 0?<P J?FLC; 8CJF
JLGGFIK :FDG8I@JFE N@QK? GIKM@FLJ G<I@F;J LK @K @J GF@EKC<JJ KF :FCC<:K @E=FIDS8K@FE PFL :8EEFK LJ<

U Permanence. .<D<D9<I K?8K FE:< 8E 8::FLEK ?8J 9<<E LJ<; )8E8><I N@CC EFK C<K PFL ;<C<K< @K /F >FF; GI8:K@:< @E:CL;<J
8::FLEKJ LJ<=LC FM<I K?< CFE> K<ID I<8K@E> 8::FLEKJ =FI FE< K@D< <M<EKJ @J LJL8CCP GFFI GI8:K@:< "FI <O8DGC< 8::FLE
KIBEJ8:K@FEJ FE 8 :8K<>FIP F=:LIJKFD<IJ 8I< 9<KK<I| :?F@:<J K?8E 8::FLEKJ J<K LG =FI @E;@M@;L8C :LIKFD<IJ N?F D@>?K E<VM
8>8@E :FLEKJ KF ?8E;C< <OG<EJ<J =F| <M<EKJ 8I< =@E< 9LK 8::FLEKJ =FI K?< :?8I@KP =LE;I8@J<| D@>?7K EFK 9< 8 >FF; @;
N@CC :CLKK<I PFLI =@E8E:@8C JK8K<D<EKJ @E

Notes

/ID8IK GCBEE@E> N@CC @EMFCM< 8;;@E> 8 K<JK ILI@E<JJ @E )8E8><I| 5FL :8E <OG<I@D<EK N@K? KPG@:8C KIBEJ8:K@
LI< @E PFLI 9LI@E<JJ KF <M8CL8K< ?FN PFLI :?8IK F= 8::FLEKJ JLGGFIKJ PFLI E<<;J %EM<JK@>8K< N?<K?<| 8M8@C89C<
GIFM@;< @E=FIDSK@FE PFL NS8EK 5FL N@CC 9< DL:? ?8GG@<I ;<C<K@E> 8 =<N J8DGC< KI8EJ8:K@FEJ Fl JK8IK@E> FM<I
ILI@E<JJI K?8E I<9L@C;@E> PFLI I<8C 8::FLEK@E> I<:FI;J @= K?@E>J ;FE[K NFIB FLK

<K8@C<; @EIKIL:K@FEJ =FI 9L@C; @E> 8 :?8IK F= 8::FLEKJ 8E-EPEEAQHE <

L@C: 8 :?8IK F= 8::FLEKJ

<J@>E PFLthart of accounts 9<=FI< 9L@C;@E> @KKZ@;J #L@&@IJK FEJLCK PFLI 8::FLEK8EK 8E; 8KKFIE<P @= E<:<JJ8IP +E:< PFL ?8M
98J@: JKIL:KLI< @E D@E; 1<D<D9<I K?8K )8E8><| N@CC 8LKFD8K@:8CCP 8;; JFD< 8::FLEKJ 98J<; FE K89J =LE:K@FEJ PFL <E89C< /F JF
8::FLEKJ PFL N8EK D8P 9< :I<8K<; =FI PFL =<N 8::FLEKJ D8P 9< 8;;<; PFL ;@; EFK I<8C@Q< PFL E<<;<;

<=8LCK :?8IK F= 8::FLEKJ

3?<E PFL =@IJK :1<8K< 8 E<N 9LJ@E<JJ @E )8E8><I @K 8CI<8;P ?8J 8 J@DGC< :?8IK F=8::FLEKJ "@E; K?< :?8IK F= 8::FLEKJ 9P :C@:B@!
Settings K89 @E K?< C<=K EBM@>8K@FE G8E< K?<I Chart of Accounts @:FE =IFD K?< ;@JGC8P K?8K 8GG<8IJ

07< ;<=8LCK :?8IK F= 8::FLEKJ @CCLJKI8K<J JFD< B<P :FE:<GKJ 07?7< 8C8E:< /?<<K J@;< @E:CL;<J K?I<< >IFLGJ | BeeHBSI @E
Assets Liabilities 8E; Equity +ECP K?Equity>IFLG ?8J 8E Edit 9LKKFE %K :8E 9< I<E8D<; KF 8::FDDF;8K< E<<;J F= EFE GIF=@K
FISBE@Q8K@FEJ 07< FK?<I KNF :8EEFK 9< <;@K<; %= PFL I<8; K?< #L@ ;< C@EB<; KF 89FM< PFL BEFN K?8K 8CC 8CS8E:< /?<<K 8::FLE
@EKF FE< F= K?<J< K?I<< >|FLGJ N?78K<M<I K?<P 8I< :8CCx<;
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%K 8CJF @E:CL;<J FE< 8::Rdi&ined earningsN@K?@EKRsity >IFLG Retained earnings@J 8E <O8DGC< F= 8E 8LKFD8K@:8CCP ><E<I8K<;
8::FLEK IM<IP 9LJ@E<JJ E<<;J K?@J 8::FLEK /F N?@C< Edit @K 9P I<ESD@E> @K Fl 8JJ@>E@E> @K KF 8EFK?<| >IFLG PFL :8EEFK
LK DFI< 89FLK K?8K C8K<I|

0?<;<=8LCK :?8IK F= 8::FLEKJ 8CJF @E:CL;<J JFD< :FDDFE 9LK 9P EF D<8EJ LE@M<IJ8C 8::FLEKJ =FI K?< ,IF=@K 8E; (FJInt@H&D<EK @
8E; Expense>IFLGJ 5FL :8E LJ< K?<J< >IFLGJ 8E; 8::FLEKJ I<E8D< K?<D =FI FK?<| GLIGFJ<J FI ;<C<K< K?<D KF =@K PFLI GC8EE<; :?8IK
8::FLEKJ JKIL:KLI< KF J8M< JG8:< EFK 8CC 8::FLEKJ 8I< J?FNE 9<CFN

Note

0?@J :?8IK F= 8::FLEKJ N@CC 9< PFLI JK8IK@E> GF@EK 5FL N@CC KI8EJ=FID @K @EKF FE< K8B@CFI<; =FI PFLI C<>8C JKI
J<!KFI 8E; I<GFIK@E> E<<;J JPFLNFIBFE @K @K N@CC 9< ?<CG=LC KF =I<HL: Summary :8&8H.KF J<< N?8K

8==<:K PFLI 8:K@FEJ 8I< ?8M@E> FE K?< ;@JGC8P 5FL D8P <M<E N8EK KF :FEJ@:<I PFLI =@IJK ;I18=K 8 K<JK 9LJ@E<JJ @FE
:8E D8B< 8 =<N J8DGC< <EKI@<J KF J<< K?<@I <==<:KJ 0?FJ< =<N KI8EJ8:K@FEJ :8E 9< ;<C<K<; 8E; K?< K<JK 9LIJ@E<JJ[ ;8l
FG@<; I<E8D<; 8E; FG<E<;8J PFLI I<8C 9LI@E<JJ

<=@E< >IFLGJ =@IJK

=FLI JK<G D<K?F;@:8C 8GGIF8:? N@CC J@DGC@=P 9L@C;@E> PFLI :?8IK F= 8::FLEKJ <>@E 9P ;<=@E@E> >IFLGJ 0?@J JK<G @J =(
8::FLEK DLJK 9< 8JJ@>E<; KF 8 >IFLG %E =8:K @= PFL E<>C<:K KF 8JJ@>E 8E 8::FLEK )8E8><I N@CC 8JJ@>E @K =FI PFL KF 8E 8LKFD
Uncategorized

>|FLG :8E 9< JL9J@; @8IP KF 8EFK?<I >IFLG /F FE K?< 8C8E:< /?<<K J@;< F= I@CC@8EK %E;LJKI@<J[ :?8IK F=8::FLEKJ N< N@CC :I<8}
Current assets 8E; Plant, equipment, and property  8E; 8JJ@>E K?<D KF K&sets >IFLG 3<:C@:B K% New Group 9LKKFE <EK<| K?<
>|FLG E8D< 8E; :?FFJ< Assets @E K?< ;IFG;FNE 9FO
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Note
+E:< 8;;@K@FE8C >IFLGJ ?8M< 9<<E 8;;<; E<N >IFLGJ :8E 8CJF 9< 8JJ@>E<; 8] JL9J@; @8I@<J F= K?<D "FI <O8DGC< 8=K<I
Current assets>IFLG ?8J 9<<E ;<=@EZ<; LE;<| K?< D8@s&sets>IFLG K?< E<OK >IFLG :I<8K<; :FLC; 9< 8JJ@>E<; KF @K

3<[CC ;F JFD<K?@E> J@D@CS8Lidbjkties Assets Liabilities 8E; Equity 8CN8PJ ;@JGC8P @E K?8K Fl;<l 9P CFE> KI8;@K@FE LK FK?<I|>
N@CC ;@JGC8P 8CG?89<K@:8CCP LEC<JJ N< I< Fl;<I K?<D C8K<I /F =81 K?< I<JLCK CFFBJ C@B< K?@J

/I@QE:< C@89@C@K@<J 8I< LILBCCP J?FNE @E FI;<I F= K?<@lI ;<D8E; FhdttemN«x|ldBlies KF 8GG<8l =@IJK @E K?<:?8IK /F N<:C@:B FE
K?<;FLI9C< <E;<; 8IIFN KF K?< |@>?K F= @K

C@IK F=>IFLGJ <C@>@9C< =Fl I< FI;<I@E> 8GG<8l) DLCK@ :@I<:K@FES8C 8IIFN :LIJFI BCCFNJ >IFLGJ KF 9< :18>><; @EKF E<N GFJ@
Short-term liabilities KF K?< KFG F= K?< C@JK 8| Update
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+L1 8C8E:< /?<<K J?FNJ K?< :?8E><

JFM@E> KF K?< ,IF=@K 8E; (FJJ /K8K<D<EK J@;< F= K?< :?8IK F= 8::FLEKJ N< K8B< J<M<I8C 8:K@FEJ

U .<E8D< K?<Income >IFLG KFOperating income 8=K<|:C@:B@E Edit 9<J@;< @K

U ;;8 Costofgoodssold >IFLG /@E:< K?@J N@CC 9< 8 KFG C<M<C >IFLG N<;F EFK 8JJ@>E @K KF S8EFK#xl NRLIZCEKI
Expense group

0?@IN@CC ;@JGC8P K?< >IFLG 8E; @KJ JL9J@;@8IP 8::FLEKJ LE k¢$2<CosBa@doods sold LI@E> GFJ@K@M< ELD9<IJ
[<C<:K@HBEr*come groupN@CC ;@JGC8P E<>8K@M< ELD9<1J 0?<I< @J EF 8==<:K FE 8::FLEK@E> 9<?8M@FI| FECP FE ?FN ;@JGCS8
GI<J<EK<;

U ;;8 Non-operatingincome >IFLG 8CJF LE8JI@>E<;

U .<8JJ@>E K?nterest receivedd::FLEK KF K?< E<Non-operating income >IFLG

U .<E8D< ExpensesKFOperating expenses

U ;;8 Non-operating expenses >IFLG C<8M@E> @K LE8JI@>E<; 9LK :?<: Expenses 9FO
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Note
=K<l ,IF=@K 8E; (FJJ /KBK<D<EK >IFLGJ 8I< :I<8K<; =LIK?<I >IFLGJ :8E 8CJF 9< 8JJ@>E<; 8] JL9>IFLGJ F= K?<D ALJK

8J =F| 8CB8E:< /?<<K >IFLGJ $FN<M<I| K?< GIF:<;LI< @J JC@>?KCP ;@==x5l«E@8% N@CC J?FN 8E 8;;@K@FE8C
FGK@F&bgroup of E; 8 ;IFG;FNE D<EL N@CC 8GG<8I N?<I< PFL :8E J<C<:K =IFD K?< 8;;@K@FE8C >IFLGJ 8E;
JL9>IFLGJ PFL ?8M< 8CI<8;P 8;:<;

3<:C@:B FE K?<;FL9C< <E;<; 8IIFN =FI FE< F= K?< >IFLGJ KF I< FI;<I K?< >IFLGJ ALJK 8J N<;@; =FI 8C8E:< [?<<K >IFLGJ

=K< :C@:BC Update FLI GIF>I<JJ JF =81 @J J?FNE 9<CFN 8>8@E JFD< 8::FLEKJ ?8M< 9<<E <C@D@E8K<; KF J8M< JG8:<
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- KFK8CJ E<OK

%EK<I@D JL9KFK8CJ 8E; =@E8C KFK8CJ 8I< LI<=LC @E 8::FLEK@E> ;@JGCS8F New Total @IKHFE OFK8CJ :8C:LC8K< 8 ILEE@E>
JLDDB8K@FE F= 8CC >IFLGJ 89FM< K?<D @E K?< :?8IK F=8::FLEKJ 07?7<P 8I< GFJ@K@FE<; K?< J8D< N8P 8J K?<>IFLGJ :C@:B@E> FE K~
<E;<; 8IIFNJ 8E; ;I8>>@E> K?<@| K@KC<J @E K?< C@JK =K<I LG;8K@E> K?<P J?FN N@K? ;8J?<; LE;<IC@E<J

3< 8;; KNF KFK8CJ 8E; 8;ALIK K?<@| GFJ@K@FEJ

60



Manager Guides

Note

9FKKFD C@E< E<K GIF=@K CFJJ KFK8C :8E 9< 8;;<; E8D<; 8J ;<J@I<; %= FE< @J EFK JG<:@=@:8CCP :I1<8K<; )8E8><I N
BLKFDBK@:8CCP 8;; FE< C8N&lgrofit N?<E 8 GIF=@K <O@JKJ %= K?< 9LI@E<JJ ?8J 8 CFJJ =FI K?< I<GFIK@E> G<I@F; K?
KFK8C N@CC :?8B%eat kiss 0?@J SBLKFDBK@: KFK8C N@CC EFK . Settings ?K89 9LK N@CC 8GG<8I F Summary

G8>< 8E; @E =@ES8E:@8C JK8K<D<EKJ

K@M8K< 8LKFD8K@: 8::FLEKJ

/<M<I8C K89J 8E; JFD< J<KK@E>J 8:K@M8K< 8::FLEKJ E<:<JJ8IP KF K?<@I =LE:K@FE8SC@KP N7?<E K?<P 8I< <E89C<; FI8J JFFE 8] K?< =
LI@E> K?<D %= PFL GC8E KF LJ< 8EP F= K?<J<K89J FI E<<; K?< 8::FLEKJ K?<P 8:K@M8K< <E89C< K?<D EFN =FCCHENE@E* GIF:<;LI<J
#L@;< LKFD8K@: 8::FLEKJ 8I< JLDD8I@Q<; @E K?< K89C< 9<CFN
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Note
%= 8E SLKFDSK@: 8::FLEK @J EFK 8:K@M8K<; N@K? K?< K89 D8B< 8E <EKIP @E @K /L:? 8E <EKIP :8E 9< 8 GC8:<?FC;<I| FI .

0?@J N@CC 8CCFN PFL KF GFJ@K@FE K?< 8LKFD8K@: 8::FLEK :FlI<:KCP @E FI;<I 8;; 8::FLEK :F;<J 8E; <M<E I<E8D< K?< 8:
0?7< GC8:<?FC;<I <EKIP :8E K?<E 9< ;<C<K<; 37?<E 8 I<8C <EKIP @J <EK<I<; C8K<I K?< 8::FLEK N@CC I<8GG<8I @E K?< :FlI<|

N@K? K?< 8JJ@>E<; 8::FLEK :F;< 8E; LE;<I K?< E<N E8D<

3< <EB9C< K?+« Bank Accounts Customers Fixed Assets 8E; Inventory Items K89J 8E; D8B< 8K C<8JK FE< <EKIP @E <8:? K89
=K<I| I<8JJ@>E@E> 8::FLEKJ KF 8GGIFGI@8K< JL9J@;@8IP >IFLGJ 8E; 8IIBE>@E> @E Fl;<|l F= CQHL@;@KP K?< 8C8E:< /?<<K J@;:< F=1
8::FLEKJ CFFBJ C@B< K?@J
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E; K?< ,IF=@K 8E; (FJJ /KBK<D<EK J@;< CFFBJ C@B< K?@J
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- FK?<I1 :<J@I<; 8::FLEKJ

"@E8CCP 8;: 8EP I<DS@E@E> 8::FLEKJ =IFD PFLI GC8E JI@>E K?<J< KF I<C<M8EK >IFLGJ FI JL9>IFLGJ "FI <O8DGC< N< N@CC 8;; 8::F
J?FIK 8E; CFE> K<ID CF8EJ KF K?< 8C8E:</?<<K E;J@E:< I@CC@8EK %E;LIKI@<J @J 8 JFC< GIFGI@<KFIJ?@G N< R@&ife@8E>< K?-
earnings KFOwnerOs equityFK< ?FN K?< FI@>@ESC 8LKFD8K@:8CCP 8JJ@>E<; E8D< F= K?@J 8::FLEK I<DS@EJ M@J@9C< @E K?< :?8IK
EFK J?FN <CJ<N?<I< @E K?< GIF>I8D
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/@D@CS8I 8;;@K@FEJ :8E 9< D8;< FE K?< ,IF=@K 8E; (FJJ /KBK<D<EK J@;<

- 8E FI:@ES8IP 8::FLEK
/FD< 8::FLEKJ @E PFLI :?8IK F= 8::FLEKJ 8I< GI<J<EK 9P ;<=8LCK N?<E BELJ@E<JBE; :8EEFK 9< :<C<K<+K?<|J 8l< 8:K@M8K<; 8]
M8I@FLJ K89J 8l< <E898K;;I<D8@E LEC<JJ K?< K89 @J ;@J89C<; N?@:? @J FECP GFJJ@9C< @= EF KISEJ8:K@FEJ ?8M< 9<<E <EK<I<; N
FK?<1J 8I<FEKIFC 8::FLEKN@K? JL9J@; @8IP C<;><IJ 3?<E E<:<JJ8IP PBROd&h ordinary account KF <@K?<I| PFLI 8C8E:< /?<<K FI

JIF=@K 8E; (FJJ /IK8K<D<EK 07<J< 8::FLEKJ JK8E; FE K?<@I FNE 8E; 8I< EFK ;<G<E;<EK LGFE 8EP FK?<I K89 FI 8::FLEK /FD<K@D<J K?<F

I<=<II<; KF 8J :LJKFD 8::FLEKJ 9<:8LJ< PFL :LIKFD@Q< K?<D 8J I<HL@I<; +I;@ES8IP 8::FLEKJ F==<| DFI< =C<O@9@C@KP K?8E 8LKFD8K(
FK?<I 9L@CK @E 8::FLEKJ

+|;@ES8IP 8::FLEKJ 8I< 8;;<; LE;<I  Settings Chart of Accounts

» 8 8C8E:< /?<<K ::FLEK

C@:BF NewAccount FE K?< 8C8E:</?<<K J@;< F=K?<:?8IK F=8::FLEKJ

<=@E< K?< 8::FLEK

65



Manager Guides

NameJ?FLC; 9< 8 J?FIK ;<J:I@GK@FE F= K?< 8::FLEK[J GLIGFJ<
Code @J FGK@FE8BGHEK?<I| #L@;=F| DFI< @E=FIDS8K@FE FE 8::FLEK :F;<J
?FFJI< K?<Group LE;<IN?@:? K?< 8::FLEK N@CC 9< I<GFIK<; #IFLGJ DLJK 9< ;<=@EZ<; 9<=FI< 8::FLEKJ :8E 9< 8JJ@>E<; KF K?<D

cC C C C

Cash Flow Statement C<KJ PFL J<C<:K K?< :8K<>FIP N?<I< K?< 8::FLEK N@CC 9< I<GFIK<; FE K?< 8J? "CFN /K8K<D<EK I<GFIK +C
@E:CL;®perating activites Investing activites 8E; Financing activities

Note
/FD< 8LKFD8K@: FI OL@CK @E 8::FLEKJ :8E FECP 9< I<GFIK<; LE;<| FE< :8K<>FIP %E JL:72C&IJI<Bldd?<
Statement D<EL ;F<J EFK 8GG<8I

U /<C<:K 8rax Code @= 8CC FI DFJK KIBEJ8:K@FEJ GFJK<; KF K?@J 8::FLEK N@CC ?8M< K?< J8D< K80 :F;< 8GGC@<; "FI 8C8E:</?:
K?@J =@<C; @J F=K<E C<=K 9C8EB 0?< =@<C; N@CC EFK 8GG<8I LEC<JJ 8K C<8JK FE< K80 :F;< ?8J { Settings E ;<=@EX<; LE;:

U /<C<K8 @M@I@FE @=K?<98C8E:< F= K?@J 8::FLEK N@CC 9<CFE> KF FECP FE< ;@M@ni@tt J<EMKIKPRE@8LICK 98C8E:<
8GGC@<J KF K?< <EK@I< 9LI@E<JJ 0?@J =@<C; 8CIJF N@CC EFK 8GG<8I LEC<JJ 8K C<8JK FE<;@M@J@FE ?8J 9<<E ;<=@EZ<;

U %= D@>I8BK@E> KF )8E8><I =IFD 8E <8IC@<I 8::FLEK@E> JPJkKhxireHi&kdBe KPG< 8E; 8DFLEK 0?<J<=@<C;J FECP 8GG<8| @:
8 JK8IK ;8K28J 9<<E J<K

C@:l create KF J8M< K?< E<N 8::FLEK

;» 8 ,IFF@K 8E; (FJJ /K8K<D<EK 8::FLEK

C@:BF NewAccount FEK?<,IF=@K 8E; (FJJ /K8K<D<EK J@;< F= K?<:?8IK F= 8::FLEKJ

<=@E< K?< 8::FLEK
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"@<C;J BM8@C89C< =FI ,IF=@K 8E; (FJJ /K8K<D<EK 8::FLEKJ ?8M< K?< J8D< GLIGFJ< 8] J@D@CS8ICP E8D<; =@<C;J =FI 8CBE:</?<<K 8::
Code @J DFI< :FDDFECP J<C<:K<; =FI ,IF=@K 8E; (FJJ /K8K<D<EK 8::FLEKJ K?8E =FI 8C8E:< /?<<K 8::FLEKJ 9<:8LJ< @E:FD< 8E; <OG<EJ<
KISEJ8:K@FEJ GFJK<; KF K?<D 8I< DFI< =I<HL<EKCP JL9A<:K KF K?< J8D<I#80xd G8<C; @J E<M<IK?<C<JJ FGK@FESC

C@:l create N?7<E=@E@J?<;

;; \LIKFD :FEKIFC 8::FLEKJ

Custom control accounts :8E 9< LJ<=LC 8;;@K@FEJ KF PFLI :?8IK F=8::FLEKJ :FEKIFC 8::FLEK @E )8E8><I @J 8 KFG C<M<C 98C8E:< J?:
8::FLEK :FEKS8@E@E> JL9J@;@8IP C<;><IJ FI JL98::FLEKJ 0?< K<IDJ 8I< @EK<I:?8E><89C< /FD< 8::FLEKJ 8:K@M8K<; 8LKFD8K@:8CCP
K89J 8l< <E89C<; 8I< :FEKIFC 8::FLEKJ ,<1?8GJ K?< DFJK =8D@C @8I <O8Txsk ai Bk 8E; Cash on hand K?< ;<=8LCK :FEKIFC 8::FLEKJ

=FI1 98EB 8E; :8J? 8::FLEKJ EFK?<I| >FF; <O8DGC<A®@dounts receivableD8;< LG F= @E;:@M@;L8C :LIKFD<I C<;><IJ

:LIJKFD :FEKIFC 8::FLEK @J FE< PFL :I<8K< PFLIJ<C= KF J<>I<>8K< 8E; >@M< M@J@9@C@KP KF J<C<:K<; JL9J@;@8IP C<;><IJ K?8K NF
8JJ@>E<; KF 8 9L@CK @E :FEKIFC 8::FLEK :LJKFD :FEKIFC 8::FLEK D8P :FEK8@E FECP FE< KPG< F=JL9J@;@8IP C<;><| @E:CL;@E>

U 8EB 8::FLEKJ

U 8J78::FLEKJ

U LIKFD<IJ

U /LGGC@<IJ

U %EM<EKFIP @K<DJ

U IDGCFP<<J

U "@0<; 8JI<KJ

U "@O0<; 8JJ<KJ 8::LDLC8K<; ;<GI<:@8K@FE

U %EKS8E>@9C< 8JJ<KJ

U %EKBE>@9C< 8JJ<KJ 8::LDLC8K<; 8DFIK@Q8K@FE
U 8G@KS8C 8::FLEKJ

u

/G<:@8C 8::FLEKJ

Examples

&LI><E FG<I8K<J 8 D8:?@E< J?FG N@K? JFD< M<IP <OG<EJ@M< ;@>@K8CCP :FEKIFCC<; 9FI@E> 8E; D@QCC@E> D8:?@E<
K?< M8CL< F= K?<J< @DGFIK8EK 8JJ<KJ FE ?@J 98C8E:< J?<<K J<G8I8K<CP =IFD FK?<| =@0x<; 8JJ<KJ C@B< NFIB9<E:?<J 8
=LIE@KLI< /F ?<:1<8K<J 8 :LJKFD :FEKIFC 8::FLEK :&%gital machinery 8E; 8JJ@>EJ K?FJ< =@O0<; 8JJ<KJ KF @K

*FIK?N@E; 018;<1J ?8J 8 M8I@<KP F=98EB 8::FLEKJ @K LJ<J =FI ;@==<I<EK GLIGFJ<J .8K?<| K?8E C<8M< K?<D 8CC CLDGg¥;
LE;<I K?< 9L@CK @E :FEKIFC 8:€a#Kat bank @K ;<:@;<J KF 91<8B K?<D 8G8IK =F| 9<KK<| DS8E8><D<EK M@J@9@C@KP /F K
:FDGS8EP I<E8D<J K?8K 8::FLEK &hsh deposits%K :1<8K<J KNF E<N :LJKFD :FEKIFC 8::FIHagdoll accounts8E; Term

deposits *FIK?N@E; C<8M<J @KJ MBI@FLJ ;<D8E; ;<GFJ@K 8::FLEKJ @E K?< FI@>@ES8C I<E8D<; :FEKIFC 8::FLEK %K 8JJ@>
8::FLEKJ 8K CF:8C 9I8E:? 98EBJ LJ<; KF G8P <DGCFP<<J @E M8I@FRay@K@<dltis E; @K 8JJ@>EJ @KJ CFE><I K<ID
<IK@=@:8K<J F= ;<GFI@H IEposits *FN K?< 98C8E:< J?<<K :C<8ICP ;@JK@E>L@J?<J 9<KN<<E ?@>?CP C@HL@; =LE;J DFI
8MB@C89C< =FI K?< N<<BCP G8PIFCC 8E; :8J7? I<J<IM<J K?8K 8I< EFK I<8;@CP 8::<JJ@9C<
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|1<8K< 8 :LJKFD :FEKIFC 8::FLEK

OF :I<8K< :LJKFD :FEKIFC 8::FLEK >F Settings Control Accounts

SFL N@CC J<< C@JKJ F= <O@JK@E> :FEKIFC 8::FLEKJ @E:CL;@E> 8LKFD8K@: FE<J =FI K?< :8K<>FI@<J D<EK@FE<; 89FM< =FI N?@:"
N@CC 8CJF J<< K?< ELD9<| F=JL9J@; @8IP C<;><IJ =FI <8:? :8K<>FIP

C@:l New Control Account =FI K?< :8K<>FIP N?<I< PFL N8EK KF ;<=@E< K?< :LJKFD :FEKIFC 8::FLEK .<>8I;C<JJ F=:8K<>FIP K?<=@<C;
'FDGC<K< 8I< J@D@C8I 8CK?FL>? JFD< ;F EFK 8GG<8l @E <M<IP :8J<

NameK?< 8::FLEK 8J PFL N8EK @K KF 8GG<8I FE PFLI 98C8E:< J?<<K
IEK<I 8E 8CG?8ELD<I@c8(: @=;<J@I<;
[<C<:K N?@Rroup K?< :LIKFD :FEKIFC 8::FLEK N@CCAss@<+Liabilities FI Equity FI 8EP JL9>IFLG F= FE< F= K?<J<

"FI 8::FLEKJ N?<I< K?< J<C<:K@FE @J 8GGC@:89C< :8K<>FI@QB8K @HES@E K« :8E 9< :?FJ<E +GK@FEJ 8Dperating
activies Investing activities Fl Financing activities

cC C C cC
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C@:l create KF 8;; K?<:LJKFD :FEKIFC 8::FLEK KF PFLI :?8IK F= 8::FLEKJ

69



Manager Guides

Example

|@CC@B8EK %E;LIKI@<J ?8J ;<=@E<; 8 ELD9<| F= =@0x<; 8JJ<KJ P ;<=8LCK K?< GLI:?8J< :FJKJ F=8CC =@0<; 8JJ<KJ 8I< J~
98C8E:< J?<<K LE;<I K<ixed asset8::FLEK 8 9L@CK @E :FEKIFC 8::FLEK 07?<:FDG8EP N8EKJ KF JGC@K =@0<; 8JJ<KJ @EF
:8K<>FI@<J 8E; ?8M< <8:7? :8K<>FIP J?FN J<G8I8K<CP 8J

U Land & buildings
U Motor vehicles

U Furniture

OF ;F K?@J K?<:FDGS8EP :1<8K<J 8 :LJKFD :FEKIFC 8::FLEK =FI =@0<; 8JJ<KJ %K 8JJ@>EJ K?@J :LJKFD :FEKIFC 8::FLEK KF
JLO9>IFLG LE;<I AssetsE8D<; Plant, equipment, and property

%K :1<8K<J 8EFK?<I :LIJKFD :FEKIFC 8::FLEK E8®tor Vehicles8E; 8 K?@I; =HAfurniture %K 8JJ@>EJ 9FK? KF K?< J8D<
JL9>IFLG Plant, equipment, and property

|@CC@8EK %E;LIKI@<J 8CJF NBEKJ J<GB8I8K< 8::LDLC8K<; ;<GI<:@8K@FE :FEKI8 8::FLEKJ =FI <8:? =@0<; 8JJ<K :8K<>FIP
:LIKFD :FEKIFC 8::FLEKJ @E K?< 8::LDLC8K<; ;<GI<:@8K@FE :8K<>FIP %K 8JJ@>EJ K?< :FEKI8 8::FLEKJ KF K?< J8D< JL9>IF
K?< :FII<IJGFE;@E> 8JJ<K 8::FLEKJ

U Land & buildings, accumulated depreciation
U Motor vehicles, accumulated depreciation

U Furniture, accumulated depreciation

0?< AssetsGFIK@FE F= K?< 98C8E:< J?<<K EFN CFFBJ C@B< K?@J

I@CC@B8EK <;@KJ @E;@M@;L8C =@O0<; € Fixed Assets K89 KF J<C<:K K?< JG<:@=@: :FEKIFC 8::FLEKJ KF N?@:? K?<P
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J?FLC; 9<CFE> "FI <O8DGC<

+E:< PFL ?8M< :I<8K<; 8 :LJKFD :FEKIFC 8::FLEK D8;< LG F= 8 JG<:@=@: JL98::FLEK KPG< PFL N@CC 9< 89C< KF J<C<:K :FEKIFC 8::FLEK
JL98::FLEKJ F= K?< J8D< KPG< N?<E :I<8K@E> E<N FE<J FI 9P <;@K@E> <O@JK@E> FE<J

Note
%= EF 8JJ<KJ 8I< 8JJ@>E<; KF K?< 9L@CK @Eig8edraEs&ls, at CoSBE; Fixed assets, accumulated depreciatioriK?FJ<

8::FLEKI N@CC EFK 8GG<8| @E K?< :?8IK F= 8::FLEKJ 0?<P N@CC I<D8@E 8J ;<=8LCK 8JJ@>ED<EKJ =FI EXNCP :I1<8K<; 8JJ
/F EF 8JJ<K N@CC <M<I 9< LE8JI@>EZ<;

%E8:K@M8K< 8 :LIKFD :FEKIFC 8::FLEK

%= PFL EF CFE><I| LJ< 8 :LJKFD :FEKIFC 8::FLEK PFL :8E D8B< @K @E8:K@M< Chart of Accounts FI Control Accounts G8><J
@E K" Settings K89 :C@ Edit =FIK?<:FEKIFC 8::FLEK PFL EF CFE><I| E<<; 0?<E :?<:B K?<9FO

C@:l Update KF J8M<K?<:?8E>< 07<:FEKIFC 8::FLEK N@CC EF CFE><I 8GG<8| @E PFLI :?8IK F= 8::FLEKJ FI J<C<:K@FE D<ELJ
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Note

0?< FGK@FE KF D8B< 8 :LJKFD :FEKIFC 8::FLEK @E8:K@M< @J E<M<| 8M8@C89C< =F| S8LKFD8K@:8CCP :1<8K<; :FEKIFC 8::F
Accounts receivable

/<K 8::FLEK :F:<J

Account codes :8E 9< LJ<; KF @;<EK@=P JG<:@=@: 8::FLEKJ @E 8E FM<I8CC @ ;,<EK@=@:8K@FE J:?<D< =FI K?< :?8IK F= 8::FLEKJ OF J<
>F KF K?< Settings K89 J<C<: Chart of Accounts 8E; :C@:| Edit =FI8E 8::FLEK FI >IFLG

IEK<I K?< ;<J@I<; 8CG?8ELD<I@: :FEK<EK @E&2@<C; 8E; :C( Update

FLEK :F;<J N@QCC J?FN @E FM8CJ LE;< Settings K89

Note
:FLEK :F;<J =FI :FEKIFC 8::FLEKJ :8E 8CJF 9< <EK<I<; @E Settings K89 FE K?« Control Accounts G8>< 9P
:C@:B@ Edit =FI8:FEKIFC 8::FLEK

<C<K< 8E 8::FLEK

5FL :8E delete an account =IFD PFLI :?8IK F= 8::FLEKJ @= 8CC K?<J< JK8K<D<EKJ 8I< KIL<

U *F KIBEJ8:K@FEJ 8I< GFJK<; KF K?< 8::FLEK

U 0?7<8::FLEK @J EFK 8 :FEKIFC 8::FLEK N@K? JL9J@;@8IP C<;><IJ

U 07<8::FLEK N8J EFK 8LKFD8K@:8CCP 8:K@M8K<; N?<E PFL <E89C<; 8 K89

U 07<8::FLEK @J ER¢tained earnings 8 D8E;8KFIP 8::FLEK GI<J<EK 9P ;<=8LCK @E 8CC 9LI@E<JJI<J
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1E;<I  Settings :C@:B F Chart of Accounts K?<E Edit E<OK KF K?< 8::FLEK PFL N8EK KF ;<C<K<

C@:| Delete  %=K?<=@IJK :FE;@K@FE C@JK<; 89FM< ?8J EFK 9<<E JBK@J=@<; 8 EFK@:< 8GG<8IJ 8E; KISEJ8:K@FEJ GFJK<; KF K?<

%=E Delete 9LKKFE @J 8M8@C89C< FE< F= K?< FK?<I| :FE;@K@FEJ ?8J EFK 9<<E JBK@J=@<; %E FK?<I NFI;J )8E8><I N@CC EFK C<
8::FLEK E<<;<; =FI GIFG<I =LE:K@FE@E> F= K?< K89J PFL ?8M< <E89C<; FI E<:<JJ8IP =FI| GIFG<| DB@EK<ES8E:< F= PFLI 8::FLEK I<:FI;J

/<K LG 8::FLEKJ I<:<@M89C<

Accounts receivable @J 8E 8JJ<K 8::FLEK K?8K I<:FI;J 8DFLEKJ FN<; KF 8 9LI@EXJXBP<IJ %E )8E8><| K?@J @J 8 :FEKIFC 8::FLEK
D<8E@E> @K @J 9L@CK @EKF K?< JF=KN8I< 8E; @J D8;< LG F=JL98::FLEKJ =FI :LJKFD+< Customers B®BX?EID8CCP K?@J 8::FLEK
J?FLC;not 9<:1<8K<; DSBELS8CCP @E K?< :?8IK F=8::FLEKJ

CAUTION

%~Accounts receivable@J :1<8K<; DSBEL8CCP @E K?< :?8IK F=8::FLEKJ D8EP 9L@CK @E =LE:K@FEJ N@CC 9< CFJK )8E8><I}
89C< KF 8JJF:@8K< J8C<J @EMF@:<J N@K? JG<:@=@: :LIKFD<IJ E; @K N@CC EFK 9< 89C< KF 8GGCP :LJKFD<I 8;M8E:<J
FM<IG8PD<EKJ KF J8C<J @EMF@:<J

:K@M8Kccounts receivable

OF 8:K@M8xccounts receivable<E89C< K7 Customers K89 C@ Customize 9<CFN K?< C<=K EBM@>8K@FE G8E< :?<:B K?<9FO =FlI
Customers  8E; :C@:| Update 9<CFN K?<C@JK

Accounts receivableN@CC 8LKFD8K@:8CCP 8GG<8l @E K?< 8C8E:< /?<<K 8E; :?8IK F= 8::FLEKJ N?<E K?< =@I1JK :LJKFD<I ?8J 9<<E :I<8K<;

/<K LG JK8IK@E> 98C8E:<J =FI :LIKFD<IJ

%= D8B@E> 8 KIBEJQK@FE KF )8E8><I =IFD 8 GIKM@FLJ 8::FLEK@E> HPEKX<E. GRETFNILG JKBIK@E> 98C8E:<J =FI :LIJKFD<IJ

/<K LG 8::FLEKJ G8P89C<

Accounts payable @J 8 C@89@C@KP 8::FLEK K?8K I<:Fl;J 8DFLEKJ K?< OLIQ@ESHIHFENUEKBES><| K?@J @J 8 :FEKIFC 8::FLEK D<S8E@E>
@K @J IL@CK @EKF K?< JF=KN8I< 8E; @J D8;< LG F=JL98::FLEKJ =FI JLGGC(C Suppliers ;KBH KPHKDBCCP @K J?RbC9< :I<8K<;
DS8ELS8CCP @E K?< :?8IK F= 8::FLEKJ
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CAUTION

%~Accounts payable@J :1<8K<; DBEL8CCP @E K?< :?8IK F=8::FLEKJ D8EP 9L@CK @E =LE:K@FEJ N@CC 9< CFJK )8E8><I N(
89C< KF 8JJF:@8K< GLI:?8J< @EMF@:<J N@K? JG<:@=@: JLGGC@<IJ E; @K N@CC EFK 9< 89C< KF 8GGCP 8;M8E:<J ;<G
FM<IG8PD<EKJ G8@; KF JLGGC@<IJ KF GLI:?8J< @QEMF@:<J

- K@M8Kccounts payable

OF 8:K@M8Xkccounts payable <E89C< K7 Suppliers K89 C@ Customize 9<CFN K?< C<=K EBM@>8K@FE G8E< :?<:B K?< 9FO =FI
Suppliers 8E; .:C@:| Update 9<CFN K?<C@JK

Accounts payableN@CC 8LKFD8K@:8CCP 8GG<8l @E K?< 8C8E:< /?<<K 8E; :?8IK F= 8::FLEKJ N?<E K?< =@I1JK JLGGC@<I ?8J 9<<E :I<8K<

/<K LG JK8IK@E> 98C8E:<J

%= D8B@E> 8 KIBEJ@K@FE KF )8E8><I =IFD 8 GI<M@FLJ 8::FLEK@E> P@KXE. GRETHNLG JK8IK@E> 98C8E:<J =FI ILGGC@<IJ

8G@K8C ::FLEKJ
/<K LG 8E; LJ< :8G@KB8C 8::FLEKJ

Capital accounts KI8:B :FEKI@QILK@FEJ =IFD ;@JKI@ILK@FEJ F= <8IE@E>J KF 8E; ;IBN@E>J F= FNE<IJ FI FK?<IJ N@QK? =@E8E:@8C @t
ILI@E<JII <EK@KP 0?<P :8E 9< 8;8GK<; KF JL@K 8EP KPG< F= <EK@KP @E:CL;@E> JFC< GIFGI@<KFIJ G8IKE<IJ?@GJ :FDGS8E@<J K

OF J<K LG :8G@K8C 8::FLEKJ <EB89( Capital Accounts K89 =FCCFN@E> @EJKIL:KE@FEX@E@;0?< K89 N@CC 8GG<8lI @E K?< C<=K
EBM@>8K@FE G8E< 0?< ELD9<| @E K?< N@E;FN @QE;@:8K<J K?< ELD9<I F=:8G@KB8C 8::FLEKJ <JK89C@J?<;

%E K% Capital Accounts K89 :C@ New Capital Account KF ;<=@E< 8 D<D9<I FI FNE<I F=8 :8G@K8C 8::FLEK

U Name@J K?< FNE<I F= K?<:8G@K8C 8::FLEK
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U Code @J FGK@FES8C 8E; :8E 9< 8EP 8CG?8ELD<I@: <EKIP

U Starting balance =@<C;J 8GG<8| @= 8 JK8IK ;:8K< ?8J 9<<E J<K 8CCFN@E> :8G@KS8C 8::FLEK 98C8E:<J KF 9< D@>18K<; =IFD GI(
8::FLEK@E> JPJK<DJ 07?<;IFG;FNE D<EL 8CCFNJ 8 :?F@:< F= N?<K?<| K?< :8G@KS8C 8::FLER&NHx<a@BdNce 8 :I<;@K
98C8E:< FI K?<I< @J 8EAROouUNt to pay 9P K?<9LJ@E<JJ 8 ;<9@K 98C8E:<

C@:| Create KF J8M<

IFC< GIFGI@<KFIJ?@GJ I<HL@I< FECP 8 J@QE>C< :8G@K8C 8::FLEK ,8IKE<IJ?@GJ I<HL@I< 8 :8G@K8C 8::FLEK =FI <8:? G8IKE<I| OILIKJ |
I<E<=@:@8IP "LE;J I<HL@I< 8 :8G@K8C 8::FLEK =FI <8:? D<D9<I .<G<8K K?< GIF:<JJ ;<J:I@9<; LEK@C 8CC :8G@K8C 8::FLEKJ ?8M< 9<<

%= :8G@KB8C 8::FLEK D<D9<IJ C<8M< K?< :FDGS8EP K?<P :8EEFK J@DGCP 9< ;<C<K<; 9<:8LI< K?<I< 8I< KIBEJ8:K@FEJ K?8K I<=<I<E:< K"
D8B< K?<D @E8:K@M< 9P <;@K@E> K?<D 8E; :?<iB@ke> K73FO

%E8:K@M< D<D9<I1J 8GG<8| @E >I18P 8K K?< <E Capital Accounts C@JK 0?<P :8E 9< I<8:K@M8K<; 8=K<I| :C¢ Edit >9KRKFE

P ;<=8LCK 8CC :8G@K8C 8::FLEKJ 8I< :FD9@#&pita8hccounts @E KEquity JI<:K@FE F= K?< 8C8E:< /?<<K

/[FD<K@D<J @K @J E<:<JJ8IP KF I<E8D< K?< 8::FLEK "FI <O8DGC< @=K?<9LIJ@E<JJ FG<I8K<J 8J 8 JFC< GIFGI@<KFIJ?@G K?< 8::FLE
I<E8D<; 8] OwnerOs equityC@:| Edit LE;<| Chart of Accounts @E K Settings K89 07< E<N E8D< N@CC J?FN 9LK K?<;<=8LCK
EB8D< N@CC 9< M@J@9C< @E K?< /<KK@E>J K89

Note
%E JFD< JOQKLBK@FEJ JFC< GIFGI@<KFIJ E<<; EFK 8;;: K?< :FDGC<O@KP F=:8G@K8C 8::FLEKJ KF K?<@PgLJ@E<JJ I<:FI;J
#L@:<=FI 8 ;@J:LJIJ@FE F=8 J@DGC<I| 8GGIF8:? KF <HL@KP 8::FLEK@E>

/[FC< GIFGI@<KFIJ 8E; G8IKE<IJ?@GJ 8I< LE@E:FIGFI8K<; D<S8E@E> K?<P ?8M< EF J?8I<?FC;<IJ 0?<@I :8G@K8C 8::FLEKJ :8E 9< J<K LG
@QE K?@J#L@;< LK :FDGB8E@<J FI :FIGFISBK@FEJ K<ID@EFCF>P M8I@<J @E ;@==<I<EK ALI@J;@:K@FEJ KILJKJ 8E; =LE;J 8I< J<G8I8l
<G<E;@E> FE K?< C<>8C JKIL:KLI< F=8 9LJ@E<JJ @K D8P 9< E<JJ<JJ8IP KF :?8E>< K?< :(Bdfi@H® K @FHF> Equity KFAssets@=
K?<P ?8M< ;<9@K 98C8E:<.idhilities @= K?<P ?8M< :I<;@K 98C8E:<J 37?<E @E ;FL9K :FEJLCK N@K? 8 CF:8C 8::FLEK8EK KF 9< JLI<

1J<:8G@K8C JL98::FLEKJ
18:7 :8G@KSC 8::FLEK PFL :I<8K< 8LKFD8K@:8CCP 78] K?<sthAC@E>

U Drawings
U Funds contributed

U Share of profit

/L98::FLEKJ 8I< LI<=LC =FI J<>I<>8K@E> DFM<D<EKJ KF 8E; =IFD :8G@K8C 8::FLEKJ <=8LCK JL98::FLEKJ 8I< JL==@:@<EK =FI DFJK 9LJ
PFL :8E 8;; I<DFM< FI I<E8D< JL98::FLEKJ LE;<| K?< Settings K89 9P J<C<:K( Capital subaccounts
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Drawings

Drawings KI8:BJ DFE<P 8 G8IKE<I| 9<E<=@:@8IP FI D<D9<I N@K?;I8NJ =IFD K?< 9LJ@E<JJ 37<E PFL KI8EJ=<I =LE;J =IFD 8 98EB 8::FLEK |
D<D9<I Fl @= K?<9LI@E<JJ G8PJ 8 GI@M8K< <OG<EJ< FE 9<?8C= F= 8 D<D9<I| K?< KI8EJ8:K@FE J?FLCD8awWbtgH3; I8 RZEK

Funds contributed

Funds contributedK18:BJ DFE<P 8 D<D9<I| ?8J :FEKI@9LK<; KF K?< 9LJ@E<JJ 3?<E 8 D<D9<I ;<GFJ@KJ G<IJFE8C =LE;J @EKF 8 9LI@E<JJ
8::FLEK K?< KI8BEJ8:K@FE J?FLC; 9< GFJK<; KundcontributedJL98::FLEK

Share of profit

Share of profit @J LJ<; KF 8CCF:8K< E<K GIF=@&aiited earningsKFCapital accounts +ECP <IKB@E KPG<J F= C<>8C <EK@K@<J 8I< IKHL@I<;
'@IKI@ILK< GIF=@K KF FNE<IJ /L:? ;@JKI@I9LK@FEJ 8l< F=K<E ;FE< 9P 8E 8::FLEK8EK 8K K?< <E; F=8 =@ES8E:@8C G<I@F; LI@E> AFL

0?<P GI<M<EK <8IE@E>J =IFD 8::LDLC8K@E> <E;GReldeda@arnings/L:? ;@IKI@QILK@FEJ J?FN K?8K =LE;J 8I< EF CFE><| 8M8@C89C< =FlI
><E<I8C ILIJ@E<JJ FG<IBK@FEJ 9LK ?8M< 9<<E <8ID8IB<; =FI K?< :8G@K8C 8::FLEK FNE<I

/|G<:@8C ::FLEKJ
1J< JG<:@8C 8::FLEKJ

Special accounts 8I< :LJKFD JL9J@;@8IP C<;><IJ %E )8E8><| JLI9J@;@8IP C<;><IJ 8I< LJ<; KF I<:FI; I<C8K<; KIBEJ8:K@FEJ JL:? 8] K?FJ<
G<IKB@E@E> KF 8 J@E>C< :LIKFD<| JLGGC@<I FI KPG< F=8JJ<K FI C@89@C@KP 07?<P 8I< JLDD8I@Q<; @E 8 ><E<I8C C<;><I| :FEKIFC
‘FEKIFC 8::FLEK @J I<GFIK<; FE K?< 8C8E:< /?<<K KF I<;L:< :FDGC<O@KP 07< 98C8E:< F= 8 :FEKIFC 8::FLEK <HL8CJ K?< JLD F= 98C8E:<
'FEJK@KL<EK JL9J@;@8IP C<;><I 8::FLEKJ

)BE8><I| @E:CL;<J JI<M<I8C @E 9L@CK :FEKIFC 8::FLEKJ K?8K 8I< 8:K@M8K<; 8] MBI@FLJ =LE:K@FES8C K89J 8I< <E89C<;

Examples
Accounts receivable@J 8E @E 9IL@CK :FEKIFC 8::FLEK N?<I<:LJKFD<I 8::FLEKJ 8I< K?< JL9J@;@8IP C<;><IJ FI JL98::FLEKJ 8E
K?< JLD F=8CC :LIJKFD<IJ[ 98C8E:<J <HL8CJ K?< 98C8E Adev ks receivable8::FLEK FE K?< 8C8E:< /?<<K

Inventory on hand @J 8EFK?<| @E 9L@CK :FEKIFC 8::FLEK %KJ JL9J@;@8IP C<;><IJ FI JL98::FLEKJ 8I< K?< M8I@FLJ @EM<EI
8C8E:< /?<<K NFLC; 9< KFF CFE> @= K?< M8CL< F= <M<IP @K<D @E @EM<EKFIP 8GG<8I<; @QE;@M@;L8CCP

/IFD< 9LI@E<JJI<J D8P I<KHL@I< JG<:@8C 8::FLEKJ 9<:8LJ< K?< @E 9L@CK :FEKIFC 8::FLEKJ N@K? K?<@1 JL9J@; @8IP C<;><IJ 8I< EFK JL
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Examples

[<8C <JK8K< DBE8><I D@>?K I<HL@I< :LIJKFD JL9J@;@8IP C<;><IJ KF DS8E8>< KILJK 8::FLEKJ =FI M8I@FLJ GIFG<IK@<J @E
GFIK=FC@F .8K?<I K?8E <M<IP GIFG<IKP[J KILJK 8::FLEK 9<@E> ;@JGC8P<; J<G8I8K<CP @E =@E8E:@8C I<GFIKJ K?<P :8E
JLDDS8I@Q<; @E 8 :FEKIFC 8::FLEK E8D4st funds payable 5<K =LE;J 8JJF:@8K<; N@K? ;@==<I<EK GIFG<IK@<J 8I< J<G8I8K<C
@:<EK@=@<; @E K?<@! FNE JG<:@8C 8::FLEKJ

;<J@>E<I 8E; DS8EL=8:KLI<I| F= IFOFK@: =891@:8K@FE <HL@GD<EK I<:<@M<J C8I>< 8;M8E:< ;<GFJ@KJ N@K? J8C<J FI;<IJ -
;<C@M<IP F= @KJ :LIKFD@QX<; GIF;L:KJ KPG@:8CCP K8B<J KF DFEK?J K?<:FDG8EP Gl<=<I|J DFI<c M@J@9@C@KP @EK
<GFJ@KJ K?8E @J =LIE@J?<; 9P )SEBFHIAC ?8E;C@E> LEA¢counts receivable/F @K :I1<8K<J 8 :LIJKFD :FEKIFC 8::FLEK
Customer deposits@E K24abilities >IFLG 8E; LI<J JG<:@8C 8::FLEKJ 8J JL9J@; @8IP C<;><IJ =FI M8I@FLJ :LIKFD<IJ[ ;<GFJ@KJ
*F D8KK<I ?FN D8EP :LJKFD<I ;<GFJ@KJ 8I< I<:<@M<; 8E; <M<EKL8CCP :FEJLD<; K?< 8C8E:< /?<<K JKIL:KLI< [<D8@EJ =@0O
=IFD P<8I KF P<8I N@K? FECP K?< FE< :FEKIFC 8::FLEK J?FN@E>

Note
/G<:@8C 8::FLEKJ :8EEFK 9< LJ<; =FI @E:FD< FI <OG<EJ< 8::FLEKJ FE K?< ,IF=@K 8E; (FJJ /KBK<D<EK J@;< F= K?< :?8IK F=
8::FLEKJ 07<P :8E FECP 9< LJ<; =FI 8C8E:< /?<<K 8::FLEKJ @Bd§ets Liabilities FI Equity >IFLGJ

IES9C< K?« Special accounts K89

OF :I<8K< 8 :LJKFD JL9J@;@8IP C<;><| =@IJK <EE€ Special Accounts K89 <CFN K?< C<=K ESBM@>8K@FE ( Customize ?2<:B K?<
9FO =F| Special Accounts 8E; .:C@:| Update

.<E8D< FI :I<8K< K?< :FEKIFC 8::FLEK

/G<:@8C 8::FLEKJ N@CC 8LKFD8K@:8CCP 9< 8JJ@>E<; KF 8 ;<=8LCK :FEKIFS@:drlEC&EBDts5FL :8E I<E8D< K?@J :FEKIFC 8::FLEK KF
JFD<K?@E> DFI< JL@K89C< @= PFL N@CC FECP ?8M< FE< :8K<>FIP F=JG<:@8C 8::FLEKJ LK RERKIZBLE:;NEFBBCTPS: . FLEKE

K?< 8C8E:< /?<<K =FI| <M<IP E<N :8K<>FIP F= JG<:@8C 8::FLEI Settings :C@:B F Control Accounts K?<E
New Control Account =FI K?< JG<:@8C 8::FLEKJ :8K<>FIP
Example

0?7< 1<8C <JK8K< GIFG<IKP D8E8><I :I<8K<J 8 :FEKIFC 8::FLEK E&B«funds payable

S5FL :8E ?8M< DLCK@GC< :FEKIFC 8::FLEKJ D8;< LG F=JG<:@8C 8::FLEKJ 0?@J @J LI<=LC @= PFL I<HL@I< DFI< K?8E FE< :8K<>FIP F=:
JLOJ@;@8IP C<;><IJ
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|1<8K< JG<:@8C 8::FLEKJ

.<KLIE KF K?< Special Accounts K89 8E; :C@: New Special Account

<=@E< <8:? JG<:@8C 8::FLEK

U NameK?< 8::FLEK
U EFGK@FES8C 8CG?8ELDsH®:8E 9< :?FJ<E

U %= 8 :LIJKFD :FEKIFC 8::FLEK ?8J 9<<E :I1<8K<; &i?«rol account =@<C; N@CC 9< 8M8@C89C< +K?<IN@J< K?<JG<:@8C 8::FLEK M
8LKFD8K@:8CCP 9< 8JJ@>E<;¥fekiakAccountsFEKIFC 8::FLEK

Example
07< GIFG<IKP D8E8><I :I1<8K<J 8 E<N JG<:@8C 8::FLEK =FI <8:? GIFG<IKP J?< D8E8><J 07<J<8CC J?FN LE;<I K?<
Special Accounts K89

/G<:@8C 8::FLEKJ :8E 9< LJ<; =FI DFJK KISEJ8:K@FEJ 8J @= K?<P 8I< I<>LC8I 8::FLEKJ 3?<E K?<:FEKIFC 8::FLEK @J J<C<:K<; =FI 8 C@QE
KISBEJ8:K@FE <EKIP =FID 8EFK?<| =@<C; 8GG<8IJ =F| K?< G8IK@:LC8I JG<:@8C 8::FLEK
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Example
0?7< GIFG<IKP DBE8><I I<:<@M<J I<EK =IFD 8 K<EB8EK 8E; I<:FIl;J K?< KISBEJ8:K@FE Receipts K89

%E8:K@M8K< JG<:@8C 8::FLEKJ

%= JG<:@8C 8::FLEKJ 9<:FD< F9JFC<K< K?<P :8EEFK J@DGCP 9< ;<C<K<; 9<:8LJ< K?<I< 8I< KIBEJ8:K@FEJ K?8K I<=<I<E:< K?<D %EJK<
@E8:K@M< 9P <;@K@E> K?<D 8E; :?<:B@k»=K?9FO

%E8:K@M< JG<:@8C 8::FLEKJ 8GG<8| @E >I8P 8K K? Special Accounts C@JK 07?<P :8E 9< I<8:K@M8K<; 8=K<I| :C(€ Edit >K?<
9LKKFE

+K?<1 8GGC@:8K@FEJ

/G<:@8C 8::FLEKJ :8E 9< LJ<; =FI D8EP GLIGFJ<J %= PFL ?8M< ELD<IFLJ CF8E 8::FLEKJ I8K?<I| K?8E J?FN K?<D @QE;@M@;L8CCP FE 8 9¢
J?<<K PFL :8E :I<8K< 8CC CF8EJ 8J JG<:@8C 8::FLEKI N@K?@E K?<@I| FNE JL9J@;@8IP C<;><IJ JLDDS8I@Q@E> K?<D @E 8 J@E>C< :FlI
Loans 0?7@J B<<GJ PFLI 8C8E:< /?<<K :FE:@J< <EFL>? KF 9< <8J@CP 8E8CPQ<; 9LK C<KJ PFL KI8:B N?8K PFL FN< FE <M<IP CF8E

SFL :FLC; 8CJF LJ< :LIJKFD JL9J@;@8IP C<;><IJ KF KI8:B JKFI< :I<;@KJ >@M<E KFe:lglkkd=<iK1:81;J FI :LIKFD<I CFP8CKP GIF>18D
9FELJ<J 37<E 8 :LJKFD<I N8EKJ KF LJ< JKFI< :I<;@K PFL :8E <8J@CP :?<:B K?< 8M8@C89C< ¢ Special Accounts K89 K?<E 8GGCP
@K KF 8 I<:<@GK
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Example

&F?E/D@K?9LPJ8 @K<D 9LK?8J8 >@=K:8l; <EK<I<;8J8 JG<:@8C 8::FLEK LBtst&credit:LIKFD :FEKIFC

8::FLEK IM<E K?FL>? &F?E =FI>FK KF 9I@E> K?<>@=K :8l; N@K? ?@D K?< JKFI<:8E CFFB LG ?@J 98C8E:< 8E; 8GGCP @K
I<:<@GK

%= &F?E C8K<I 9I@E>J K?< >@=K :8I; KF K?< JKFI< KIP@E> KF LJ< K?< 98C8E:< 8>8@E EF :I<;@K N@CC 9< 8M8@C89C<

MF@; SLKFD8K@: :I<;@K 8CCF:8K@FEJ N@K? JG<:@8C 8::FLEKJ

P ;<J@>E )8E8><I| 8LKFD8K@:8CCP 8GGC@<J I<:<@GKJ =IFD :LJKFD<IJ FI GBPD<EKJ KF JLGGC@<IJ KF K?< J8C<J FI GLI:?8J< @QEMF@:
L<:8K< @=8 JG<:@=@: @EMF@:< @J EFK :?FJ<E LI@QE> 8::FLEK J<C<:K@FE

%= K?<I< @J EF LEG8@; @QEMF@:< K?< I<:<@GK FI G8BPD<EK 8DFLAIC@dtSrelenadfe=FI 8 :LIJKFD<I FlAccounts payable =FI 8
JLGGC@c<I 8E; 8LKFD8K@:8CCP 8GGC@<; KF K?< E<OK J8C<J FI GLI:?8J< @EMF@:< @JJL<; =FI K?< :LIJKFD<I FI JLGGC@<| @EMFCMX<;
8CCF:8K@FE @J K?< ;<=8LCK GIF:<JJ =FI;26E,0@E>=IFD :LIKFDHU8;M8E:< G8BPD<EKJ KF JLGGC@<IJ

5FL :8E avoid automatic credit allocations 9P :I<8K@E> 8 JG<:@8C 8::FLEK =FI K?< :LIJKFD<I| FI JLGGC@<I KF ?FC; :I<;@KJ LEK@C K?<P 8|
<M<EKL8CCP 8CCF:8K<; DSELSCCP 0?@J N8P PFL :8E 9< JLI< I<:<@GKJ 8E; G8PD<EKJ 8I< 8GGC@<; FECP KF JG<:@=@: @QEMF@:<J

Note

0?< GIF:<JdJ ;<J:1@9<; @E K?@J #L@;< @J KFK8BCCP FGK@FES8C ;M8E:<J ;<GFJ@KJ 8E; I<=LE;J 8I< ?8E;C<; 8LKFD8K@:8CC
EFID8C FG<ISBK@FE F=)8E8><I LK JFD< LJ<IJ Gl<=<I KF KI8:B K?<D J<G8I8K<CP =IFDAEt@E®&IIreceivableFI

Accounts payable <@K?<| =FI @DGIFM<; M@J@9@C@KP @E 8::FLEK@E> I<:FI;J FI =FI :FEKI8:KL8C I<8JFEJ

/<K LG K?< JG<:@8C 8::FLEK

IE89C< K?+« Special Accounts K89 9P :C@:B( Customize  9<CFN K?< C<=K EBM@>8K@FE G8E< :?<:B@E> Special Accounts
8E; .C@:B@ Update 9<CFN K?<C@JK

#F 98:B KF K?< Special Accounts K89 8E; :C@: New Special Account

<=@E< K?< JG<:@8C 8::FLEK
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U NameK?< 8::FLEK KF D8K:? K?< :LJKFD<I FI JLGGC@<I
U JJ@>E 8E 8CG?8ELD<U@e @= ;<J@I<;

U (<8M< K?< ;<=8LCHntrol account 8J Special AccountsFIl J<C<:K 8. JKFD :FEKIFC 8::FLERFL ?8M< 8CI<8;P :I1<8K<; 0?@J =@<C; N@CC
EFK 8GG<8| LEC<JJ FE< FI DFI< :LJKFD :FEKIFC 8::FLEKJ ?8M< 9<<E :1<8K<:

C@:| Create

Example
*FIK?N@E; 0I18;<1J ?8J 8 :LIKFD<I E8D<; )FI><EJK<IE #<JLE;BFIK <:8LJ<*FIK?N@E; <OG<:KJ ;<GFJ@KJ KF 9< G8@; N@K?
FI;<lJ @K <JK89C@J?<J 8 JG<:@8C 8::FLEK =FI )FI><EJK<IE #<JLE;BFJK 0?< @QE@QK@8C 98C8E:< F= K?< 8::FLEK @J Q<IF

1J< K?< JG<:@8C 8::FLEK

OF SMF@; SLKFD8K@: :I<;@K 8CCF:8K@FEJ GFJK KISEJ8:K@FEJ KF K?< JG<:@8@&otirEKrerEdkab8Hr-Accounts payable8J PFL
EFID8CCP NFLC;
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Example
)FI><EJK<IE #<JLE;BFJK :LIIKEKCP ?8J KNF LEG8@; @EMF@:<J

)FI><EJK<IE G8PJ *FIK?N@E; 018;<IJ 8 ;<GFJ@K F= FE 8 E<N Fl:<l %=*FIK?N@E; GFJK<; DFE<P I<:<@M<; =IFD K?<D
KF K?<@I FI;@ES8IP :LIJKFD<I 8::FLEK NFLC; 9< @EJK8BEKCP 8GGC@<; KF K?<@| KNF FLKJK8E: @E> @EMF@:<J C<8M@|
98C8E:< @M¥ecounts receivable

%EJK<8; *FIK?N@E; 8CCF:8K<J KF )FI><EJK<IE[J JG<:@8C 8::FLEK

=K<I K?< KISEJ8:K@FE @J :1<8K<; )FI><EJK<IE[J @QEMF@:<J I<D8@E LEG8@; 8E; K?<@]I 98 Special Accounts
K89 J?FNJ 8 :I<;@K F=

CCF:8K< K?< :I<;@K D8BEL8SCCP

OF 8GGCP K?< :I<;@K D8S8EL8CCP KF 8E @QEMF@:< J@DGCP 8;; 8 E<XN C@E< @K<D N@K? 8 E<>8K@M< 8DFLEK <HL8C KF K?< ;<GFJ@K |
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Example
3?<E *FIK?N@E; I8@J<J 8 J8C<J @EMF@:< =FI K?< FI;<I KF N?@:? K?< ;<GFJ@K 8GGC@<J @K 8;;J 8 E<N C@E< @K<D 8J ;<.
89FM<

0?7@J I<JLCKJ @E 8 E<N @QEMF@:< =FI K?< ;@==<I<E:< 9<KN<<E GLI:?8J<; @K<DJ 8E; K?< <8IC@<I ;<GFJ@K 07?< 98C8E:< LE
Special accounts >F<J KF Q<IF

Notes

P ;<=8LCKSpecial accounts8GG<8lJ @E K&&ssets>IFLG F= K?< 8CB8E:< /?<<K N?<E K?< =@IJK JG<:@8C 8::FLEK @J :I<8K<;
LIKFD<I ;<GFJ@KJ F= K?< KPG< @CCLJKIBK<; @E K?< <O8DGC<J 89FM< :FEKI@9LK< KF K?< 8::FLEK 98C8E:< 8J E<>8K@M
<GFJ@KJ G8@; KF JLGGC@<IJ 8GG<8I 8] GFJ@K@M< 8Bpt il acoeUPFOBCSE.< @J LIL8CCP E<>8K@M< PFL D8P N8EK KF

DFM< @K KF Kiabilities >IFLG 9P <;@K@E> K?< 8::FLEK L Settings Chart of Accounts

0?< <O8DGC<J J?FNE @CCLJKI8BK< 8 ;<GFJ@K 9P 8 :LJKFD<I 8E; 8GGC@:8K@FE KF 8 J8C<J @EMF@:< ,IF:<;LI<J =FI ;<GFJ(C
JLGGC@<IJ 8E; 8GGC@:8K@FE KF GLI:?8J< @EMF@:<J 8I< J@D@C8I 9LK K?< @QE@K@8C ;<GFJ@K @J 8 G8PD<EK I8K?<I |

FDDFE LI@E<JJ /@KLBK@FEJ
|@DGC@=P <HL@KP 8::FLEK@E> =FI JFC< KI8:<lJ GIFGI@<KFIJ

)8EP JD8CC 9LI@E<JJI<J 8I< FNE<; 9P 8 J@E>C< G<IJFE F=K<E :8CC<; 8 JFC<KI8;<I FI JFC< GIFGI@<KFI LK )8E8><I[J;<=8LCK 8::FLEK J
8::FDDF;8K<J FK?<| DFI< @EKI@:8K< 9LI@E<JJ FI>BE@Q8K@FEJ /F @K D8P <E:FLI8>< DFI< :FDGC<O@KP @E K?< :?8IK F= 8::FLEKJ K?
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IM<IP E<N 9LJ@E<JJ :I<8K<; @E )BE8><| BLKFD8K@:8CCP @Etaihed &arnings8::FLEK <JIJI<KEK@8CCP K?< E<K F=8CC @E=CFNJ 8E; FLK=C
8;ALJK<; =FI M8I@FLJ KIBEJ=<IJ ;@M@;<E;J <K: J@E:<:I<BK@FE F=K?<9LJ@E<JJ % Capital Accounts K89 @J 8CJF <E89Cx<;

N?<I< D<D9<IJ FNE<IJ F=:8G@K8C 8::FLEKJ 8I< ;<J@>E8K<; @EM<JKD<EK :FEKI@I9LK@FEJ 8E; ;I8NJ 8I< I<:Fl;<; 8E; JF =FIK? "I<HL<EK
AFLIE8C <EKI@<J KI8EJ=<I 8DFLEKJ 9Reh&iré¢d earnings8E; M8I@FLJ JL98::FLEKJ Eapital accounts E; 9FK? Retained earnings8E;

Capital accounts8l< @E:CL;<; LE;<I K?€quity ?<8;@E> FE K?< 8C8E:</?<<K LK =FI K?< JFC< GIFGI@<KFI K?@E>J :8E F=K<E 9< J@DGC«<I

J JFC< FNE<I F= K?< 9LJ@E<JJ 8 GIFGI@<KFI FIRefaiKied earnings8::FLEK /F EF 1<8C I<8JFE =FI| J<G8I8K< :8G@K8C 8::FLEK@E> <O@JKJ
Retained earnings:8E 9< I<E8D<; 8] OwnerOs equitk C@D@ESK@E> K?< E<<; =F| FK?<| <HL@KP 8::FLEKJ <E<=@KJ @E:CL;< =<N<I| K89J <
)BE8><I 8E; I<;L:K@FE F= <HL@KP KI8EJ=<IJ N@K? AFLIE8SC <EKI@<J 1EE<:<JJ8IP I<GFIKJ ;@J¢ Reports -R8O?<EP KIBEJ8:K@FEJ

K?8K D@>?K ?8M< @ENEGak accounts:8E @EJK<8; 9< 8CCF:8K<; :@I<:KBKs equitPG8II@E> E<<;C<JJ JK<GJ

IC@>@9@C@KP =FI J@DGC< <HL@KP 8::FLEK@E>
5FL DLIK J8K@J=P KNF I<HL@I<D<EKJ KF LI< K?@J J@DGC< <HL@KP 8::FLEK@E>

5FL DLJK 9< K?<ssole owner F=K?<9LIJ@E<JJ N@K? EF G8IKE<IJ FI J?8I<?FC;<IJ @EMFCM<;

5FL DLJK G<IJFE8CCPeitled to all profits  8E; liable for all debts F=K?<9LIJ@E<JJ (F8EJ8I< G<ID@JJ@9C< 9LK FLKI@;< @EM:
N@K? :8G@K8C @EK<I<JKJ 8I< EFK

I<KK@E> LG J@DGC< <HL@KP 8::FLEK@E>

.<E8D< Retained earningsLE;<| Settings Chart of Accounts

C@:| Edit KF K?< C<=K F=R&?ained earnings8::FLEK E8D<

<E8D< K?< 8::FLEK 8JOwnerQOs equity;; 8E 8::FLEK :F;< @= ;<J@I<; C@: Update N?<E=@E@J?<;

5FLI :?8IK F= 8::FLEKJ N@CC EFN J?FN K?< E<N E8D< N@K? K?< FI@>@ES8C ;<=8LCK E8D< @E >I8P JKI@B< K?IFL>? K<OK I<M<8C@E>
FI@Q>@E F= K?< 8::FLEK

5FLI 8C8E:< /?<<K N@CC J?FN 8 M<IP JKI8@>?K=FIN8I; <HL@KP 8::FLEK JKIL:KLI<
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%E <JI<E:©wnerOs equity?FNJ ?FN DL:? M8CL< PFL ?8M< @EM<JK<; @E PFLI 9LJ@E<JJ 8K 8 >@M<E DFD<EK K8B@E> @EKF 8::FLEK 8(
8JJ<KJ 8E; C@89@CA@K@<J @E:CL;@E> LE9@CC<; K@D< 8E; <OG<EJ<J :8J? 8E; <HL@MS8C<EKJ =@0<; 8JJ<KJ CF8EJ 8::FLEKJ G8PS8

=FIK?

Note

+E< :?8I18:K<I@IK@: F= K?@J J@DGC< <HL@KP JKIL:KLI< @J 89J<E:< F= 8 ;ISBN@E> 8::FLEK I<M<8C@E> ?FN DL:? PFL ?8M<
K?<9LI@E<JJ J@QE:< K?< GIKM@FLJ 8::FLEK@E> G<I@F; :CFJ<; I8SN@E> 8::FLEKJ 8I< EFID8CCP Q<IF<; FLK 8K K?< <E; F=+«
G<I@F; I<HL@I@E> DFI< KIBEJ8:K@FEJ ;ISN@E> 8::FLEK @J LEE<:<JJ8IP 9<:8LJ< K?< @E=FIDS8K@FE @J DFI< I<8;@CP 8!
)BE8><I| @E K?&tatement of Changes in Equity I<GFIK "FCCFN K?I<< J@DGC< JK<GJ

,FIK 8CC ;I18NJ KBwnerOs equity
IEK<| K?< ;<J:|@GK@Fv =FI N@K?;I8N8C C@E< @K<DJ
|<8K< 8 /KBK<D<EK F= ?8E><J] @E !HL@KP I<GFIt Reports K89 :FM<I@E> K?< =LLCC 8::FLEK G<I@F;

0?< JLD F= PFLI ;I8NJ KF ;8K< ;LI@QE> K?< 8::FLEK@E> G<I@F; N@CC 8GG<8I 8] 8 JQE>C< KFK8C @E K?< I<GFIK LII<EK @E
N@CC 8CN8PJ 9< ALJK 8 =<N :C@:BJ 8N8P

[<K LG 9LJ@E<JJ 8J 8 J<C=<DGCFP<; I<IM@:<J GIFM@:<I

)BEP J<C=<DGCFP<; @E;@M@;L8CJ GI@D8I@CP GIFM@ ;< J<IM@:<J KF K?<@I :LJKFD<IJ FI :C@<EKJ 0?<P DS@EKB8@E EF @EM<EKFIF
=FI GLI:?8J<J 8] K?<P 8I< D8;< 8E; FG<I8K< 8J JFC< KI8;<1J FI GIFGI@<KFIJ K?8K @J K?<P ?8M< EF G8IKE<IJ FI FK?<| J?8I<?FC;<IJ 5<K
E<<; KF B<<G 8::LI8K< I<:FI;J F= K@D< JG<EK 8E; D8K<I@8CJ GLI:?8J<; =FI :FDGC<K@FE F= AF9J D8P E<<; KF :FCC<:K 8E; I<D@K K80<J
FE K?<@I J<IM@:<J 8E; N8EK KF JLOD@K GIF=<JJ@FE8C HLFK<J 8E; @EMF@:<J KF K?<@| :LJKFD<IJ 108DGC<J F=JL:? @E;@M@;L8CJ

U
U
U
U

"FLEKBEKJ C8NP<IJ 8E; FK?<IJ GIFM@; @E> GIF=<JJ@FE8C J<IM@:<J
8IG<EK<IJ GCLD9<IJ 8E; I<G8@I| K<:?E@:@8EJ

FEJLCK8EKJ

"I<<C8E:< 8IK@JKJ N<9 ;<M<CFG<IJ 8E; D<;@8 ;<M<CFG<IJ

0?@J #L@;< FLKCl@BkJsteps for setting up business as a self-employed services provider .8K?<| K?8E =LIE@J?@E> ;<K8@C<; @EJKIL:K@
8K <M<IP G?8J< @K C@EBIKFES><| #L@;<J/L>><IK@FEJ 8I< F==<I<; =FI 8::FDDF;8K@E> 8;;@K@FE8C E<<;J 8E; =FI =LIK?<I J@DGC@=(

|<8K< K?< 9LI@E<JJ

[<8K< PFLI 9LJ@E<FE K?< Businesses G8>< N?@:? =LE:K@FEJ 8J K?< ?FD< G8>< F= K?< )8E8><I 8GGC@:8 Add Business 8E;
J<C<:KCreate New Business

"FI GLIGFJ<J F= @CCLJKISBK@FE K?@J #L@;< N@CC =FCCFN :1<8K@ FE Fagi¢ J@EsulirEf =@1IK JK<G @J KF <EK<| K?< E8D< F= K?s

ILI@E<JJ
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+E:< K?< 9LI@E<JJ ?8J 9<<E :I<8K<; Summary G8>< N@CC 8GG<8Il J?FN@E> =FLI ;<=8LCK =LE:K@FE8C K89J 8E; J<M<I8C ;<=8LCK 8::FL

C@:B FEK’ Settings K89 8E; <EK<I 9LI@E<JJ ;<K&EPFL ?8M< FBx 8 9LI@E<JJ CF>F
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LIKFD@Q< =LE:K@FE8C K89J

*EN <E89C< 8;;:@K@FE8C =LE:K@FE8C K89J PFL N@CC E<<; =FI PFLI Customize CZ#R@E-N K?< C<=K ESM@>8K@FE G8EBC88{7<J<
8 @K@FES8C K89J

Bank and Cash Accounts

Receipts

Payments

Inter Account Transfers only @= PFL <E89C< DLCK@GC< 98EB FI :8J? 8::FLEKJ 8E; 9<C@<M< PFL N@CC JFD<K@D<J E<<; KI
DFE<P 9<KN<<E K?<D

Expense Claims
Customers

Sales Quotes

Billable Time

U

U

U

U Sales Invoices
U

U Billable Expenses
U

Fixed Assets

%= 8CC PFLI NFIB N@CC :FD< N@K?FLK E<<;@E> KF >@M< :LIJKFD<IJ HLFK<J GIFGFJ8CJ F| Sales Quotes :8%EPFL N@CC =FI JFD<
I<8JFE 9<9LP@E> =IFD JLGGC@<IJ FE :I<;€ Purchase Invoices KF K?< C@JK %= PFL 8I< EFK JLI< C<8M< 9FK? K?FJ< K89J F== K?< C(
:8E <8J@CP 9< 8;;<; C8K<I (@B<N@J< @= PFL 8I< EFK JLI< N?<K?<| PFL N@CC FNE ;<GI<:@89C< =@0<; 8JJ<KJ ;F EFK <E89C< K?8K K8
@K C8K<I

;; 98EB 8E; :8J7 8::FLEK J

IM<IP 9LJ@E<JJ E<<;J 8K C<8IRHHFI :8J? 8::FLEK <M<E @= K?8K D<8EJ PFLI FNE GF:B<K /F 8;; FE< FI DFI< EFN JF K?< 9LJ@E<JJ :8E
JG<E; 8E; I<:<@M< DFE<P 07< @CCLJKIBK@FE 9<CFN @J =FI 8 98EB 8::FLEK 9LK 8 G<KKP :8J? 8::FLEK @J J<K LG K?< J8D< N8P

%= PFL N@CC3?BM@E<JJ :I<;@K :8J<K @K LG EFN 0?@J <O8DGC< ;F<J EFK @E:CL;< FE<
/<K LG PFLI :?8IK F= 8::FLEKJ
J<M<I8C 8:FLEKJ @E )8E8><I 8I< 8:K@M8K<; 8LKFD8K@:8CCP FECP N?<E E<<;<; /F PFL :8E J<< K?<J< D8B< K?< =FCCFN@E> J<KLG <E

U %E K7 Customers  K89:1<8K< 8 :LJKFD<I:8CC<Setup Customer(<8M< 8CC =@<C;J 9CBEBNA1«GK
U %E K% Billable Time K89 :1<8K< 8 9@ CC89C< K@D<?FEHPSetup Customer9LK C<8M< 8CC FK?<| =@<C;J @E K?<@I ;<=8LCK JK8
U %E K7 Fixed Assets K89:1<8K< 8 =@0<; 8JJ@CCOt@Eame 8J Setup Fixed Asse(<8M< 8CC FK?<I =@<C;J 9C8EB

U 1E;<l  Settings Tax Codes ~ 8:K@MB8K< Fl :I<8K< 8 K8O K?8K N@CC 8GGCP KF PFLI J<IM@:<J 0?@J N@CC 8CJF I<HL@I<
|<8K< 8 K8O C@89@C@KP 8:FLEK 3< N@CRaEpBabld]

Note
%= PFLI 9LJ@E<JJ N@CC FNE EF GIFG<IKP HLBC@=P@E> 8J =@0<; 8JJ<KJ FI PFLI J<IM@:<J 8I< EFK K8089C< @E PFLI ALI
FI 9FK? F= K?< C8JK KNF J<KLG <EKI@<J 89FM<

*EN :C@:B FI Settings K?<E Chart of Accounts N?<I< 8CC 8:K@M< 8::FLEKJ N@CC 9< C@JK<;

87


https://www.manager.io/guides/8865
https://www.manager.io/guides/8865
https://www.manager.io/guides/7035
https://www.manager.io/guides/7018
https://www.manager.io/guides/6935
https://www.manager.io/guides/9106
https://www.manager.io/guides/8901

Manager Guides

C@:l Edit E<OK KRetained earnings ?8E>< K?< E8D< F=K?@J 8::FLEKXmerOs equityd?@J IL@CK @E 8::FLEK N@CC =LE:K@FE @E K?<
N8P 9LK K?< ;<=8LCK K@KC< N8J DFI< 8GGIFGI@8K< KF :FIGFI8K< FNE<IJ?@G JKIL:KLI<J

C@:| Edit 9LKKFEJE<OK KF @E:FD< 8::FLEKJ KF I<E8BLH{ < K?<DLKFD8K@:8CCP :I<8K<; 8::FLEKJ :8EEFK 9< ;<C<K<; N?@C< K?<@I| K
8I< <E89C<; LK K?<P :8E 9< I<E8D<; 0?<@I ;<=8LCK E8D<J J?FN @E >I<P JKI@B< K?IFL>? K<OK N?€ER ;@ KR E+-ESC @E:FD<
8::FLEKJPFL K?@EB PFL N@CC E<<;

Example

<:8LJ< /8DGC< FEILCK@E> <OG<:KJ KF G<I=FID JFD< NFIB FE 8E ?FLICP 98J@J 8E; JFD< FE 8 =@0<; GI@:< 98J@J N<N@
I<E8D< SaleskKFFixed rate sales/@E:< EF @EK<I<JK 9<8I@E> 8::FLEKJ FI @EM<JKD<EKJ 8I< SEK@:@G8K<; N< N@CC :?8E>< |
Interest received8::FLEK KFOther income GIFM@;@E> 8 GC8:< KF GFIK D@J:<CC8E<FLJ @E:FD< @K<DJ

(8JKCF Edit <OG<EJ< 8::FLEKJ KF I<E8D< RIC<K< K?<[EFFF; GI8:K@:< @J KF D8K:? IKHL@I<; <OG<EJ< I<GFIK@E> :8K<>FI@<J =FI K8O =(
PFLI ALI@J;@:K@BEFLEKJ @= E<:<JJ8IP
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Note
<=8LCK <OG<EJ< 8::FLEKJ 8I< FECP GC8:<?FC;<lJ 3?<E K?<@I| E8D<J 8I< <;@K<; FI@>@ES8C E8D<J 8I< EF CFE><I M@J@9¢
Settings K89 0?@J 9<?8M@FI @J ;@==<I<EK =IFD FK?<I 8::FLEK :8K<>Fl@<J

Example

FESK@FEJ 8I< EFK 8CCFN89C< 9LI@E<JJ <OG<EJ<J @E /8DGC< FEIJLCK@E>[J ALI@J; @:K@ HBOABtNANEIRIE K C<K< K?<
FDGLK<I <HL@GD<EK @J EFK KI<8K<; ;@==<I<EKCP =IFD FK?<| KFFCJ 8E; <HL@GD<EK JEoNwp M@ @GuUE8Dx8J
Equipment 0?< FNE<I F=/8DGC< FEJLCK@E> GC8EJ KF NFIB =IFD ?FD< JF N< N @RIt REBtker expenses

3@K? 8CC :?8E><J D<EK@FE<; /8DGC< FEJLCK@E>[J :?8IK F= 8::FLEKJ @J : Summary @@&{d EFN CFFBJ C@B< K?@J
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C<8I J<KLG <EKI@<J

CK?FL>? K?<P ?8M< EF =@E8E:@8C @DG8:K FE PFLI I<:FI;J PFL J?FLC,; :C<8l K?< J<KLG <EKI@<J 07<J< N<I< FECP D8;< JF PFL :FLC;J
<;@K 8CC 8::FLEKJ

U <C<K< K?<9@CC89C< K@D< <EKIP ¢ Edit :BUEHES Billable Time K89
U <C<K<Setup Customer 5FL N@CC EFK 9< 89C< KF ;<C<K< K?@J :LJKFD<I LEC<JJ PFL ?8M< =@IJK ;<C<K<; K?< 9@CC89C< K@D< -
U <C<K<Setup Fixed Asse®P :C@:B€ Edit @E K" Fixed Assets K89

/FD< 8::FLEKJ N@CC K<DGFI8I@CP ;@J8GG<8Il = summary 8E; :?8IK F=8::FLEKJ 0?<P N@CC I<KLIE N?<E I<8C <EKI@<J 8I< D8;<

Note
J CFE> 8J PFLI J<KLG K80 :F;< N8J FE< PFL N@CC 8:KL8CCP LJ< C<8M< @K @E GC8:<

<>@E FG<ISK@FEJ
)8E8><I @J EFN :FE=@>LI<; KF ?8E;C< PFLI 9LJ@E<JJ DFE> FK?<I K?@E>J PFL N@CC 9< 89C< KF

I<E; J8C<JHLFK<J
LI?8I<FlI<:FI;, =@O0<; 8JJ<KJ
.<:Fl; 8E; @EMF@:2@CC89C< BE)OG<EJ<J

%JILL IJKFD<I JK8K<D<EKJ

U

U

U

U /<E; J8C<J @EMF@:<J
U

U )8B< G8PD<EKBE; I<:<@M< DFE<P
U

#<E<IBK<B::FLEK@E> I<GFIKJ

0?< E<OK JK<G @EKE| 8EP <OG<:K<; :LIKFD<kK?<IJ N@CC ?FG<=LCCP =FCCFN !EK<I FK?<| KIBEJ8:K@FEJ 8J K?<P F::LI

IKSIK@E> 8C8E:<J
IEK<I JKBIK@E> 98C8E:<J

Starting balances 8I< LJ<; only N?<E D@>I8K@E> 8::FLEK@E> =F| 8E <EK@KP KF )8E8><I =IFD 8 GI@FI 8::FLEK@E> JPJK<D 0?<P :8E 9<.
=F1 98C8E:< J?<<K 8::FLEKJ FI N?<E 8GGIFGI@8K< =FI K?<@I1 JL9J@;@8IP C<;><I1J /<< @E=FIDSK@FE 9<CFN 07?<P 8I< EFK LJ<; =FI E<I
ALIK 9<>@EE@E> FG<IBK@FE /K8IK@E> 98C8E:<J FE K?< ;8K< PFL 9<>@E LJ@E> )8E8><I| J?FLC; <HL8C <E;@E> 98C8E:<J =FI <HL@M8
K?< FC; 8::FLEK@E> JPJK<D
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Notes

2<IJ@FEJ F=)8E8><I GI@FI KF @E:CL;<; MBI@FLJ J:?<D<J =FI <EK<I@E> JKBIK@E> 98C8E:<J K?8K I<HL@I<; <JK89C@J"
<=@E<; JK8IK ;8K< @E Settings K89 07< I<HL@I<D<EK =FI 8 ;<=@E<; JK8IK ;8K< EF CFE><| <O@JKJ JLJ<; @E K?@J #L@
start date I<=<1J KF K?< ;8K< PFL 9<>@E I<:FI;@E> PFLI ;8P KF ;8P KIBEJ8:K@FEJ @E )BE8><| J ;<J:I@9<; 9<CFN <IKB@E
KISBEJ8:K@FEJ =IFD 9<=FI< K?< JK8IK ;8K< D8P JK@CC 9< <EK<I<; LK K?FJ<J?FLC; 8CC 9< KI8EJ8:K@FEJ K?8K N<I< 8CJF <
PFLI GI@FI 8::FLEK@E> JPJK<D

IKBIK@E> 98C8E:<J 8I< FECP J<K =FI 8::FLEKJ FE K?< 98C8E:< J?<<K EFK K?< GIF=@K 8E; CFJJ JK8K<D<EK 9<:8LJ< 98C8E:
8::FLEKJ FE K?< GIF=@K 8E; CFJJ JK8K<D<EK ;<G<E; FECP FE KISEJ8:K@FEJ ;LI@QE> K?< :LII<EK =@ES8E: @8C G<I@F;

0?< JKBIK@E> 98C8E:< FRKned earnings8::FLEK @J ;<K<ID@E<; 8LKFD8K@:8CCP 9P K?< GIF>I8D 8J FK?<| JK8IK@E>
98C8E:<J 8I< <EK<I<; 0?@J <EJLI<J K?< 8::FLEK@E> <HA8K&®FELiabilities + Equity @J 8CN8PJ @E 98C8E:< %= K?< JK8IK@E>
98C8E:< FRetained earnings@E )8E8><I ;F<J EFK D8K:? K?< :CFJ@E> 98C8E:< F= PFLI GI@FI 8::FLEK@E> JPJK<D 8=K<| 8CC F
JKBIK@E> 98C8E:<J 8I< <EK<I<; PFL ?8M< FE< FI 9FK? F= KNF GIF9C<DJ !'@K?<l PFL ?8M< <EK<I<; 8EFK?<| JK8IK@E> 98C
@E:FlI<:KCP @E )8E8><IFI PFLIGI@FI 8::FLEK@E> JPJK<D 98C8E:< J?<<K N8J FLK F=98C8E:< %;<EK@=P 8E; :FlI<:K K?<
GIF9C<D F EFK 8KK<DGK 8EP 8;ALIKD<EK REtHPed earnings8::FLEK 8J K?8K @J EFK GFJJ@9C<

IKBIK@E> 98C8E:<J 8I< <EK<I<; @E FE< F= K?I<< N8PJ ;<G<E;@E> FE N?<K?<I| K?<P G<IK8@E KF

U +I;@EB8IP 8::FLEKJ
U /L9J@;@8IP C<;><IJ F=:FEKIFC 8::FLEKJ
U <E,@E> @EMF@:<J 8E; 98EB KISEJ8:K@FEJ

)8E8><I 8CCFNJ FECP FE< D<K?F; =FI 8EP 8::FLEK JL9J@;@8IP C<;><I| FI KISBEJ8:K@FE JF PFL :8EEFK :?FFJ< @E:FlI<:KCP

IKBIK@E> 98C8E:<J =FI FI;@ES8IP 8::FLEKJ

E FI;@ES8IP 8::FLEK @J FE< PELPFLIJ<C=@E K" Settings K89 =IFD K?« Chart of Accounts G8><

+;@ES8IP 8::FLEKJ ;F EFK @E:CL;< K?FJ< 8;;<; BLKFD8K@:8CCP 9P )8E8><I| N?<E :<IK8@E =LE:K@FE8C K89J 8I< :I<8K<; *FI ;F K?<P @E:CI
‘FEKIFC 8::FLEKJ :I<8K<; =IFD K" Control Accounts G8>< @ Settings "FI 8::FLEKJ N@K? &€ Edit 9LKKFE E<OK KF K?<@I| E8D<J @E
K?<:?8IK F= 8::FLEKJ :C@:B K?< 9LKKFE %= K?<P 8I< FI;@ES8IP 8t#iiciahi@ce =@<C; N@CC 9< 8M8@C89C<

/<C<:K N?<K?<| K?< JK8IK@E> 98C8E:< @J 8 ;<9@K FI :I<;@K =IFD K?< ;IFG;FNE C@JK <EK<I K?<98C8E:< 8CN8PJ 8J 8 GFJ@K@M< ELD
Update

Note

IKBIK@E> 98C8E:<J =FI| 8JJ<K 8::FLEKJ 8I< EFID8CCP ;<9@KJ LEC<JJ K?< 8::FLEK @J 8 :FEKI8 8JJ<K 8::FLEK FE< N?<I< K?<
98C8E:< @J LIL8CCP E<>8K@M< /KBIK@E> 98C8E:<J =FI C@89@C@KP 8::FLEKJ 8I< LIL8CCP :I<;@KJ LEC<JJ K?< 8::FLEK
8::FLEK /K8IK@E> 98C8E:<J =FI <HL@KP 8::FLEKJ 8I< :I<;@KJ N?<E K?< 9LI@E<JJ FN<J DFE<P 8E; ;<9@KJ N?<E K?< 9LJ@E
FN<; DFE<P
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Example

/18DGC< FEJLCK@E> 8 JFC<KI8;<l IN@K:?<J @KJ 8::FLEK@E> KF )8E8><| 8K K?< 9<>@EE@E> F= K?< :8C<E;8| P<8| +E K?-
9<>@EJ LI@E> )8E8><I| /8DGC< FEJLCK@E> ?8J 8 C@8Y@CayabIEBEKRKB =F| 2 0 :FCC<:K<; =IFD :LJKFD<IJ 9LK
EFK P<K G8@; KF K?< K80 8LK?FI@QKP /F @K <EK<IJ 8 JKBIK@E> 98C8E < :I<@X# ah@& @ EEK@E

Chart of Accounts LE;<I K?< Settings K89

IKBIK@E> 98C8E:<J =FI JL9J@;@8IP C<;><IJ

L9J@;@8IP C<;><IJ :8E 9< K?FL>?K F=8J JL98::FLEKJ F= :FEKIFC 8::FLEKJ FEKIFC 8::FLEKJ D8P 9< 8:K@M8K<; 8LKFD8K@:8CCP N?<E ::
=LE:K@FE8C K89J 8I< <E89C<; 0?<P D8P 8CJKRE= :FEKIFC 8::FLEKBFL ;<=@E< FE K Control Accounts

K89 07<P @E:CL;<

U
U
U
U
U
U
U

IK8IK@E> 98C8E:<J 8I< EFK J<K ;@I<:KCP =FI :FEKIFC 8::FLEKJ F= 8EP KPG< %EJK<8; K?<P DLJK 9< J<K =FI @QE;@M@;L8C JL9J@;@8IP
JL98::FLEKJ OF J<K 8 JK8IK@E> 98C8E:< =FI 8 JL9J@; @8IP C<;><| >F KF K?< K89 LJ<; =FI| ;<=@E@E> K?8K KPG< F=JL98::FLEK <=8LCK

8I<

cC C Cc cCc cCc c c c c

+E:< PFL 8I< @E K?< K89 N?<I< K?< JL9J@;@8IP C<;><I FI JL98::FLEK @J ;<=( Edit

Accounts receivableBE; Accounts payable

Cash at bank8E; Cash on hand

Fixed assets, at cORE; Intangible assets, at cost
Inventory on hand

Employee clearing account

Capital accounts

LIKFD :FEKIFC 8::FLEKJ

Bank and Cash Accounts =F|Cash at bank8E; Cash on hand

Customers  =FIAccounts receivableEFK @QE:CL;@E> G<E;@E> @QEMF@:<J
Suppliers =FIAccounts payable EFK @E:CL;@E> G<E;@E> @EMF@:<J
Inventory Items =FlInventory on hand

Employees =FIEmployee clearing account

Fixed Assets =FIFixed assets, at co®2E; Fixed assets, accumulated depreciation
Intangible Assets =FlIntangible assets, at cosBE; Intangible assets, accumulated amortization
Capital Accounts =FICapital accounts
Special Accounts =FI JG<:@8C 8::FLEKJ 8JJ@>E<; KF 8EP :LJKFD :FEKIFC 8::FLEK
Note

%= :FEKIFC 8::FLEK 8JJ@>ED<EKJ =FI JL9J@; @8IP C<;><IJ ?8M< 9<<E :?8E><; =IFD K?< ;<=8LCKJ 89FM< JK8IK@E> 98C8E:<

J<K @E K?<;<=8LCK K89J C@JK<;

92

G8>< @E K Settings

G@®IE?8K C<;><I 8E; <EK<| K?< JK8IK@E> 98C8E:<



Manager Guides

Example

/8DGC< FEJLCK@E> ?8J FE< =@0x<; 8JJ<K @KJ F==@:< :FDGLK<I /F KNF :FDGS8E@FE 8::FLEKJ 8l< @E:CL;<; FE @KJ 98C8E

Fixed assets, at cORE; Fixed assets, accumulated depreciatiorE K?< JK8IK ;8K< K?< =@0<; 8JJ<K GLI:?8J< N8J 8CI<8;P

‘FDGC<K<; 8E; K?< 8JJ<K N8J G8IK@8CCP <GI<:@8K<; =K<I| <=@E@E> K?< F==@:< :FDGLK<I| 8J 8 =@0<; 8JJ<K @E K?<
Fixed Assets K89 /8DGC< FEJLCK@E> <EK<IJ K?< 8:HL@J@K@FE :FJK 8E; 8::LDLC8K<; ;<GI<:@8K@FE =IFD @KJ GI@FI

8::FLEK@E> JPJK<D

=K<I Update @J:C@:B<; 8CC K?I<< DF;@=@<; 8::FLEKJ =IFD K?< KNF |08DGC<J J?FN K?<@I :FlI<:K JK8IK@E> 98C8E:<J F

Summary G8><
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IKS8IK@E> 98C8E:<J =F| G<E;@E> @QEMF@:<J 8E; 98EB KISEJ8:K@FEJ

0?< =@EB8C :8K<>FIP F= JK8IK@E> 98C8E:<J I<HL@I<J 8;;@K@FE8C JK<GJ J@DGC< JLDDS8IP 98C8E:< 8K K?< JL9J@;:@8IP C<;><| C<Mx<
JL==@:@<EK 9<:8LJ< =LKLI< KI8EJ8:K@FEJ FI <M<EKJ D8P 9< C@EB<; KF FE<J =IFD 9<=FI< PFL 9<>8E LI@E> )8E8><| 0?<I<=FI< K?< Gl
KIBEJ8:K@FEJ K?<DJ<CM<J DLJK 9< <EK<I<; N@K? KIBEJ8:K@FE ;8K<J 9<=FI< PFLI )8E8><I| JK8IK ;8K< /L:? KIBEJ8:K@FEJ @E:CL;<

U 1EG8@; J8C<J 8E; GLI:?8J< @QEMF@:<J
U ,<E;@E> 98EB KISBEJ8:K@FEJ

Unpaid invoices

/8C<J 8E; GLI:?8J< @EMF@:<J EFK =LCCP G8@; 8J F= PFLI JK8IK ;8K< 8I< <EK<I<; <O8:KCP C@B< EFID8C @EMF@:<J 9LK N@K? ;8K<J 9:
%= 8E @EMF@:< ?8J 9<<E G8IK@8CCP G8@; FECP @KJ I<D8@E@E> 98C8E.< ;L< @J <EK<I<; )8E8><I LI<J K?<J< GI< JK8IK @QEMF@:<J
98C8E:<J =FAccounts receivableBE; Accounts payalbe

<:8LJ< PFL N@QCC QE@K@8CRERBIHKPELIG<I®F9<>@E FE PFLI JK8IK ;8K< GI< JK8IK @EMF@:<J N@CC EFK 8==<:K PFLI @E:FD< FI <Ot
8::FLEKJ LI@E> C8K<I I<GFIK@E> G<I@F;J K?<P N@CC 8CJF 9< J@D@CS8ICP @>EFI<;

8I<=LCCP :FEJ@;<| @EM<EKFIP @K<DJ FE GI< JK8IK @EMF@:<J %= @K<DJ FE 8 J8C<J @EMF@:< N<I< 8CI<8;P ;<C@M<I<; LE;<I K?< Gl
8;; K?< HLEEK@K@<J 98:B KF K?< JK8IK@E> 98C8E:<J =FI K?FJ< @EM<EKFIP @K<DJ 9<:8LJ< K?< GI< JK8IK J8C<J @EMF@:< K<CCJ )8E
<C@M<I<; 8>8@E (@B<N@J< @= @K<DJ FE 8 GLI:?8J< @EMF@:< N<I< 8CI<8;P I<:<@M<; LE;<I K?< GI@FI 8::FLEK@E> JPJK<D JLIKI8:K
JKBIK@E> 98C8E:<J =FI K?FJ< @EM<EKFIP @K<DJ 9<:8LJ< K?< GI< JK8IK GLI:?8J< @EMF@:< K<CCJ )8E8><I| K?<P DLJK 9< I<:<@MK<; 8>8
LI@E> ;<C@M<IP EFK<J FI >FF;J I<:<@GKJ KF KI8:B HLSEK@K@<J F= K?< @K<DJ @EMFCM<; 9< JLI< KF 8CJF <EK<I K?FJ< KISEJ8:K@FT
8:KL8C ;<C@M<IP Fl I<:<@GK ;8K<J <M<E @= K?<P 8I< GI< JK8IK 5FLI>F8C @E 8;ALIK@E> JK8IK@E> 98C8E:<J =FI @EM<EKFIP @K<D.
|<:<@M89C< FI G8P89C< 8JG<:K F= 8E @QEMF@:< FLKJK8E; @E>

Example
+E @KJ JK8IK ;8K< /8DGC< FEJLCK@E> ?8J 8E FM<I;L< J8C<J @QEMF@:< @JJL<; KF I@CC@8EK %E;LIKI@<J C8JK P<8l %k
LI@E> K?< GIF:<JJ ;<J:1@9<;

0?< Accounts receivable FEKIFC 8::FLEK I<=C<:KJ K?< :?8E>< KF K?< JK8IK@E> 98C8ESald@i2ED< 8::FLEK KF N?@:?
K?< @EMF@:< N8J GFJK<; J?FNJ EFK?@E> =FI K?< :LII<EK G<I@F;

Note
)FI< @E=FIDBK@FE 89FLK JK8IK@E> 98C8E:<J =FI :LIREB<)FIQ ®E=FIDSK@FE FE JLGGC@<+] @J
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Pending bank transactions

,<E;@E> 98EB KISEJ8:K@FEJ 8I< <EK<I<; ( Receipts 8E; Payments K89J LI@E> ;8K<J9<=FI< PFLI JK8IK ;8Kstf2s =@<@ust
9< J<K KPending J N@K? GI< JK8IK @EMF@:<J ;<GFJ@KJ 8E; N@K?;I8N8CJ K?<DJ<CM<J N@CC EFK 8==<:K @E:FD< FI <OG<EJ< 8::FLE
KIBEJ8:K@FEJ N@CC 9< ;8K<; 9<=FI< K?< 9<>@EE@E> F= PFLI I<GFIK@E> G<I@F,;

$FN<M<I| JKBIK@E> 98C8E:<J =FI 98EB 8::FLEKJ DLJK 9< 8;ALJK<; LGNS8I;J FI ;FNENS8I;J KF :FDG<EJ8K< =FI K?< GI< JK8IK I<:<@GKJ 8E;
G8PD<EKJ PFL <EK<| FE=@ID8K@FE K?8K PFLI JK8IK@E> 98C8E:<J =FI 98EB 8::FLEKJ 8I< :FlI<:Kldztd N2t Pending
deposits  Pending withdrawals 8E; Actual balance @E K" Bank and Cash Accounts K89 D8K:? K?< 8:KL8C JK8KLJ F= PFLI 8::FLEKJ FE

PFLI JK8IK ;8K<  JL::<JJ=LC 98EB I<:FE:@C@8K@FE N@CC 8CJF 9< GFJJ@9C< 8K K?@J GF@EK

Example
&LJIK 9<=FI< @K JK8IK<; LI@E> )8E8><| /8DGC< FEJLCK@E> I<:<@MX<; 8E; ;<GFJ@K<; @EKF @KJ 98EB DFE<P =FI 8 J8C<J
J8C<J @EMF@:< N8J :FEJ@;<I<; GB@; @E =LCC @E K?< FC; 8::FLEK@E> JPJK<D JF @K N8J EFK <EK<I<; 8] 8 JK8IK@E> 98(
LIKFD<I[J JL9J@;@8IP C<;><I LEAckounts receivable LK K?< JK8IK@E> 98C8E:< F= K?< 98EB 8::FLEK FECP @E:CL;<; :C<8I<;
8DFLEKJ F= /F K?< I<:<@GK N8J <EK<I<; N@K? @KJ FI@>@ES8C ;<&F WNEBKI<K KPending 0?<

Bank Accounts K89 8::LIBK<CP I<=C<:KJ K?< :FDGC<K< JK8KLJ F= K?< 98EB 8::FLEK

"@O JK8IK@E> 98C8E:<J

I8ICP M<IJ@FEJ F=)8E8><| ;@; EFK GIFG<ICP 8::FLEK =FI JK8IK@E> 98C8E:<J @E 8CC :8J<J LE;<I :8J? 98J@J 8::FLEK@E> 0?7@J J?FIK:FI
=@0<; @E L>LJK I<HL@I@E> 8CC JKBIK@E> 98C8E:<J KF 9< <EK<I<; FE 8 :8J? 98J@J 1<>8I;C<JJ F= K?< KPG< F= 8::FLEK@E> LJ<; (8
F=K?< GIF>I8D @E:CL;< K?< 89@C@KP KF 8LKFDBK@:8CCP ;<K<:Kidlstar8dgbaknces 3$FN<M<I| KF GI<M<EK LE<OG<:K<;
DF,@=@:8K@FE F= =@E8E:@8C JK8K<D<EKJ K?< GIF:<JJ IKHL@I<J ;@I<:K @EMFCM<D<EK F=K?< LJ<I| 0?@J DLIJK FECP 9< ;FE< FE:<

OF :?<:B N?<K?<I :Fll<:K@FEJ 8I< I<KHL@I<; =FI PFLI 9LI@E<JJ ;I@CC ;FNE summary G8><FE K?Retained earnings8::FLEK 98C8E.<

K K?< 9FKKFD F= K?< G8>< :C@: Fix Starting Balances 9LKKFE

%= )8E8><I ?8J ;<K<:K<; GFK<EK@8C GIF9C<DJ PFL N@CC J<< 8 C@JK F= GIFGFJ<; LG;8K<J CFFB@E> JFD<K?@E> C@B< K?@J
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%= EF GIF9C<DJ 8I< ;<K<:K<; PFL N@CC J<< 8 ;@==<I<EK D<JJ8><

Caution
0?< GIF:<JJ @J EFK =FFCGIFF= 8I<=LCCP :?<:B PFLI 98C8E:< J?<<K 8=K<IN8I;:J KF <EJLI< K?< :?8E><J N<I< :FlI<:K %= EFK
D8B< D8EL8C <;@KJ
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?8GK<|l LIKFD@Q@E>8 LIJ@E-

)BE8><I| @E:CL;<J D8EP =<8KLI<J =FI :LIKFD@Q@E> PFLI 9LI@E<JJ[ CFFB KF K?< FLKI@;< NFIC; %K 8CJF 8CCFNJ :LIKFD@Q8K@FE F=
KF JKI<8DC@E< PFLI @EK<IE8C NFIBCFS,;

LI@E<JJ (F>F

- Fl :?8E>< 8 9LI@E<JJ CF>F
. 8 CF>F

OF add a logo KF KISEJ8:K@FE =FIDJ >F KF Settings K89 8E; :C@: Business Logo

IFNJ< KF K?< >I8G?@: =@C< :FEKS@E@E> PFLI CF>F 8E; J<C<:K @K )8E8><I N@CC 8::<GK DFJK JK8E;8I; >I8G?@: =@C< =FID8KJ

Note
.<>81;C<JJ F= PFLI CF>F[J =@C< J@Q< @K J?FLC; EFK 9< C8I><| @E 8EP ;@D<EJ@QFE K?8E G@O0O<CJ

C@:l update N?<E PFLI=@C< ?8J 9<<E J<C<:K<; 0?< CF>F @E LIJ< N@CC 9< ;@J&GEBPss KgK?<J:I<<E

%K N@CC 8GG<8I FE 8CC =FIDJ @E K?< ;<=8LCK K?<D< 8E; N?<I<M<| @E:CL;<; @E :F;@E> =FI FK?<| @E 9L@CK FI :LIJKFD K?<D<J
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?8E>< 8 CF>F

OF change a logo >F KF K?< Settings K89 8E; :C@: Business Logo C@:| Delete

%= PFL N8EK KF I<GC8:< K?< CF>F 8;; K?< E<N FE< 8J ;<J:1@9<; 89FM<

LIKFD "@<C;J
1J< :LIKFD =@<C;J

Custom fields ?<CG K8@CFI )8E8><I KF JG<:@=@: E<<;J F= PFLI 9LJ@E<JJ 8::FLEK@E> NFIB=CFN 8E; CF:8C C8NJ 8E; :LJKFDJ 0?<P :8E
KF =FIDJ 8::FLEKJ <=@E@K@FEJ 8E; ;:@JGC8PJ KF I<:FI; 8E; GI<J<EK @E=FIDSK@FE EFK <JJ<EK@8C KF FG<ISK@FE F= K?< GIF>I8D

LIKFD =@<C;J :8E 9< 8;;<; =FI DFJK =LE:K@FE8C K89J <E89C<; @E K?< C<=K EBM@>8K@FE G8E<

8EB 8E; :8J? 8::FLEKJ

<:<@GKJ 8E; GBPD<EKJ

%EK<I 8::FLEK KI8EJ=<IJ

IOG<EJ< :C8@DJ

LIKFD<IJ 8E; JLGGC@<IJ

/8C<J 8E; GLI:?8J< HLFK<J

/8C<J 8E; GLI:?8J< FI;<IJ

/8C<J 8E; GLI:?8J< @EMF@:<J
<C@M<IP EFK<J 8E; >FF;J I<:<@GKJ
I<:@K 8E; ;<9@K EFK<J

u

u

u

u

u

u

u

u

u

u

U %EM<EKFIP @K<DJ
U %EM<EKFIP KISEJ=<IJ

U %EM<EKFIP NI@K< F==J

U |IF,L.K@FE FI;<IJ

U IDGCFP<<J

U ,8PIC@GJ

U @CC89C< K@D< <EKI@<J

U "@O<; 8E; @EKBE>@9C< 8JJ<KJ
U 8G@KS8C 8::FLEKJ

U &FLIE8C <EKI@<J

u

"FC;<IJ
07?<P :8E 8CJF 9< 8;;<; =FI J<M<I8C :8K<>FI@<J @ Settings K89

U LI@E<JJ;<K8@CJ

98



Manager Guides

%EM<EKFIP B@KJ

*FE @EM<EKFIP @K<DJ

,8PIJC@G <8IE@E>J ;<;L:K@FE 8E; :FEKI@ILK@FE @K<DJ
080 :F;<J

c C Cc C cC

3@K??FC;@E> K80<J =FI K8O N@K??<C; 88t JEEPHCC N@K??FC;@E> N?@:? @J J<K LG 8J 8 G8PJC@G ;<;L:K@FE @K<D

Notes
LIKFD =@<C;J =FI @QE;@M@;L8C C@E< @K<DJ :8E 8CJF 9< :I<8K<; =FI JFD< KI8EJ8:K@FE =FIDJ 0?BE8=«OGC8@E<; @E
#HL@:;<

I8ICP M<IJ@FEJ F=)8E8><| @E:CL;<; DS8EP EFE <JJ<EK@8C =@<C;J FE KISEJ8:K@FE <EKIP =FIDJ 0?@J GI8:K@:< KFFB LG LEE<:<JJ8IP .
8E; 8;,<; E<<;C<JJ :FDGC<O@KP KF K?< GIF>18D 1GFE LG;8K< KF C8K<I| M<IJ@FEJ 8EP EFE <JJ<EK@8C =@<C;J N@K? :FEK<EK 8I< :FEl
BLKFD8K@:8CCP KF :LIKFD =@<C;J N@K? K?< J8D< C89<CJ /F EF ;8K8 @J CFJK *FN <EKIP J:I<<EJ :8E :FEK8@E FECP @E=FIDSK@FE |
GIF>18D I<HL@I<J E; PFL ?8M< K?< FGK@FE KF GLI>< LEE<:<JJ8IP ;8K8 =IFD FC; I<:Fl;J

LIKFD =@<C;J 8I< LE@HL< KF K?< K89 =FID 8::FLEK FI @K<D =FI N?@:? PFL :I<8K< K?<D "@<C;J :I<8K<; =FI FE< =FID 8I< EFK 8LKFD8K
8M8@CB89C< FE FK?<I =FIDJ 0?@J J<G8ISBK@FE ?<CGJ PFL :LIKFD@Q< =FIDJ N@K?FLK LEE<:<JJ8I@CP :CLKK<I@E> FK?<IJ +E K?< FK’
1I<8K<; =FI 8::FLEKJ 8E; @K<DJ D8P 9< 8M8@C89C< FE DLCK@GC< =FIDJ FI ;@JGC8PJ N?<I< K?FJ< 8::FLEKJ FI @K<DJ 8I< LJ<; .<>8l;,C<J
K?<P 8I< :I<8K<; K?FL>? :LIJKFD =@<C;J 8I< EFK 8M8@CB89C< @E J@KLSK@FEJ N?<I< K?<P NFLC; 9< GF@EKC<JJ

&LJIK 8J :LIJKFD =@<C;J ;F EFK 8LKFD8K@:8CCP 8GG<8I FE FK?<| =FIDJ :FEK<EKJ <EK<I<; @E 8 =@<C; =F| FE< KISEJ8:K@FE ;F EFK 8LKI
@E 8 =@<C; =FI 8 I<C8K<; KIBEJ8:K@FE <M<E @= K?< =@<C;J ?8M< K?< J8D< C89<C $FN<M<| @= 8 KIBEJ8:K@FEFER8GE@E> :LIKFLC
8EFK?<| KPG< KI8EJ8:K@FE =FI N?@:? :LIJKFD =@<C;J N@K? @;<EK@:8C C89<CJ ?8M< 9<<E :I<8K<; :FEK<EKJ F= K?< :LIJKFD =@<C;J N(

Note
%= ;<=8LCK :FEK<EK =FI K?< ;<JK@EBK@FE =FID ?8J 9<< Form Defaults @E K’ Settings K89 :FEK<EK =IFD K?<
JFLI:< =FID N@CC FM<II@;< ;<=8LCK :FEK<EK

Example 1
5FL :I<8K< 8 :LIKFD =@<Kxlivery route =F1 J8C<J @QEMF@:<J KF ?<CG GCS8E ;:8@CP :<C@M<IP J:?<;LC<J 5FL 8CJF :1<8K< 8
LIKFD =@<C; C89<0éliwery route =FI ;<C@M<IP EFK<J

5FL E<OK :I<8K< 8 J8C<J @EMF@:< 8RRalHE#L @EKF K?< :LIKFD =@<C; 0?<:FEK<EK F=K?@J =@<C; N@CC EFK :8IIP =FINE
,<C@MK<IP EFK< :I<8K<; @E K?< FI;@E8IP NE& Delivery Notes K89 LK @=PFL LJ<I| Copyto 9LKKFE KF :I<8K< 8
,<C@M<IP EFK< =IFD K?< J8C<J @ReME@&L:N@CC KISEJ=<I

Example 2

5FL 8;; 8 :LJIKFD =@<CPoint of contact =FI PFLI :LJKFD<IJ 8E; J<K @K KF J?FN FE GI@EK<; ;F:LD<EKJ 0?@J =@<C; N@CC
M@J@9C< =FI <M<IP =FID N?<I< :LJKFD<IJ 8I< @E:CL;<; JL:? 8J J8C<J HLFK<J J8C<J FI;<IJ J8C<J @EMF@:<J ;<C@M<IP EF
0?< =@<C; @J LE@HL< KF K?< :LJKFD<I| EFK 8EP J@E>C< =FID *FK< ?FN<M<I K?8K 9<:8LIJ< K?< =@<C; @J EFK 8JJF:@8K-<
=FID @K ;F<J EFK 8GG<8I FE K?< @EGLK J:I<<E =FI 8 J8C<J I<C8K<; KISEJ8:K@FE FECP FE K?< :FDGC<K<; =FID N?<E @K (

Example 3

5FL ;<=@E< 8 :LIJKFD =@<C; =FI @ EM<EKFiBu@K<bdigin 0?7@J =@<C; :8E 8GG<8I ( Inventory Items K89

C@IK@E> 8E; J?FNJ N?<E <;@K@E> @E;@M@;L8C @EM<EKFIP @K<DJ LK @K ;F<J EFK 8GG<8I N?<E @EM<EKFIP @K<D
@K<DJ FE =FIDJ %= PFL N8EK :FLEKIP F=FI@>@E KF 8GG<8I FE J8C<J @EMF@:<J =FI <O8DGC< PFL DLJK @E:CL;< K?8K
K?<Description =@<C; FIBE< @K<D :LJKFD =@<C:;
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|I<BK@E> :LIKFD =@<C;J

OF :1<8K< 8 :LJKFD =@<C; >F KF Settings K89 8E; :C@: Custom Fields

0?< J:I<<E N@CC J?F New Custom Field 9LKKFE =FI <8:? =FID 8::FLEK FI @K<D PFL ?8M< <E89Cx<;

C@:B K?< I<C<N New Custom Field 9LKKFE 8E; :FDGC<K< K?< ;<=@E@K@FE

U Name@J PFLI 8JJ@>E<; C89<C =FI K?< :LJKFD =@<C; 0?@J C89<C N@CC 8GG<8I N?<I< 8GGIFGI@8K< FE =FIDJ FI ;@JGC8PJ KF ;
IF @K J?FLC; 9< JFD<K?@E> PFL 8I< N@CC@E> =FI :LJIKFD<IJ 8E; JLGGC@<IJ KF J<<

U Position :FEKIFCJ K?< FI;<I @E N?@:? :LIKFD =@<C;J 8GG<8I EK<I 8 ELD9<I @=;<J@I<; +K?<IN@J< :LIJKFD =@<C;J N@CC 8G(
8CG?89<K@:8C FI;<lI

U Type C<KJ PFL :?FFXBingle-line text Paragraph text Dropdown list Image Date FI Number 8J K?< E8KLI< F= K?< =@xgpdown list
@E K7gpe =@<C; II@E>J LG 8 E<N e@is; for drop-down list N?<I< PFL :8E <EK<I =@O0<; :?F@:<J =FI K?< C@JK
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U Size 8CCFNJ 8 :?F@:<Ifmall Medium FI Large =FI <@K?<| K<OK KPG< 5FLI J<C<:K@FE N@CC 8CK<I| K?< J@Q< F= K?< =@<C; FE K*
JF PFL BEFN ?FN DL:? K<OK N@CC =@K

U Description  GIFM@;<J 8 GC8:< KF <OGC8@E 8 :LIJKFD =@<C;[J GLIGFJ< KF LI<IJ %E=FIDSK@FE <EK<I<; ?<I< ;F<J EFK 8GG<8lI 8l
8 KIBEJ8:K@FE =FID

U 7?<:B Show custom field as a column @= PFL N8EK K?< =@<C; KF 9< @E:CL;<; @E C@IJK@E>J F= K?< I<C<M8EK K89

U 7?<:B Show custom field on printed documents KF :@JGC8P K?< =@<C; FE =FIDJ

U %= K®how custom field on printed documents 9FO @J :?<:B<; 8EFK?<|:?<:B9FO 8GG<8IlJ KF @E;@:8K< N?sK&R=kKFom
field at the top of printed documents %= K?<9FO @J EFK :?<:B<; LJKFD =@<C;J 8GG<8Il 8K K?< 9FKKFD

C@:l Create KF JBM< K?<:LIKFD =@<C; (8K<Il K?<=@<C; :8E 9< <;@K<; <JL Update I8BK<I<,@K@E>
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Example 4

F><l K?< 8::FLEK@E> D8E8><I 8K *FIK?N@E; 018;<IJ N8EKJ KF :CFJ<CP DFE@KFI ;<GI<:@8K@FE 8E; ;@JGFJ@K@FE F==(
KF 9< :<IKB@E K?< :FDG8EP =FCCFNJ GI<J:1@9<; 8::FLEK@E> JK8E;8I;J $< :I<8K<J =FLI :LJKFD =( Fixed Assets

K89 CC 8I< J@E>C< C@E< K<OK 8E; ;<J@>E8K<; KF J?FN 8J :FCLDEJ

3?<E .F><I M@<NJ K? Fixed Assets K89 ?7<J<<J 8 DFI< :FDGC<K< G@:KLI< F= K?< :FDG8EP[J =@0O<; 8JI<KJ

Example 5

E8JK8J@8 J<CCJ ?<I| >C8JJ 8IKNFIB 9FK? KF N?FC<J8C< :FIGFI8K< ;@JKI@9LKFIJ 8E; ;@I<:KCP KF I<J@;<EK@8C :LJKFD<IJ
?<I1J<C=F=;@J:FLEK I18K<J 8E; GBPD<EK K<IDJ 8E; KF J@DGC@=P D8IB<K@E> :8DG8@>EJ J?< <JK89C@u32xd8 :LIKFD =@
type @E K% Customers K89 /?<J<KJ @K KF J?FN 8J 8 :FCLDE

<=FI< DB@C@E> 8 E<N 9IF:?LI< K8I><K@E> I<J@;<EK@8C :LJKFD<IJ Search KPE:K@FE KF =@CK<I| ?<I|:LIKFD<I C@JK

Example 6
)F;0<B <J@>E JIJF:@8K<J N8EKJ @KJ :LJIKFD<IJ KF BEFN N?@:? G8IKE<I ?8J I<M@<N<; 8E; 8GGIFM<; 9@CC@E>J %K :1<8K
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‘LIKFD =@<C; =FI } Sales Invoices K89 C89<CC@bpr@ii by 07<=@<C; N@CC J?FN 8K K?< 9FKKFD F= K?< J8C<J @EMF

Notes
IEKIP J:I<<EJ 8CN8PJ J?FN :LJKFD =@<C;J C89<CC<; 8J JL:? "FI <O8DGC<

LK =@<C;J J?FN FE :FDGC<K<; =FIDJ 8E; 8J ;@JGCS8P :FCLDEJ FECP N?<E K?<P :FEK&a@BSE <BHZ; ?8J 9<<E
<=@E<; KF J?FN FE K?< I<C<M8EK =FID FI ;@JGC8P

"@<C; KPG< 8GGC@<J FECP KF K?< =FID FE N?@:? K?< <EKIP @J =@IJK D8;< 3?<E =FIDJ :FEKS8@E@E> :LJKFD =@<C;J 8I<
FK?<Il =FIDJ N@K? @;<EK@:8C C89<CJ K?< KPG< F==@<C; ;F<J EFK D8KK<I /F =FI <O8DGC< 8E <EKIP @QE 8 J@E>C< C@E
'FG@<; KF 8 :LIKFD =@<C; F= K?<;IFG;FNE C@JK KPG< I<>8I;C<JJ F= K?< FGK@FEJ EFID8CCP 8M8@C89C< @E K?<;IFG;F

(8JKCP ;<=8LCK K<OK K?8K PFL N8EK KF 8GG<8I @E 8 :LIJKFD =@<C; FE 8CC E<N =FIDJ J?FLCOR <EHIQKIEKI
K?8K KISEJ8:K@FE =FID

) 8B@E> :LIKFD =@<C;J @E8:K@M<

)BE8><I N@CC EFK 8CCFN :LJKFD =@<C;J KF 9< ;<C<K<; @= K?<P ?8M< 8CI<8;P 9<<E LJ<; %= 8 =@<C; FLKC@M<J @KJ LJ<=LCE<JJ :?<
@E8:K@M< K?< 9FO ;F<J EFK 8GG<8I N?<E :LJKFD =@<C;J 8I< =@I1JK 9<@E> :I<8K<;

%WE8:K@M< :LIKFD =@<C;J 8GG<8l @E >I8P 8K K?< <E; F= C@JKJ 07?<P :8E 9< I<8:Ki Edit 8#PLE@ETE> K?<9FO CNS8PJ:C@:B
Update 8=K<I<;@K@E>
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» 8E @D8>< KF 8 :LIKFD =@<C;

+E< F= K?< =@<C; KPG<J 8CCFNKEEl =@<@limage =K<I|K?<=@<C; @J ;<=@E<; Settings @D8>< :FEK<EK :8E 9< 8;;<; FE K?<
[<C<MB8EK KI8EJ8:K@FE =FID FI Form Defaults =F| K?< =FID =FI N?@:? PFL ?8M< :I1<8K<; K?< :LJKFD =@<C;

.8K?<I K?8E @E:FIGFI8K< K?< @D8>< @KJ<C= @EKF )8E8><I[J ILI@E<JJ ;8K8 =@C< K?< @D8>< DLJK 9< JKFI<; 8K 8 N<9 8::<JJ@9C< CF
'F;< @J <EK<I<; @EKF K?< :LIJKFD =@<C; I<=<I<E:@E> K?< 1.( F= K?< JKFI<; @D8><

Example
LIKFD =@<C; =FI J8C<J @EMF@:<J @J ;<=@Ekz| NE@RRA&0. 0?7< :LIKFD =@<C; @J ;<=@E<; KF J?FN FE GI@EK<;
;F:LD<EKJ +E 8 J8C<J @EMF@:< K?<=FCCFN@E> $0)( :F;< @J @QEJ<IK<; I<=<I<E:@E> 8 G?FKF>I8G? F= 8E 8GGC<

0?< I<KILCK@E> J8C<J @EMF@:< J?FNJ K?< :LJKFD =@<C; N@K? K?< G?FKF>18G?

Notes
<J@Q< C8I>< @D8><J 9<=FI< JKFI@E> K?<D

LIKFD =@<C;J N@CC 8::<GK 8;;@K@FES8C $0)( JKPC< 8KKI@9LK<J

S5FL D8P =@E; K?8K @D8><J N@CC EFK ;@JGC8P FEJ:I<<E 9LK 8I< I<GC8:<; 9P 8 JPDIFC @E;@:8K@E> @E89@C@KP F=K
;FNECF8; K?<D

0?@J ?8GG<EJ N?<E K?< @D8>< ?FJIK I<IKI@:KJ 89@C@KP KF ?FKC@EB @D8>xY Kb .CF:8%FK85BIJ@KLBK@FEJ , "J
F= 8 KISBEJ8:K@FE FI <D8@CJ J<EK =IFD K?< GIF>I8D ><E<I8CCP ;@JGC8P K?< @D8><J :FIlI<:KCP LK K?<FECP I<C@89C<J
LI@E> 8 ;@==<I<EK ?FJK KF JKFI< @D8><J

. 'LIKFD =@<C;J =FI @E;@M@;L8C C@E< @K<DJ

5FL :8E add custom fields for individual line items @E 8;;:@K@FE KF K2BB<:; =FI M8I@FLJ KISBEJ8:K@FE 0R@J :8G89@C@KP @J JLGGFIK-
=FI C@E< @K<DJ FE

U /8C<J 8E; GLI:?8J< HLFK<J
U /8C<J 8E; GLI:?8J< FI;<IJ
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/8C<J 8E; GLI:?8J< @EMF@:<J
I<;@K 8E; ;<9@K EFK<J
<C@M<IP EFK<J

#FF;J I<:<@GKJ

Caution

CK?FL>? C@QE< @K<D :LIJKFD =@<C;J 8E; K?<@!| :FEK<EKJ 8I< I<GC@:8K<; N?<E 8 KISEJ8:K @& Ba® JE I E#|<KREP

C@E< @K<DJ FE FK?<I =FIDJ <M<E N’ Copyto =LE:K@FE @J LJ<; 0?@J @J 9<:8LJI< KISEJ=<II@E> @E=FIDBK@FE @E :LJ
=@<C;J KF ;@==<I<EK :@I:LDJK8E:<J NFLC; I8I<CP 9< ;<J@I89C< $FN<M<I| C@E< @K<D :LIJKFD =@<C;J N@K? @;<EK@:8C
:I<8K<; =FI DFI< K?8E FE< =FID GIFM@;@E> CF:8K@FEJ =FI DS8EL8C @E=FIDS8K@FE KI8EJ=<I| N?<E 8GGIFGI@8K<

OF :1<8K< 8 C@E< @K<D :LIJKFD =@<C; > Settings K89 :C@ Custom Fields K?<E =@E; K?< C@JKiN@BBG<E;<; KF @KJ E8D< =FI
K?< =FID KF N?@:? PFL 8I< 8;;@E> K?< =@<C New Custom Field =FI K?8K C@JK

<=@E< K?<:LJKFD =@<C;

#@M< K?< :LIKFD =@x&n8N?@:? N@CC 8GG<8I 8] 8 :FCLDE ?<8;@E>
IEK<I 8E FGK@FE8C ELD<#@i&@ CC :LIKFD =@<C;J 8GG<8l BakK«gbtion  8E; 9<=FI<Qty
/<C<:K K?%Zype 8E; Size

cC C C cC

Do not check K?< 9FO K&how custom field as a column %K N@CC ?8M< EF <==<:K 07<J8D< <EKIP =FID @J LJ<; =FI 8CC :LJKFD
=@<C;J 8E; K?@J =@<C; @J <==<:K@M< FECP =FI KIBEJ8:K@FE C<M<C :LJKFD =@<C;J

U 1EC<JJK?<:LIJKFD =@<C; @J =FI @EK<IE8C GLIGFJ<J FECP :?<SBol219&@fl€ME on printed documents

C@:|l Create KF J8M< K?<:LJKFD =@<C;

Note
JLCK@GC< C@E<J F= K<OK :8E 9< <EK<I<; @E C@E< @K<D :LJKFD =@ Return JBEPKKBI BEEK?<| C@E<
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Example
*FIK?N@E; 0I8;<1J J<CCJ :8M@8I 8E; E<<;J KF @E:CL;< CFK ELD9<IJ FE J8C<J @EMF@:<J =FI N8IISEKP GLIGFJ<J 9LK ;F<JEJl

KF @E:CL;< K?<D @E ;<J:I@GK@FEJ F= @EM<EKFIP @K<DJ /F *FIK?N@E; :1<8K<J 8 C@E< @K: Custom Fields  ; LE;<lI
*FIK?N@E; E8D<J K?@J :LIKFD dA@«ESE; :?<:BJ K?< 9FO KF J?FN @K FE ;F:LD<EKJ

Lot# @J EFN 8E <;@K89C< :FCLDE N?<E *FIK?N@E; <EK<IJ J8C<J @EMF@:<J

%K N@CC J?FN FE K?< @EMF@:< 8J 8 :LJKFD :FCLDE KFF

0?@J =<8KLI< @J 8LKFD8K@:8CCP JLGGFIK<; 8:IFJJ 8CC :LIKFD K?<D<J
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)FM< 8 :LJKFD =@<C; FE KISEJ8:K@FE =FIDJ

P ;<=8LCKLJKFD =@<@GG<8I| E<8l K?< 9FKKFD F=:FDGC<K<; KISBEJ8:K@FE =FIDJ ®ieke8tcustom field JF @K 8GG<8IJ JFD<N?<I<
<CJ< LI@EX8KFD K?<D<

Note

0?7@J #L@;< 8GGC@<J KF :LIKFD =@<C;J =FI KIBEJ8:K@FE =FIDJ %I ®EXFEFK<EM<IKFD =MrP@:2 8GG<8| FE
@E;@M@;L8C C@E<J F= K?< =FID 8E; :8EEFK 9< DFM<; LI@E> K<:?E@HL<J ;<J:1@9<; ?<I<

|1<8K< 8 :LIKFD =@<C;

"@IJK :1<8K< 8 :LIJKFD =@<C; =FI K?< ;<J@I<; =FID =FCCFN@E> @EIRK?K@EEJI@B< JLI< K?< :LIKFD =@<C; @J D8IB<3Hkv on
printed documents "FI GLIGFJ<J F= @CCLJKISBK@FE 8 :LIJKFD =@<Cne8=st@C<Field N@CC 9<LJ<; 9<CFN 0?<=@<C; N@CC J?FN FE K
I<C<MS8EK KI8SEJ8:K@FE <EKIP J:I<<E 8E; :FEK<EK :8E 9< <EK<I<; 9P ;<=8LCK FI DSEL8CCP

I<8K< 8 E<N K?<D<

0?<E >F KF Themes LE;<l Settings 8E; :I<8K< 8 E<N :LJKFD K?<D<5FL :8E :I<8K< FE< =IFD J:I8K:? 8=K<I| :C@:B@E New Theme
9LKKFE F View 8E <O@JK@E>K?<D Copyto  New Theme

(<K[J 8;8GK K?< 9L@CK @E ;<=8LCK K?<D< 8E; :8CC FLI Bairk@uBtom) 3?<E FG<E<; =FI <;@K@E> EFK@:< ?FN C@E<J ‘FEK8@E K?<
=FCCFN@E> :F;<

{% for field in fields %}

<div style="font-weight: bold">{{ field.label }}</div>
<div style="margin-bottom: 10px">{{ field.text }}</div>
{% endfor %}
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07<J< C@E<J8I<I<IGFEJ@9C< =FI J?FN@E> KISEJ8:K@FE ;8K<J I<=<I<E:< ELD9<IJ <K: 8CC F=N?@:? 8I< <C<D<EKitE= SE38P E8D<
@J J<GB8I8K<CP ;<=@E<; =FI <8:? KIBEJ8:K@FE KPG< %= PFL N8EK KF J?FN :FEK<EK F= PFLI :LJKFD =@<C; 9<CFN K?<J< 98J@: =@<C;J
KNF C@B&#tér {% endfor %}

<div style="font-weight: bold">Some Custom Field</div>
<div style="margin-bottom: 10px">{{ custom_fields["Some Custom Field"] }}</div>

5FL N@CC <E; LG N@K?

{% for field in fields %}

<div style="font-weight: bold">{{ field.label }}</div>

<div style="margin-bottom: 10px">{{ field.text }}</div>

{% endfor %}

<div style="font-weight: bold">Some Custom Field</div>

<div style="margin-bottom: 10px">{{ custom_fields["Some Custom Field"] }}</div>

Note
37<E 8;;@E> C@E<J JL9IK@KLK< K?< 8:KL8C C89<C F= PFLI :LIKER=-=@x&n Fkld

Create Fl Update PFLI:LIJKFD K?<D< ;@K K?< KI8EJ8:K@FE =FID KF N?@:? PFL N8EK KF 8GGCP PFLI :LJKFD K?<D< 9P :?<:B@E> K~
Custom theme 9FO 8E; J<C<:K@E> PFLI K?<D<

3?<E PFL M@<N PFLI KISEJ8:K@FE PFLI :LIKFD =@<C; N@CC J?FN 9<CFN K?<98J@: =@<C;J @E K?< ?<8;<I

ILGGI<JI K?< LGC@:8K< :LIKFD =@<C,;

5FL N@CC EFK@:< PFLI :LJKFD =@<C: EFN J?FNJ KN@:< 0?< =@IJK GC8:< @J @E K?< ?<8:@E> N?<I< PFL ALJK 8::<: @K 0?< J<:FE: @J
K?< =FID N?<I< :LJKFD =@<C:J EFID8CCP 8GG<8I| OF ?@:< K?< J<:FE: 8GG<8I8E:< >F 98:B KF <:@K PFLI :LJKFD K?<D< 8E: =@E: K?< =FC
C@E<J

{% for field in custom_fields %}
<tr>
<td colspan="99">
<div style="font-weight: bold; padding-top: 20px">{{ field.label }}</div>
<div>{{ field.text | newline_to_br }}</div>
</d>
</tr>
{% endfor %}

=K<I1{% for field in custom_fields %} @EJ<IK K?@J C@E<
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{% if field.label == 'Some Custom Field' %}{% continue %}{% endif %}

/IF PFL N@CC ?8M<

{% for field in custom_fields %]}
{% if field.label == 'Some Custom Field' %H% continue %}{% endif %}
<tr>
<td colspan="99">
<div style="font-weight: bold; padding-top: 20px">{{ field.label }}</div>
<div>{{ field.text | newline_to_br }}</div>
</td>
</tr>
{% endfor %}

0?@J N@CC :8LJ< K?< GIF>18D KF 9PG8JJ PFLI :LJKFD =@<C; N?<E CFFG@E> K?IFL>? 8E; ;@JGC8P@E> 8EP FK?<|J PFL D8P ?8M< @E
custom_fields 8l18P

Note
37<E 8;;@E> K?< C@E< JL9IK@KLK< K?< 8:KL8C C89<C F= PFLI :LIKFR =c@«G; =FH

- 'FE:@K@FESC CF>@:

%= LIKFD@Q8K@FE @J KF 9< 8GGC@<; FECP @E :<IKB@E JQKLBK@FEJ PFL E<<; KF 8;; :FE;@K@FE8C CF>@: KF PFLI K?<D< "FI <O8
<=@E<; KNF :LIKFD =@<C;J FE<&Et@ner Reference ELD9<I FE J8C<J @QEMF@:<J K?< FK?&lLsHIe8 Reference ELD9<I| FE

GLI:?8)J< @EMF@:<J LK PFL N8EK KF @EJ<IK N?@:?<M<I| @J 8GGIFGI@8K< =FI 8 KIBEJ8:K@FE 8K ?8E; LI@E> K?< J8D< :LJKFD K?<D< '
K?<=FCCFN@E> :F;< @E K?< 8GGIFGI@8K< J<:K@FE F= K?< K?<D<

{% if custom_fields["Customer Reference"] %}

<div style="font-weight: bold; padding-top: 10px">Customer Reference # : {{ custom_fields["Customer Reference"]
H</div>

{% endif %}

{% if custom_fields["Supplier Reference"] %}

<div style="font-weight: bold; padding-top: 10px">Supplier Reference # : {{ custom_fields['Supplier Reference"]
H</div>

{% endif %}

0?< GIF>18D N@CC K<JK 8CC :LIKFD =@<C;J @E:FIGFI8K<; @E K?< =FID 8J @K CFFGJ K?IFL>? K21 BtK kel fei@anKL<P BI<
Supplier Reference %= FE< @J GI<J<EK @KJ C89<C 8E; =@<C; :FEK<EK N@CC 9< ;@JGC8P<; +K?<IN@J< <O<:LK@FE F=K?<D<:F;<N
N@K?FLK 8:K@FE

"FFK<IJ
;» JKBK@: @E=FIDSK@FE KF KISEJ8:K@FE =FIDJ N@K? =FFK<IJ

"FFK<IJ 8CCFN PFLd&H static information to one or more transaction forms "FFK<1J 8I< ;@JK@E:KCP ;@==<I<EK =IFD :LIJKFD =@<C;J 9<:
K?<P 8I< @EK<E;<; =FI

U %E=FIDBK@FE K?8K ;F<J EFK LIJL8CCP :?8E>< =IFD FE< KISEJ8:K@FE KF K?< E<OK JL:? 8J JK8E;8I; K<IDJ 8E; :FE;@QK@FEJ

U FEK<EK K?8K D8P 9< :FDDFE KF J<M<I8C KI8EJ8:K@FE KPG<J C@B< 98EB@E> ;<K8@CJ 8GGIFM8C J@>E8KLI< 9CF:BJ FI JK8K
@E;LIKIP <IK@=@:8K@FEJ +E:< 8 =FFK<I| ?8J 9<<E :I1<8K<; =F| FE< KISEJ8:K@FE KPG< @K :8E 9< :FG@<; =FI 8EFK?<I KPG<

OF :1<8K< 8 =FFK<I| >F KF K Settings K89 K?<I Footers

M@JL8C J<C<:K@FE D<EL J?FNJ KPG<J F= =FFK<IJ K?8K :8E 9< ;<=@E<;
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"FI @E;@:8K<; KIBEJ8:K@FE KPG<J PFL :8E :I<8K< GI< ;<=@EZ<; :FEK<EK KF 8GG<E; KF KIBEJ8:K@FE M@<N J:I<<EJ JL:? 8] <DGKP J@>E
98EB ;<K8@CJ K<IDJ 8E; :FE;@K@FEJ 8E; FK?<| JK8BK@: :FEK<EK
C@:B FE K?< ;<J@I<; KISBEJ8:K@FE KP( New Footer =@CC FLK K?<;<K8@CJ ' Create 3

Example
OF :1<8K< 8 =FFK<I N@K? JK8E;8I; 98EB ;<K8@CJ =FI J8C<J @EMF@:<J =FCCFN K?< JK<GJ 89FM<

3?<E :I<8K@E> 8 E<N @EMF@:< PFL :8E J<C<:K PFLI E<N =FFK<I

0?< =FFK<I N@CC J?FN FE K?< GI@EK<; ;F:LD<EK

5FL :8E ?8M< DLCK@GC< =FFK<IJ FE 8 J@E>C< ;F:LD<EK
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Example

"FFK<II N@CC 9< ;@JGC8P<; J<HL<EK@8CCP C@B< K?@J

E; PFL :8E LJ< $0)( @E PFLI =FFK<IJ
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Example
$<I< $0)( ?8J 9<<E LJ<; KF 8;; 98:B>IFLE; :FCFI KF K?< 0<IDJ FE;@K@FEJ =FFK<I 8E; 9FO @E K?</@>E8KLI<

07<D<J
?8E>< K?< CFFB F= =FIDJ N@K? K?<D<J

Themes :?8E>< K?< FM<I8CC ;<J@>E 8E; GI<J<EK8K@FE F==FIDJ 8E; ;F.LD<EKJ ;@JGC8P<; FI GI@EK<; 9P )8E8><| 0?<P GIFM@;< 8 LE@
=FI

,8PD<EKJ I<:<@GKJ 8E; @EK<I 8::FLEK KI8EJ=<IJ
IOG<EJ< :C8@DJ

/8C<J 8E; GLI:?8J< HLFK<J

/18C<J 8E; GLI:?8J< FI;<IJ

/18C<J 8E; GLI:?8J< @EMF@:<J

<9@K 8E; :I<;@K EFK<J

<C@M<IP EFK<J 8E; >FF;J I<:<@GKJ

%EM<EKFIP KI8EJ=<IJ 8E; NI@K< F==

JFL:K@FE FI;<1J

,8PIC@GJ

cC C Cc Cc Cc c c c c c c

&FLIE8C <EKI@<J
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U LIKFD<I 8E; JLGGC@<I JKBK<D<EKJ

Note
+K?<I K?8E :LIJKFD<I 8E; JLGGC@<I JKBK<D<EKJ K?<D<J ;F EFK 8==<:K K?< C8PFLK FI ;<J@>E F= I<GFIKJ

<=8LCK K?<D<

)BE8><I| @E:CL;<J 8 ;<=8LCK K?<D< 0?@J K?<D< :8EEFK 9< <;@K<; Fl ;<C<K<; LK @K :8E 9< KB@CFIQLN@K2LE@IIBE_8 CF>F
0?< K@KC< F= K?< G8IK@:LC8I KIBEJB:K@FE =FID 9<@E> ;@JGC8P<; FI GI@EK<; 8GG<8IJ 8K K?< LGG<I C<=K 8] @E K?@J J8C<J @EMF

P ;<J@>E )8E8><I D@QE@D@Q<J ;@JGC8P<; @E=FIDSK@FE /F =@<C;J EFK GFGLC8K<; ;F EFK J?FN 07< ;<=8LCK K?<D< 8CJF @E:FIGF
JK8DGJ =FI JFD< KIBEJ8:K@FEJ JL:? 8] ,8@; @E "LCC 8E; +M<I;L< YJK8DGJZ K?8K ;@JGC8P 8K K?< 9FKKFD F=J8C<J @QEMF@:<J N?<E &

@E> (LIKFD K?<D<J

5FL :8E 8;; PFLI FNE :LJKFD K?<D<J 0?<D<J 8I< :F;<; @E K?< (@QHL@; K<DGC8K@E> C8E>L8>< %= PFL 8I< EFK =8D@C@8I N@K? (@HLE
D8EP <;L:8K@FE8C N<9 J@K<J FE K?< @EK<IE<{KRBL@8K<DGC8K< C8E>L8><

0?<I< 8I< KNF 98J@: 8GGIF8:?<J KF 8;;@E> 8 K?<D<

U )F;@=P K?< ;<=8LCK K?<D<
U FGP 8 DF;@=P 8E <O@JK@E> :LIKFD K?<D<

OF DF;@=P K?<;<=8LCK K?<D< J<C< Settings K89 K?<l Themes 8E; New Theme
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0?7< :F;< =FI K?< ;<=8LCK K?<D< N@CC 8GG<8I 8] 8 JIKSIK@E> GF@EK #@M< PRANESKE; KF<@<P FI NI@K< E<N F;<:@I<:KCP @E K?<
‘F:<9FO

C@:l Create  5FLI K?<D< N@CC 8LKFD8K@:8CCP 9<:FD< 8:K@M< 8E; M@J@9C< @E K?< C@JK F=K?<D<J

Copy and modify an existing theme

EFK?<I 8GGIF8:? @J KF DF;@=P 8E <O@JK@E> :LIKFD K?<D< J@D@C8I KF N?8K PFL E<<; 078K K?<D< :8E 9< =IFD 8EP )8E8><I 9LI@E:
C@JK F=K?<D<J :C@:B Edit 9LKKFE =FI PFLI JFLI:< K?<D< 8E; :FGP 8CC :F;< K?8K 8GG<8IJ #F 98:B KF K?< K?<D<J C@JK 8E; :C@:B
New Theme ,8JK< K?<:F;< PFL ALIK :FG@<; @EKF K?<:F;< 9FO @E GC8:< F= K?< ;<=8LCK K?<D<[J :F;<

*8D< K?< E<N K?<D< DF;@=P K?< :F;< 8E; :C( Create = 5FLI E<N K?<D< N@CC 9<:FD< 8:K@M<

I<M@<N@E> K?<D<J

OF GI<M@<N 8 K?<D< >F KF Settings K89 8E; :C@: Themes

C@:l view 9<J@;< 8 K?<D<[JE8D<

C8I>< J:II<<EJ?FK F= K?< K?<D< GFGLC8K<; N@K? I<GI<IJ<EK8K@M< ;8K8 N@CC 8GG<S8I
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Note

0?<D< GI<KM@<NJ ;F EFK I<GI<J<EK 8EP JG<:@=@: KISEJ8:K@FE =FID 0?<P FECP ;@JGCS8P K?< ><E<I8C CFFB F= K?< K?<D
CF:8K@FE F= PFLI CF>F 8E; 9LJ@E<JJ ;<K8@CJ 0?<@I| :FEK<EK N@CC EFK D8K:? N?8K 8GG<8IJ =F| 8EP G8IK@:LC8I KISEJ‘
LI@E> K?< K?<D<

OF :<8:K@M8K< FI 8:K@M8K< 8 K?<D Edit :BE;:?<:B FILE:?<:B K?<9FO

1J@E> K?<D<J

3?<E 8K C<8JK FE< :LIJKFD K?<D< 9<J@;<J K?< ;<=8LCK K?<D< @J 8:K@M< KI8EJ8:K@FE <EKIPskibh@E:Cl?2<:B9FO

OF LJ< 8 :LJKFD K?<D< :?<:B K?<9FO ;IFG;FNE C@JK F=8:K@M< K?<D<J N@CC 8GG<8I
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/<C<:K 8 K?<D< 8E; K?< =FID N@CC ;@JGC8P N@K? K?< E<N CFFB

)BE8><I N@CC I<D<D9<I| K?< K?<D< PFL ?8M< :?FJ<E =FI 8 G8IK@:LC8I =FID $FN<M<I 8CC E<N =FIDJ N@CC LJ< K?< K?<D<J :?FJ<E =FI K
KPG<J ( Form Defaults LE;<l Settings LEC<JJ PFL :?8E>< K?<D

?8E>< 8 =FID K@KC<

title @J K?< E8D< F=8 G8IK@:LC8I KISEJ8:K@FE =FID @E )8E8><I 0@KC<J 8GG<8I E<8I K?< KFG F==FIDJ @QE ;<=8LCK K?<D< N?<E 8 k
I<:FI; @J M@<N<; 9LK :8E 9< GC8:<; <CI<N?<I<

0IBEJ8:K@FEJ K?8K KPG@:8CCP ?8M< <OK<IE8C I<:@G@<EKJ F==<| FGK@FEJ =FI :LJIKFD K@KC<J N?<E K?<P 8I< :I<8K<; JF;@=@:8K@
=FIDJ @J :FDDFE JFD<K@D<J <M<E 9<@E> I<HL@I<; 9P C8N 07?<J<:8E F::LI @E K?I<< N8PJ N@K? IL@CK @E =<8KLI<J

U /8C<J 8E; GLI:?8J< HLFK<J J8C<J @EMF@:<J ;<C@M<IP EFK<J I<:<@GKJ 8E; GBPD<EKJ @E:CL;<KR2083@C @K KIFI1kK 8
?FFI@E> ;@I<:KCP FE K?< KIBEJ8:K@FE <EKIP J:I<<E 07@J :8E 9< ;FE< =FI 8E @E;@M@;L8C KIBEJ Form Defaults EH
8GGCP KF 8CC KIBEJ8:K@FEJ F= 8 KPG<

U ,LI:?8J< HLFK<J F==<I| K?< FGK@FE KF I<Ki@eEst 8J quotation 9P :?<:B@E> 8 9FO 0?@J ?8J <O8:KCP K?< J8D< <==<:K 8J LI@E
K?<Custom title FGK@FE

U 080 F< <=@E@K@FEJ @E:CL;< :?<:B9FO FGK@#ik3a#d invoice title 8E; Custom credit note title [<C<:K@E> <@K?<I
FG<EJ 8 =I<< K<OK =@<C; N?<I< PFL :8E JG<:@=P 8 K@KC< F= PFLI :?FFI@E> 0?< K@KC< F=I<JG<:K@M< =FIDJ N@CC :?8E>< |
F:< @J8GGC@<; "FI <O8DGC< I<>LC8K@FEJ @E JFD< ALI@J;:@:K@FEJ I<HLI@lei&:PBEISC<IF@ EMF @ KalxKRvoice

EP FK?<I =FID[J K@KC< :8E 9< :?8E><; 9P DF;@=P@E> 8 :LJKFD K?<D< %= PFL ?8M< EFK :I<8K<; 8 :LJKFD K?<D< P<K =FCCFN @EJKIL:}
BEFK?<I #L@;K?<E K?<J< JK<GJ
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U 1E;<I K?< Settings K89 :C@ Themes O07<E:C@ Edit E<OKKF K?<:LJKFD K?<D< PFL N8EK KF DF;@=P

U 37?<E K?<:LJKFD K?<D<[J :FDGLK<I :F;< 8GG<8IlJ CF:8K< K?< =FCCFN@E> J<>D<EKiF=}iF;< 5FL D8P ?8M< KF J:IFCC KF K?<
|@>7K KF J<< :FDGC<K< C@E<J

U .<GC8:< K?8K :F;< N@Kle | replace: "Old Title", "New Title"}} ,1<J<IM< 8CC FK?<I :F;< @E K?<J8D< C@E< Y+C; 0@KC<.
DLJK 9< K?< E8D< F= K?< =FID PFL N8EK KF :?8E>< <O8:KCP 8J @K 8GG<8IJ N?<E LI@E> K?< ;<=8LCK K?<D< Y*<N 0@KC<Z @J
N@J? KF JL9JK @Bhtk<are case sensitive, and the quotation marks must be included.

U C@:l Update
EP K@D< =FIDJ 8I< M@<N<; @E K?< G8IK@:LC8I :LIKFD K?<D< FC; K@KC< K<OK N@CC 9< I<GC8:<; 9P E<N K@KC< K<OK
Example
E Expense ClaimFLC; 9< KLIE<; @EKFI8avel Expense RepoN@K? K?@J JLOIK@KLK@FE
{{title | replace: "Expense Claim", "Travel Expense Report"}}

GIF.L:@E>

?8E>< =FEKJ @E :LIJKFD K?<D<J

)8E8><I JLGGFIKJustom font families =FI J:I<<E M@<N@E> , " ><E<IBK@FE 8E; GI@EK@HKED@E=D<J0?< :LJKFD =FEKJ DLJK 9<
@EJK8CC<; FE PFLI D8:?@E< *F <OK<IE8C =FEK CF8;@E> @J :LII<EKCP 8CCFNX<;

"FI <O8DGC< PFL :8E :?8E>< K?< 9L@CK @EBAdD<llow KF LI< K?Agency FB=FEK 37@C< M@<N@E> K?< K?<D< :FGP @K KF 8 E<N K?<|
8E; J<K K?<tyle 8KKI@9LK< @E K?< =@IJK C@E< F= (@Hhtki@ilF xoKikey FB

J8C<J @EMF@:< LI@E> K?< E<N :LJKFD K?<D< N@CC CFFB C@B< K?@J
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+=FLIJ< PFL :8E ?8M< DLCK@GC< =FEKJ N@K?@E J@E>C<, " ;F:.LD<EK 5FL ALJK Esix;fiFily<K KBKKI@9LK< FE I<C<M8EK K8>J

Caution

IL9IK@KLK@FE F=:LJKFD =FEKJ D8P 9< :@==<I<EK =FI , "J 8E; GI@QEK<; :F:LD<EKJ 9<:8LJ< GI@QEK@E> F::LIJ K?IFL>? PFLI
FG<IBK@E> JPJK<D ,I@EK<; ;F:LD<EKJ D8P I<HL@I< @EJ<IK@FEFs K?<8KKI@9ILK< 8K DLCK@GC< GC8:<J @E K?< (@HL(
‘F:< F= 8 K?<D< '0G<I@D<EK N@K? PFLI :LIJKFD K?<D< KF 9< JLI< PFL ?8M< K?< :<J@I<; =FEK J?FN@E> @E 8CC K?< |@>?

Because custom fonts must be installed on your machine, they will not be used for emailed transaction forms. If
you want to email a form with a custom font, you must first create a PDF and then email the PDF.

%E:CL;<:8C:LCBK@FEJ @E :LIKFD K?<D<J

OF include calculations in  custom themes G8IK@:LC8ICP LI@E> ELD9<IJ <EK&BEDE-@<CLI< 8I@K?D<K@: =@CK<IJ SMB8@ (B LAQ@E K?-
K<DGCBK@E> C8E>L8><

abs X

I<KLIEJ K?< 89JFCLK< MBCL< F= 8 ELD9<I

at_least X C@D@KJ 8 ELD9<IKF 8 D@E@DLD M8CL<

at_most X C@D@KJ 8 ELD9<I KF 8 DSO@DLD M8CL<

ceil X IFLE;J K?< @EGLK LG KF K?< E<8I<JK N?FC< ELD9<I

floor

minus

X IFLE;J 8 ELD9<I ;FNE KF K?< E<8I<JK N?FC< ELD9<I
X JLIKI8:KJ 8 ELD9<I =IFD 8EFK?<I| ELD9<I

modulo X IKKLIEJ K?< I<D8@E;<I F= 8 ;@M@J@FE FG<ISBK@FE

plus X 8;;J 8 ELD9<I KF 8EFK?<I ELD9<I

round

U
U
U
U
U divided_by X, @M@;<J 8 ELD9<| 9P K?< JG<:@=@<; ELD9<I
U
U
U
U
U

X IFLE;J 8E @EGLK ELD9<I KF K?< E<8I<JK @EK<><I FI @=8 ELD9<I @J JG<:@=@<; 8J 8E 8I>LD<EK KF K?8K ELD9<I F= ;<

GC8:<J

U times

X DLCK@GC@<J 8 ELD9<I 9P 8EFK?<I| ELD9<I

I08DGC<

(<K[J J8P PFL ?8M< KNF :LIKFD =@<C;J ;<=@E<; =FI J8C<J @EMF@:<J FK? 8I< ELD9<I| KPG< =@<C;J

U Field 1
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U Field 2

8E; PFL NS8EK KF 8CJF J?FN FE @QEMF@:<J K?<#HDIF=8E; Field2 5FL ;F EFK E<<; KF ;<=@E< 8 K?@!I; :LIKFD =@<C; 8E; <EK<I :FEK<EK
@EKF @K %EJK<8; @EA<:K K?<=FCCFN@E> C@E<J @EKF PFLI :LIJKFD K?<D< 8K K?< 8GGIFGI@8K< GC8:< =FCCFN@E> K?< :F;< K?8l
custom_fields 8lI8P

<div style="font-weight: bold; padding-top: 20px">Field 1 + Field 2</div>
<div>{{ custom_fields["Field 1"] | plus: custom_fields["Field 2"] }}</div>

0?< =@IIK C@E< ;@JGC8PJ 8 C89<C =FI PFLI :8C:LC8K<; I<JLCK 0?< J<:FE; @E:CL;<J K?< (@HL@; 8I@K?D<K@: =@CK<I K?8K 8;;J PFLI K
M8CL<J 0?<I<JLCK @J

I08DGC<

5FL :8E 8CJF :F;< 8 :LJKFD K?<D< KF G<I=FID :8C:LC8K@FEJ @EMFCM@E> 9L@CK @E =@<C;J "FI @EJK8E:< @= PFEINBEK KIF8;; K?< M
K?< KFK8C FI 98C8E:< ;L< FE PFLI @EMF@:< @EA<:K FE< F=K?<=FCCFN@E> C@E<J @EKF PFLI K?<D<

{{ table.totals["Total"] | plus: custom_fields["Field 1"] }}

Fl

{{ table.totals["'Balance due"] | plus: custom_fields["Field 1"] }}

Note

0?@J #L@;< @J EFK 8 :FDGI<?<EJ@M< KLKFI@8C FE 8|I@K?D<K@: =@CK<I@E> 8E; :<IKB@ECP EFK FE (@HL@; :F,@E> @E
FECP KF @CCLJKI8K< K?< :FE:<GK F=LI@E> =@CK<IJ KF G<I=FID :8C:LC8K@FEJ @E :LJKFD K?<D<J ;;@K@FE8C (@HL@;
9< E<:<JJ8IP KF FOKB@E ;<J@I<; I<ILCKJ 1J<IJ 8I< I<KIGFEJ@9C< =F| K?< G<I=FID8E:< F= K?<@I| FNE :LIJKFD K?<D<J 8E; J?Fl
‘FEJLCK FEC@E< JPEK80 >L@;<J FI ?@I< :FDG<K<EK GIF>I8DD@E> JLGGFIK @= E<:<JJ8IP

;; G8>< ELD9<IJ KF , "J F=:LJKFD K?<D<J

Page numbers can be added to PDFs F=DLCK@ G8>< KI8EJ8:K@FE =FIDJ 8E; JK8BK<D<EKJ 9P @E:CL;@E> 8GGIFGLGSHx KP<U@E 8
0?7@J @J @E 8;:@K@FE KF I<G<K@K@FE F= KISEJS:K@FE ?<8;<| @E=FIDSK@FE @E:CL;<; 9P ;<=8LCK FE , "J F= 8CC K?<D<J

Notes

0?< GLIGFIJI< F=K?@J #L@;< @J KF =LIE@J? 98J@: @E=FIDSBK@FE 89FLK ?FN K?< G8>< ELD9<I| =<8KLI< @J @DGC<D<EK<;
=LIE@J? ;<K8@C<; :F;@E> @EJKIL:K@FEJ FE ?FN KF :FEKIFC GC8:<D<EK 8E; JKPC< F= G8>< ELD9<I@E> 1J<IJ 8I< I<JGFEJ
F;@E> 8E; ;<9L>>@E> K?<@I| FNE :LIJKFD K?<D<J 0?@J #L@;< F==<1J FECP 8 :FLGC< <O8DGC<J KF ><K PFL JK8IK<;

,8>< ELD9<IJ 8I< 8LKFD8K@:8CCP @E:CL;<; FE , "J F= DLCK@ G8>< I<GFIKJ N?@:? 8I< EFK 8==<:K<; 9P K?<D<J LJKFD<I 8E
JLGGC@<I JKBK<D<EKJ 8I< <O:<GK@FEJ 9<:8LJ< K?<P 8I< ;@JGC8P<; 8::FI;@E> KF K?< K?<D< J<C<:K<;

37<E ><E<IBK@E> 8, " )8E8><| CFFBJ =FI K?< <0O8:K $0)( :FDD<EK K8=--Page CounterN> @E PFLI K?<D< P @E:FIGFISBK@E> K?@J K8> (
PFLI (@HL@; K?<D< PFL :8E :FEKIFC N?<I< K?< G8>< ELD9<IJ N@CC 9< GFJ@K@FEZ<; 8E; ?FN K?<P N@CC 9< GI<J<EK<; :FCFIJ =FEK J(
<K: 0?< G8>< ELD9<IJ N@CC 8GG<8l @E K?¥PagD8Kf Y

"FI <O8DGC< PFL :8E :LIKFD@Q< K?< ;<f8a@KK?<D< 9P 8;;@E> K?< =FCCFN@E> K?I<< C@E<J 9<KbixisE K8E; </table> K8>J E<8I
K?< <E; F= K?< K?<D< :F;<
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<tfoot>
<tr><td colspan="99" style="text-align: center"><!--Page Counter--></td></tr>
</tfoot>

0?< K?<D< :F;< NFLC; CFFB C@B< K?@J

<JLCK@E> KIBEJ8:K@FE =FIDJ LI@E> K?< :LJKFD K?<D< N@CC EFK J?FN G8>< ELD9<IJ FE J:I<<E 9<:8LJ< C<E>K?P =FIDJ 8I< EFK G8>(
JiIk<E LK N?<E PFL ><E<I8K< 8, " K?< G8><:FLEK<I N@CC J?FN 8K K?< 9FKKFD :<EK<I F=<8:?, " G8><

(@B<N@J< @= PFL 8I< LI@Es$§y?&reerK?<D< 8E; N8EK KF J?FN K?< G8>< :FLEK<I @E K?< KFG |@>?K :FIE<I @E 8 >I<<E :FCFI PFL :FLC;
K?<<!--Page Counter--> :FDD<EK K8> KF K?< 9<>@EE@E> F= K?< K?<D<

%E:CL;< FI <O:CL;< +2!I. 1! 8E; , % %* "1(( JK8DGJ FE J8C<J @QEMF@:<J

/18C<J @EMF@:<J ;@JGC8P<; LI@E> KIRI&h@CKOIRE@DIJGCS8P :FCFI<; YIK8DGJZ 8K K?< 9FKKFD N?<E G8@; @E =LCC FI FM<I;L<

+K?<I 9L@CK @E K?<D<J ;F EFK @E:CL;< K?<J< JK8DGJ 1<>8l;C<JJ F=J8C<J @EMF@:< JK8KLJ

+E< FI 9FK? JK8DGJ :8E 9< @E:CL;<; FE FK?<I 9L@CK @E K?<D<J FI <O:CL;<; PD K?<D< 9P :I<8K@E> 8 :LIKFD K?<D< 8E; DF;@=P@E>
8 =<N C@E<J F=:FDGLK<I :F;< 0?< FECP GIF>I8DD@E> JB@CCJ E<<;<; 8I< K?< 89@C@KP KF :FGP G8JK< 8E; ;<C<K< <=FI< JK8IK@E>
8E; LE;<IJK8E; K?@J #L@;<

"@E; K?<:F;<

OF @E:CL;< FI <O:CL;< K?< JK8DGJ =@IJK =@E; K?< :FDGLK<I :F;< K?8K ><E<I8K<J K?< Settings  ?K89 8E; J<C<: Themes

C@:l view 9<J@;<K?Rlain K?<D< K?<I Copyto 8E; J<C<:KNew Theme

37<E K?< :FDGLK<I :F;< =FI K?< K?<D< 8GG<8lJ CF:8K< K?<J< C@E<J E<8l K?< 9FKKFD
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{% if emphasis.text = null and emphasis.positive %}

<tr><td colspan="99"><div style="text-align: center; margin-top: 40px"><span style="color: #006400; border-width:
5px; border-color: #006400; padding: 10px; font-size: 20px">{{ emphasis.text | upcase }}</span></div></td></tr>
{% endif %}

{% if emphasis.text = null and emphasis.negative %}

<tr><td colspan="99"><div style="text-align: center; margin-top: 40px"><span style="color: #FF0000; border-width:
5px; border-color: #FF0000; padding: 10px; font-size: 20px">{{ emphasis.text | upcase }}</span></div></td></tr>
{% endif %}

0?< =@IIK K?I<< C@E<J :FEKIFC 8GG<8I8E:< F= K?< >I<<E, % %* "1(( JKBDG 0?< C8JK K?I<< C@E<J :FEKIFC 8GG<8I8E:< F= K?< I<; +21.
JK8DG

1J< FI DF;@=P K?< :F;<

OF 8;; <@K?<I FI 9FK? JK8DGJ KF 8EFK?<I :LIJKFD K?<D< :FGP K?< 8GGIFGI@8K< C@E<J F=:F;< =IFD K?@J JFLI:< K?<D< 8E; G8JK< K?<C
FK?<l ;<JK@EBK@FE K?<D< *FID8CCP K?<J< C@E<J J?FLC; 9< G8JK<; @EKF 8 K?<D</iAhdl& OKEI< RBKB:K<I@IK@:J F= K?< JK8DGJ
JL:? 8] =FEK :FCFI F1 J@Q< :8E 9< <;@K<;

0?7<I< @JEF E<<; k Create ~K?<JFLI:<K?<D< FE:< PFL ?8M< :FG@<; K?< :F;< =IFD @K 9<:8LIRI&RAK?<D< 8CI<8;P <O@JKJ @E <M<IP
M<IJ@FE F=)8E8><I

OF <C@D@E8K< <@K?<I FI 9FK? JK8DGIRHHDKIRD< ;<C<K< K?< I<C<M8EK C@E<J F=:F;< )F;@=P K?< E<N K?<D<[J E8D< JF PFL :8E
;@QIK@E>L@J? @K =IFD K?<Plk#8llCKD< 8E; :C@: Create

[?FIK.LK =FI K?< +2!. 1! JK8DG

EFK?<I N8P KF <C@D@E8K< FECP K?< +2!. 11 JK8DG @J KF JLGGI<JJ K?< J8C<J @EMF@ < ;L< :8K< 37<E :I<8K@E> FI <;@K@E> 8 J8C<.
K?< 9FO Kiffide due date 8E; K?< +2!. 11 JKBDG N@CC EFK 8GG<S8I

0?7<;L<;8K< 8CJIF N@CC EFK 8GG<8I FE K?< :FDGC<K<; J8C<J @QEMF@:< LK K?<,% %*"1(( JKBDG N@CC 8GG<8I N?<E K?< @QEMF@:<"
9<<E I<:<@M<;

/<K 8 K?<D< =FI :LIKFD<I FI JILGGC@<I JKBK<D<EKJ

OF set a theme for customer or supplier statements >F KF Reports 8E;:C@:B FE K?< KPG< F= JK8K<D<EK PFL N8EK KF @JJL< "FI 9FK?
'LIKFD<IJ 8E; JLGGC@<IJ K?<I< 8I< KNF KPG<J

OR

Unpaid invoiceskKPG<

OF J<K 8 K?<D< =FI 88npaid invoicesJK8K<D<EK :C sSetDate  8E; :?FFJ< 8E 8:K@M< K?<D< =IFD K?<;IFG;FNE C@JK

C@:l Update 0?<K?<D<N@CC 8GGCP KF 8CC JK8K<D<EKJ F=K?8K G8IK@:LC8| KPG< LEK@C :?8E><;

121



Manager Guides

TransactionsKPG<

OF J<K 8 K?<D< =HlransactionsKPG< JK8K<D<EKJ : Set Period 8E; :?FFJ< 8E 8:K@M< K?<D< =IFD K?< ;IFG;FNE C@Jk Update
0?< K?<D< N@CC 8GGCP KF 8CC JK8K<D<EKJ F= K?8K G8IK@:LC8I KPG< LEK@C :?8E><;

ALIK I:@G@<EK @QE=FIDBK@FE KF =@K N@E;FN<; <EM<CFG<J

)BE8><I[J :FDGC<K<; =FIDJ :8E 9< :LIKFD@Q¥<; JF I<:@G@<EK @E=FIDSK@FE =@KJ 8 N@E;FN<; <EM<CFG< .<:@G@<EK @E=FID8K@FE
FK?<I K?@E>J

U LJKFD<I E8D< 8E; 8;;1<JJ FE J8C<J @QEMF@:<J 8E; :I<;@K EFK<J

U /LGGC@<I E8D< 8E; 8;;I<JJ FE GLI:?8J< @EMF@:<J 8E; ;<9@K EFK<J
U 'DGCFP<< @E=FID8K@FE FE G8PJC@GJ

U !0G<EJ<:C8@DJ G8P<IJ[ @E=FIDSK@FE FE <OG<EJ< :C8@DJ

|@E:< K?<I< @J EF JK8E;8I; =FI N@E;FN CF:8K@FE K?@JN@CC I<HL@I< JFD< J@DGC< :LIKFD@Q8K@FE F= 8 K?<D<

Example
LIKFD@Q< K?< ;<=8LCK K7E8B<; Plain 9P =@E;@E> K?< =FCCFN@E> :F;<

<td>

<div><b>{{ recipient.name }}</b> {{ recipient.code }}</div>
<div>{{ recipient.address | newline_to_br }}</div>

<div>{{ recipient.identifier }}</div>

</td>

<GC8:<K?<=@IJK C@E<

<td>

N@K?

<td style="padding-left: 20px; padding-top: 10px">

0?@J N@CC DFM< I<:@G@<EK ;<K8@CJ G@O<CJKF K?<|1@>?K 8E; G@O<CJ KFN8I; K?< 9FKKFD F= K?< G8>< ;ALJK K~
I<HL@I<; LEK@C K?< 8;;1<JJ =@KJ PFLI <EM<CFG< N@E;FN <O8:KCP

"FID <=8LCKJ
/<K =FID ;<=8LCKJ

Form defaults 8l< FGK@FE8C 07<P :8E 9< LJ<; KF J<K

U /K8E;8I; :FEK<EK =FI 8CDFJK 8EP =@<C; @EICKRE>@<C;J
U /K8E;8I; :?<:B9FO FGK@FEJ
U 1E@HL< :LIJKFD K?<D<J

"FID ;<=8LCKJ 8GGCP FECP KF K?< =FID =FI N?@:? K?<P 8I< ;<=@E<; 9LK K?<P :8E 9< J<K =FI =FIDJ @E <M<IP )8E8><| K89 <0O:<GK
Billable Expenses 9<:8LI< K?<I< @J EF J<G8I8K< =FID @E:CL;@E> I<:LI@E> M<IJ@FEJ N?<I< 8M8@C89C< "FID ;<=8LCKJ :8E 8CJF
JLIJ@;@8IP C<;><IJ JL:? 8J :LIKFD<IJ 8E; @EM<EKFIP @K<DJ
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Note
"FID ;<=8LCKJ :8E FECP 9< J<K =FI KISEJ8:K@FE =FIDJ 8E; JL9J@;@8IP C<;><|FIECRKF KFC 188348;P <EB9C<;
K?IFL>? K?< Customize @ C@EB

Examples
/K8E;8I; K<IDJ 8E; :FE;@K@FEJ :8E 9< J<K LG @E 8 :LJKFD =@<C; =FI J8C<J @EMF@:<J 0?<J< N@CC 8GG<8I| FE <M<IP E<N
@EMF@:<

%= FECP FE< 98EB FI :8J? 8::FLEK <O@JKJ FI @J DFJK I<>LC8ICP LJ<; @K :8E 9< Gl< J<C<:K<; 8] 8 =FID ;<=8LCK =FI I<:<@C
G8PD<EK =FIDJ

%= 8 JFC< GIFGI@<KFIJ?@G FECP <EK<IJ <OG<EJ< :C8@DJ 9P @KJ FNE<I K?< FNE<I :8E 9< J<C<:K<; 8J K?< <OG<EJ< :C8(

(8K< G8PD<EK =<<J FE J8C<J @QEMF@:<J :8E 9< J<K LG @E 8;M8E:<

0?<Title F=J8C<JHLFK<J :8E 9<:?8E><; =FI 8CC =LKLI< HLFK<J 9P <EK<I@E> 8 E<N FE< 8J 8 =FID ;<=8LCK

LIIKE:@<J :8E 9< :?FJ<E @E 8;M8E:< =F| JG<:@=@: KISEJ8:K@FE KPG<J

%EM<EKFIP NI@K< F==J :8E 9< J<K LG KF 8CN8PJ ;<9@K 8 JG<:@=@: <OG<EJ< 8::FLEK

I<KK@E> FI DF:@=P@E> =FID ;<=8LCKJ

OF J<K FI DF;@=P 8 =FID ;<=8LCK : Settings K?<E Form Defaults

C@:l Edit

9<J@;< K?< =FID FI C<;><I| :8K<>FIP =FI N?@:? PFL N8EK KF J<K FI DF;@=P ;<=8LCK :FEK<EK FI :LJIKFD K?<D<

‘FGP F= K?8K =FID FI C<;><I <EKIP 8GG<8IJ EK<I :FEK<EK @E 8EP =@ <O:<GK

Note
.<>8l1;C<JJ F= 8EP <EKIP @EK2< =@<C; K?< GIF>I8D ;<=8LCKJ KF K?< :LII<EK ;8K< N?<E K?< ;<=8LCK =FID @J J8M<; E; K?<
'LI<EK ;8K< @J GI<GFGLC8K<; FE <M<IP E<N KI8EJ8:K@FE :1<8K<; <O:<GK :CFE<J

?<:B 8EP FGK@FE 9FO ;; C@E<J @=8M8@CB89C< 8E; E<:<JJ8IP 2@J@9C< =@<C;J 8E; FGK@FEJ ;<G<E; LGFE K89J PFL ?8M< <E89C<;
?28M< <EK<I<; <CI<N?<I< @E K?< GIF>I8D ALJK 8J K?<P NFLC; N?<E <EK<I@E> 8 EFID8C 8::FLEK@E> I<:Fl;
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5FL :8E J<K 8 ;<=8LCKistom theme =FI| 8 KISEJ8:K@FE =FID @= PFL ?8M< 8:K@M8K<; 8K C<8JK FE< K?<D< 9<J@|&ih K?<B<8R€1B
K?< 9FO 8E; :?FFJ< 8E 8:K@M< K?<D< @E K?<;IFG;FNE C@JK

C@:l update KF J8M< PFLI E<N ;<=8LCKJ

GGCP@E> =FID :<=8LCKJ

"FID ;<=8LCKJ 8I< 8GGC@<; SLKFD8K@:8CCP !08:K 9<?8M@FI ;<G<E;J FE K?< JG<:@=@: 8:K@FE

U

3?7<E<M<I 8 E<N KI8EJ8:K@FE =FID @J :I<8K<; K?< ;<=8LCK :FEK<EK 8E; :LIJKFD K?<D< 8GG<8| FK? :8E 9< <;@K<; FI 8L>D<EK<;
<@K?<I| 9<=FI<:C@: Create FI8=K<IN8I;J 9P <;@K@E> %= EF ;<=8LCK :LIJKFD K?<D< @J ;<J@>E8K<; E<N KI8EJ8:K@FE =FIDJ €
K?<9L@CKRPRER K?<D<

3?<E 8 =FID @J :CFE<; :FEK<EK F= K?< JFLI:< =FID @J :8ll@<; =FIN8I; FM<II@; @E> ;<=8LCK :FEK<EK E <O:<GK@FE KF K?@J ILC(
I<=<I<E:< ELD9<IJ CFE<J =FCCFN K?< ;<=8LCK J<KK@E> =FI I<=<I<E:< ELD9<IJ N?8K<M<| @K @J @E FI;<I KF JLGGFIK D8E;8KF
J<HL<E:@E>

3?<E 8 =FID @I G@<; KBEFK?<I KPG< :FEK<EK F= K?< JFLI:< =FID @J 8CJF :8ll@<; =FIN8I; FM<II@; @E> ;<=8LCK :FEK<EK F= K?<
<IJK@EBK@FE =FID KPG<

3?7<K?<I ><E<I8K<; 9P :CFE@E> Fl :FGP@E> 8 E<N ;<JK@E8SK@FE =FID 8GG<8lJ @E K?< :LJKFD K?<D< @=8EP J<K 8J ;<=8LCK -
KPG< %= EF :LJKFD K?<D< ?8J 9<<E J<K 8J ;<=8LCK 8CC =FIDJ 8CGHaBI KPEBL<

3?<E 8 E<N C<;><| <EKIP @J :I1<8K<; ;<=8LCK :FEK<EK N@CC 8GG<8| FEK<EK :8E 9< <;@K<; FI 8L>D<EK<; <@K?<|9<=FI<:C@:B
Create  Fl 8=K<INS8I;J 9P <;@K@E> K?< C<;><| <EKIP

Note
"FID ;<=8LCKJ 8==<:K FECP E<N KI8EJ8:K@FEJ 8E; C<;><| <EKI@<J 0?<P ;F EFK DF;@=P :FEK<EK FI K?<D< J<C<:K@FE I<KIF
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?8GK<| IF>I8D "<8KLI<J

)BEP =<8KLI<J F=)8E8><| 8GG<8I :FEJ@JK<EKCP K?IFL>?FLK K?< GIF>18D FI ;I8N LGFE J<M<I8C =LE:K@FE8C DF;LC<J FI J<KK@E>J 0?7<
K?< GIF>I8D =8@ICP @EKL@K@M< KF LJ<

(<8IE K?< ,IF>18D
I0G<I@D<EK N@K? 8 K<JK 9LI@E<JJ

3?<K?<| PFL 8I< 9I8E; E<N KF )8E8><I FI 8 J<8JFE<; LJ<| :FEJ@;<I :I<BK@E> 8 K<JK 9LIJ@E<JJ .8K?<| K?8E |@JB D@JK8B<J N@K? PFLI I<

8::FLEK@E> I<:FI;J <OG<I@D<EK =@IJK N@K? 8 K<JK 9LI@E<JJ KF KIP FLK E<N =<8KLI<J 5FL :8E :1<8K< 8J D8EP 9LJ@E<JJ<J 8J PFL N¢
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Note
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8::FLEKJFI K80 :F;<J0?@J @E=FIDBK@FE N@CC 9< Gl<=@CC<; N?<E<M<I K?@J EFE @EM<EKFIP @K<D @J 8;;<; KF 8 J8C<J I<C:

U When purchased =@<C;J 8CCFN PFL KF J<Cackoli< KF N?@:? 8 GLI:?8J< F= K?< EFE @EM<EKFIP @K<D N@CC 9< GFJKsx 8GGC@
Code 8E; K?<Unit price %E=FID8K@FE @E K?<J< =@<C;J @J KI<8K<; K?< J8D< N8P FE GLI:?8J< I<C8K<; wRHDJ:8d K2K<@H
FE J8C<J I<C8K<; =FIDJ

C@:l create KF J8M< K?< EFE @EM<EKFIP @K<D =K<| K?< @K<D ?8J 9<<E :1<8K<; PFL :BEcR«<:B KO KF GI<M<EK 8::@;<EK8C LJ<
F= F9JFC<K< @K<DJ
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Example
0?7< @CCLJKISBK@FE 9<CFN J?FNJ 8 EFE @EM<EKFIP @K<D :I<8K<; =FI 8;M<IK@J@E> GLI:?8J<; =I<HL<EKCP @E CF:8C GL9
K?8K K2&hen sold =@<C;J 8l< 9C8EB 9<:8LJ< K?@J @K<D @J E<M<I JFC; FECP GLI:?8J<;

1J@E> EFE @EM<EKFIP @K<DJ
*FE @EM<EKFIP @K<DJ :8E 9< LJ<; =F]

< <@GKJ 8E; G8PD<EKJ
IOG<EJ<:C8@DJ
/8C<J 8E; GLI:?8J< HLFK<J

U

U

U

U /8C<J 8E; GLI:?8J< FI;<IJ
U /8C<J 8E; GLI:?8J< @EMF@:<J
U I<;@K 8E; ;:<9@K EFK<J

U

<C@M<IP EFK<J 8E; >FF;J I<:<@GKJ

3?<E :FDGC<K@E> 8EP F= K?<J< =FIDEBE=@<C; N@CC 8GG<8I| 8K K?< C<=K <E; F= C@E< @K<DJ N?<E<M<I| 8EP @EM<EKFIP FI EFE @
?8M< 9<<E ;<=@E<; "FI <O8DGC< @=EF @EM<EKFIP @K<DJ 8I< ;<=@E<; 9LK EFE @EM<EKFIP @K<DJ ?8M< 9<<E 8CC K?< 89FM< =FIL
ltem =@<C;

OF LJ< 8 EFE @EM<EKFIP @K<D :C@:B FE K?<;IFG;FNE 9FOF=@%C; +| 9<>@E KPG@EmKa« FIl Iitem name @E K?<=@<C; KF K8B<
8;M8EKS8>< F= K?< 8LKFJ<8I:? :8G89@C@KP 37<E 8 EFE @EM<EKFIP @K<D ?8J 9<<E J<C<:K<; 8CC @KJ G8I8D<K<IJ N@CC 8LKFD8K@::
C@E< EPK?@E> :8E 9< <;@K<; <O:<GK K?< 8::FLEK KF N?@:? K?< @K<D @J GFJK<;
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1G;8K@E> EFE @EM<EKFIP @K<DJ

*FE @EM<EKFIP @K<DJ :8E 9< LG;8K<; N?<E IKHL@I<; JL:? 8J N?<E 8 I<IM@:< ;<J:I@GK@FE @J 8CK<I<; FI 8 GI@:< :?8E>< F::LIJ #F KF

Settings Non-inventory Items 8E; :C@:| Edit =FIK?< @K<D KF 9<:?8E><;

L@K K?< @K<D 8J ;<J@I<; 8E; : Update Existing transactions using the non-inventory item will not be modified +ECP =LKLI< =FIDJ
N@CC 9< 8==<:K<;

%= K?< EFE @EM<EKFIP @K<D @J EF CFE><I| E<<;<; @K :8E 9<;<C<K<; 8J CFE> 8J @K ?8J E<M<I 9<<E LJ<; LK)8E8><IN@CC EFK 8CC
@K<DJ KF 9< ;<C<K<; @= K?<P ?8M< 9<<E LJ<; %E K?8K :8J< 9FO 8E; K?< EFE @EM<EKFIP @K<D N@CC EF CFE><I 9< 8M8@C

%= 8E @E8:K@M< EFE @EM<EKFIP @K<D 9<:FD<J LJ<=LC 8>8@E J:IFCC KF K?< 9FKKFD F= K?< EFE @EM<EKFIP @K<DJ C@JK N?<I<
E8D< @E C@>?K >I<P K<OK N@K? JKI@B< K?IFL>? D8IB@E>J

C@:l Edit E<OKKF K?< @K<D[J E8D< 1E:?<:| 9FO 8E; K?< @K<D N@CC FE:< 8>8@E 9< 8M8@CB89C< .<D< Update C@:B
N?<E =@E@J?<; <;@K@E>

1J< I<=<I<E:< ELD9<IJ

)FIK KIBEJ8:K@FE =FIDJ @E )8E8><I 8CCFN PFL KF refi¥ehBe number KF @;<EK@=P @QE;@M@;L8C KISEJ8:K@FEJ +E KISBEJ8:K@FE <EK
K?@J =@<C; @J C89<C<; J@bEkR 8J

%E KNF :8J<J @K @J >@M<E 8 C89<C DFI< @E B<<G@E> N@K? KI8;@K@FES8C 8::FLEK@E> LJ8>< FE :FDGC<K<; KISEJ8:K@FEJ "FCCFI
@E:CL;< KPeference =@<C; 3?<I< 8 ;@==<I<EK C89<C @J LJ<; K?@J @J J?FNE @E G8I<EK?<J<J

<:<@GKJ 8E; G8PD<EKJ
%EK<I 8::FLEK KI8EJ=<IJ
IOG<EJ< :C8@DJ

/8C<J 8E; GLI:?8J< HLFK<J
/8C<J 8E; GLI:?8J< FI;<IJ

I<;@K EFK<J 8E; ;<9@K EFK<J

<C@MK<IP EFK<J 8E; >FF;J I<:<@GKJ

%EM<EKFIP KI8EJ=<IJ 8E; @EM<EKFIP NI@K< F==
IF;L:K@FE FI;<1J

,8PIC@GJ

U
U
U
U
U
U /8C<J 8E; GLI:?8J< @EMF@:<J %EMF@:< ELD9<I
U
U
U
U
U
U &FLIE8SC <EKI@<J
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)8E8><I GIFM@;<J KNF D<K?F;J =FI <EK<I@E> I<=<I<E:< ELD9<IJ
"I<< K<OK
0?< ;<=8LCK DF;< 8CCFNJ <EKIP F= 8EP 8CG?8ELD<I@: :FEK<EK 8J =I<< K<OK ,FJJ@9@C@K@<J @E:CL;<

U !OK<IESCCP ><E<I8K<; J<HL<E:< ELD9<IJ

U LIKFD<I FI JLGGC@<I I<=<I<E:< ELD9<IJ JL:? 8J GLI:?8J< FI;<I FI J8C<J @EMF@:< ELD9<IJ
U 8EB KIS8EJ8:K@FE FI :?<HL< ELD9<IJ

U %E=FIDBK@M< Gl<=@0<J :FDI@E<; N@K? J<HL<E:< ELD9<IJ

5FL ?8M< :FDGC<K< :FEKIFC E; LI@H> <=8LCKJPFL :8E Gl<=@CC GFIK@FE3dF=&s =@<C; FE 8 =FID 9P =FID 98J@J

LKFD8K@: ELD9<I@E>

)8E8><I :8E 8CJF 8JJ@>E J<HL<EK@8C I<=<I<E:< ELD9<IJ =FI PFL &LJK :?<:B K?< QFON@K?@ EX®<C,

3?<E K?<=FID @J :I<8K<; FI LG;8K<; @=8LKFD8K@: J<HL<E:@E> @J J<C<:K<; LI@QE> <;@K@E> )BE8><I N@CC =@E; K?< ?@>?<JK ELI
existing forms of the same type 8E; 8;; KF @KJ I<=<I<E:< ELD9<| LKFD8K@: I<=<I<E:< ELD9<I@E> :8E 8CJF 9< J<K LE;<I "FID <=8LCKJ
%E K?8K :8J< K&derence =@<C; N@CC J?FN K?< :?<:B9FO K@\BtarBatjc )8E8><I N@CC 8JJ@>E K?< ELD9<I N?<E PFI Create

=K<IN8I;J FECP K?< 8JJ@>E<; ELD9<I J?FNJ @= K?< KISEJ8:K@FE @J <;@K<; .<>8I;C<JJ F= ?FN I<=<I<E:<J 8I< FI@>@E8CCP J<K K?<P
FM<II@;;<E 9P <;@K@E> 8 KISBEJ8:K@FE

Warnings
3?<E J<8l:?@E> =FI <O@JK@E> I<=<I<E:< ELD9<IJ )8E8><| @>EFI<J 8CG?89<K@: :FEK<EK 8E; GLE:KL8K@FE D8IBJ "FI <O¢

@= K?< ?@>7?<JK ELD9<I<; J8C<J @EMF@:< @E:CL;<J 8 GIMAM 845 BP< E<OK 8LKFD8K@:8CCP 8JJ@>E<; ELD9<I N@CC
9< 201846

%= 8 =FID N@K? 8E <O@JK@E> I<=<I<E:< ELD9<I| @J <;@K<; KF 8JJ@>E 8E S8LKFD8K@: J<HL<E:< ELD9<I| K?8K =FID @J @FE
)BE8><I[J J<8I:? /[F @=J8C<J HLFEXY @J <;@K<; KF @E:CL;< 8E 8LKFD8K@: I<=<I<E:< ELD9<I @K Ns&8IC?3EFD<
Update @J:C@:B<;

<:8LJ< F= K?<J< =<8KLI<J D@O@E> =I<< K<OK 8E; 8LKFD8K@: I<=<I<E:< ELD9<IJ @J J<C;FD 8;M@J89C< 5FLI =I<< K<OK <
9<:FD< K?<:I@K<I@8 =FI ;<K<ID@E@E> 8LKFD8K@: ELD9<I 8JJ@>ED<EKJ $FN<M<| K?< J<8I:? GIF:<JJ =FI <8:? KISEJ8:K@
KPG< @J J<G8I8K< =IFD 8CC FK?<IJ /F LI@E> =I<< K<OK @EMF@:< ELD9<IJ FE GLI:?8J< @EMF@:<J 8E; 8LKFD8K@: FE<J |
@EMF@:<J NFLC; 9< G<I=<:KCP 8::<GK89C<

I?FN C@QE< ;<J:I@GK@FEJ FE KISEJ8:K@FE <EKIP =FIDJ

OF JBM< J:I<<E JG8:< 8E; I<;L:< ?FI@QFEKS8C J:IFCC@E> JFD< )8E8><I KISEJ8:K@FE <EKIP =FIDJ jPeE&KI?FN =@<C;J =FI @E;@M@;L8C
CO@E< @K<DJ 9P ;<=8LCK 07?<J< @E:CL;<

U .<<@GKJ 8E; G8PD<EKJ

U '0OG<EJ<:C8@DJ

U /8C<J 8E; GLI:?8J< @EMF@:<J

U I<;@K 8E; ;<9@K EFK<J

U &FLIE8C <EKI@<J

LK PFL :8E show line descriptions ;LI@E> ;8K8 <EKIP FE 8CC =FIDJ +E 8EP F= K?< =FIDJ C@JK<; 89FM< :?<:B Kifs &0rigfdn
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<>81;C<JJ F= N?<K?<| K?< 9FO @J :?<:B<; @z=K®xtion =@<C; =FI8EP C@E< @K<D FE K?<=FID @E:CL;<J :FEK<EK 8 :FCLDE N@CC 8C
K?<:FDGC<K<; =FID 8E; K?< :FEK<EK N@CC 9< ;@JGC8P<;

GGCP 8 ;@J:FLEK KF 8 C@E< @K<D

Discounts to individual line items can be applied or indicated FE JFD< KISEJ8:K@FE =FIDJ I<C8K<; KF J8C<J GLI:?8J<J 8E; I<=LE;J 0?7<J<
@E:CL;<

U /8C<J 8E; GLI:?8J< HLFK<J FECP N?<E 8 GLI:?8J< HLFK< @J EFK ;<J@>E8K<; 8J 8 I<HL<JK =FI HLFK8K@FE
U /8C<J 8E; GLI:?8J< FI;<IJ

U /8C<J 8E; GLI:?8J< @EMF@:<J

U I<;@K 8E; ;:<9@K EFK<J

0?< FGK@FE C<KJ PFL J?FN :LIJKFD<IJ ;@J:FLEKJ PFL 8I< <OK<E;@E> KF K?<D %K 8CJF C<KJ PFL I<:FI; ?FN DL:? F=8 ;@J:FLEK @= 8EI
?8J <OK<E;<; KF PFL

0?<Discount :FCLDE @J EFK EFID8CCP ;@JGC8P<; KF J8M< JG8:< 3?<I<;@J:FLEKJ :8E 9< 8GGC@<; 8 :?<:B9FO 8GG<8IJ FE K?< <EKIP =

%= K?< :?<:B9FO @J 8:K@M8K<; PFL :8E :?FFJ< RéiblertBgeF| Exact amountFGK@FEJ

[<C<:K@E> WercentageFGK@FE N@CC8s:8unt  :FCLDE N?<I< PFL N@CC 9< 89C< KF <EK<I| K?< G<l:<EK8><

?FFIJ@E> K?Exact amountFGK@FE 8CCFNJ PFL KF <EK<I 8 =@0<; 8DFLEK

Notes
CK?FL>? K?< :?<:B9FO 8:K@M8K<J K?< :FCLDE =FI K?< <EK@I< =FID ;@J:FLEKJ DLJK 9< <EK<I<; C@E< @K<D 9P C@E< @K

@J:FLEKJ 8GGC@<; KF C@E< @K<DJ 8I< EFK GFJK<; J<G8I8K<CP KF 8EP 8::FLEK 0?<P I<;L:< K?< :8C:LC8K<; KFK8C =FI <8
@K<D 07?<I<=FI< K?<P 8I< <==<:K@M<CP K?< J8D< 8J :?8E><J KF LE@QK Gl@:<J

IEK<I 8 ;@J:FLEK 8J 8 J<G8I8K< C@E< @K<D

Discounts can be entered as separate line items 18K?<I K?8E 8J 8;ALIKD<EKJ KF K?< GI@:< F= @E;@M@;L8C C@E< @K<DJ FE KISEJ8:K@F
I<C8K<; KF J8C<J GLI:?8J<J 8E; I<=LE;J 0?7<J< @E:CL;<

U /8C<J 8E; GLI:?8J< HLFK<J FECP N?<E 8 GLI:?8J< HLFK< @J EFK ;<J@>E8K<; 8J 8 I<HL<JK =FI HLFK8K@FE

U /8C<J 8E; GLI:?8J< FI;<1J

U /8C<J 8E; GLI:?8J< @EMF@:<J

U I<;@K 8E; ;<9@K EFK<J
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0?< FGK@FE C<KJ PFL J?FN :LIKFD<IJ FM<I8CC ;@J:FLEKJ PFL 8I< <OK<E;@E> %K 8CJF C<KJ PFL I<:Fl; J<G8I8K<CP 8 ;@J:FLEK 8 JLGC
<OK<E;<; KF PFL .8K?<| K?8E 8JJF:@8K@E> 8 ;@J:FLEK N@QK? 8 JG<:@=@: C@QE< @K<D K?@J =<8KLI< D8P 9< ?<CG=LC ;@IJK@QE>L@J’
GIFDFK@FES8C ;@J:FLEKJ =IFD :FJKJ 8E; J8C<J Gl@:<J @E GIF=@K D8I>@E :8C:LC8K@FEJ =FI @EM<EKFIP @K<DJ

OF <EK<I 8 ;@J:FLEK 8J 8 J<G8I8K< C@E< @K<D mMisc8BiK?<9FO N?<E :I<BK@E> 8 KISEJ8:K@QFE /<CEXattZmountFGK@FE

8 COE< @K<D =FI <EKIP F= K?<:@J:FLEK

U (<8M< K?¢em =@<C; 9C8EB LEC<JJ PFL ?8M< ;<=@E<; K?< ;@J:FLEK 8J 8 EFE @EM<EKFIP @K<D

U /<C<:K 8E 8GGIFGI@8#Ksunt N?<I< K?<;@J:FLEK N@CC 9< GFJK<; IDisc8iints Advertising and promotion FI Miscellaneous
expenses0?< :?F@:< F= 8::FLEK D8P ;<G<E; FE K?< KIBEJ8:K@FE KPG<

U <J1@9< K?< ;@J:FLEK @BEX¥&<iption =@<C; +E JFD< =FIDJ PFL N@CC E<<; KF :?<iBeKRscription =@<C:; KF :@JGC8P K?<
=@<C;

U (<8M<Qty 8E; Unit price =@<C;J 9C8EB
U !EK<I K?< DFE<KS8IP 8DFLEK F=K?< :@J:FLEK @E K?<:LII<E:P F= K?< KISEJ8: Ki@Edzin@ E=KI’<C; 8J 8 GFI@K@M< ELD9<I

U Tax :F;<D8P FI D8P EFK 9< 8GGC@:89C< KF K?< ;@J:FLEK ;<G<E;@E> FE CF:8C I<>LC8K@FEJ %E D8EP :8J<J @K N@CC9< 9
;@J:FLEKJ 8I< I<;LK@FEJ KF GlI@:<J %= FE< @J 9< JLI< K?8K 8CC C@E< @K<DJ FE K?< @EMF@:< 8I< KBO89C< 8K K?< J8D< I8K

Notes
)BE8><I N@CC EFK :8C:LC8K< K?< ;@J:FLEK 8DFLEK =FI PFL =IFD FK?<I C@E< @K<DJ FI K?< KISEJ8:K@FE JL9KFK8C 5FL D
<K<ID@E< K?< ;@J:FLEK D8BEL8CCP FI <EK<I K?< :8C:LC8K@FE ;@ [RiKQP(@ EFIC?<

@J:FLEKJ F=JG<:@=@: 8DFLEKJ 8E; ;<J:I@GK@FEJ :8E 9EKK@EGMIEKFIP @K<DJ

0?<;@J:FLEK 8DFLEK N@CC 8GG<8I FE K?< :FDGC<K<; KI8EJ8iK@FE @E3. DE 0?7< 8DFLEK 9<@E> JLIKI8:K<; =IFD K?< KFK8C N@CC
8GG<8I 8J 8 E<>8K@M< ELD9<| @ K#x :FCLDE @J:FLEKJ <EK<I<; K?@J N8P N@CC 9< GFJK<; KF K?< 8::FLEK J<C<:K<; N@K?FLK 8==<
FK?<I CQE< @K<DJ

Example
|I@CC@8EK %E;LIKI@<J J<CCJ =@M< <I8D@: C8DGJ @EM<EKFIP :F;< KF 8 N?FC<J8C< :LJKFD<I JF EF J8C<J K80 @J ;L
F=K?@J :LJKFD<I[J @E:<EK@M< GC8E |I@CC@8EK <OK<E;J 8E FM<I8CC ;@J:FLEK F=

141



Manager Guides

CFE< KIS8EJ8:K@FEJ 8E; I<GFIKJ

Create a clone @E )8E8><| N?<E PFL N8EK 8 KIBEJ8:K@FE FI I<GFIK J@D@C8I KF FE< K?8K 8CI<8;P <O@JKJ OF :I<8K Clone :< :C@:B K?
9LKKFE E<8I K?< KFG F= K?<)8E8><I N@E;FN N?@C< M@<N@E> 8 KISBEJ8:K@FE FI I<GFIK

CFE@E> 8 KISEJ8:K@FE

CFE@E> ><E<I8K<J 8E <0O8:K ;LGC@:8K< F= 8 KIBEJ8:K@FE CC JK8E;8I; 8E; :LIKFD =@<C; :FEK<EKJ :?<:BOFO FGK@FEJ 8E; :LJKFD K*
8GG<8I FE 8 E<N KI8EJ8:K@FE <EKIP =FID <O8:KCP 8J K?<P N<I< =F| K?< G8I<EK KI8EJ8:K@FE N@K? FE< <O:<GK@FIEH2BKk <O:<GK@F
ELD9<I =@<C; N?@:? N@CC =FCCFN K?< J<KLG =FI K?8K =F Form Defaults @E K" Settings K89 +K?<I 8JG<:KJ F= K?<;<=8LCK

=FID :FEK<EK N@CC 9< FM<II@;;<E 9P :CFE@E>

3?<E K?< <EKIP J:I<<E 8GG<8lJ 8EPK?@E> :8E 9< <;@K<; FI 8;;<; KF @ Create = KF J8M< K?< E<N KI8EJ8:K@FE %= K?< ;<=8LCK @J =FlI
8LKFD8K@: I<=<I<E:< ELD9<IJ K?< I<=<I<E:< ELD9<I N@CC 9< 8;;<; FECP 8K K?@J GF@EK 0?< E<NCP :CFE<; KISEJ8:K@FE N@CC 8GG<

CFE@E> 8 I<GFIK

CFE@E> 8 I<GFIK ;F<J EFK ><E<I8K< 8 ;LGC@:8K< F= K?< I<GFIK @KJ<C= %EJK<8; @K ><E<I8K<J 8 ;LGC@:8K< I<GFIK ;<=@E@K@FE .
KISBEJ8:K@FEJ S8EPK?@E> :8E 9< <;@K<; FI 8;;<; ALJK 8] @= 8 E<N I<KGFIK N<I< 9<@E> :I<8K<; =IFD J:I18K:? 0?@J =<8KLI< @J <JG<:@8CC
I<8K@E> I<GFIKJ =FI E<N I<GFIK@QE> G<I@F;J Fl ;<J@>E@E> J@D@C8I 9LK EFK @;<EK@:8C Create |&KERIBM<®@<BEE<N I<GFIK

<= @E@K@FE 07?< E<NCP :CFE<; I<GFIK N@CC 8GG<S8I

1J< K?< FGP KF =LE:K@FE

/<M<I8C =FIDJ 8E; I<GFIKJ @E )8E8><| I<C8K@E> KF :LJKFD<IJ 8E; JLGGC(EC Copyto 8LKKFE @E K?<@I ?<8;<I]J 8CCFN@E> FE<
KIBEJ8:K@FE ;<=@E@K@FE FI I<GFIK KF 9< :FEM<IK<; ;@I<:KCP KF 8 E<N FE< @E 8 NFIB=CFN 0?7@J =<8KLI< :8ll@<J FM<I @DGFIK8EK
'LIKFD<I FI JLGGC@<I E8D< I<=<I<E:< ELD9<IJ F= M8I@FLJ KPG<J 8E; ;<K8@CJ F= C@E< @K<DJ 8J 8GGIFGI@8K< =FI K?< :FEK<OK F¢
=FID

U /8M<J K@D<
U ,IKM<EKJ D@JK8B<J

3?<E 8 =FID FI I<GFIK @J :FG@<; 8 E<N <EKIP J:I<<E =FI K?< ;<JK@E8SK@FE =FID 8GG<8IJ 9LK K?< E<N KI8EJ8:K@FE @J EFK @DD<;@8
<EKI@<J :8E 9< <;@K<; ;<C<K<; FI 8L>D<EK<; =@IJK 0?7< ;<JK@ESK@FE =FID @J =@ES8C: Create CR.KRFE KPX:C@:B<;

0?< K89C< 9<CFN J?FNJ N?@:? FI@>@ES8C =FIDJ 8E; I<GFIKJ :8E 9< :FG@<; KF M8I@FLJ ;<JK@ESK@FE =FIDJ
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Notes
Copyto FGK@FEJ 8GG<8I FECP =FI K89J K?8K 8I< <E89C<; %= EF K89J 8I< <E89C<; <0O:<GK K?< FE< =FI K?< FIQ>@ESC -
Copyto 9LKKFE @KJ<C=N@CC EFK 8GG<8I

*F I<GFIK :8E 9< :FG@<; KF 8EFK?<I I<GFIK 9<:8LJ< I<GFIKJ 8I< ><E<I8K<; =IFD ELD<IFLJ @QE;@M@;L8C KISBEJ8:K@FEJ

3?<E 9FK? FI@>@ES8C 8E; ;<JK@ESK@FE =FIDJ @E:CL;< :LJKFD =@<C;J N@K? @;<EK@:8C C89<CJ :FEK<EK F=FI@>@ES8C

'FGP KF K?< ;<JK@ESK@FE :LIKFDov@rdinh any default content for the destination form J<K LE;<I"FID <=8LCKJ

$FN<M<I @=8E FI@>@E8C :LIJKFD =@<C; @J <DGKP ;<=8LCK ;<JK@EBK@FE :FEK<EK N@CC 9< LJ<;

(@E< @K<D :LIKFD =@<C;J 8I< EFK :FG@<; KF FK?<I KISBEJ8:K@FE KPG<J

3?<E 8 GLI:?8J< I<C8K<; =FID @J :FG@<; KF 8 J8C<J I<C8K<; =FID FI M@:< M<IJ8 K?< :LJKFD<I FI JLGGC@<I ;F<J EFK :8IIP FN

3?<E @EM<EKFIP FI EFE @EM<EKFIP @K<DJ 8I< @E:CL;<; FE 8 =FID GFIJK@E> 8::FLEKJ 8E; GI@:<J :?8E>< KF K?FJ< 8GGIF
=FI K?< ;<JK@QE8SK@FE =FID

1J< $0)(:F;< @E =@<C;J

CDFJK 8CC =@<C;J @E )8E8><I 8typ@Kext Markup Language (HTML) code  0?@J 8CCFNJ PFL KF :FEKIFC 8GG<8I8E:< F= K<OK :FEK<EK ¢
J?FN @D8><J FE ;F:.LD<EKJ C@B< @QEMF@:<J FI HLFK<J EP FEC@E< $0)( JPEK8O >L@;< N@CC GIFM@;< >L@;8E:<
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Example
<J: I @GK@FE @E 8 J8C<J @QEMF@:< C@E< @K<D JL:? 8J

<img src="https://imgur.com/Rw3up5r.png" style="float: right">
- Species: Malus domestica

- Parentage: Cox's Orange Pippin x Oldenburg

- Originates from: Germany

- Introduced: 1930

- Developed by: Kaiser Wilhelm Institute

- Orange Pippin Cultivar ID: 1147

- UK National Fruit Collection accession: 1972-026

N@CC GIF;L:< K?< =FCCFN@E> FLKGLK

Notes
OF B<<G PFLI ;8K8 =@C< J@Q< JD8CC )8E8><I ;F<J EFK JKFI< @D8><J ;@I<:KCP *FK< K?< I<=<I<E:< KF K?< @D8>< @E K?<
89FM< @J 8 1.( N?<I< K?< @D8>< @J JKFI<;

S5FL D8P =@E; K?8K @D8><J N@CC EFK ;@JGC8P FEJ:I<<E 9LK 8I< I<GC8:<; 9P 8 JPDIFC @E;@:8K@E> @E89@C@KP F=K
;FNECF8; K?<D

0?@J ?8GG<EJ N?<E K?< @D8>< ?FJIK I<IKI@:KJ 89@C@KP KF ?FKC@EB @D8>xY Kb .CF:8%FK853IJ@KLBK@FEJ , "J
F= 8 KISBEJ8:K@FE FI <D8@CJ J<EK =IFD K?< GIF>I8D ><E<I8CCP ;@JGC8P K?< @D8><J :FlI<:KCP LK K?<FECP I<C@89C<J
LI@E> 8 ;@==<I<EK ?FJK KF JKFI< @D8><J

5FL :8E 8CJF LJ< $0)( =FI >I<8K<I :FEKIFC FM<I ?FN :LJKFD =@<C;J 8I< ;@JGC8P<;

Example
5FL NFLC; C@B< KF J?FN 8 9FO =FI 8 J@>E8KLI< FE 8 J8C<J @EMF@:< 'EK<I K?< =FCCFN@E> :F;< @EKF 8 :LJKFD =@<C; E
Signature

<div style="border: 1px solid #000; width: 200px; height: 40px"></div>

+E 8E @EMF@:< K?@J N@CC 9< GI<J<EK<; 8J
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"@E8CCP PFL :8E 8CJF :FEKIFC K?< 8GG<8I8E:< F= K<OK

Example

5FL N8EK KF C@JK PFLI K<IDJ 8E; :FE;@K@FEJ @E LEFOKILI@M< =@E< GI@EK FE J8C<J @EMF@:<J 9LK ;F EFK N8EK K?<
I<8K@E> 8 :LIKFD K?<D< /F PFL :I<8K< 8 :LJKFD =@<C; =FI J8C<J @EMF@axin€88d@gnditions %E @K PFL <EK<| K?<
=FCCFN@E> ;<=8LCK K<OK

<span style="font-size: 8px; color: #999999">Payment is due upon presentation of invoice.</span>

0?< =FCCFN@E> 8GG<8IJ E<8I K?< 9FKKFD F=8CC E<N J8C<J @EMF@:<J

,<I=FID :8C:LC8K@FEJ @E ELD9<I| =@<C;J

)BE8><I:8E perform calculations @E 9L@CK @E ELD9<I| =@<C;J 8J HLBEK@K@<J FI GI@:<J 8I< <EK<I<; 0?7<I<JLCK F=K?< :8C:LC8K@FE
K?<:8C:LCBK@FE @KJ<C=

3?<E <EK<I@E> 8 KISEJ8:K@FE J@DGCP @E:CL;< 8E 8I@K?D<K@: <OGI<JI@FE @E 8 ELD9<I| =@<C; CCFNX<; :?8I8:K<IJ @E:CL;<
U *LD<I8CJ 8E;

U +G<I8KFIJ 8E; 7
U ,8I<EK?<J<]J 8E; @E DS8K:?@E> G8@I|J @E:CL;@E> E<JK<; G8I<EK?<J<J

Do not include an equal sign (=) in the field. 3?@C< <EK<I@E> K?< :8C:LCBK@FE )8E8><I N@CC ;@JGC8P K?< <EK<I<; :?8I18:K<IJ %= K?<
@J @E:FDGC<K< FI LEBCCFN89C< K?<=@<C; @J FLKC@E<; @E I<; 3?<E 8 MBC@; <OGI<JI@FE ?8J 9<<E <EK<I<; @KJ I<JLCK @J J?FN
@E:CL;<; @E FK?<| :8C:LCBK@FEJ G<I=FID<; 9P K?< GIF>I8D
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Examples
0?< =FCCFN@E> <EKIP @J @EMBC@; 9<:8LJ< F=8 D@JJ@E> G8I<EK?<J@J GI<:<;@E> K?< ELID«I8C-@RK<IRDE@EI
Q<IF

3?<E K?< <OGI<JJ@FE @J :FlI<:K<; @KJ I<ILCKJ 8I< LI<; @E K?< KISEJ8:K@FE

8E; =CFN K?IFL>? KF K?< :FDGC<K<; =FID

8C:LCB8K@FEJ :8E 9< <EK<I<; @EKF DLCK@GC< =@<C;J @E K?< J8D< C@E< 0?<P :8E 8CJF 9< HL@K< <C89FI8K< 07?7< =FC(
:8C:LC8K@FEJ

GIF;L:<

3?<E IKKLIE@E> KF K?< <EKIP J:I<<E 9P :C( Edit >K?<I<JLCKJ F=K?< :8C:LC8K@FE ?8M< 9<<toiKfeformulae

Caution
8C:LCBK@FEJ :8EEFK 9< G<I=FID<; @E ELD9<I| KPG< :LIJKFD =@<C;J %= 8E 8I@K?D<K@: <OGI<JI@FE @J <EK<I<; @E JL:"
GIF>I8D @>EFI<J @K

FGP C@JKJ 8E; I<GFIKJ

5FL :8E copy lists and reports =IFD )8E8><I KF LJ< @E NFI; GIF:<JJ@E> ;F:LD<EKJ K<OK =@C<J FI JGI<8;J?<<KJ .8K?<I K?8E <OGFIK @E
=FID8KJ LE@HL< KF 8EP JG<:@=@: 8GGC@:8K@FE )8E8><| D8B<J ;8K8 8M8@C89C< @E K89 J<G8I8K<; M8CL< 0/2 =FID8K =FI C@JKJ 8
=FID8KKY<; ;8K8 :8E 9< @DGFIK<; FI G8JK<; @EKF M@IKL8CCP 8CC NFI; GIF.<JJ@E> K<OK <;@K@E> 8E; JGI<8;J?<<K GIF>I8DJ FE K?< D
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Notes

FDGC<K<; KIBEJ8:K@FE =FIDJ JL:? 8J J8C<J @EMF@:<J <OG<EJ< :C8@DJ AFLIESC <EKI@<J FI GLI:?8J< FI;<lJ :8EEFK 9<
0?<J< =FIDJ 8I< EFK ;8K8 =@C<J 9LK GI<J<EK8K@FEJ F=;8K8 =IFD =@C<J LJKFD<|I C@JKJ :8J? 8::FLEK I<>@JK<IJ FI =@C
C<;><1J FE K?< FK?<I ?8E; 8I< ;:8K8 C@JKJ 8E; :8E 9< :FG@<;

FGP :8K8 =IFD K?< J:I<<E :@JGCS8P

EP C@JK K?8K :8E 9< :FG@<; Copy to clipboard 9LKKFE 8K K?< CFN<I 1@>7?K :FIE<I 9<CFN K?< C@JK

EP I<GFIK K?8K :8E 9< :FG@<; ?8. Copy to clipboard 9LKKFE E<8I K?< KFG F= K?< N@E;FN

0?< :FGP =LE:K@FE :FG@<J FECP K?< ;8K8 ;@JGCS8P<; FE J:I<<E %K GI<J<IM<J 8EP J<8I:? FI JFIK FG<ISBK@FEJ G<I=FID<; FE K?< ;8K8 Gl
'FGP@E>

Example

*FIK?N@E; 018;<1J N8EKJ KF :I<8K< 8 JGI<8;J?<<K F= <OG<EJ< :C8@D @E=FIDSBK@FE KF JLGGFIK 8 DFEK?CP D8E8><D<EK I
0?< D8@E C@JK@E> Expense Claims K89 :8E 9< :FG@<; %K @J JFIK<; 8::FI;@E> KF :C8@D 8DFLEK 9P :C@:B@E> FE K?<
Amount :FCLDE ?<8;@E>

0?< Copy to clipboard 9LKKFE @J :C@:B<;

,8JK< ;8K8 @EKF ;<JK@QESK@FE ;F:LD<EK

+G<E 8 NFI; GIF:<JJ@E> K<OK <;@K@E> FI JGI<8;J?<<K ;F:LD<EK 8E; G8JK< @E K?< ;8K8 <G<E;@E> FE PFLI GLIGFJ< 0/2 =FID8KK<; ;8
LIL8CCP 9<JK G8JK<; @EKF 8 GI< =FID8KK<; K89C< @E 8 NFI; GIF:<JJ@E> ;F:LD<EK %K :8E LIL8CCP 9< G8JK<; @EKF K?<=@IJK :<CC F
N?<I< @K N@CC S8LKFD8K@:8CCP 9< G8IJ<; @EKF @QE;@M@;L8C :<CCJ !08:K 9<?8M@FI @E K?< ;<JK@EBK@FE ;F:LD<EK ;<G<E;JFEP
8GGC@:8K@FE 8E; M<IJ@FE 0/2 =FIDSKK@E> @J LJ<; 9P )8E8><I 9<:8LJ< @K @J K?< DFJK =C<O@9C< "LE:K@QFEJ 8M8@C89C< @E K
8GGC@:8K@FE :8E 9< 8GGC@<; KF K?< <OGFIK<; ;8K8 =FI 8E8CPJ@J FI GI<J<EKBK@FE
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Example
*FIK?N@E; G8JK<J K?< :FG@<; <OG<EJ< :C8@DJ ;8K8 @EKF 8 JGI<8;J?<<K 8E; 8;ALJKJ :FCLDE N@;K?J =FI 8 JL@KB89C< Gl<.

%=;<J@I<; *FIK?N@E; :FLC; 8CJF :1<8K< :?8IKJ FI >18G?J =IFD K?< ;8K8 LI@E> JGI<8;J?<<K :8G89@C@K@<J

Note

3?<E GBIJK@E> @EKF 8 JGI<8;J?<<K ;8K< 8E; ELD9<I =FIDS8KK@E> @E )8E8><I 8E; PFLI JGI<8;J?<<K GIF>I8D DLJK 9<
:FDGBK@9C< KF 8:?@<M< :FDDFE ;8K8 @EK<IGI<K8K@FE O0PG@:8CCP @= ELD9<I FI ;8K< =FID8KJ 8I< EFK :FDG8K@9C< C
N@CC 9< @EK<IGI<K<; 8] K<OK 9P K?< JGI<8;J?<<K 8GGC@:8K@FE 0<OK =FID8K D8P 9< 8::<GK89C< @= EF :8C:LC8K@FE.
@= ELD9<I FI ;8K< =FID8KJ 8I< E<<;<; K<OK KF ELD9<I FI ;8K< =FID8K :FEM<IJ@FEJ 8I< F=K<E 8M8@C89C< @E K?< JGI<8;J?
8GGC@:8K@FE %E JFD< JGI<8;J?<<K 8GGC@:8K@FEJ I<>@FE8C J<KK@E>J DLJK 9< DF;@=@<; KF 8:?@<M< :FDG8K@9@
8KK<EK@FE KF 8D9@>LFLJ ;8K< =FID8KJ 8E; ;<:@D8C J<G8I8KFIJ FEJLCK PFLI JGI<8;J?<<K ;F:LD<EK8K@FE =FI =LIK?<I
@E=FID8K@FE

1J<)8E8><I FE JD8CC J:I<<EJ

FLEK@E> ;:8K8 DLJK F=K<E 9< ;@JGC8P<; @E IFNJ 8E; :FCLDEJ KF 9< :FDGI<?<EJ@9C< 1E=FIKLE8K<CP 8J K?< 8DFLEK F= @E=FID8K
@QE:@M@;L8C <EKI@<J >IFNJ :@JGC8PJ F=K<E <0:<<; J:iI<<E N@;K? E; K?8K JFD<K@D<J D<8EJ 8 CFK F= J:IFCC@E> 98:B 8E; =FIK? KF
[<8; :8K8

K@MB8K@E> :FDG8:K DF;<

%= PFLI J:II<<E N@;K? @J C@D@K<; )8E8><I[J EBM@>8K@FE G8E< :8E 9< D@QE@D@Q<; KF >8@E M8CL!{ Z3DOEE 8R K& BREFIX?<
‘FIE<I F= K?<)8E8><I N@QE;FN <C@D@ESK@E> K89 E8D<J 8E; I<:FI; :FLEK N@E;FNJ 8E; C<8M@E> FECP @:FEJ

J PFL J:IFCC FM<I K?< @:FEJ K?< K89 E8D<J N@CC 9< M@J@9C<

C@: B8>8@E KF I<JKFI<KF =LCC N@;K? *FK< K?< @:FE N@CC 9< 8 ;@==<I<EK :FCFI N?<E :FDG8:K DF;< @J 8:K@M8K<;
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2@<N@E> @E M<IP JD8CC N@E;FNJ FI FE DF9@C< ;<M@:<J

+E:< K?<)8E8><I N@E;FN 9<:FD<J KFF E8IIFN =FI :FDG8:K DF;< KF 9< GI8:K@:8C FI N?<E M@<N@E> FE 8 DF9@C< ;<M@:< K?<J@;< ES8I
G8E< @J I<GC8:<; 9P 8 J:IFCC89C< ?FI@QFEKS8C 98I =FI K89 J<C<:K@FE E<8I K?< KFG F= K?< N@QE;FN

0?< :FDG8:K DF;< :FEKIFC @:FE JK@CC =LE:K@FEJ I<;L:@E> K89 C89<CJ KF FECP @:FEJ

+9J:LI< FEJ:I<<E @QE=FIDS8K@FE

37<E )8E8><I DLIK I<DB8@E FG<E @E J@KLB8K@FEJ N?<I< LESLK?FI@Q<; G<IJFEE<C D@>7?K 9< 89C< KF M@<N J<EJQisQik< :FEK<EK P
onscreen information !08DGC<J @E:CL;<

U .<K8@C JKFI<J N?<I< K?< 8::FLEK@E> J:I<<E :8EEFK 9< ?@;;<E =IFD :LIJKFD<IJ
U LI?8J@E> F==@:<J N?<I< M@J@K@E> JLGGC@<IJ J?FLC; EFK J<< PFLI ;8K8 9LK PFL D8P N8EK KF I<=<| KF @K ;LI@E> 8 D<<K(

C@:B K?< <P< @:FE 8K K?< 9FKKFD F= K?< J:I<<E KF 9CLI =@ES8E:@8C 8E; HL8SEK@KP ;8K8

8K8 @J 9CLII<; 8E; K?< @:FE :?8E><J :FCFI

149



Manager Guides

Example
*FIK?N@E; 0I8;<IJ[ Summary G8>< EFID8CCP CFFBJ C@B< K?@J

3?7<E K?< @:FE @J :C@:B<; K?<=@>LI<J 9<:FD< LEI<8;89C< 9LK 8::FLEKJ :8E JK@CC 9< @ <EK@=@<;

Notes
+ECP J:I<<EJ C@B<CP KF 9< <OGFJ<; KF LESLK?FI@Q<; M@<N<IJ 8I< 8==<:K<; .<GFIKJ :8EEFK 9< F9J:LI<; 9<:8LJ< K?<P 8I<

LEC@B<CP KF 9< :8CC<; LG 8::@;<EK8CCP @E K?< GI<J<E:< F= LESLK?FI@Q<; Edit <BE;(( View RMK<EJF=
KISEJ8:K@FEJ 8E; JL9J@; @8IP C<;><IJ 8I< EFK 9CLII<; /F =FI <O8DGC< 8 E<N :LJKFD<I :FLC; J<< ?<I ;8K8 8J 8 I<:FI; N8J

<EK<I<; =FI ?<I

JG<:@=@: =@>LI< :8E JIK@QCC 9< M@<N<; N@K?FLK I<M<8C@E> FK?<| @E=FIDSK@FE 9P J:IFCC@E> FM<I| @K FI @EKF K?< K89C< :<C
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Example

|@CC@8EK %E;LIKI@<J :?Ad8d RS receivable98C8E:< =FI F9[J $8I;N8I< 9P GC8:@E> K?< :LIJFI @EKF K?< 8GGIFGI@8K< :<C(
@E K" Customers K89 N?@C< 9CLII@E> @J KF>>C<; FE 8C8E:<J F= FK?<I :LJKFD<IJ 8E; KesdirkB@eivable8i<

EFK I<M<8C<;

*8BM@>8K< KISEJ8:K@FE C@JKJI N@K? GI<M@FLJ 8E; E<OK 8IIFNJ

3?<E<M<I)8E8><| ;@JGC8PJ 8 :FDGC<K<; KISEJ8:K@FE =FID FI K?<D< 8EPK?@E>M@J@¢ View :GIGXBREE=AB<GK 8 I<GFIK
navigation arrows and information 8GG<8l @E K?< KFG |@>?K :FIE<| F= K?< =FID ;@JGCS8P =I18D< C@B< K?@J

0?<J< G<IK8@E KF K?< C@JK =IFD N?@:? K?< =FID N8J M@<N<; FI K?< @DGC@<; C@JK @E K?<:8J< F=;|@CC ;FNEJ /G<:@=@:8CCP
ELD9<IJ D<8E
2@<N I<:Fl; 8K 9<>@EE@E> F=C@JK
2@<N GI<M@FLJ I<:FI; @E C@JK
*EN M@<N@E> 4K? I<:FI; @E C@JK F=5 I<:FI;J @E K?@J :8J< K?< K? F=
2@<N E<OK [<:FI; @E C@JK
2@<N I<:Fl; 8K <E; F=C@JK

Note
(@JK ELD9<I@E> 8E; FI;<I@E> Gl<J<IM<J K?< I<JLCKJ F= 8EP GI@FI J<8I:? Fl JFIK FG<IBK@FEJ

151



Manager Guides

Example
*FIK?N@E; 018;<1J I<:<@M<J 8 K<C<G?FE< @EHL@IP =IFD 8 :LJKFD<I /<M<E /<8J %DGFIKJ /<M<E /<8J N8EKJ KF FI;<I 8 GIF;L

GLI:?8J<; GIKM@FLJCP 9LK :8EEFK I<D<D9<I N?8K @K N8J :8CC<; FECP K?8K @K N8J GLI:?8J<; @E <8ICP

*FIK?N@E; >F<J KF K’ Sales Invoices K89 @E )8E8><I 8E; <EK<IJ 8 J<8l:? =FI Y /<M<E /<8J]Z 0?<=FCCFN@E>C@JK @J
I<KLIE<;

*FIK?N@E; M@<NJ K?< <8IC@<JK J8C<J @EMF@:< @E I<=<I<E:<  8E; I<8;J K?< @K<DJ FE @K KF /<M<E /<8J FM<| K?<
K<C<G?FE< *FE< F=K?<D JFLE;J I@>?K .8K?<I K?8E >F 98:B KF K?< C@JK 8E; FG<E K?< E<OK <8IC@<JK J8C<J @QEMF@:<
J@DGCP :C@:E MBLKKFE :FEK@QEL@E> K?< GIF:<JJ LEK@C /<M<E /<8J I<:F>E@Q<J K?<;<J@I<; GIF;L:K

/<K CF:B :8K<

%E )BE8><I| :CFJ@E> 8E 8::FLEK@E> G<I@F; @J EFK I<HL{@tk;datK BE 9< J<K KF GI<M<EK 8EP :?8E><J K?8K 8==<:K =@E8E:@8C C<;><I
FI 9<=FI< 8 ;<J@I<; ;8K<

#F KF K?< Settings K89 8E; :C@: Lock Date

?<:B K?< 9FO KHR.ock accounting periods 8E; <EK<I| K?< ;<J@I<; CF:B ;8K< 07?<E :( Update :CFJ<; CF:B @:FE N@CC 8GG<8I 8K K?< KFG
F= K?<)8E8><I N@E;FN

C@:B@E>FE K?< @:FEN@CC K8B< PFL LockDate G8>< @E K Settings K89

Example
)81@8 NBEKJ KF GI<M<EK 8EP :?8E><J KF =@E8E: @8C JK8K<D<EKJ 9<=FI< &8EL8IP /?<J<KJK?<CF:B;8K<KF <:<D9<]

%= PFL KIP KF <;@K FI ;<C<K< 8EP KISEJ8:K@FE ;8K<; FE FI 9<=FI< K?< CF:B ;8K< 8 NSIE@E> D<JJ8>< C@B< K?@J N@CC 8GG<S8I
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5FL :8E K<DGFI8I@CP I<DFM< K?< CF:B ;8K< @= PFL E<<; KF <;@K FIl ;<C<K< 8 KISEJ8:K@FE 9P :C@:B@E> FE K?< CF:B @:FE %= PFL LE
CF:B ;8K< @J I<DFM<; 8E; K?< @:FE ;@J8GG<8I1J $FN<M<I @= PFL C<8M< K?< 9FO :?<:B<; 9LK ;<C<K< K?< ;8K< 8E FG<E CF:B @:FE 8GC
K?< CF:B ;8K< 8>8@E N?<E PFL ?8M< :FDGC<K<; K?< :?8E><J KF GI<KM@FLJCP CF:B<; KISEJ8:K@FEJ

Notes

Lock Date ~ @J LJ<=LC @E DLCK@ LJ<I <;@K@FEJ F=)8E8><| KF GI<M<EK KPG@:8C I<JKI@:K<; LI<IJ =IFD DF;@=P@E> CF
KIBEJB:K@FEJ 3@K??FC; 8::<JJ K Lock Date =<8KLI< KF GI<M<EK K?<D =IFD LECF:B@E> I<JKI@:K<; KISBEJ8:K@FEJ 8E;
:?8E>@E> ;8K8 "FI 8;D@E@JIKIBKFIJ FI I<JKI@:K<; LI<II N@K? =LCC 8::<JJ K?< =<8KLI< N@CC JK@CC 8:K 8] 8 I<D@E;<I KF
8::@;<EK8C ;8K8 DF;@=@:8K@FE 0?<P N@CC E<<; KF ;<C@9<I8K<CP I<DFM< K?< CF:B ;8K< 9<=FI< :?8E>@E> GIFK<:K<; ;8

0?< 9<JK GI8:K@:< =FI K<DGFI8I@CP JLIG<E;@E> K?< CF:B ;8K< ;<G<E;J FE N?F @J 8LK?FI@Q<; KF D8B< JL:? :?8E><J 8E;
N?<K?<I K?<P N@CC BEFN K?< ;<J@I<; CF:B ;:8K< 1E:?<:B@E> K?< 9FO I<DFM<J 8CC M@JL8C <M@;<E:< F= 8 CF:B ;8K< 5FL
ESM@>8K< 98:B KF Lock Date G8>< KF I<:?<:B K?<9FO LK K?<:;:8K<N@CC JK@CC 9< @E GC8:< <C<K@E> K?< ;:8K< GCS8
M@JL8C I<D@E;<I FE <M<IP G8>< JF PFL :8E DFI< HL@:BCP EBM@>8K Lock Date ’&8>< LK PFL DLJIK I< <EK<I K?<

:8K< KF I1<8:K@M8K< K?< CF:B

0?< CF:B ;8K< ;F<J EFK GI<M<EK DF;@=@:8K@FE F= ;<J:I@GK@FEJ EFK<J 8E; JF =FIK? *FI ;F<J @K GI<M<EK G<E;@E> 98I
KIBEJ8:K@FEJ =IFD 9<@E> :C<8I<;

080 F;<J
|<8K< 8E; LI< K8O :F;<J

Tax codes 8I< LJ<; 9P )8E8><I KF :8C:LC8K< 8E; I<:FI; KBO<J @EMF@:<; :FCC<:K<; G8@; 8E; FN<; 0?<P :8E 9< LJ<; =FI J8C<J K80<J >FF;.
8E; J<IM@:<J K8O<J M8CL< 8;;<; K80O<J 8E; FK?<| KBO<J @DGFJ<; 9P 8 :FLEKIP Fl I<>@FES8C K80 8LK?FI@KP 0?<P 8I< 8GGC@<; J<GS8I¢
@IK@E:KCP @=E<:<JJ8IP KF @E;@M@;L8C C@E< @K<DJ FE

<:<@GKJ 8E; GBPD<EKJ

IOG<EJ<:C8@DJ

/8C<J 8E; GLI:?8J< HLFK<J

/18C<J 8E; GLI:?8J< @EMF@:<J

U

U

U

U /8C<J 8E; GLI:?8J< FI;<IJ
U

U <9@K 8E; :I<;@K EFK<J
U

&FLIEBC <EKI@<J

080 8DFLEKJ :8C:LC8K<; =IFD K80 :F;<J 8I< GFJK<; KF K?< 8::FLEK J<C<:K<; N?<E ;<=@E@E> 8 JG<:@=@: K80 :F;< 1<>8I;C<JJ F= N?<K?<
<9@KJ FI :I<s;@KJ 0?@J 8::FLEK DLJK 9< 8;;<; KF PFLI :?8IK F= 8::FLEKJ 9<=FI< 8 K80 :F;< @J LJ<;
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Note

K80 :F;< 8::FLEK F==J<KJ K80<J :FCC<:K<; Fl I<:<@M<; LE;<I @KJ K80 :F;<J 8>8@EJK K80<J G8@; LE;<I K?< J8D< K80 :F;<
|<>81;C<JJ F= KI8BEJ8:K@FE KPG< 3?<K?<| K80<J 8I< :FCC<:K<; =IFD :LJKFD<IJ G8@; KF JLGGC@<IJ I<=LE;<; 9P FI I<D@KK:-
K80 S8LK?FI@K@<J K?<P 8CC GFJK KF K?< J8D< 8::FLEK 8E; F==J<K FE< 8EFK?<I| 0?@J 78] @DGFIK8EK I8D@=@:8K@FEJ -
8I< 8GGC@<; FE =FIDJ 07< ;<K<ID@E@E> GI@E:@GC<J 8I< N?<K?<I 8E; ?FN K?< G8IK@:LC8I KIBEJ8:K@FE 8==<:KJ K?< 8DF
FN< KF 8 K8O 8LK?FI@KP

Example 1

&F?8EES :?8I><J 8E; :FCC<:KJ 2 0 =IFD :LJKFD<IJ FE 81:?@K<:KLI8C ;<J@>E J<IM@:<J "FI KBO =@C@E> 2 0 J?<:FCC<:KJ =IF
LIKFD<IJ @J F==J<K 9P 2 0 J?< G8PJ KF ?<| JLGGC@<IJ /F J?< DLJK LJ< K?<J8D< 2 0 K80 :F;< FE J8C<J 8E; GLI:?8J<
@EMF@:<J &F?8EES8[J KBO C@89@C@KP 98C8E:< N@CC 9< K?< ;@==<I<E:< 9<KN<<E 2 0 :FCC<:K<; 8E; 2 0 G8@; 37?<E J?<
8DFLEK KF ?<I1 K80 8LK?FI@KP 8GGCP@E> K?< J8D< K80 :F;< FE K?< GBPD<EK K?<98C8E:< N@CC ;IFG KF Q<IF

Example 2

FO<IKF :FCC<:KJ J8C<J K80 =IFD :LJKFD<IJ 8K ?@J :F==<< J?FG LK CF:8C C8N ;F<J EFK G<ID@K ?@D KF F==J<K J8C<J K8
JLGGC@<IJ %E JFD< ALI@J;@:K@FEJ .F9<IKF NFLC; EFK 9< 8JJ<JJ<; J8C<J K80 9P ?@J JLGGC@<IJ FE @K<DJ ?< N@CC
J?FLC; 8GGCP K?< J8C<J K80 :F;< FE I<:<@GKJ 8E; J8C<J @EMF@:<J LK N?<E ?< GLI:?8J<J K8O89C< JLGGC@<J ?< J?FLC
J8C<J K80 G8@; KF ?@J JLGGC@<IJ @E K?< GlI@:< F=K?< JLGGC@<J 8E; 8GGCP EF K80 :F;< FE GLI:?8J< @EMF@:<J FI GE€
C@89@C@KP 98C8E:< N@CC I<=C<:K FECP J8C<J K80 :FCC<:K<; LEK@C ?< I<D@KJ K?8K 8DFLEK KF ?@J K8O 8LK?FI@KP
98C8E:< KF Q<IF /8C<J K80 ?< G8PJ KF JLGGC@<IJ N@CC 9< @E:CL;<; 8] 8E <OG<EJ< @E K?< :FIK F= JLGGC@<J I<;L:@E:
LK @K N@CC EFK I<;L:< K?< 8DFLEK ?< DLJK I<D@K KF ?@J K80 8LK?FI@KP

+E JFD< KIBEJ8:K@FE =FIDJ 8E FGK@FE @J 8M8@C89C< 8J KF N?<K?<I 8DFLEKJ 8I< KBO @E:CLJ@M< FI K8O <O:CLI@M<

3?<E K80 @E:CLIJ@M< )8E8><I :8C:LC8K<J <==<:K@M< GI@:<J K?8K N?<E :FDI@E<; N@K? K80 8K K?< JG<:@=@<; IBK< <HL8C K?< 8D
FK?<I NFI;J K?< K80 8DFLEK @J <==<:K@M<CP 98:B<; FLK F= K?< KFK8C 3?<E K80 <O:CLJ@M< )8E8><| 8GGC@<J K?< K80 I8K< KF K?-

8E; 8;;J K?< I<JLCK@E> K80 KF FO9K8@E 8 ?@>7<I KFK8C

I<KK@E> LG K80 C@89@C@KP 8::FLEKJ

080 C@89@C@KP 8::FLEKJ :8E 9< J<K LG 9<=FI< FI 8=K<I 8;;@E> K80 :F;<J LK @K @J EFID8CCP =8JK<I KF J<K K?<D LG =@IJK JF K80 :

@E 8 JOE>C< JK<G

#F KF Settings 8E; :C@:| Chart of Accounts

+E K?< 98C8E:< J?<<K J@:< :I New Account

<=@E< K?< 8::FLEK
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U #@M< K?< 8::FLEK8me %E K?@J <O8DGC< K?< EBb<p@dble 9LK 8JJ@>E@E> 8 DFI< ;<J:I@GK@M< E8D< @J >FF; GI8:K@:<
U EK<I8Code @=;<J@I<; KF D8K:? 8E FM<I8CC J:?<D< =FI K?< :?8IK F= 8::FLEKJ

U JI@>E K?< 8::FLEK KFE:&up *FID8CCP K80 8::FLEKJ 8I< GC8:<; @E#ikties >IFLG 9<:8LJ< DFI< K80 N@CC 9< G8P89C< KF K?<
K80 8LK?FI@KP K?8E @J I<:FM<I89C< =IFD K?< 8LK?FI@KP 3?<E 8 K8O @J EFK F==J<KK@E> K?@J N@CC 8CN8PJ 9< KIL< %=
:@I:LDJIK8E:<J PFL <OG<:K KF 8CN8PJ 9< G8@; 8 I<:FM<I89C< K80 9P K?< 8LK?FI@KP @EJK<8; F= I<D@KK@E> K80 :C8JJ@=P k
Assets ?FFJ< K?< :8K<>FIP F= K?ash Flow Statement N?<I< PFL NFLC; C@B< K80 C@89@C@KP KIBEJ8:K@FEJ I<GFIK<; *FID8CC
Operating activities @J LJ<;

U ?FFJ<8 Division @=8EP 8I< ;<=@E<; @=K?<C@89@C@KP 8::FLEK N@CC 9<CFE> KF FECP FE<;@M@J@FE +K?<IN@J< C<:

U *FID8CCP C<8Msofill - Line description LE:?<:B<; 07< <O:<GK@FE NFLC; 9< N?<E 8CC FI DFJK KIBEJ8:K@FEJ GFJK<; KF K?<
K80 C@89@C@KP 8::FLEK 8I< <OG<:K<; KF 9< =FI K?< J8D< K?@E> I<HL@I@E> K?< J8D< E8IIBK@M<

U (<8M< K?<4utofill - Tax Code 9FO LE:?<:B<; FI N@K? K?< ;<=8INeKtax <EKIP =K<| 8CC K80<J 8I< EFK K80<; 0?@J=@<C; @J
8MB8@CB89C< KF LI< N?<E FK?<I KPG<J F= 8::FLEKJ 8I< 9<@E> ;<=@E<;

C@:l Create  %=PFL N@CC 9< J<G8ISBK@E> ;@==<I<EK K80 :F;<J @EKF ;@==<I<EK 98C8E:< J?<<K 8::FLEKJ I<G<8K K?< GIF:<JJ 89FM«
8J E<:<JJ8IP

Note

J1@FI KF )8E8><I M<IJ@FE 8 IL@CK @E 8::FLEK E8[ax payableN8J 8:K@M8K<; 8LKFD8K@:8CCP N?<E K80 :F;<J N<I<
LJ<; CC K80 :F;<J GFJK<; KF K?@J 8::FLEK 9P ;<=8LCK )L:? >I<8K<| =C<O@9@C@KP @J 8:?@<M<; 9P ;<=@E@E> PFLI FNE
8::FLEK J

"FI 9LI@E<JJ<J 8CI<8;P <JK89C@J?<; N?<E M<IJ@FE N8J I<C<8J<; K?< Bbaxaaa@Es::FLEK N8J :FEM<IK<;
8LKFD8K@:8CCP KF 8 JK8E;8I; 8::FLEK ;<=@E<; 8] @E K?< <O8DGC< 89FM< *F 8:K@FE @J I<HL@I<; 9P K?< LJ<| =FI K?< :FE

Caution

%E DFI< I<:<EK M<IJ@FEJ F=)8E8><I|TKRPpayable8::FLEK JK@CC <O@JKJ 8J 8 GC8:<?FC;<I KF GI<M<EK JF=KN8I< <O<:LK@!
GIF9C<DJ LK PFL :8EEFK GFJK KISEJ8:K@FEJ KF @K /F K?<P N@CGupeiG@EKRPK You must create your own

tax liability account.
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@E> 8 K80 :F:<
5FL :8E 8;; 8J DS8EP K80 :F;<J 8J PFL E<<; KF LJ< K898J@: C<M<C )8E8><| 8CCFNJ KNF KPG<J F= K80 :F;<J

U LI@E<JJICF:8C@Q8K@FE K80 :F;<J N?@:? 8I< GI<;<=@E<; =FI JIG<:@=@: :FLEKI@<J FI I<>@FEJ
U LJKFD K80 :F;<J N?@:? PFL ;<=@E< PFLIJ<C=

LI@E<JJI CF:8C@Q8K@FE K80 :F;<J

(F:8C@QB8K@FE J<KK@E>J 8E; =<8KLI<J @E:CL;@E> GI<;<=@E<; K80 :F;<J 8I< 8M8@C89C< @E K?< GIF>I8D =FI JFD< CF:8K@FEJ 0?<J
Gl<=<189C< @= K?<P D<<K PFLI E<<;J #<E<I8CCP GI<;<=@E<; K80 :F;<J <O@JK FECP N?<E CF:8C@Q8K@FE FGK@FEJ @E:CL;< 8 I<GF
:8CCJ ;8K8 =FI JG<:@=@: K8O :F;<J 1EC<JJ K?< K80 :F;< @J GlI<;<=@E<; K?<I<GFIK KISEJ=FIDSK@FE :8EEFK =@E; E<:<JJ8IP ;8K8

%E D8EP :8J<J DFI< K?8E FE< K80 I18K< FI KPG< @J 8M8@C89C< =FI 8 :FLEKIP OF 8:K@M8K< CF:8C@Q8K@FE K80 :F;<J =FI PFLI CF:8K(
@QEJKILKQFEY@E#L@;<

3?<E K?< K80 :F;<J 8I< =@IJK @DGFIK<; K?<P D8P 9< 8JJ@>ESpKpeK3e8::FLEK 9P ;<=8LCK +E K' Tax Codes = G8>< F= K?<
Settings K89 :C@ Edit =FI8CC K80 :F;<J8E; 8JJ@>E <8:? FE< KF K?< ;<J@I<; KBO C@89@C@KP 8::FLEK

Notes
%= 8 CF:8C@Q8K@FE K80 :F;< @J=FI 8 I8K< K?8K @J @= @K @J I<HL@I<; 9P CF:8C C8N FECP KF J?FN K?8K EF K8O @J
C@89@C@KP 8::FLEK 8JJ@>ED<EK N@CC 9< GFJJ@9C<

+E:< K80 :F;<J 8I< 8:K@M8K<; K?<P I<D8@E 8M8@C89C< <M<E @= CF:8C@Q8K@FE FGK@FEJ =FI FK?<I| :FLEKI@<J 8I< @D
K80 :F;<J :8E 9< 8;;<; =IFD DFI< K?8E FE< :FLEKIP

Example

/8DGC< )8EL=8:KLI@E> FDG8EP FG<I8K<J @E LJIKISC@8 %K =FCCFNJ @EJKIL:K@FEJ =FI @EJK8BCC@E> K?< #/0 8C:LC8K
0?8K @EJK8CCBK@FE @E:CL;<J J<M<I8C K80 : Edit @FBKIESST 10%K80 :F;< /8DGC< J<<J K?< K80 :F;< @J J<K LG 8J

8 J@E>C< I18K< K80 K?8K :?8E><J K?< K@QKC< F=<M<IP J8C<J @EMF@:< FE N?@aR @Noi@r)/8BGCAkBEKI K?<

GST payable8::FLEK @K GI<M@FLJCP <JK89C@J?<; =FCCFN@E> @EJKIL:K@F Update < 8E;:C@:BJ
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LIKFD K80 :F;<J

%= PFLI :FLEKIP FI K?< JG<:@=@: K80 KPG< 8E; I8K< PFL E<<; 8I< EFK 8M8@C89C< K?IFL>? K?< CF:8C@Q8K@FE =<8KLI< PFL N@CC E
DFI< :LJKFD K80 :F;<J )8E8><I GIFM@;<J 8 ><E<I@: =I8D<NFIB =FI :I<8K@E> J@DGC< FI :FDGC<O K80 :F;<J KF ?8E;C< 8CDFJK 8EP K80
OF J<K LG 8 :LJKFD K80 :F;< >F KF K Settings K89 K?<l Tax Codes 8E; :C@:| New Tax Code

<=@E< K?< K80 :F;< JFD< =@<C;J FI FGK@FEJ 8GG<8I FI ;@J8GG<8I GIF>I<JJ@M<CP 8J FK?<IJ 8I< J<C<K<;

U !EK<I 8Name=FI K?< :LJKFD K80 :F;<
U ;;8 Label F=K<E 8 J?FIK<E<; M<IJ@FE F= K?< =LCC E8bx=| OR@CC 8GG<8I FE KISEJ8:K@FE =FIDJ

U /<C<:K FE< F=K?I<< FGK@FEJ ®EKR< 9FO ?FFJ<Zero (0%)KF :I<8K< 8 K80 :F;< =FI KBO <O<DGK KI8EJ8:K@FEJ N?<I< @K D8P
E<:<JJ8IP KF J?FN K?< K80 <O<DGK JK8KLJ *F K8BO N@CC 9< :8C:LC8K<; 9LK =FIDIJ N@CC J?FN K?< I8K< @J 9<@4ss8GGC@<;
through (100%) KF :1<8K< 8 K80 :F;< =FI C@E< @K<DJ K?8K 8I< 8CC K80 :FDDFE 8GGC@:8K@FE @J N?<E 8 K80 8LK?FI@KP J<E
;L< FE @DGFIK<; >FF;J K?< K80 @J G8@; KF K?< K80 8LK?FI@KP @EJK<8; F= K?< JLGGC@<I N?F JFC; PFL K?<>FF;J "FIDJ N@(
8DFLEK 8J 8 I<>LC8I C@E< @K<D 0?< K80 8DFLEK N@CC 9< @E:CL;<; @E K?< JLO9KFK8C I18K?<I K?8E J?FN@E> 9<CFN K?< JL9K
KF 9< 8;;<; 0?< <EK@I< K80 8DFLEK N@CC GFJK KF K?< ;<J@>E8K<; K8O C@89@C@KP 8::FLEK "FI DFJK :LOKBIOH8®@ :F;<J J<C<

%= 8 :LJKFD I8K< K80 :F;< @E:CL;<J FECP FE< :FDGFE<EK

U /<C<:KSingle rate @E K%gpe ;IFG;FNE 9FO K?8K 8GG<8IJ
U IEK<I K?< :LJKFDrate
U =K<I K?Rate @J <EK<I<; 8EFK?<| =@<C; 8GG<8IJ N?<I< PFL :8E J#Cstkn8E=IFD K?FJ< K80 C@89@C@KP 8::FLEKJ 8CI<8;P :I<8K-<

%= 8 K80 :F;< @E:CL;<J DLCK@GC< :FDGFE<EKJ
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U /<C<:KMultiple rates @E K7gpe =@<C; *<N =@<C;J =FI K?< =@IJK :FDGFE<EK N@CC 8GG<8I /FD<=@<C;J =FI K?< FM<I8CC K80 :F
:@J8GG<8I 1J<K' Add line 9LKKFE KF 8;; 8;;@K@FES8C :FDGFE<EKJ

U Name<8:? @E;:@M@;L8C K80 :FDGFE<EK

U /G<:@=P KRate =FI <8:? :FDGFE<EK !8:? :FDGFE<EK[J I8K< @J 8GGC@<; J<G8I8K<CP KF K?< KFK8C =FI K?< C@E< @K<D %= PFl
:FEK8@EJ :FDGFE<EKJ JL9A<:K KF :FDGFLE;@E> <EK<I| K?< :FDGFLE;<; I8K< @ EKFB3GGE@<8I0<

U /<C<:K 8 K8BO C@8a@@KeF| <8:? :FDGFE<EK CC :FDGFE<EKJ :8E 9< GFJK<; KF FE< 8::FLEK FI <8:? :8E 9< GFJK<; KF 8
J<G8I8K< 8::FLEK

C@:l create KF J8M< K?< K80 :F;<
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Example
F><I[J :FEJLCK@E> J<IM@:<J 8I< JL9A<:K KF J8C<J K80 =IFD J<M<I8C ALI@J;@:K@FEJ LK 8CC 8I< I<D@KK<; KF 8 :<EKI8C
[F ?<:1<8K<J 8 J@E>Tax payableC@89@C@KP 8::FLEK 8E; 8 :LIJKFD K80 :F;< N@K? DLCK@GC< I8K<J

F><18GGC@<J K?< :LIJKFD J8C<J K80 FE 8 J8C<J @EMF@:< =FI 8 ;8P F=J<IM@:<J !8:? K80 :FDGFE<EK @J J<G8I8K<CP C@

Caution

080<J =IFD :LJKFD K80 :F;<J PFL :I<8K< 8I< EFK @E:CL;<; @E =@>LI<J :FDGLK<; 9P CF:8C@Q<; K80 :8C:LC8K@FE NFIBJ?<:
K?< Reports K89 +ECP GI<;<=@E<; K80 :F;<J 8JJF.@8K<; N@K? K?< :FLEKIP =FI N?@:? 8 NFIBJ?<<K N8J ;<M<CFG<; 8I< K¢
@EKF 8::FLEK 0?<I<=FI< @= PFL :I<8K< 8EP :LJKFD K80 :F;<J 8E; NBEK KF LJ< FE< F= K?< K80 :8C:LCBK@FE NFIBJ?<<KJ |
DLJK D8S8EL8CCP 8;ALJK M8CL<J =IFD K?< NFIBJ?<<K =FI 8CC K80<J :FCC<:K<; FI G8@; LE;<I J<C=:I<8K<; K80 :F;<J N?<E =(
@E=FIDSK@FE N@K? PFLI K8O 8LK?FI@KP

GGCP@E> K80 :F;<J KF C@E< @K<DJ

080 :F;<J 8I< 8GGC@<; KF @E;@M@;L8C C@E< @K<DJ FE KISEJ8:K@FE =FIDJ 'M<IP C@E< @K<D :8E ?8M< 8 LE@HL< K80 :F;< 8::FI;@E
LE;<I CF:8C C8N %= 8EP K80 :F;< ?8J 9<<E ;<=@BE«x K@% =@<C; 8GG<8IJ KF K?< 1@>?K &=l KZ=@<C; FE K?< =FID

080 8DFLEKJ 8I< EFK J?FNE =FI @E;@M@;L8C C@E< @K<DJ FE K?< <EKIP J:I<<E N?<E KI8EJ8:K@FE GI@: ®E> @& 1@ E8K<; KF 9<
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+E :FDGC<K<; =FIDJ K80 :F;<J D8P EFK 9< J?FNE =Fl @E;@M@;L8C C@E< @K<DJ @=8CC 8I< JL9A<:K KF K?< J8D< :F;< 0?@J ;<G<E;JF
J<C<:K@FEJ D8;< =FI K?< KISEJ8:K@FE LK K?< K80 8DFLEK @J 8CN8PJ J?FNE @E K?< KFK8CJ J<:K@FE

$FN<M<| N?<E DFI< K?8E FE< K80 :F;< 8I< 8GGC@<; FE 8 KISBEJ8:K@FE K?< @E;@M@;L8C :F;<J 8I< ;@JGC8P<; @E 8 J<G8I8K< :FCLDE
K80 8DFLEKJ 8I< J?FNE =FI <8:? K80 :F;< @E K?< KFK8CJ J<:K@FE F= K?< =FID

E 8;;@K@FE8C =<8KLI< @J 8M8@CB89C< =FI AFLIE8C <EKI@<J KF JLGGFIK I<GFIK@E> F= K8O89C< <M<EKJ @E ALI@J;@:K@FEJ N?<I<
@J J<C<:K<; =FI 8EP ;<9@K FI :I<;@K 8 =@<C; 8GG<8IJ KF ;<J@>E8K< ?FN K?< KISEJ8:K@QFE J?FLC,; 9< :FEJ@;<I<;

"C8K I8K< K80 J:?<D<J

IFD< ALI@J;@:K@FEJ LJ< N?8K 8I< BEFNE 8J =C8K I8K< J:?<D<J LJL8CCP KF J@DGC@=P I<:Fl; B<<G@E> 8E; K8BO =@C@E> /L:? J:?<D<
=IFD K?< E<<; KF I<:Fl; 8E; F==J<K K80<J G8@; 8>8@EJK K?FJ< :FCC<:K<; 1E;<I JL:? J:?<D<J 8 JK8E;8I; K80 I8K< @J 8GGC@<; FE J8C<J
CFN<I I8K< @J I<D@KK<; KF K?< K80 8LK?FI@KP 0?@J CFEN<I I8K< @J :8C:LC8K<; FE K?< KFK8C gDtk starglardtax @ R2D

;@==<I<E:< @J B<GK 9P K?< 9LJ@E<JJ 8J 8;;@K@FE8C @E:FD< +=K<E =C8K K80 I8K<J M8IP 9P 9LI@E<JJ KPG< 8E; J@Q< 98J<; FE 8J.
K80 G8@; KF JLGGC@<IJ 9P 9LJ@E<JI<I N@K? :<IKB@E :?8I8:K<I@JK@:J /F K?<P DLJK 9< J<K LG 8J :LJKFD K80 :F;<J @E )8E8><I

OF 8;; 8 =C8K I8K< K80 :F;< 9<>@E 8 J@D@CS8I GIF:<;LI< 8J =FI 8EP FK?<I :LIKFD\¢B8BKP=<KB8O :F;< KF =LCCP ;<J:| @%@ KK 8J PFL
N8EK :LIKFD<IJ KF J<< @K EFID8CCP N@K? K?< JK8E;8I; K80 I18K<[J E8D< !EK<| K?RIKSEL HER?< KEO CQ3e@U@HP<I<
8JJ<JJ<; KBO<JI N@CC 9< GFJK<;

*EN :FD<J K?< GFIK@FE F= K?< =C8K I8K< K80 :F;< ;<=@E@K@FE K?8K ;@==<IJ =IFD JK8E;8I; K80 :F;<J ;; 8EFK?<| C@QE& et K?< ;<=@E:
give ita Name 9<:8LJ< PFL ;F EFK NSEK 8EPK?@E> 89FLK K?@J C@E< KF J?FN FE KISEJ8:K@FER&FIXEKHIK?< ;@==<I<EK@8C 9<KN<<E
N?8K PFL :FCC<:K 8E; N?8K PFL N@CC G8P KF K?< K8as8l Kefagiemumer /<C<:K K?<J8D< K80 C@89@C@KP ::FLEK 8J 9<=FI<
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Example

JD8CC 9LI@E<JJ FG<I8K<J LE;<I 8 =C8K I8K< K80 J:?<D< %KJ J8C<J 8I< JL9A<:K KF 8 #FF;J 8E; /[<IM@:<J 080 8JJ<JJ<; FE
@KJ :LIKFD<IJ %EJK<8; F= F==J<KK@E> @EGLK 8E; FLKGLK K80 ?FN<M<| K?<9LJ@E<JJ I<D@KJ C<JJ KF K?< K80 8LK"
:FCC<:KJ =IFD @KJ :LJKFD<IJ /F @K ;<=@E<J 8 K80 :F;< 8J 9<CFN

LIKFD<IJ N@CC J<< K?< JK8E;8I; K80 I18K< FE J8C<J @ EMEwItBEceivableN@CC J?FN K?< =LCC 8DFLEK 8J 9<@E> ;L< LK PFLI K80
C@89@C@KP 8::FLEK N@CC J?FN 8 C<JJ<I 8DFLEK 07?<;@==<I<E:< N@CC 9< 8;;<; KF K?< @E:FD< 8::FLEK N?<I< K?< G8IK@:LC8I C@Ex<
@EMF@:< @J GFIK<; %E <==<:K 9P I<D@KK@E> C<JJ K80 K?8E PFL :FCC<:K PFLI E<K GIF=F@K N@CC @E:I<8J< K?<J8D< N8P @K NF
@EGLK K80 FE PFLI GLI:?8J<J

Caution

37<E FG<I8K@E> LE;<I 8 =C8K I18K< K80 J:?<D< EF K80 :F;< J?FLC; 9< 8GGC@<; FE GLI:?8J<J 9<:8LJ< K80 G8@; :8EEFK 9<
LJ<; KF F==J<K K80 FN<; %EJK<8; LE@K GI@:<J F= GLI:?8J<; @K<DJ J?FLC; @E:CL;< K80 G8@; %E K?< :8J< F= GLI:?8J<; (
@K<DJ K80 G8@: N@CC 9< @E:CL:<;: @E 8M<I18>< :FIJK ALJK 8] @= @K N<I< 8 J?7@GG@E> :?8I>< FI FK?<I| :FJK F= GLI:?8J(

LIKFD K@KC<J

IFD< ALI@J;@:K@FEJ IKHL@I< ;@==<I<EK K@KC<J FE KISEJ8:K@FE =FIDJ @ E3Lj@&cakBOIKKS, Bidvoice S5FL :8E <EK<I :LJIKFD
K@KC<J =FI J8C<J @EMF@:<J 8E; :I<;@K EFK<J 9P :?<:B@E> 8GGIFGI@8K< 9FO<J N?<E ;<=@E@E> 8 K80 :F;< 07<;<=8LCK K@KC<J J?

F@K@E> K80 :F;<J

+E:< 8 K80 :F;< ?8J 9<<E 8;;<; @K :8E 9< <;@K<; %E Settings K89 >F KF Tax Codes
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C@:l Edit 9<J@;< K?< K80 :F;< PFL N8EK KF :?8E>< )F,@=P K?< K80 :F;< ;<=@E@K@ Update >@:B

Caution
II@K@E> 8 K80 :F;< N@CC I<KIF8:K@M<CP :?8E>< <M<IP GI@FI KISEJ8:K@FE K?8K LJ<; K?8K :F;< 8] N<CC 8J =LKLI< KI8EJ
FEJ@:<I :8I<=LCCP 9<=FI< <;@K@E> 8 :F;<

%E8:K@MSK@E> K80 :F;:<J

3?<E 8 K80 :F;< @J EF CFE><I M8C@; JL:? 8] N?<E 8 I8K< @E:I<8J<J PFL :8EEFK ;<C<K< @K @= @K ?8J <M<I 9<<E LJ<; *FI J?FLC; PFL "
9<:8LJ< 8J;<J:I@9<; 89FM< K?8K N@CC :?8E>< <M<IP KI8EJ8:K@FE K?8K ?8J <M<I LJ<; @K %EJK<8; D8B< @K @E8:K@M< 9P :?<:B@E:

<JLIKKF:C@: Update %=K?<KB8O :F;<:FD<J98:B @EKF LJ< J@DGCP LE:?<:B K?<9FC Update :B

?FFJ< 9<KN<<E K80 <O:CLJ@M< 8E; K80 @E:CLI@M< Gl@:<J

Tax-exclusive prices ;F EFK @E:CL;< KBO 080<J :8C:LC8K<; 8::FI;@E> KEBEP<IBGGC@<; 8I< 8;;<; KF KZub-total  F=8 KISBEJ8:K@FE KF
FOK8@ET8tal Tax-inclusive prices 8CI<8;P ?8M< 8EP 8GGC@:89C< K80<J @E:CL;<; @E K25@pC@ E< gEKsDount =@<C;J 07<

I<JLCK@E> K80 8DFLEK DLJK 9< 98:B<; FLK FatadK?98E8><I :8E ?8E;C< <@K?<| JOKLSBK@FE N@K? J<C<:K@FE F= K?< J8D< K80 :F;< LK
8DFLEKJ :8C:LC8K<; N@CC E<:<JIBI@CP 9<;@==<I<EK /F N@CC <==<:K@M< LE@K GI@:<Jus=fil K2« JBB=@EEIP @E K?<

0?7<98J@:J
0?< <C<:K@FE F= K80 <O:CLJ@M< M<IJLJ K80 @E:CLI@M< GlI@:@E> :8E 9< D8:< FE

U .<:<@GKJ 8E; GBPD<EKJ

U !0G<EJ<:C8@DJ

U /8C<J 8E; GLI:?8J< HLFK<J

U /8C<J 8E; GLI:?8J< FI;<IJ

U /8C<J 8E; GLI:?8J< @EMF@:<J
U

I<;@K 8E; ;<9@K EFK<J

<=8LCK :?F@:<J :8E 9< D8;< =FI <8:? =FID KPG+ Form Defaults LE;<| Settings /L:? ;<=8LCKJ :8E 9< <;@K<; FE 8 KIBEJ8:K@FE 9P
KISBEJ8:K@FE 98J@J 37<E 8 =FID ?8J 8 =@E8E:@8C @DG8:K JL:? 8] 8 I<:<@GK J8C<J @EMF@:< FI ;<9@K EFK< 8DFLEKJ :FEKI@9LK@
JL9 KFK8C 8I< GFJK<; KF 8GGIFGI@8K< @E:FD< FI <OG<EJ< 8::FLEKJ 8C:LC8K<; K80<J 8I< GFJK<; KF K?< 8GGIFGI@8K< K80 C@89@C
K?<P F==J<K FE< 8EFK?<I 8::FI;@E> KF N?<K?<| K?<P 8I< 9<@E> G8@; FI I<:<@M<;

Caution
%= K?< K80 J:?<D< @E PFLI ALI@J;@:K@FE ;F<J EFK F==J<K K80<J G8@; 8>8@libJroK8&xth:-c0eKan your
purchases %E:CL;< KBO @E K?< LE@K GI@:< F=<M<IP C@E< @K<D N?<I< @K N@CC 8;; KF K?< <OG<EJ< F= K?< @K<D

080 D<K?F:FCF>P =FI K80 <O:CLI@M< Gl@:@E>
080 <O:CLI@OM< Gl@:@E> @J K?< DFIK @EKL@K@M< K80 8DFLEK @J :8C:LC8K<; =FI 8CC C@E< @K<DJ JL9A<:K KF 8 JG<:@=@: K8C

8DFLEK =FI K?8K C@E< @K<D 9P K?< G<I:<EK8>< 8JJF:@8K<; N@K? K?< K80 :F;< 0?<E 8CC C@E< @K<D 8DFLEKJ =FI 8 JG<:@=@: K8C
FOK8@E K?< K80 8DFLEK =FI K?8K :F;< 0?< K80 8DFLEKJ =FI 8CC K80 :F;<J 8I< 8;;<; KF K?< JL9 KFK8C KF ;<I@M< K?< KFK8C =FI K?< KI&
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Example

5FL 9LP 8E @K<D =FlI GCLJ >FF;J 8E; J<IM@:<J KBO %= K?< 8DFLEK F= @J K80 <O:CLJ@M< K80 @J 8;;<; KF @K
@E:1<8J@E> K?< KFK8C KF 07< K80 J?FNJ 8J 8E 8;;@K@FE N?<E PFL :I<8K< 8 GLI:?8J< @EMF@:<

/@E:< K?< KIBEJ8:K@FE @J 8 GLI:?8J< @J ;<9@K<; KF 8 KBO C@89@C@KP 8::FLEK N?<I< @K F==J<KJ 8DFLEKJ PFL ?8
=IFD :LJKFD<IJ FE 9<?8C= F= PFLI K80 8LK?FI@KP 07?< JL9 KFK8C @J ;<9@K<; KF K?< :<J@>E8K<; <OG<EJ< 8::FLEK 0
<EK@I< @J :I<;@K<; KEcounts payable

%= K?@J N<I< 8 J8C<J @QEMF@:< @EJK<8; F= 8 GLI:?8J< @EMF@:< <EKI@<J NFLC; 9<J@D@C8I 9LK I<JLCKJ NFLC; 9< I<M
NFLC; :I<;@K KF K?< K80 C@89@C@KP 8::FLEK 8E; KF 8E @E:FD< 8::FLEK %K MECOumntd @eeivableOP
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Notes
3?<E DLCK@GC< K80 :F;<J 8I< 8GGC@<; FE K?< J8D< KIBEJ8:K@FE GI<J<EK8K@FE T@=FC1DE@I&K P
<J@>EBK@E> N?@:? C@QE< @K<DJ 8I< JL9A<:K KF N?@:? K80 :F;<J E; KFK8CJ =FI <8:? K80 :F;< 8I< J?FNE J<G8I8K<CP

<:<@GKJ 8E; G8BPD<EKJ LJ< 8 JC@>?KCP ;@==<I<EK =FID8K =IFD K?8K J?FNE @E K?< <O8DGC< 89FM< 3?<E K?< KI8EJ8:K
<O:CLI@M< KR<amount @J ;@JGC8P<; =FI <8:? C@E< @K<D 8J Ne£G8J K%= K?< GLI:?8J< @E K?< @CCLJIKISBK@FE
@DD<;@8K<CP 89FM< ?8; 9<<E I<:FI;<; N@QK? 8 G8BPD<EK =FID @EJK<8; F= 8 GLI:?8J< @QEMF@:< K?<:FDGC<K<; KISEJ8:K@
NFLC; CFFB C@B< K?@J

080 D<K?F;FCF>P =FI KBO @E:CLI@M< GI@:@E>

3?<E <EK<I@E> K80 @E:CLI@M< GI@:<J K?<J@KLBK@FE @J FGGFJ@K< )8E8><| :8C:LC8K<J 9LK ;F<J EFK ;@JGC8P K?< K80 <O:CL.
NFLC; ?8M< GIF;L:<; K?< K80 @E:CLI@Maf@ra<8O N8J 8;;<; 0?< GIF>I8D ;F<J K?@J =FI <M<IP C@E< @K<D 0?@J :8C:LC8K@FE @J

Tax-exclusive price = Tax-inclusive price / (1 + Tax rate)

0?LJ 9FK? <==<.K@M< LE@K GI@:<J 8E; :8C:LC8K<; K80<J 8I< CFN<I =FI K8O @E:CLI@QM< Gl@:@E> 8JILD@E> @;<EK@:8C @EGLKJ

164



Manager Guides

Example
5FL D8B< K?< J8D< GLI:?8J< 8) @E K?< GI<M@FLJ <O8DGC< LI@E> 8 G8PD<EK =FID 9LK GI@:@E> @J K80 @E:CLI@M< C
Total :8C:LC8K<; KBO 8E; GI<J<EKBK@FE :?8E><

)8E8><I ;<9@KJ FECP KF K?< K80 C@89@C@KP 8::FLEK KF K?< ;<J@>E8K<; <OG<EJ< 8::FLEK 8E; :I<;@KJ KF
K?< 98EB FI :8J? 8::FLEK N?<I< K?< KISEJ8:K@FE @J <EK<I<;

3<I< K?@J 8 I<:<@GK )8E8><I NFLC; :[I<;@K  KF K?< K80 C@89@C@KP 8::FLEK 8E; KF K?< ;<J@>E8K<; @E:FD< 8::FLE
NFLC; ;<9@K 8 98EB FI :8J? 8::FLEK 9P

?FFJ@E> K80 D<K?F;FCF>P

5FL :8E D8B< LE@K Gl@:<J K80 @E:CLI@M< 9P :?<:B@E> 8 9FO 0?7<:?F@:< 8GGC@<J KF K?< <EK@I< =FID

5FL :8E J<K PFLI :?F@:< 8J ;<=8LCK L. Form Defaults

Caution

37?<E GLI:?8J< FI J8C<J Gl@:<J ?8M< 9<<E <=@EQ@EM<EKFIFEEFE @EM<EK@R<DJ :?FFJ@E> 8 ;@==<I<EK K80
D<K?F;FCF>P ;F<J EFK DF;@=P K?< LE@K Gl@:< <EK<I<; SLKFD8K@:8CCP 8J K?< @K<D @J J<C<:K<; /F PFL J?FLC; 8CN8P
F=?FN PFLI @EM<EKFIP 8E; EFE @EM<EKFIP GI@:<J N<I< ;<K<ID@E<; 8E; :?FFJ< K?< D8K:?@E> K80 D<K?F;FCF>P

3FIB N@K? DLCK@ :FDGFE<EK :LJKFD K80 :F;<J

Multi-component custom tax codes  GI<J<EK J<M<I8C 8::FLEK@E> :?8CC<E><J %E;@M@;L8C K80 :FDGFE<EKJ D8P 9<

U (KM@<; 9P ;@==<I<EK K80 8LK?FI@K@<J

U ,8P89C< KF K80 S8LK?FI@K@<J FE ;@==<I<EK ;8K<J

U /L9A<:K KF I8K< :?8E><] 8K ;@==<I<EK K@D<J

U GGC@:89C< KF ;@==<I<EK :LIJKFD<IJ

U !I==<K@M< FECP =FI :<IKB@E :8K<>FI@<J F=>FF;J FI I<IM@:<J
8J@: @EJKIL:K@FEJ =FI :I<8K@E> DLCK@ :FDGFE<EK :LIJKFD K80 :F;<J SREREB@HE L @Read that Guide first. 0?FJ< @EJKIL:K@FEJ
8I< 8;<HL8K< =FI J@DGC< J@KLBK@FEJ N?<I< 8CC :FDGFE<EKJ

U GGCP J@DLCK8E<FLJCP KF >FF;J Fl I<IM@:<J

U I<G8P89C< KF K?< J8D< 8LK?FI@KP 8K K?< J8D< K@D<

U I<EFK <OG<:K<; KF :?8E><

%= 8EP F= K?<J<:1@K<I@8 ;F<J EFK 8GGCP I<8; FE
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E <O8DGC<

0?@J #L@;< LJI<J 8 :LIKFD K80 :F;< N@K? K?I<< :FDGFE<EKJ 8J 8E <O8DGC< 0?< FM<I8CC K8OSklesdakEB325% FDGFE<EKJ 8I<
C<M@<; 9P K?< JK8K< K?<:FLEKP 8E; 8 JG<:@8C KISEJ@K ;@JKI@:K ,<I:<EK8>< K80 I8K<J 8I< 8J J?FNE

%E K?< J@DGC< JOKLBK@FE FLKC@E<; 89FM< 8CC :FDGFE<EKJ N<I< 8JJ@>E<; KF 8 JQE>C< K80 C@89@C@KP 8::FLEK 0?8K J@KL
<0O8DGC< @E K?< FK?<I #L@;< +E 8 J8C<J @EMF@:< N@K? 8 C@E< @K<D KF N?@:? K?@J K80 :F;< 8GGC@<J K?<8GGC@:89C< K80

0?< I<JILCK@E> J8C<J @QEMF@:< C@JKJ K?< @E;@M@;L8C K80 :FDGFE<EK 8DFLEKJ I8K?<| K?8E K?< 8DFLEK =FI K?< FM<I8CC K80 :F;=

JILD@E> EF FK?<] KBO89C< KIBEJ8:K@FEJ ?8M< 9<<E I<:FI;<; | Summary J?FNJ 8CC K80<J G8P89C< @E 8 J@E>C< 8::FLEK

0?< M8I@FLJ K8O I<GFIKJ ¢ Reports K89 8CJF >IFLG 8CC :FDGFE<EKJ KF><K?<I| "FI <O8DGC< K?< 080 /LDDS8IP I<GFIK @E:CL;<J ALJK |
C@E<
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%= @K @J E<:<JJ8IP KF ;<K<ID@E< ?FN DL:? F=<8:? :FDGFE<EK N8J :FCC<:K<; 8 :8C:LC8K@FE DLJK 9< D8;< FLKI@;< )8E8><| 078K 8DF
IBK@F F= 8 :FDGFE<EK KF K?< KFK8C K80 I18K< DLCK@GC@<; 9P K?< K80 :FCC<:K<; LK K?@J 8GGIF8:? @J :LD9<IJFD< )8E8><I :8E JKI:
GlIF:<JdJ

1IJK89C@J? J<G8I8K< K8O C@89@C@KP 8::FLEKJ

OF B<<G KI8:B F= @E;@M@;L8C K80 :FDGFE<EKJ N?<E K?<P 8I< G8P89C< KF ;@==<I<EK 8LK?FIQK@<J FI FE ;@==<I<EK J:?<;LC<J I<ES8
:1<8K< J<G8I8K< E<N K80 C@89@C@KP 8::FLEKJ =FI <8:? FEK@EL@E> N@K? | Settings _K8@EK3JI<C< Chart of Accounts

+E K?< 8C8E:< /?<<K J@;< N<:C Edit =FIK?<Fl@>@B8@ayable8::FLEK 8E; :?8E>< @KJ E8D< Kkate sales tax payable
FII<IGFE;@E> KF K?< =z@IJK :FDGFE<EK F= K?< K80 :F;< "FI GLIGFJ<J F= @CCLJKIBK@FECHik 8EIRBIKBOEGBI@C@KP 8::FLEK 3<:C
Update KF J8M< FLI :?8E><J

8:B 8K K?< ?8IK F= ::FLEKJ J:I<<E N<:C@ New Account

3< <EK<I 8 E8D< =FI 8 KBO C@89@C@KP 8::FLEK =FI K?< J<:FE; K80 :FDGFE<EKR o@yksa@3 t83payable8E; 8JJ@>E @K &k F=
3< I<G<8K K?< GIF:<JJ =FI K?< K?@I; :FDGFE<EK :I<8K@FE=a®isit tax payable8::FLEK CC 8::FLEKJ 8I< GC8:<; @E K?24abilities
>|FLG FI K?<P :FLC; 9< 8JJ@>E<; KF 8 JL9>IFLG LE;<I K?8K T2<ode =@<C;J 8I<8CC C<=K 9C8EB

3< K?<E I<KLIE Kl Settings Tax Codes 8E; <;@K K?< K80 :F;<J 9P 8JJ@>E@E> <8:? :FDGFE<EK KF @KJ D8K:?@E> K80 C@89@¢
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*FN K?< Summary J?FNJ 8 91<8B;FNE F=?FN DL:? K80 @J FN<; KF <8:? 8LK?FIQKP

<HL@I<; G8PD<EKJ KF M8I@FLJ K80 8LK?FI@K@<J :8E EFN 9< ;<K<ID@EZ<; =IFD K?<@I| 8GGIFGI@8K< 8::FLEKJ <C@QD@ESK@E> K?< E
GIFI8K<; J?8I<J F= 8E FM<I8CC K80 C@89@C@KP

K K?< GI<J<EK K@D< K80 I<GFIKJ @E )8E8><I :8EEFK 9I<8B FLK @E;@M@;L8C :FDGFE<EKJ
$8E;C@E> ;@==<I<EK K8089C< JOKL8K@FEJ

"FI J@QKLBK@FEJ N?<I< 8CC K80 :FDGFE<EKJ ;F EFK 8GGCP :I1<8K< E<N K80 :F;<J KF D8K:? %E K?< <O8DGC< >FF;J 8E; JI<IM@:<J ;<C@
K?< :FLEKP 8I< <O<DGK =IFD :FLEKP J8C<J K80 9LK JK@CC JL9A<:K KF K?< FK?<I KNF E; =FF; J8C<J 8I< <O<DGK 9P C8N =IFD K?< KI8E
/F KNF E<N K80 :F;<J 8I< :I<8K<; @E K?< J8D< D8EE<I 8] K?< =@I1JK

U FLEKP <O<DGK J8C<J K80
U OIBEJ@K <O<DGK J8C<J K80

FDGFE<EK 8::FLEK 8JJ@>ED<EKJ 8I< D8;< KF K?< J8D< K?I<< K80 G8P89C< 8::FLEKJ 8] 8GGC@:89C< 080 :F;<J NFLC; 8CJF 9< :I<8K<; =
FK?<| =<8J@9C< :FDI@ESK@FEJ F=:LJKFD<I CF:8K@FE 8E; 8GGC@:89@C@KP !M<IP K80 :F;< @J @E <==<:K 8 JL9J<K F=K?<98J@:
FI@>@E8CCP :1<8K<; 0I8EJ8:K@FEJ :8E 9< ;<J@>E8K<; =FI GIFG<| K80 KI<8KD<EK 98J<; FE @;<EK@KP FI CF:8K@FE F= K?< :LJKFD<I K
%= E<:<JJ8IP K80 :F;<J:8E 9< J<C<:K<; FE 8 C@E< @K<D 98J@J N@K?@E 8EP KIS8EJ8:K@FE =FID

=K<| K?< E<N K80 :F;<J 8I< @E GC8:< 8 J<:FE; J8C<J @EMF@:< =FI K?< J8D< J<IM@:<J KF 8 :LIKFD<I FLKI@;< K?< :FLEKP @J JLDD8I@(
C@E< FE K?< 080 /LDD8IP I<=C<:K@E> K?< CFN<I K80 I8K<
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LK K?< M8I@FLJ :FDGFE<EKJ 8I< GFJK<; KF K?< J8D< K80 C@89@C@KP 8::FLEKJ 8J 9<=FI< I<=C<:K@E> K?< KNF KISEJ8:K@FEJ <EK<I

?8E>@E> :FDGFE<EK K80 I8K<J

3?<E 8 :FDGFE<EK F= 8 K80 :F;< :?8E><J 8 :FDGC<K<CP E<N K80 :F;< DLJK 9< :I<8K<; #FF; GI8:K@:< @J KF D8B< K?< FOQJFC<K< K80 :F;<
@E8:K@M<

Caution
*<M<I <;@K :FDGFE<EKJ F= 8 K80 :F;< K?8K ?8J 8CI<8;P 9<<E LJ<; =FI 8EP KI8EJ8:K@FE CC GI<M@FLJ KI8EJ8:K@FEJ L@
:F;< NFLC; 9< I<KIF8:K@M<CP DF;@=@<;

<KLIE@E> KF K?< <0O8DGC< 8JJLD< K?< JK8K< J8C<J K80 :FDGFE<EK @E:I<8J<JKF D@; P<8l 3<:I<8K< E<N K80 :F;<J 8E; D8B< F9JF
FE<J @E8:K@M< /L9I<HL<EKCP N< @JJL< 8 K?@I; J8C<J @EMF@:< =FI @;<EK@:8C J<IM@:<J KF 8 :LJKFD<I N@K?@E K?< :FLEKP 07?<
J?FNJ 8CC K?I<< I18K<J LI<; ;LI@E> K?< 8::FLEK@E> G<I@F;
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Note
?8E>@E> :FDGFE<EK I8K<J ;F EFK I<HL@I< 8;ALIKD<EK F= K80 C@89@C@KP 8::FLEKJ FI :?8E><J KF K?<@I| E8D<J +ECP 8
'F;< DLIK 9< :I<8K<; N@K? :FDGFE<EKJ 8JJ@>E<; KF K?< J8D< C@89@C@KP 8::FLEKJ 8J 9<=FlI<

,8P@E> @E;@M@;L8C K80 SLK?FI@K@<J

.8K?<| K?8E GBP@E> F==8CC FI 8 GFIK@QFE F=8 JQE>C< K80 C@89@C@KP 8::FLEK G8PD<EKJ :8E 9< D8;< KF K80 8LK?FI@K@<J =FI ¢
GFIK@E> K?< 98EB FI :8J? KISEJ8:K@FE KF K?< 8GGIFGI@8K< :FDGFE<EK[J K80 C@89@C@KP 8::FLEK JJLD< =FI <O8DGC< N< N8EK
KIBEJ@K K80 G8P89C< =K<I| K?< K?I<< KISEJ8:K@FEJ ;<J:1@9<; 89FM< K?< I8t takp&yable8::FLEK @J 3< <EK<I 8 G8PD<EK

=FI K?8K 8DFLEK GFJK<; KF'Kansit tax payable8::FLEK 0?< 8C8E:< /?<<K J?FNJ EFK?@E> I<DS@E@E> @E K?8K C@89@C@KP 8::FLEK
8DFLEKJ I<DS@E@E> KF 9< G8@; KF FK?<I K80 8LK?FI@K@<J

<M<IJ< :?8I1>< 2 0 28CL< ::<; 080

Reverse charged VAT @J LJ<; @E JFD< K<ll@KFI@<J KF :FCC<:K K80 FE GLI:?8J<J =IFD JLGGC@<IJ N?F 8I< EFK JL9A<:K KF K?< K80 8LK
ALI@J;@:K@FE 1JL8CCP K?8K D<8EJ I<M<IJ< :?8I><; 2 0 8GGC@<J KF @DGFIK<; >FF;J FI I<IM@:<J K?8K ;F EFK G8JJ K?IFL>? :LJKFDJ

+=K<E K?@J @J ALIK@=@<; 9P <OGCB8@E@E> K?8K =FI<@>E <EK@K@<J N@CC 9< JG8I<; K?< E<<; KF I<>@JK<I FI D8B< K80 =@C@E
D<K?F; 8CJF <C@D@E8K<J K?< E<<; =FI 8 KBO 8LK?FI@QKP KF FOKE@E =@C@E>J 8E; I<D@KKBS8E:<J =IFD <EK@K@<J FLKI@;< @KJ :FEK
2 0 @DGIFM<J K80 :FCC<:K@FE

8J@:8CCP I<M<1J<:?8I>@E> F= 2 0 KISEJ=<IJ IKIGFEJ@9@C@KP =FI 8JJ<JJ@E> 8E; :FCC<:K@E> 2 0 =IFD 8 J<CC<I KF 8 GLI:?8J<| %EJI
8JJ<JJ<; 2 0 9P 8E; GBP@E> 2 0 KF PFLI JLGGC@<I PFL 8JJ<JJ 2 0 FE PFLIJ<C=8E; I<D@K @K ;@I<:KCP KF K?< K80 8LK?FI@KP

$FN<M<I| JQE:< KPG@:8C 2 0 I<>@D<EJ F==J<K 2 0 G8@; FE GLI:?8J<J 8>8@EJK 2 0 :FCC<:K<; FE J8C<J K?< I<JLCK @J EF K80 8:KL8CC
FI I<IM@:<J JL9A<:K KF I<kM<IJ< :?81><; 2 0 0?@EB F=K?@J 8] J@DLCK8E<FLJCP :C8@D@E> K?< K80 PFL NFLC; ?8M< G8@; K?< JLGGC
K?< J8D< K80 K?< JLGGC@<I NFLC; ?8M< I<:<@M<; =IFD PFL @E 8 EFID8C J@KLBK@FE /@E:< K?FJ< 8DFLEKJ 8I< K?< J8D< EF DFE<P :
=FI 20
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/F N?P @DGC<D<EK JL:? 8 J:?<D< E; @=EF DFE<P @J ;L< KF 8EPFE< N?P EFK LJ< 8 I<>LC8I Q<IF G<I:<EK K80 :F;< JD<EK@FE<; 89FN
I<M<IJ< :?8I><; 2 0 @DGIFM<J K80 :FDGC@8E:< LK ;8K8 JLOD@KK<; KF K?< K80 8LK?FI@QKP @E :FEE<:K@FE N@K? I<M<IJ< :?8I><; 2 0 (
KF KI8:B K?< MFCLD< F=KI8;< N@K? FK?<I ALI@J;@:K@FEJ =FI

U .<M<EL< J?8I@E>

U 080 KI<8KP <E=Fl:<D<EK 8E; :FDGC@8E:<

U 'FEFD@: G<I=FID8E:< DFE@KFI@E>

U 080 I18K< 8ESCPJ@J 8E; 8;ALIKD<EK

0?7< LI< F=I<kM<I1J< :?8I><; 2 0 K8O :F;<J <EJLI<J K?8K KFK8C J8C<J MFCLD<J 8I< JK@CC I<GFIK<; 8E; :8E 9< :8K<>FI@Q<; 8::FI;@E> KF K?
GIFG<I K80 :F;<J

I<K LG 8 I<M<I1J< :?8I><; 2 0 K80 :F;<

<M<IJ< :?8I1><; 2 0 @J 8::FLEK<; =FI @E )8E8><I LI@E> 8 :LJKFD K80 :F;< #<E<I8C GIF:<;LI<J =FI :I<8K@E> :LIJKFD K80 :F;<J 8I< :FEK8@E:
@BEFK?<| #L@;<<8; @K =@I1JK

37?<E :I<BK@E> K?< E<N :LJKFD K80 :F;< >@M< @K 8E @ E=RIEBKQ@NMCL:Kero (0%)@E K?< ;IFG;FNEaxrate =@<C; ?<:B K?<9FO =FI
Reverse charged — 3?<E K?< G<I:<EK8>< =@<C; 8GG<8IJ <EK<I| K?< I8K< F=K?< 2 0 K80 KF 9< I<M<IJ< :?€ Update ':B

Note
%= CF:8C K80 C8N I<HL@I<J :LIJKFD K@KC<J :8E 9< 8GGC@<; KF J8C<J @EMF@:<J 8E; :I<;@K EFK<J N?<I< K?@J K80 :F;< |
K?< 8GGIFGI@8K< 9FO<J 8E; <EK<I K?< ;<J@I<; K@KC<J

Example
/8DGC< )8EL=8:KLI@E> FDGS8EP E<<;J KF I<M<IJ< :?8I>< 20 FE GLI:?8J<J =IFD FLKJ@;< K?< :FLEKIP %K :1<8K<J 8 E<N
:‘LIKFD K80 :F;< E8D<; RCM VAT 5%=FI .<M<IJ< ?8I><)<K?F; 8J=FCCFNJ
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GGCP 8 I<M<IJ< :?781><; 2 0 K80 :F;<

<M<IJ< :?8I1><; 2 0 K8O :F;<J 8I< 8GGC@<; K?< J8D< N8P 8J FK?<| K80 :F;<J 3?@C<8GGC@:89@C@KP F=K?< :F;<KF 8 C@E< @K<D @J
EFK 8==<:K K?< 98C8E:< F= K?< KIBEJ8:K@FE

Example

/8DGC< )8EL=8:KLI@E> GLI:?8J<J 8E 8EEL8C JL9J:I@GK@FE =FI 8::FLEK@E> JF=KN8I< =IFD )! /<IM@:<J 0?<JL9J:I@GK@FE
‘FIKJ 8E; 20 @J L<FE K?<GLIL?8J< LK 9<:8LI< K?< JLGGC@<I| @J =FI<@>E CF:8C K80 I<>LC8K@FEJ I<HL@I< K?<
KF 9< I<M<IJ< :?8I><; /8DGC< 8GGC@ERIOWIKIAT 5%K80 :F;< FE K?< GLI:?8J< @EMF@:< N@K? K?<=FCCFN@E> I<JLCKJ

/8DGC< G8PJ )!

<M<|J<:?8I><;: 2 0 8::FLEK@E>

%= EF I<M<IJ< :?8I><; 2 0 BDFLEK J?FNJ FE 8 GLI:?8J< KIBEJ8:K@FE =FID N?8K ?8GG<EJ KF K?< K80 0?7< 8EJN<I @J =FLE; FE KNF K80 I
@E K" Reports K89

080 /LDDS8IP I<GFIK =FI 8 K@D< G<I@F; @QE:CL;@E> K?< KISEJ8:K @i KZ=NJ0 8DFLEK K?8K NFLC; ?8M< 9<<E :FCC<:K<; 9P K?<
JLGGC@<I FE @KJ J8C< @E 8E FI;@E8Bhd@REEKE@HH. NFLC; ?8M< G8@; K?< JLGGC@<I FE PFLI GLI:?8J< @E JL:? 8 :8J< 0?7<J< F==J<K
C<8M@E> 8 E<K K80 C@89@C@KP F= Q<IF =FI K?< KIBEJ8:K@FE *FK< K?8K =FI I<M<IJ< :?8I><; 2 0 K80 :F;<J =@>LI<J FE K?< 080 /LDD!
8DFLEKJ 8CK?FL>? K?<P ;F EFK I<=C<:K K?< 8:KL8C KI8EJ8:K@FE
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Example
/8DGC< )8EL=8:KLI@E> :1<8K<J 8 080 /LDDS8IP =FI @KJ =@E8E:@8C P<8| "FI GLIGFJ<J F= @CCLJKIBK@FE FECP K?< J@E>(

:?81><; 2 0 KIBEJ8:K@FE @E K?< <O8DGC<J 89FM< @J @E:CL;<;

080 OISEJ8:K@FEJ I<GFIK N@CC @E:CL;< <M<IP I<M<I1J< :?8I><; 2 0 KISEJ8:K@FE ;LI@QE> K?< G<I@F; :FM<I<; +E K?@J I<GFIK 8:KL8C K
8DFLEKJ 8I< J?FNE

Note
0?7< KIBEJ8:K@FE 8DFLEKJ 8I< =IFD K?< G<IJG<:K@M< F= PFLI 9LI@E<JJ EFK K?< JLGGC@<I[J dmd@Esks 0?<I<=FI<

=@>LI<I N@QCC 9< K?< J8Bxd@JSales =@>LI<J

Example
/8DGC< )8EL=8:KLI@E> :1<8K<J 8 080 0IBEJ8:K@FEJ I<GFIK =FI K?< J8D< G<I@F;

<:8LJ< 9FK? K?< GLI:?8J<I[J 8E; ILGGC@<I[J J@;<J F= K?< I<M<1J< :?8I><; 2 0 KIBEJ8:K@FE 8I< I<=C<:K<; @E K?< K80 I<GFIKJ 8CC =@>L
E<:<JJ8IP =FI GIFG<I K8O =@C@E> 8I< 8M8@C89C<
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)8B< K80 :F;<J @E8:K@M<

080 :F;<J EF CFE><| @E LJ< :8E 9< D8iractive 3?7<E @E8:K@M< K80 :F;<J EF CFE><I| 8GG<8I@E®%LC; ;IFG;FNE C@JK =FI C@E< @K<DJ
KIBEJ8:K@FE =FIDJ LK K?<P 8I< EFK ;<C<K<; =IFD )8E8>«I

Note
080 :F;<J K?8K ?8M< 9<<E LJ<; :8EEFK 9< ;<C<K<; 9<:8LJ< ;F@E> JF NFLC; :FDGIFD@J< <O@JK@E> KISEJ8:K@FEJ $FN<M<
K80 :F;< ?8J EFK P<K 9<<E 8GGC@<; @E 8EP KIBEJ8:K@FE @K :8E 9< ;<C<K<;

OF D8B< 8 K80 :F;< @E8:K@M< >F k Settings K89 8E; :C@: Tax Codes

C@:l Edit E<OK KF K?<F9JFC<K< K80 :F;< 8E; :?<:BK&we 9FO

C@:l Update 0?< @E8:K@M< K80 :F;<N@CC 9< C@JK<; @E >I8F Tax Codes ‘E5R2< LE;<| Settings %K :8E I<8:K@M8BK<; @=
E<:<JJ8IP 9P :C@:B( Edit 8E;LE:?<:B@E>K?<9FO K?<E:C@ Update 8>8@E

E @E8:K@M< :LIKFD K80 :F;< :8E 8CJF 9< I<E8D<; KF ?@>?C@>7K @KJ =FID<I GLIGFJ< .<:Fl; JL:? :?8E><J @E PFLI 9LI@E<JJ =@C<J K
=LKLI< HL<IJK@FEJ FI 8L;@KJ ,FK<EK@8CCP LJ<=LC E8D< :?8E><J @E:CL;<

U ;;@E>8:;8K< @QE;@:8K@FE JLPr8017
U %EJ<IK@E> 8E FOM@FLJ Gl<=@XX3XX? 8J
U %E:CL;@E> 8 NSIE@E> JLE8Not Use

Example

/18C<J 9P 1@ CC@8EK %E;LIJKI@<J 8I< JLOA<:KKF 8 >FF;J8E; I<IM@:<J K80 |I@CC@8EK ?78J8;;<; 8 K8O :F;< #/0 =FIK?<
:FLEKIP N?<I< @K FG<I8K<J 0?< >FM<IED<EK @E:I1<8J<J K?< K80 I8K< KF /F I@CC@8EK 8;;J K?< E<N K80 :F;< 8E; D8B<J
FOIJFC<K< FE< @E8:K@M< FK? 8I< EFN C@. Settings ILK K?< @E8:K@M< K80 :F;< @J ;@JK@E>L@J?<; 9P @KJ >I8P K<(

0?7< @E8:K@M< #/0 :F;<;F<J EFK 8GG<8Il 8J 8E FGK@FE N?<E <EK<I@E> KISBEJ8:K@FEJ
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;ALJK K8O 8::FLEK@E> =F| G8IK@8C G<IJFE8C LJ<

3?<E PFL LJ< K80 :F;<J)8E8><I| 8LKFD8K@:8CCP :8C:LC8K<J K?< K80 8DFLEK 98J<; FE K?< K80 I8K< LK N?<E 8E <OG<EJ< @EMFCM<J (
G<IJFE8C LJ< PFL D8P E<<; H#just tax accounting 9<:8LJ< 8 GFIK@FE F= K?< <OG<EJ< @J EFK 8 C<>@K@D8K< 9LI@E<JJ <OG<EJ< 0?
GFIK@FE F= K?< K80 )8E8><I NFLC; EFID8CCP :8C:LC8K< @J EFK 8KKI@9LK89C< KF K?< 9LJ@E<JJ 8E; :8EEFK 9< LJ<; KF F==J<K 8DFLE
K80 8LK?FI@KP 8J I<GFIK<; @E PFLI KBO C@89@C@KP 8::FLEK

OF GIFG<ICP 8;ALJK K80 8::FLEK@E> JGC@K 8 C@E< @K<D G8IK@8CCP =FI G<IJFE8C LI< @EKF KNF C@E<J FE K?< GLI:?8J< I<C8K<; |
9<;FE<FE

U ,8PD<EKJ N7?7<E DS8B@E> EFE :I<;@K GLI:?8J<J
U ,LI:?8J< @EMF@:<J
U I0G<EJ<:C8@DJ

GGFIK@FE Kaxit price 9P K?< G<Il:<EK8>< F= 9LJ@E<JJ M<IJLJ G<IJFES8C LJ< GGCP K?< K80 :F;< FECP KF K?< C@E< =FI K?< 9LJ@E<
FIK K?< EFE 9LJ@E<JJ GFIK@PEMEFOs equitil Capital accounts 8J 8 ;I8N ;<G<E;@E> FE PFLI =FID F= FI>8E@Q8K@FE %E:CL;< K?<
8GGC@:89C< GFIK@FE F=K80 G8@; FE K?< G<IJFESC LJ< C@E< 9LK ;F EFK 8GGCP 8 K80 :F;< J@E:< K80 G8@; =FI G<IJFE8C LJ< @J I
<OG<EJ<

Example

&F?E /ID@K? 8 G8IKE<I @E 8 9LJ@E<JJ JG<E;J FE=L<C8E; F@C =FI 8 9LJ@E<JJ M<?@:C< 0?< KIBEJ8:K@FE @J JL9A<:K
>FF;J 8E; J<IM@:<J KBO =FI 8 KFK8C F=  &F?E G8PJ =IFD 8 G<KKP :8J? =LE; 8E; NFLC; EFID8CCP I<:Fl; K?< KISEJ8:K@FE C
K?@J

NFLC; 9< 8;;<; KF K?<  Motor vehicle expenses::FLEK 8E; NFLC; 9< JLIKI8:K<; =IFD K?< :FDG8EP[J KBO C@89@C@KP
8::FLEK

LK F=K?@J <OG<EJ< @J =FI &F?E[J G<IJFE8C LJ< F= K?< :FDGS8EPJ[J :8 JF ?<:8E[K:C8@D K?<=LCC 8J?8M@E> 9<<E
9P K?< 9LJ@E<JJMHBtor vehicle expenses$< :8E FECP :C8@D ?8C= &F?E JGC@KJ K?< KIBEJ8:K( Add line :8IKKFE
C@B<K?@J

%E K?< 080 /LDD8IP K?@J KISEJ8:K@QFE @J I<GFIK<; C@B< K?@J

E; &F?E[J Capital accounts98C8E:< @J I<;L:<; 9P ALJK 8J K?FL>? ?< ?78; I<i<@M<; 8 G8PD<EK =IFD K?< :FDG8EP =IFD
?@J J?8I< F= GIF=@KJ
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@M@J@FEJ
|<8K< 8E; D8E8><:@M@J@FEJ

Divisions 8I< FGK@FE8C 07?7<P ?<CG DFE@KFI GIFF@K89@C@KP 9P ;@M@J@FE FI :FJK :<EK<I N@K?@E 8 JQE>C< =@ES8E: @8C <EK@
K?<D ?<CG=LC =FI DFE@KFI@E> =@E8E.@8C G<I=FID8E:< 8K ;@==<I<EK ><F>I8G?@: CF:8K@FEJ FI FE 9LI@E<JJ 9IFL>?K @E 9P @E;@
I<GI<I<EK8K@M<J

5FL :8E <DGCFP ;@M@J@FEJ J<C<:K@M<CP 078K @J PFL :8E 8GGCP K?<D FECP KF :<IKB@E KPG<J F= KISEJ8:K@FEJ FI K?FJ< PFL N¢
JG<:@=@: 8ESCPJ@J @==<I<EK:@M@J@FEJ :8E 9< 8GGC@<; =FI| ;@==<I<EK GLIGFJ<J 8J N<CC /FK?<@| LK@QC@KP <OK<E;J N<CC ¢

I<8K@E> ;@M@J@FEJ

%E K7 Settings K89 :C@:B | Divisions K?<E New Division

"FI GLIGFJ<J F= @CCLJKIBK@FE 8JLD< PFL N8EK KF KI8:B K?I<< ;@M@J@FEJ C=8 <K8 8E; #8DD8 !EK<I K?< E8D< F=K?<=@IJK ;@MC(

Create

.<G<8K =FI K?< FK?<| KNF ;@M@ J@FEJ

Note

+E:< :1<8K<; ;@M@JI@FEJ 8I< 8BM8@C89C< =FI 8CC GLIGFJ<J 0?<I<=FI< PFL :8E D@O ;@M@J@FEJ =FI ;@==<I<EK GLIGFJ<.
PFL D@>?K :I<8K< ;@M@J@FEJ =FI J8C<J G<IJFEE<C 8CCFN@E> PFL KF :FDG8I< K?<@I| G<I=FID8E:< 9P ><E<I8K@E> GIF=
JKB8K<D<EKJ =FI K?< 9LJ@E<JJ <8:? 9I@E>J @EKF K?< :FDG8EP K K?<J8D<K@D< PFL D@>?K 8CJF :I<8K< ;@M@J@FEJ =
><F>18G?@: CF:8K@FEJ F=9I8E:? F==@:<J 078K NFLC; 8CCFN PFL KF :I<8K< =@0<; 8JJ<K 8E; <DGCFP<< C@JKJ =FI <8:? CI

%ES8.:K@MBK@E> ;@M@J@FEJ

3?<E 8 ;@M@JI@FE @J EF CFE><| E<:<JJ8IP @K :8E 9< @E8:K@MB8K<; 8E; N@QCC EF CFE><I| 8 Edit @EIBELON@IBFE /@E:<K?<
;@M@JI@FE ?8J 8CI<8;P 9<<E :I<8K<; 8 :?<:B9FO 8GG<8IJ KF D8B< K?s3@M @ J@KB K?< 9FO
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%= K?<;@M@J@FE 9<:FD<J 8:K@M< 8>8@E J@DGCP LE:?<:B K?<9FO % Update <KBJEME®™B :?8E><

1J<;@M@JI@FEJ =FI K?< 8C8E:< /?<<K

Divisions :8E 9< 8GGC@<; KF M8I@FLJ 8JG<:KJ F= K?< 8C8E:< /?<<K @E:CL;@E>JL9J@;@8IP C<;><|J F=98C8E:< J?<<K 8::FLEKJ 0?@J
I<GFIK K?< =@E8E:@8C GFI@K@FE F= MSI@QFLJ ;@M@J@FEJ FI :FJK :<EK<IJ JL9J@;@8IP 9LI@E<JJI<J GIFA<:KJ :FDGS8EP 9I8E:?<J FI
8I< :I<8K<; 8E; DBE8><; 8] ;<J:I@9<; @BEFK?<| #L@:<

*EN 8E @DGFIKBEK ;@JK@E:K@FE @J K?8K 8 98C8E:< J?<<K DLJK I<GFIK I<8C 8::FLEK 98C8E:<J EFK DFM<D<EKJ @E K?FJ< 8::FLEKJ (
CFJJ JKBK<D<EK /F 8 ;@M@J@FE E<<;J KF 9< J<K FE K?< 8::FLEK FI JL98::FLEK C<M<C I8K?<| K?8E =FI 8 KISBEJ8:K@FE

"FI GLIGFJ<J F= @CCLJKIBK@FE C<K[J J8P PFL ?8M< KNF ;@M@J@FEJ

U N<JFD< @M@J@FE
U I@QCC@8EK @M@J@FE

5FL :1<8K< K?<J<;@M@J@FEJ Divisions G8>< LE;<I K?< Settings K89

GGCP@E> ;@M@J@FEJ KF 8::FLEKJ FI JL98::FLEKJ
IM<IP 98C8E:< J?<<K 8::FLEK FI JL98::FLEK :8E EFN 9< 8JJ@>E<; KF 8 ;@M@J@FE 078K @E:CL;<J

U 8EB 8::FLEKJ

U 8J78::FLEKJ

U LIKFD<IJ

U /LGGC@<IJ

U IDGCFP<<J

U %EM<EKFIP @K<DJ

U "@0<; 8JI<KJ

U %EKS8E>@9C< 8JJ<KJ
U /G<:@8C 8::FLEKJ

U 8G@K8C 8::FLEKJ

U !OG<EJ<:C8@D 8::FLEKJ
u

LIKFD 98C8E:< J?<<K 8::FLEKJ ;<=@E<; @E K?< :?8IK F= 8::FLEKJ

"FI <O8DGC< N?<E PFL :I<8K< 8 98EB 8::FLEK PFL :8E J<K K?<;@M@J@FE KF N?@:? K?@J 8::FLEK 9<CFE>J
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Notes
%= 8 98C8E:< J?<<K 8::FLEK FI JL98::FLEK @J EFK 8JJ@>E<; KF 8 ;@M@J@FE )38E8><I| KI<8KJ @K 8J 9<CFE>@E> KF K?< <E

%KJ 98C8E:< N@CC J?FN FE LE;, @==<I<EK@8K<; =@E8E:@8C JK8K<D<EKJ 9LK EFK FE K?FJ< ;<=@E<; =FI 8 JIG<:@=@: ;@M

0?<Division ;IFG;FNE =@<C; ;F<J EFK 8GG<8I FE 8EP J:I<<E LEC<JJ 8K C<8JK FE< ;@M@J@FE ?8J 9<<E :I<8K<;

*EN C<K[J :I<8K< 8 =@0<; 8JJ<K 9<CFE>@E> KF K?< J8D< ;@M@J@FE

0?7<E C<K[J :I<8K< 8 G8PD<EK KI8EJ8:K@FE KF GLI:?8J< K?@J =@0<; 8JJ<K
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J PFL :8E J<< N?<E <EK<I@E> KI8EJ8:K@FEJ 8E; @EK<I8:K@E> N@K? 98C8E:< J?<<K 8::FLEKJ PFL ;F EFK J<C<:K 8 ;@M@J@FE FE @QE
KIBEJ8:K@FEJ 8CS8E:< J?<<K 8::FLEKJ 8I< 8CN8PJ YFNE<;Z 9P 8 JOE>C<;@M@J@FE %E FK?<I NFI;J K?<98C8E:< F=K?<8::FLEK @J F|

;@M@J@FE EFK K?< DFM<D<EK 8J FE 8 GIF=@K 8E; CFJJ JK8K<D<EK

2@<N@E>=@E8SE:@8C GFJ@K@FE 9P ;0M@J@FE

3<:8E ;<=@E<;@M@J@FES8C 98C8E:< J?<<KJ %E K?< <O8DGC< 9<CFN K?< =@IJKii<CIcDE SeBldsNKK? K?< ;<EjitiCKal <EKIP
0?8K :FCLDE N@CC I<GFIK K?< GFIQK@FE F= K?< <EK@I< 9LI@E<JJ 0?< FK?<| KNF :FCLDEJ N@CC I<GFIK 98C8E:<J JG<:@=@:8CCP -

|I@CC@8EK ;@M@J@FEJ

0?< I<JLCK@E> I<GFIK CFFBJ C@B< K?@J N@K? 8CC 98C8E:<J J?FN@E> LE;<I K?< N<JFD< ;@M@J@FE ?<8;@E> D8K:?@E> K?< FEJF
9<:8LJ< EF FK?<| KISEJ8:K@FEJ N<I< <EK<I<;

5FL :8E <EK<| @EK<I;@M@J@FES8C KISEJ8:K@FEJ KFF "FI <O8DGC< 8 =@0<; 8JJ<K :FLC; 9<CFE> KF I@QCC@8EK ;@M@J@FE 9LK :FL
LI@E> DFE<P =IFD N<JFD<,@M@J@FE (<K[J <;@K K?<=@0x<; 8JJ<K 8E; 8JJ@>E @K I@QCC@8EK ;@M@J@FE K?<E CFFB 8K K?< 98C:t
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*EN PFL :8E J<< K?< =@O0x<; 8JJ<K N< GLI:?8J<; @J LE;<I I@CC@8EK ;@M@J@FE

0?<I< @J 8CJF E<N 8::FLEK :8Q@erdivisional loan K?8K 8LKFD8K@:8CCP KI8:BJ CF8EJ 9<KN<<E ;@M@J@FEJ JF ;@M@J@FE8C 98C8E:< J°
98C8E:< 07?4nterdivisional loan 8::FLEK FECP ?8J 98C8E:<J 8K K?< ;@M@J@FE8C C<M<C %KJ E<K 98C8E:< 8K K?< :FEJFC@;8K<; 9LI@E-
Q<IF 0?<I<=FI< K?@J 8::FLEK E<M<IJ?FNJ F Summary G8><

%= PFL ?8M< 8E <O@JK@E> 9LJ@E<JJ PFL :8E D@>I18K< KF ;@M@J@FES8C 8::FLEK@E> 9P J@DGCP <;@K@E> <M<IP 98C8E:< J?<<K 8:
;@M@J@FEJ

1J<;@M@J@FEJ =FI K?< |IF=@K 8E; (FJJ /IKBK<D<EK

Divisions :8E 9< 8GGC@<; KF @E:FD< 8E; <OG<EJ< C@E< @K<DJ 0?@J 8CCFNJ PFL KF KI8:B GIF=@K89@C@KP F= M8I@FLJ ;@M@ J@F
JLIJ@;@8IP 9LI@E<JJI<J GIFA<:KJ :FDGS8EP 9I8E:?<J Fl J8C<J GFIK=FC@QFJ @M@J@FEJ 8I< :I<8K<; 8E; DS8ESSEF8P =« H|@8<; @E
0?@J #L@;< ;<J:1@9<J ?FN KF LI< ;@M@J@FEJ KF KI8:B 8E; I<GFIK FE GIF=@K89@C@KP

Example 1

|@CC@8EK %E;LIKI@<J N8EKJ KF DFE@KFI GIFF@K89@C@KP F= @KJ @E:8E;<J:<EK 8E; (! C8DG D8EL=8:KLIQE> ;@M@.
:@M@J@REBE; LED CC @E:FD< 8E; <OG<EJ<J 8I< ;<J@>E8K<; N@K? FE< ;@M@J@FE FI K?< FK?<l K K?<<E; F=<8:? =@E
G<l@F; ,IF=@K 8E; (FJJ /IKBK<D<EKJ 8I< ><E<I8K<; J<G8I8K<CP =FI| K?< KNF ;@M@J@FEJ FDI9@EZ<; ,IF=@K 8E; (FJJ /K8K<D
8CJF 9< :I1<8K<; :FDG8I@E> G<I=FID8E:< F= K?< KNF ;@M@J@FEJ

Example 2

KC8J FEJKIL:K@FE 8JJ@>EJ ;@M@J@FEJ KF <8:? 9L@C; @E>2BIFAL:REHBR<2017-1 <K: 0IBEJ8:K@FEJ I<C8K<; KF 8
J@E>C< GIFA<K 8I< K8>><; N@K? 8GGIFGI@8K< ;@M@J@FEJ 0?FJ< GIKEB@E@E> KF K?< 9LJ@E<JJ @E ><E<I8C 8I< C<=|
(FJJ /IKBK<D<EKJ :8E 9< ><E<I8K<; =FI @E;@M@;L8C GIFA<:KJ FI K?< <EK@I< :FDG8EP %= E<:<JJ8IP KC8J :FLC; ;<J@>E8K:-
J<G8I8K< C@JIKJ F= <OG<EJ<J 8E; 8::FLEKJ FE N?@:? ;@M@J@FEJ NFLC; 9< LJ<; =FI ;@JK@E:K GIFA<:K KPG<J FE:I<K< Gl
?8M< ;@M@J@FEJ 8GGC@<; FE JL9:FEKI8:KFI C89FI N?@C< @EK<IE8CCP G<I=FID<; <C<:KI@:8C GIFA<:KJ D@>?K ?8M< ;@
N8><J

GGCP@E> ;@M@J@FEJ KF KISEJ8:K@FEJ

3?<E PFL I<:FI; @E:FD< PFL N@CC 9< 89C< KF J<C<:K N?@:? ;@M@J@FE K?< @E:FD< J?FLC; 9< 8CCF:8K<; KF

0?< J8D< 8GGC@<J KF <OG<EJ<J %= 8E <OG<EJ< J?FLC; 9< JGI<S8; 8:IFJJ DLCK@GC< ;@M@J@FEJ PFL :8E JGC@K K?< <OG<EJ< KF 8(
8DFLEK KF <8:? ;@M@J@FE
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Note
0?<Division =@<C; @J EFK 8:K@M8K<; LEK@C 8E 8::FLEK @J J<C<:K<; KF N?@:? :@M@J@FEJ :8E 9< 8GGC@<;

2@<N@E> GIFF@K89@C@KP 9P ;@oM@J@FE

%E K7 Reports K89 :C@ Profit and Loss Statement

[<8K< 8 E<N I<GFIK 9P :C@:B@E New Report  9LKKFE

<=@E< K?< E<N I<GFIK 9P <EK<I@E> 8 ;8K< I8E>< 8E; J<C<:K@E> K?< ;<J@I<; ; @ME@IQ@FE@EKT<8M< K?< J<C<:K@ppiBRal KF
J<< 8CC KIBEJ8:K@FEJ 5FL :8E 8;; :FDG8IBK@M< :FCLDEJ =FI FK?<| ;@M@J@FEJ

C@:| Create KF J8M< K?< I<GF View K?<I<GFIK KF J<< @E:FD< <OG<EJ<J 8E; GIF=@K89@C@KP F= J<C<:K<; :@M@J@FEJ J@:< 9P .
JG<:@=@<; G<I@F;
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Note

JIF=@K 8E; (FJJ /K8K<D<EK :FCLDEJ =FI ; @M@J@FEJ FECP J?FN 8DFLEKJ N@QK? ;@M@J@FEJ 8GGC@<; KF K?<D 5FL :8E
OM@JI@FE 0:<GK@FE .<GFIK LI Reports K89 KF M@<N KI8EJ8:K@FEJ K?8K ;F EFK ?8M< ;@M@J@FEJ 0?@J :8E ?<CG Pl
<K<ID@E< N?<K?<| ; @M@J@FEJ N<I< 8::@;<EK8CCP =FI>FKK<E

FIK.KD@QJIQE>;@M@J@FE J<C<:K@FEJ

3?<E ;@M@JI@FEJ 8I< LJ<; KF J<G8I8K< @E:FD< 8E; <OG<EJ<J =Fl| ;@==<I<EK ;@M@J@FEJ CF:8K@FEJ FI GIFA<:KJ @K @J @DGFIK8E
<J@>ES8K@FEJ EFK 9< 8::@;<EK8CCP FD@KK<; =IFD KISEJ8:K@FEJcOffdsM@sshGHljvisions LI<K?< @M@JI@FE !0:<GK@FE .<GFIK

%E K? Reports K89 J<C<: Division Exception Report

%= 8 I<GFIK =FI K?< ;<J@I<; K@D< G<I@F; ?8J 8CI<8;P 9<<E :I1<8 View @& 8 I<GFIK ?8J EFK P<K 9<<E :I[<8K<; New Report  8E;
<=@E< K?< ;<J@I<; I<GFIK

C@:l create KF J8M< K?<I<GFIK 0?< I<JLCK@E> I<GFIK C@JKJ 8CC @E:FD< 8E; <OG<EJ< 8::FLEKJ 9P >IFLG K?8K ?8M< KISBEJ8:K@FT
8JJ@>E<; ; @M@J@FEJ
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I@CC ;FNE FE 8E @E;@M@;L8C 8::FLEK 9P :C@:B@E> K?< ELD9«l BELKK

Edit KISBEJ8:K@FEJKF 8;; ;@M@J@FEJ < JLI< Update BKF J8M< :?8E><J

Notes
FCLDEJ ;@==<I N?<E ;|@CC@E> ;FNE FE ;@==<I<EK 8::FLEKJ ;<G<E;@E> FE 8GGIFGI@8K< :FEK<EK

+=FLIJ< )8E8><I| :8EEFK ;<K<ID@E< N?<K?<I 8JJ@>E<; ;@M@J@FEJ 8I< :FlI<:K FI E<:<JJ8IP %K FECP BEFNJ N?<E K?<P 8I<
D@JI@E> FE=@IDBK@FE K?8K 8JJ@>E<; ;@M@J@FEJ 8I< :FlI<:K @J 8 DS8E8><D<EK 8:K@M@KP

JFA<:KJ
|<8K< 8E; LI< GIFA<:KJ

Projects 8CCFN PFL KF DFE@KFI @E:FD< 8E; <OG<EJ<J 8E; K?<I<=FI< GIF=@K89@C@KP F= @E;@M@;L8C :FEKI8:KJ :LIKFD<I I<C8K@
NFIB GIFA<:K >IFLGJ I<C8K<; K8JBJ 8E; <:FEFD@: 8:K@M@KP KF><K?<I =F| I<GFIK@E>

P K?<@I E8KLI< GIFA<:KJ 8I< LIL8CCP J?FIK<| C@M4(@RBEHN?@:? @EJIKIL:K@FEJ 8I< 8BM8@C89C< @E 8EFK?<I #L@;< %K @J ><E<I8(
GI8:K@:< KF DF;@=P PFLI :?8IK F= 8::FLEKJ =FI 8 GIFA<:K 9<:8LJ< F= @KJ LJL8CCP K<DGFI8IP E8KLI< LK GIFA<:KJ :8E 9< @E8:K@M8K:
8I< :FDGC<K<;

|<8K< GIFA<:KJ

OF LJ< GIFA<:KJ @E PFLI 9LJ@E<JJ =@IJK < Projects K89 C@:BF Customize 9<CFN K?<ESM@>8K@FE G8E< :?<:B K?<9FO 8E;:C@
Update

183



Manager Guides

*EN >F K?< Projects K89 8E; :C@: New Project

IEK<I 8 GIFA<:Kame 0?@J :8E 9< 8EP :FDI@EBK@FE F= K<OK FI ELD9<IJ

C@:| Create

Note
)BE8><I N@CC EFK GI<M<EK FI 8C<IK PFL KF ;LGC@:8K< GIFA<:K E8D<J 5FL N@CC EFK 9< 89C< KF ;@JK@E>L@J? 9<KN<<
I<M@<N <O@JK@E> GIFA<:KJ 9<=FI< ESBD@E> 8 E<N FE< #FF; GI8:K@:< @J KF =FCCFN 8 JK8E:8I; ESBD@E> J:?<D<

1J< GIFA<:KJ

1J< GIFA<:KJ KF KI18:B GIF=@K89@C@KP 9P GIFA< Projects 489 JLDD8I@Q<J 8CC GIFA<:KJ PFL ?8M< :I<8K<;

=K<I PFL :I<8K< 8 GIFA<:K PFL N@CC 9< 89C< KF 8JJ@>E K?< GIFA<:K E8D< FE C@E< @K<DJ N@K?@E KISEJ8:K@FEJ G8PD<EKJ I<:<(
@EMF@:<J <K: 0?@J 8CCFNJ :8K<>FI@QB8K@FE F= GIFA<:K I<C8K<; KIBEJ8:K@FEJ 9P @E:FD< FI ;@I<:K :FIKJ C<8;@E> KF :8C:LC8K(@
GIF=@K
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Notes

0?<Project =@<C; ;F<J EFK 8GG<8I LEC<JJ PFL J<C<:K 8E 8::FLEK =FI N?@:? GIFA<:K 8JJ@>ED<EKJ D8B< J<EJ< "FI <O8DG
GI<M<EK ;FL9C< GFJK@&denunts receivableAccounts payable 8E; Inventory on hand C@E< @K<DJ :8EEFK 9< 8JJ@>E<; KF 8
GIFA<K

/18C<J @EMF@:<J :I<;@K EFK<J 8E; I<:<@GKJ 8JJ@>E<; KF 8 GIFA<:K N@CGci?iN:EEKDE?8?@J D<8EJ PFL :8E LJ<

GIFA<:KJ <M<E @= PFL ;F EFK L. Sales Invoices K89 IM<IPK?@E> K?8K @J EFK @E:FD< N@CC J?BEN:LE;<| K?<
costs :FCLDE

OF J<< 8 GIF=@K89@C@KP JLDDS8IP =FI 8 GIFA< View IIBKBIKE @E | Projects K89 C@JK

Note
07<;8K< IBE>< =F| K?< GIFA<:K JLDDS8IP @J EFK J<C<:K89C< 07< I<GFIK@E> G<I@F; @J ;<K<ID@E<; 8LKFD8K@:8CCP 98J<;
KISBEJ8:K@FEJ 8JJ@>E<; KF K?< GIFA<:K

%E8:K@M8K< GIFA<:KJ

3?<E 8 GIFA<:K @J :FDGC:+ Edit K?< GIFA<:K @E Projects K89 C@:B K@sctive 9FO K?<I Update

0?< GIFA<:.K N@CC 9< >I<P<; FLK @QE K?< K89 C@JK@E> 8E; EF CFE>rRIBGG<SI@EKPRG;FNE D<EL =FI KISBEJ8:K@QFE C@E< @K<DJ

OF 1<8:K@M8K< K?< GIFA<:K I<M Edit K4<<E 8E; LE:?<:B K?<9FO
’ IIJ
|I<8K< , "=@C<J F=KI8EJ8:K@FEJ 8E; I<GFIKJ

PDF (Portable Document Format) files F=KIBEJ8:K@FE =FIDJ 8E; I<GFIKJ :8E 9< ><E<I8K<; LJ@ Print =<8KLI<)BE8><| 3?7@C<
M@<N@E> 8EP :FDGC<K<; KIBEJ8:K@FE FI I<GFIK :C Print :8IKKFE E<8l K?< KFG F= K?<)8E8><I N@E;FN
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2@IKL8CCP 8CC DF;<IE FG<ISBK@E> JPJK<D GI@EK<I ;i @M<IJ @E:CL;< 8 YIBM< KF , "Z FI YGIQEK 8J , "Z :8G89@C@KP "FI K?FJ< K?8K ;|
, " ><E<I8KFIJ 8l< 8BM8@C89C< :LIKFD@Q<; =FI C8E>L8><J 8E; FG<IBK@E> JPJK<DJ 1J< FE< F=K?<J< FGK@ Print (KFOQGBEBQE>
8E; JBM< 8, "=@C<

ID8@CJ
ID8@C KISEJ8:K@FEJ 8E; I<GFIKJ

5FL :8E email completed transactions and reports ;@I<:KCP =IFD N@K?@E K?<)8E8><I GIF>I8D 07?7@J #L@ ;< :FM<IJ

U /<KK@E> LG /)0, I<C8P :I<;<EK@8CJ
U /<E;@E><D8@C

I<KK@E> LG /)0, I<C8P :I<;<EK@8CJ

%= PFL ?8M< 8E <D8@C 8;;I<JJ PFL ?8M< 8E /)0, J<IM<I PFL :8Eelg<#D8@C 07?<I< 8l<8CJF D8EP /)0, J<IM<| GIFM@;<IJ N?F F==<I I<C8P
J<IM@:< )8EP ?8M< ><E<IFLJ C@D@KJ "FI <@33DGE<E :FELBCCFNJ PFL KF J<E; LG KF <D8@CJ G<I| DFEK? =FI =I<<

OF <EK<I <D8@C J<KK@E>J >F Settings K89 8E; :C@: Email settings

/<K LG PFLI J<IM<I =FCCFN@E> @EJKIL:K@FEJ =IFD PFLI GIFM@;<I

U Hostname @J K?</)0, E8D< =LIE@J?<; 9P PFLI <D8@C GIFM@;<I

U Port J?FLC; EFIDB8CCP 9< ;<J@>E8K<;8J 9LK)8E8><|I8CJIF JLGGFIKJ GFIK )8E8><IN@CC EFK JLGGFIK GFIK LJ<; 8J K?<
;<=8LCK 9P D8EP <D8@C GIFM@;<IJ 8E; 8GGC@:8K@FEJ

U Username @J PFLI CF>@E E8D< N@K? PFLI GIFM@;<I +=K<E K?@J @J K?< <D8@C 8;;I<JJ =FI K?< J<E;@E> 8::FLEK /FD<K@D<J
GIFM@;<1J JK@GLC8K< 8 ;@==<I<EK LI<IE8D< %=REhxiKKPBK @J EFK =FID8KK<; 8J 8E <D8@C 8;;I<JJ )8E8><I N@CC J?FN 8
J<G8I8K&mail address  =@<C; !'EK<I K?< <D8@C 8;;I<JJ =FI K?< J<E;@E> 8::FLEK K?<I<
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U Password @J K?< FE< I<KHL@I<; =FI CF>@E N@K? K?< 1J<IE8D< 89FM<

U C@:B K?<9LKKFE Show password KF D8B< PFLI G8JINFI; M@J@9C< 0?@J 9LKKFE 8GG<8IJ FECP 8=K<I :FEK<EK @J <EK<I<; @!
Password =@<C;

U 7<:B K?<9FO KFend a copy of every email to this address @= PFL N8EK :FG@<J F= PFLI FLK>F@E> <D8@CJ
U E Emailaddress =@<C; 8GG<8IJ N?<E K?<9FO @J :?<:B<; IEK<I 8EP ;<J@I<; 8;;1<JJ ?<I<

U ?<:B K?<9FO KReceive email replies at a different address than you send from @= <J@I<; 'EK<I K?< YI<GCP KFZ <D8@C
8;;1<JJ @E K?< =@<C; K?8K 8GG<8IJ
U Do not verify TLS certificate 9PG8JJ<] M<I@=@:8K@FE F=J<C=J@>E<; <IK@=@:8K<J ?<:B K?<9FO FECP @= PFL 8I< J<E;(

PFLI FNE <D8@C J<IM<I

C@:| Update KF J8M< PFLI J<KK@Mied settings have been updated PFL :8E K<JK K?<D 9P :C@:| Test email settings K<JK
D<JJ8>< N@CC 9< J<EK KF K?< <D8@C 8;;1<JJ 8JJF:@8K<; N@K? K?< /)0, J<IM<| EFK@:< 8CJF 8GG<8IJ @= K?< K<JK @J JL::<JJ=LC

Notes
5FLI <D8@C 8GGC@:8K@FE FI GIFM@:<I D8P FM<II@ ;< :FEK<EKE=D<C; JL9IK@QKLK@E> N?8K<M<I| PFL ?8M< J<K LG =FI
PFLI ><E<I8C <D8@C 07?<I<=FI< PFL D8P N8EK KF :I<8K< 8 J<G8I8K< <D8@C 8::FLEK =FI J<E;@E> ;F:LD<EKJ =IFD )8E8><I

/IFD< <D8@C GIFM@;<IJ ?8M< JG<:@8C I<HL@I<D<EKJ DFJKCP I<C8K<; KF J<:LI@KP /<< =FI <O8DGC< K?<J< KLKFI@8CJ

U #FF>C< #D8@C
U 58?FF )8@C
U @:IFIF=K +==@:<

I<E:@E><D8@C

3?@C< M@<N@E> K?< ;F:LD<EK PFL N8EK KF J< Email :B<8l K?< KFG F=K?<N@E;FN E <D8@C :FDGFJ@E> J:I<<E N@CC 8GG<S8I

U To N@CC 9< =@CC<; N@K? 8EP <D8@C 8;;1<JJ GI<KM@FLJCP I<:FI;<; =FI 8 :LIKFD<I JLGGC@<I FI <DGCFP<< @= FE< @J 8JJF:@¢&
;F:LD<EK +K?<IN@J< K?@J =@<C; N@CC 9<9C8EB !EK<I FI <;@K K?< 8;;I1<JJ 8J E<<;<; |[EK<I 8;;@K@FE8C <D8@C 8;;I<JI<] @=
J<G8I8K<; 9P :FDD8J Fl J<D@:FCFEJ
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U Subject N@CC 9< GI< =@CC<; N@K? K?< K@KC< F= K?< KISEJ8:K@FE FI I<GFIK PFL 8I< <DS@C@E>

U D<JJ8>< D8P 9< <EK<I<; @E K?< K<OK N@E;FN

U ?<:B9FO<J N@CC 8GG<8I =FI 8EP 8KK8:?D<EKJ KF K?< KISEJ8:K@FE %E K?@J @CCLJIKIBK@ FEtAEIBHKE(R: Pig<EXKAEBOK Y%=
PFL :?<:B 8 9FO K?8K 8KK8:?D<EK N@CC 9< @E:CL;<; N@K? K?<<D8@C @E 8;;@K@FE KF K?< KIBEJ8:K@FE @KJ<C=

C@:l send P ;<=8LCKK?<8;;I<JJ<<J N@CC 9< J<EK 8E <D8@C N@K? 8 ;F:LD<EK JLDD8IP 8E; ?PG<IC@EB =FI M@<N@E> K?< =LCC ;F

Example
|@CC@8EK %E;LIKI@<J <D8@CJ 8 J8C<J @EMF@:< KF F9[J $8I;N8I<

Caution
< @G@<EKJ :8E FECP M@<N K?< =LCC KI8EJ8:K@FE @= PFLI )8E8><I @EJKBCCB8K@FE @J N<9 8::<JJ@9C< 07?<I<=FI< LJ:
<:@K@FE DLJK :I<8K< 8E; J<E; , " M<IJ@FEJ F= KISEJ8:K@FEJ Fl I<GFIKJ =FCCFN@E> @EJKIL: K@HREXFEKB@E<; @E
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ID8@C KIBEJ8:K@FEJ 8E; I<GFIKJ @E , " =FID8K

P ;<=8LCK N7?<E PFL J<E; 8E <D8@C =IFD N@QK?@E )8E8><| K?< GIF>I8D <D8@CJ 8 ?PG<IC@EB 8CCFN@E> K?< I<:@G@<EK KF M@<N
J<C<iK<; 8KK8:?D<EKJ 9<@E> J<EK +=:FLIJ< K?8K FGK@FE FECP NFIBJ =FI N<9 8::<JJ@9C< <;@K@FEJ F= K?< GIF>I8D E8D<CP @EK
J<IM<I @EJKBCCB8K@FEJ 8E; K?< :CFL; <;@K@FE

$FN<M<I ;<IBKFG <;@K@FE LJ<IJ 8E; FK?<IJ N@ Er@lt tr&ksactions and reports in PDF format  :8E ;F JF KNF N8PJ
+G<IBK@E> JPJK<D , " ><E<I8KFI

0?< =@I1JK D<K?F; @J FLI I<:FDD<E;<; 8GGIF8:? 0?< DFJK I<C@89C< 8E; =C<O@9C<, " =FID8KK<; ;F:LD<EKJ :8E 9< GIF;L:<; LI@E> PFLI
FG<IBK@E> JPJK<D[J IL@CK @E =<8KLI<J OF K8B< 8;MB8EK8>< F=8 9L@CK @E Print (BLKEEEBNRZZC<M@<N@E> 8 KISEJ8:K@FE FI
I<GFIK

0?<E ;<G<E;@E> FE PFLI FG<ISBK@E> JPJK<D 8E; M<IJ@FE Pfile ®DF Save as PDA-I J@QD@C8I FGK@FE !'D8@C K?< I<JLCK@E>, " 8J
8KK8:?D<EK LI@E> PFLI I<>LC8I <D8@C :C@<EK

%EK<IESC , " ><E<I8KFI

0?< J<:FE; D<K?F; LI<J K?< GIF>18D[J @EK<IE8C , " ><E<I8KFI 2@J Legacy Features G8>< @E K Settings K89

?<:B K?< 9FO =FlInternal PDF Generator 8E; J<C<:K K?Raper size  PFLI I<:@G@<EK @J C@B<CP KF LJ< ?F@4&<SEQEGkr<

PDF 9LKKFE N@CC EFN 9< 8M8@C89C< N?<E M@<N@E> KIBEJ8:K@FEJ FI I<GFIKJ

3?<E K?< PDF 9LKKFE @J:C@:B<; 8, " F=K?<;F.LD<EK 9<@E> M@<N<; @J ><E<I8K<; E; | Email 'OLKKFE @J GI<JJ<; 8,"F=
K?<;F:.LD<EK @J J<EK

Note

0?< @EK<IESC , " ><E<I8KFI @J EF CFE><I 8:K@M<CP JLGGFIK<; 9P )8E8><I[J ;<M<CFG<I %K NFIBJ 9<JK N@K? N<JK<IE C8E
8E; =FEKJ %K @J C<8JK I<C@89C< N@K? |@>?K KF C<=K C8E>L8><J 8E; D8P EFK NFIB JBK@J=8:KFI@CP N@K? :LIJKFD K?:
K<JK K?< =<8KLI< N@QK? KPG@:8C KIBEJ8:K@FEJ 8E; I<GFIKJ 9<=FI< I<CP@E> LGFE @K =FI <OK<IE8C :FDDLE@:8K@FEJ

KK8:? =@C<J KF <D8@CJ J<EK =IFD )8E8><I

0?@J #L@;< <OGC8@EJ 2ftbdkFiles 8E; JLGGFIK@E> ;F:LD<EK8K@FE KF 8E <D8@C J<EK =IFD N@K?@E K?<)8E8><I| 8::FLEK@E> 8GGC

#<E<I8C GIF:<;LI<J =FI <D8@C@E> :FDGC<K<; KIBEJ8:K@FE =FIDJ 8E; I<GFIKJ 8I< ;<€H@9<;| @k ;<<8; @K =@IJK /K8E;8l;@Q<; <D8@C
K<DGC8K<J :8E 9< ;<=@E<; =FI D8EP :FDDFE =FIDJ 8=K<I J<C Email Templates @E K" Settings K89 8J :FM<I<; @B®@I; #L@;<
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-+ 8E 8KK8:?D<EK

<=Fl< 8 =@C< :8E 9< 8KK8:?<; KF 8E <D8@C J<EK =IFD N@K?@E )8E8><| N?<K?<I| FI EFK 8E <D8@C K<DGC8K< @J LJ<; K?<=@C< DLJK
K?< 9LJ@E<JJ ;8K8 =@C< 8J 8E 8KK8:?D<EK ,IF:<;LI<J =FI 8;;@E> 8KK8:?D<EKJ 8REHH | @FED ;<

Example
|@CC@8BEK %E;LIKI@<J @J GI<G8I@E> 8 J8C<J HLFK< =FI E<N C@>?K@E> 8K 8 ?FK<C %K 8;;J KNF 8KK8:?D<EKJ KF K?< J
G@:KLI< F= K?< GIFA<K :<J@>E 8E; K?< FK?<I 8 ;<K8@C<; C@JK F= GIFGFJ<; :FEKI8:K K<IDJ

Note
3?@C< I<GFIKJ :8E 9< <D8@C<; PFL :8EEFK 8;; 8KK8:?D<EKJ KF K?<D 07?<I<=FI< 8KK8:?D<EKJ :8EEFK 9< @E:CL;<; N@QK?
I<GFIKJ N?<E K?<P 8I< <D8@C<; EP JLGGFIK@E> ;F:LD<EK8K@FE DLJK 9< J<G8I8K<CP <D8@C<;

/<C<:K 8KK8:?D<EKJ

OF @E:CL;< 8E 8KK8:?D<EK N@K? 8 :FDGC<K<; KISEJ8:K Email ®HDIC< M@<N@E> @K 7?<:B 9FO<J KF @E;@:8K< N?@:? 8KK8:?D<EK J
N8EK KF J<E; N@K? K?< <D8@C

Example
|@CC@8EK N8EKJ KF <D8@C K?< J8C<J HLFK< KF @KJ :LJIKFD<I N@K? 9FK? 8KK8:?D<EKJ /F @K :?FFJ<J 9FK? =@C<J

I<E; K?<<D8@C

C@:l send KF <D8@C PFLI D<JJ8>< K?<=@E@J7?<; KISBEJ8:K@FE =FID 8E; 8EP ;<J@>E8K<; 8KK8:?D<EKJ
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1J< <D8@C K<DGC8K<J

Email templates 8CCFN PFL KF @E:CL;< JK8E;8l;@Q<; D<JJ8><J N?<E <D8@C@E> 8 =FID ;@I<:KCP =IFD )8E8><I| 0?<P 8I< 8M8@C89C< =I
KIBEJB:K@FE =FIDJ K?8K KPG@:8CCP C<8M< K?< 9LJ@E<JJ 0?<P 8I< 8CJF 8M8@C89C< =FI| =FIDJ K?8K D8P 9< <D8@C<; @EK<IESCCP

U .<<@GKJ 8E; G8PD<EKJ

U /8C<J 8E; GLI:?8J< HLFK<J

U /8C<J 8E; GLI:?8J< FI;<IJ

U /8C<J 8E; GLI:?8J< @EMF@:<J

U I<;@K 8E; ;:<9@K EFK<J

U <C@M<IP EFK<J 8E; >FF;J I<:<@GKJ
U LJIKFD<I JK8K<D<EKJ

U

8PIC@GJ
ID8@C K<DGC8K< CF:8K@FE

ID8@C K<DGC8K<J 8I< LE@HL< KF =FIDJ ;@JGC8P<; 9P K?<D<J 8E; 9<:FD< 8M8 Settings  :;<I Email Templates 8J K89J 8I<
<E89C<; NOK?@E N?@:? K?<P :8E 9< LJ<;

5FL ;F EFK ?8M< KF :1<8K< <D8@C K<DGC8K<J 9LK K?<P 8I< <DGKP LEK@C PFL <;@K K?<D

<M<CFG 8E <D8@C K<DGC8K«<

OF ;<M<CFG 8 JG<:@=@: <D8@C K<DG' Edit QaIf;< @KJE8D< @E K?<C@JK@E> EK<I PFLI ;<J@I<; :FEK<EK LI@E> K?< (@HL@; K<
C8E>L8><
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Example
E <D8@C K<DGC8K< =FI J8C<J HLFK<J D@>?K @E:CL;<

U Subject J?FLC; @E;@:8K< K?< D8KK<I :FM<I<; @E K?< <D8@ C{{0frehap<}} N@CC @EJ<IK K?< I<=<I<E:< ELD9<I =IFD K?<
JG<:@=@: =FID 9<@E> J<EK @=FE<<O@JKJ JL:? 8J 8 HLFK< ELD9<I FI @EMF@:< ELD9<I

U Body J?FLC; 9< 8 JK8E;8I; =FIN8I;@E> D<JJ8>< 5FL :8E <;@K K?@J 9<=FI< J<E;@E> K?< <D8@C

C@:l Update KF J8M< :?8E><J KF K?< K<DGC8K< 0?< JL9A<K C@E<N@CC 9< @E:CL;<; @E K?< <D8@C K<DGC8K<J C@JK

1J< 8E <D8@C K<DGC8K<

1J@E> <D8@C K<DGC8K<J @J 8LKFD8K@: 3?<E M@<N@E> 8 k Email @FKEK?2€E&FB F= K?< N@E;FN

0?<<D8@C N@CC 8GG<8I LI@E> K?< <D8@C 8;;1<JJ J<K LG =FI K?< @EK<E;<; I<:@G@<EK :LIKFD<I JLGGC@<I FI <DGCFP<<
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Example

CC =@<C;J D8P 9< <;@K<; 8J E<:<JJ8IP 9<=FI< :( Send )EF ;<C@M<I| K?< <D8@C .<D<D9<I| KF =FCCFN (@HL@; K<DGC8K@E> C8E>L8><

<M@<N <D8@C

5FL :8E review emails J<E;@E> KISEJ8:K@FEJ FI I<GFIKJ =IFD N@QK?@E )8E8><| 9P :C Emails >8HKKFE 8K K?< KFG F=K?<N@E;FN

0?< I<KJLCK@E> C@JK@E> @E:CL;<J

U K@D<JK8DG

U 0?<J<E<I

U 0?<I<:@G@<EK J <D8@C 8;;1<JJ <J
U /L9A<K F=K?<<D8@C

U /K8KLJ

Example
0?<=@IJK KNF C@E<J F= |@CC@8E Emails <C@XIK 8I< J?FNE 9<CFN

%E K?< J<IM<I 8E; :CFL; <;@K@FEJ F=)8E8><I 8 ;IFG;FNE D<EL @E K?< LGG<I |@>?K :FIE<| =@CK<IJ 9P J<E;<I
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Example
I@CC@8EKIJ :?F@:<J @E:CL;< FECP K?< LJ<IJ N?F ?8M< J<EK <D8@C

ID8@CJ :8E FECP 9< M@<N<; EFK <;@K<; 9<:8LJ< K?<P ?8M< 8CI<8;P 9<<E J<E View HKKFE =FI K?<<D8@C @J :C@:B<; K?<<D8@C
9< I<KM@<N<; 0?7< ;@JGC8P @E:CL;<J

OI8EJ8:K@FE FI I<GFIK J<EK
I<E;<I[J @;<EK@KP
<. @G@<EKJ[ <D8@C 8;;I<JJ<J

F;P F= 8EP D<JJ8>< @E:CL;<;

U

U

U

U 8K<J<EK
U

U LKKFE =FI, " F= KI8EJ8:K@FE FI I<GFIK K?8K N8J <D8@Cx<;
U

LKKFE J =FI 8EP FK?<I| 8KK8:?D<EK J J<EK N@K? K?< <D8@C

Example
|@CC@B8EK %E;LIKI@<J J<E;J 8 :I<;@K EFK< KF *FIK?N@E; 018;<1J 0?< 9F;P F=K?< <D8@C @J 8 J?FIK EFK< :FE=@ID@E> 8
'FEM<IJBK@FE

018:B N?<K?<| <D8@C<; 8KK8:?D<EKJ ?8M< 9<<E M@<N<;

0?< C@JK ><E<I8K<; 9P Emails 9LKKFE 8K K?< KFG F= K?<)8E8><I N@E;FN @E:Ekixd 8:FCLDE K?8K :8E KI8:B N?<K?<| K?< I<:@G@<EK
?8J M@<N<; 8 KISEJ8:K@FE FI I<GFIK J<EK 9P <D8@C =IFD N@K?@E )8E8><I
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Notes

"FI K<:?E@:8C I<8JFEJ K?@J =<8KLI< @J =LE:K@FE8C @E :CFL; 8E; J<IM<I| <;@K@FEJ FECP 07< ;<JBKFG <:@K@FE @J LE¢
N?<K?<| <D8@C ?8J 9<<E M@<N<; 9P K?< I<:@G@<EK 9<:8LJ< @K ?8J EF 8: K@M< @EK<IE<K :FEE<:K@FE %= 8 ;<JBKFG L.
<D8@C K?< JK8KLJ N@CC :?8E>< 9LK K?8K :F<J EFK D<8E K?< I<:@G@<EK ?8J M@<N<; K?< <D8@C

0?< J<IM<I ?FIJK@E> )8E8><I N?<K?<I|:CFL; FI GI@M8K< DLJK 9< FEC@E-< 8E; 8::<JJ@9C< 9P K?< I<:@G@<EK M@8 K?< @E

3?<E PFL M@<N 8 ;F:LD<Ek. g.,8 J8C<J @EMF@:< 8E;:CC Email 9LKKFE )8E8><I N@CC 8KK8:? KF PFLI <D8@C 8 9FO :FEKS@E@E> 8
JLDDS8IP F= K?< ;F:LD<EK PFL 8I< <D8@C@E> 3@K?@E K?< 9F View .OIKKFE
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%E K?<@I <D8@C :C@<EK K?< I<:@G@<EK N@CC J<< JFD<K?@E> C@B< K?@J

C@:B@E> Vview 9LKKFE N@CC I<M<8C K?<:FDGC<K< ;LK J8C<J @EMF@:<stdi?<x @E K% Emails C@JK@E>N@CC :?8E>< =IFD
SentKFViewed

OIFL9C<J?FFK <D8@C @JJL<J

IF:<;LI<d =FI <D8@C@E> KISEJ8:K@FE =FIDJ 8E; I<GFIKJ =IFD )8E8><I 8I< ;<J:I@E&EK@E #L@ ;%= PFL :8E[K J<E; <D8@CJ =IFD )8E8><I
K?<=@I1JK K?@E> PFL J?FLC; KIP @J LG;8K@E> KF K?< C8K<JK M<IJ@FE 0?< @JJL< :8LJ@E> PFLI GIF9C<D :FLC; ?8M< 9<<E 8 JF=KNS8I
8CI<8;P 9<<E =@O0Ox;

%= LG>I8;@E> ;F<JE[K JFCM< K?< GIF9C<D N< E<<; KF ;@M< Email Settings LE;<I K?< Settings K89
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LIIKEKCP )8E8><I ;F<JE[K JLGGFIK GBBS /F KIP 8 ;@==<I<EK GFIK GI<=889CQFJK /)0, J<IM<IJ N@CC JLGGFIK 9FK? GFIKJ JF K?@J @J
><E<I8CCP EFK 8E @JJL<

/IFD< <D8@C GIFM@;<1J ?8M< JG<:@8C I<HL@I<D<EKJ DFJKCP I<C8K<; KF J<:LI@KP /<< =FI <O8DGC< K?<J< KLKFI@8CJ

U #FF>C<#D8@C
U 58?FF )8@C
U )@:IFIF=K +==@:<

%= PFL <E:FLEK<I FK?<I GIF9C<DJ GFJK K?sleav@B@c FE K?<"FILD <8JJG<:@=@: 8J GFJJ@9C< @E:CL;@E> @E=FIDS8K@FE FE

U )8E8><I <;@K@FE ;<JBKFG J<IM<I FI:CFL;
U /F=KN8I< M<IJ@FE

U 5FLI FG<IBK@E> JPJK<D 8E; M<IJ@FE

U /:I<<E J?FKJ F= 8EP <IIFI D<JJ8><J

U JiI<<E J?FK F=PFLI Email Settings G8>< +9J:LI< FECP G<IJFE8C @E=FID8K@FE 0?< DFI< @E=FIDS8K@FE PFL J?FN K?< <8J(
N@CC 9< KF FOK8B@E ?<CG

8K:? +G<ISK@FEJ
1J< 8K:? I<8K< 8E: 8K:? 1G:8K< =LE:K@FEJ

Batch Create 8E; Batch Update =LE:K@FEJ JKI<8DC@E< C8I>< J:8C< :I<8K@FE 8E; LG;8K@E> F= @E=FIDSBK@FE @E )8E8><I| 0?7<P:
@E 8CC =LE:K@FES8&89J
U Cash and Bank Accounts
U Billable Expenses
U  Withholding Tax Receipts
U Projects
U Investments
U Depreciation Entries
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Amortization Entries
Folders
Attachments

Emails

Reports

cC Cc cCc c c c

Settings
07<J< 98K:? FG<ISBK@FEJ :8E 9< LJ<; =FI JF Settings KFF

Divisions
Exchange Rates
Foreign Currencies

Inventory Kits

Payment Rules

U

U

U

U

U  Non-inventory Items
U

U Receipt Rules

U

Tax Codes

0?7<J< 98K:? FG<IBK@FEJ 8I< 8M8@C89C< N?<E<M<I PFL J<< K?<J< 9LKKFEJ @E K?< 9FKKFD I@>?K :FIE<| F= K?< )8E8><I N@E;FN

8K:? I<8K<

OF 8;; E<N @K<DJ KF 8 K89 [<>8I;C<JJ F= N?<K?<| FK?<I1J 8CI<8;P <O( Batch Create "FCCFN K?< @EJKIL:K@FEJ J<HL<EK@8CCP "@IJ}
K?< 9C8EB K<DGC8K< 9P :C: Copy to clipboard

,8JK< K?< K<DGC8K< @EKF PFLI JGI<8;J?<<K GIF>18D

0?< K<DGC8K< :FEK8@EJ FECP :FCLDE K@KC<J %K K<CCJ PFL N?8K @QE=FIDS8K@FE @J I<HL@I<; =FI K?< 98K:? FG<IBK@FE

Note
%CCLIKISBK@FEJ @E K?@J #L@:;< 8I< =F| 98K:? FG<ISK@FEJ FE @EM<EKFIP @K<DJ 9LK GIF:<;LI<J 8I< K?< J8D< N?<I<M<I ¢
FG<ISK@FEJ NFIB 0?< 9C8EB K<DGC8K< :?8E><J 8LKFDS8K@:8CCP

"@CC ;8K8 @EKF K?< <DGKP JGI<8;J?<<K K<DGC8K<
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Example
|I@CC@8EK %E;LIKI@<J <EK<IJ @E=FID8BK@FE =FI JFD< F= @KJ C@>?K@E> GIF;L:KJ

Notes

OF LE:<IJK8E; <8:? :FCLDE @K D8P 9< ?<CG=LC KF =@I1JK :FDGC<K< FE< <EKIP F= K?< KPG< PFL 8I< :I<8K@E> =@CC@E> ¢
K?< I<JILCK@E> C@JK@E> Batch Update N@E;FN J<< @EJKIL:K@FEJ 9<CFN 8E; G8JK< @EKF 8 JGI<8;J?<<K 8J 8E <O8DC
%= :FCLDEJ 8I< EFK LE;<IJKFF; C<8M< K?<D 9C8EB 5FL :8E 8CN8PJ <;@K K?<D C8K<I

%E JFD< :8J<J :FCLDEJ D8P :FEK8@E :?7818:K<I ?<08;<:@D8C JKI@QE>J BEFNE 8J 11% J LE@M<IJ8CCP LE@HL< @;<EK@=
#1% J >CF98CCP LE@QHL< @;<EK@=@<IJ 18K?<| K?8E GC8@E C8E>L8>< K<OK 0?<J< 8I< LJ<; KF @;<EK@=P 98EB 8::FLEKJ
8E; FK?<I @E=FID8K@FE ;<G<E;@E> FE K?< KISEJ8:K@FE KPG< <=FI<98K:? FG<ISBK@FEJ :8E 9< LJ<; JL::<JJ=LCCP PFL N¢
KFI9L@C; 8 C@JK 8JIF:@8K@E> 11% J N@K? JG<:@=@: 8::FLEKJ FI C<;><IJ 3@K?FLK K?< :FlI<:K 11% J )8E8><I N@CC @>l
98K:? FG<IBK@FEJ

3?<E G8IJK@E> @EKF 8 JGI<8;J?<<K =FI 98K:? FG<IBK@FEJ ;8K< 8E; ELD9<| =FIDSKK@E> @E )8E8><I 8E; PFLI JGI<8;J?<<K
GIF>18D DLJK 9< :FDGBK@9C< KF 8:?@<M< :FDDFE ;8K8 @EK<IGI<KBK@FE OPG@:8CCP @= ELD9<I Fl ;8K< =FID8KJ 8I< EFk
'FDG8K@9C< G8IK<; :FEK<EK N@CC 9< @EK<IGI<K<; 8] K<OK 9P K?< JGI<8;J?<<K 8GGC@:8K@FE 0<OK =FID8K D8P 9< 8::
:8C.LCBK@FEJ 8I< IKHL@I<; LK @= ELD9<I FI ;8K< =FID8KJ 8I< E<<;<; K<OK KF ELD9<I FI ;8K< =FID8K :FEM<IJ@FEJ 8I< F=K-
8MB8@CB89C< @E K?< JGI<8;J?<<K 8GGC@:8K@FE %E JFD< JGI<8;J?<<K 8GGC@:8K@FEJ I<>@FE8C J<KK@E>J DLJK 9< DF
'FDGBK@9@C@KP ,8P G8IK@:LC8I 8KK<EK@FE KF 8D9@>LFLJ ;8K< =FID8KJ 8E; ;<:@D8C J<G8I8KFIJ FEJLCK PFLI JGI<8;.
;F:LD<EK8K@FE =FI =LIK?<| @E=FIDS8K@FE

"@E8CCP :FGP 8E; G8JK< ;8K8 =FI K?< E<XNCP :I<8K<; <EKI@<J =IFD K?< JGI<8;J?<<K 98:B @EK&§8i68>o1ly and paste the column
headings in addition to the data.

C@:l Next

KF IKM@<N K?< @E=FIDS8K@FE 9<@E> 8;;<; %=J8K@ Batch Create = 3}KF <EK<I K?< E<N @K<DJ @EKF )8E8><I

%= EFK JBK@J=8:KFIP :C Back ?9LKKFE DF;@=P K?< JGI<8;J?<<K 8E; I<G<8K K?< G8IK@E> GIF:<JJ
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Example
|@CC@8EK %E;LIKI@<J[ 98K:? :I<8K<; @EM<EKFIP @K<DJ EF Inventory Items K89

8K:? 1G;8K<

8K:? LG;8K<J 8I< LI<; KF DF;@=P 8CI<8;P <O@JK@E> @K<DJ @E 8 K89 0?<P 8I< JFD<N?8K J@DGC<I K?8E 98K:? :I<BK@FE 9<:8LJ< K?<
K?<;8K898J< @J DFI< FOM@FLJ C( Batch Update >8@E =FCCFN K?< J<HL<EK@8C @EJKIL:K@FEJ

Example
I@CC@8EK %E;LIKI@<J ;<:@;<J KF 1I8@J< GI@:<J FE @KJ (! GIF; Batch Update <=LE:K@FE %K :FG@<J 8E; G8JK<J
@EM<EKFIP @K<D ;8K8 @EKF 8 9C8EB JGI<8;J?<<K

*FK< K?8K <8:? C@E< @E K?< JGI<8;J?<<K EFN ?8J 8 LE@HL< ?<@8;<:@D8C

1J< K?< JGI<8;J?<<K GIF>I8D KF LG;8K< ;:8K8

"FI :FEM<E@<E:< PFL :8E I<FI;<I IFNJ FI I<DFM< 8EP PFL ;FE[K E<<; KF LG;8K< =IFD K?< JGI<8;J?<<K 5FL :8E 8CJF C<8M< K?<D @E GC8::
?FN<M<IDo not remove or modify any content in the Key column for rows you keep.

Caution
F EFK LE;<I 8EP :@I:LDJK8E:<J I<DFM< :FCLDEJ @E K?< JGI<8;J?<<K N?@C< LG;8K@E> 0?@J N@CC I<JLCK @E ;<C<K@!
‘FEK<EK @E K?FJ< :FCLDEJ =Fl @E:CL;<; KISBEJ8:K@FEJ
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Example
|@CC@8EK %E;LIKI@<J ;<C<K<J K?< @E:8E;<J:<EK C@>?K 9LC9 GIF;L:K C<8M@E> FECP (! @EM<EKFIP @K<DJ %K ;FL9C
LI@E> JGI<8;J?<<K KFFCJ

FGP 8E; G8JK< K?< LG;8K<; ;8K8 =IFD K?< JGI<8;J?<<K 98:B @EKF )8EBe<ure to copy and paste column headings in addition to
the data C@:| Next KFI<M@<N :?8E><J9<@E> D8;< %= J8K@J=8:| Batch Update

Example
|@CC@8EK %E;LIKI@<J[ G8IK<J @E K?< DF;,@=@<; JGI<8;J?<<K ;8K8 8E; I<M@<NJ @K

=K<l 8::<GK8E:< K?< LG;8K< Inventory Items C@JK J?FNJ @E:I<8J<; J8C< Gl@:<J FE (! GIF;L:KJ 0?< 3
@E:8E;<J:<EK 9LC9[J C@QJIK@E> ?8J EFK :?8E><;

Note
5FL :8EEFK 8;; <C<D<EKJ N?<E LJ@ Batch Update 9<:8LJ< 8 B<P @J I<HL@I<; =FI <M<IP IFN @E K?< ;8K898J< 07<J< B<PJ
8l< ><E<I8K<; N?<E E<N <C<D<EKJ 8I< 8;:<; OF 8;; <C<D<EKJ @E >IFLGJ Batch Create

1J< K?< 8K:? <C<K< =LE:K@FE

Batch Delete I<DFM<J J<C<:K<; <EKI@<J @E 8 K89 K89C< FI C@JK K?8K ?8M< EF I<:FI;J 8JJF:@8K<; N@QK? K?<D 07?< =LE:K@FE @J L
K8JBJ 8J

U <C<K@E> <IIFE<FLJ 98EB JK8K<D<EK @DGFIKJ N@K? D8EP KISEJ8:K@FEJ FI @DGFIK<; KISEJ8:K@FEJ K?8K ;LGC@:8K< DBELS!
U IDGKP@E> K89J F= LEE<<;<; :LJIKFD<IJ JLGGC@<IJ 8JI<KJ 8E; JF =FIK? N?<E :FEJKIL:K@E> 8 JK8E;8I; 9LI@E<JJ YJ?<CCZ
U FlIl<K@E> JPJK<D@: ;8K8 <EKIP <IIFIJ

0?< FG<IBK@FE @J 9<>LE 9P :C@:B@E> K?< 9LKKFE 8K K?< 9FKKFD I@>?K :FIE<| F= 8EP J:I<<E N?<I< @K :8E 9< LJ<;
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Warning

0?< Batch Delete FG<IBK@FE :8E 9< I<M<1J<; K?IFL>? K?< $@JKFIP =@C< E; 8J N@K? <;@K@E> K?IFL>?FLK )8E8><I| K-

GIF>18D N@CC EFK 8CCFN PFL KF ;<C<K< 8EPK?@E> K?8K ?8J 8CI<8;P 9<<E I<=<I<E:<; 9P 8EFK?<I| KIBEJ8:K@FE /K@CC
Batch Delete @J 8 9ILK< =FI:< KFFC 1J< @K :8LK@FLJCP E; 8CN8PJ 98:B LG PFLI ;8K8 9<=FI< 8EP 98K:? FG<ISK@FE

/I<C<:K 8E; :<C<K< :8K8

=K<I:C@:B@E> Batch Delete 9LKKFE PFL N@CC J<< 8 C@JK F=;8K8 =IFD K?< K89C< PFL N<I< M@<N@E> N@K? @E;@M@;L8C 8E; >
FE K?< C<=K ?<:B K?<9FO0<J =FI 8CC ;8K8 <EKI@<J PFL N@J? KF ;<C<K< )8E8><I N@QCC EFK 8CCFN PFL KF :?<:B K?< 9FO F=8EP <C<D
I<=<I<E:<; @E 8 KIBEJ8:K@FE

IC<D<EKJ F= K?< C@JK :8E 9< <;@K<; 8E; M@<N<; @=E<:<JJ8IP KF :FlI<:K FI :FE=@ID K?<@I| :FEK<EK N?@C< @E 98K:? ;<C<K< DF;< &l
8GGIFGI@8K< 9LKKFEJ 'EKI@<J :8E 9< LE:?<:B<; @= PFL ;<:@;< EFK KF ;<C<K< K?<D 3?<E J8BK@J=@<; PFL N@J? KF ;<C<K< 8CC I<D8@
<EKI@<J @E K?< K89C< :C@:B K?< I<; 9LKKFE

Note
%= K?< C@JK <OK<E;J KF DFI< K?8E FE< G8>< FECP K?FJ< I<:FI;J ;@JGC8P<; FE 8 G8>< 8I< 8==<:K<;

1J< K?< 8K:? 2@<N =LE:K@FE
JBE8><I 28] K?< 89@C@KP KF ><BaiKes of records =FI M@<N@E> @E 8 J@E>C< FG<ISBK@FE 0?@J :8E 9< LJ<=LC @E DSEP J@KLSK@F

U I@QEK@E> DFEK?CP J8C<J @EMF@:<J =FI 8CC JL9J:1@9<IJ KF 8 J<IM@:<

U IFM@;@E> :LJKFD<IJ N@K? :FG@<J F= K?<@I :FDGC<K< J8C<J ?@JKFIP

U "LIE@J?@E> <DGCFP<<J N@K? <8IE@E>J @E=FIDS8K@FE =IFD GI@FI GBPJC@GJ

U <M@<N@E> <OG<EJ<:C8@D ;<K8@CJ F= FNE<IJ 9<=FI< D8B@E> ;@JKI@ILK@FEJ KF :8G@K8C 8::FLEKJ
U #<E<IBK@E> ;8@CP GIF;L:K@FE FI;<I 98K:?<J

U

JI<D9C@E> ;<C@MK<IP IFLK< G8:B8><J =IFD ;<C@M<IP EFK<J

0?<I< @J Batch View 9LKKFE @E K?< 9FKKFD I@>?K :FIE<I N?<E M@<N@E> 8EP K89 View >@LKKRNEIK?
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0?@J @E:CL;<J K89J sSales Invoices 8E; Bank Reconciliations 1@CC ;FNEJ =IFD :C@:B89C< =@>LI<J @E I<GFIKJ 8E; JFD< G8><J (
K?< Settings K89 37<E PFL :C@:B K?<9LKKFE PFL N@CC 9< 89C< KF J<C<:K I<:FI;J KF :FDG@C< @EKF JQE>C< M@<N ?<:BK?<=@
@K<DJ @E K?< C@JK FI:?FFJ< @E;@M@;L8C I<:Fl;J

0?<E:C@ BatchView 8K K?<9FKKFD F=K?<C@JK

Example
|@CC@8EK %E;LIKI@<J ?8J 8 :LIKFD<I F9[J $8I;N8I< N?F ?8J JKFGG<; GBP@E> @EMF@:<J

|I@CC@8EK ;<:@;<J KF J<E; 8 I<D@E;<I N@K? :FG@<J F=8CC FM<I;L< J8C<J @QEMF@:<J KF F9[J $8I;N8I< =K<|:C@:B@E> |
Batch View 9LKKFE @E | Sales Invoices K89 I@CC@8EK J<C<:KJ8CC F9[J FM<I;L< @EMF@:<J

=K<| |@CC@8EK :C@ Batch View 9LKKFE FE K?< J<C<:K@FE J:I<<E 8 =FLI G8>< M@<N =@C< @J ><E<I8K<; 8E; :@JGC8P+
<8:? J8C<J @EMF@:< FE 8 J<G8I8K< G8>< |I@CC@8EK :8E GI@EK K?8K 8E; DS@C @K
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Notes
.<JLCKJ F= 8EP J<8I:? FI JFIK FG<I8BK@FEJ 8I< GI<J<IM<; N?<E J<C<: Batch View =LE:K@FE

%=8,"=@C< F=K?<98K:? @J ;<J@I<; @EJK<S8; F= 8 GI@EKFLK K?8K FGK@FE :8E 9< J<C<:K<; LI@E> =<8KLI<J F= PFLI FG:
JPJK<D /FD< FG<IBK@E> JPJK<D GI@EK<I ;l@M<IJ @E:CL;< 8 9L@CK @E FGK@FE KF YGI@EK KF , " Z "FI FK?<IJ K?@I; G8I
><E<I8KFIJ 8l< 8BM8@C89C<

KK8:?D<EKJ
KK8:? JLGGFIK@E> ;F:LD<EKBK@FE

OIBEJ8:K@FEJ 8E; JFD< JL9J@;@8IP C<;><IJ @E )8E8><I :8E 9< JL9IKBEK@8K<; 8E; ;F:LD<EK<; N@QK? ;@>@K8C 8KK8:?D<EKJ 0?<J<:8E

U 3FI; GIF:<JJ@E> ;F.LD<EKJ
U /GI<8;J?<<KJ

U /:8EE<; @EMF@:<J

U /:8EE<; I<i<@GKJ

Note
*FID8CCP 8E 8KK8:?D<EK @J D8;< KF K?< JG<:@=@: KISEJ8:K@FE KF N?@:? @K I<C8K<J 0?<P :8E 8CJF 9< D8;< KF :LIJKFD:-

JLGGC@<I| <=@E@K@FE M@<NJ 3?<E 8KK8:?D<EKJ ;F EFK 8GGCP KF @QE;@M@;L8C KIBEJ8:K@FEJ FI JL9J@;@8IP C<;><I
KF <EK@I< GIFA<:KJ FIl 8::FLEK@E> G<I@F;J K?<P :8E 9< FI>8E@Q<; @BEHC<I3 /&% =FIl @EJKIL:K@FEJ

-+ 8E 8KK8:?D<EK

C@:l view KF J<< 8EP KI8EJ8:K@FE =FID JL9J@;@8IP C<;><I FI =FC;<| @E )8E8><I ;; 8E 8KK8:?D<EK 9P <@K?<I| F= KNF D<K?F;J

U C@:l New Attachment 8K K?< 9FKKFD F= K?< G8>< IFNJ< KF K?<=@C< PFL N8EK KF 8KK8:? 8E; J<C<:K @K 8::FI;@E> KF EFID8C
GIF:<;LI<Jd =FI PFLI FG<IBK@E> JPJK<D

U 18> 8E; ;IFG K?< 8KK8:?D<EK FEKF K% New Attachment 9LKKFE

%E K?< @CCLJIKIBK@FE 9<CFN 8 JGI<8;J?<<K =@C< ?8J 9<<E 8KK8:?<; KF 8 J8C<J HLFK<
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)BE8>@E> 8KK8:?D<EKJ

KK8:?D<EKJ N@CC 9< @E:FIGFI8K<; @EKF K?< 9LJ@E<JJ[ ;8K8 =@C< EFK JKFI<; J<G8I8K<CP =FI @E;<G<E;<EK =@C< D8E8><D<EK 07
EFK 9<;<C<K<; =IFD @KJ FI@>@E8C CF:8K@FE 07?<I< 8I< KNF N8PJ KF D8E8>< 8KK8:?D<EKJ

U "IFD KISEJ8:K@FEJ JL9J@;@8IP C<;><IJ FI =FC;<IJ
U 3@K?@E | Attachments K89

From transactions, subsidiary ledgers, or folders

OF M@<N 8E 8KK8:?D<EK :C@:B FE @KJ E8D< OF ;<C<K< 8E 8KK8 X <EK<C@KB E8D< <C<K@E> 8E 8KK8:?D<EK FECP I<DFM<J @K =IF
I<:FI; KF N?@:? @K @J 8KK8:?<; @E K?< 9LI@E<JJ[ 8::FLEK@E> ;8K898J< %K ;F<J EFK ;<C<K< @K =IFD FK?<I I<:FI;J FI N?<I<M<I <CJ< @
JKFI<;

Within the  Attachments tab

%= K" Attachments K89 @J EFK 8CI<8;P <E89C<; cCustomize 9<CFN K?< C<=K EBM@>8K@FE G8E< :?<:B K?<9F Update @:B

Note
%= 8E 8KK8:?D<EK ?8J 8CI<8;P 9<<E 8;;<; KF 8 I<:FI; K?<9FO N@CC 8CI<8;P 9< :?<:B<; 5FL :8E / Update ':B

#F KF K?< Attachments K89 KF M@<N 8 C@JK F= 8CC 8KK8:?D<EKJ J8M<; @E K?< 9LIJ@E<JJ ;8K8 =@C<
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%E;@M@;L8C 8KK8:?D<EKJ 8I< @;<EK@=@<; 9P ;8K< F= 8KK8:?D<EK 8E; I<:FI; 0?<P Batch Delete @J 8CJF 8M8@CB89C<

Note
@K@E> 8E 8KK8:?D<EK[J E8D< :?8E><J @KJ E8D< N@K?@E K?< ;8K8 =@C< 9LK ;F<J EFK :?8E>< :FEK<EK F= K?< 8KK8:?D
;F<J @K :?8E>< K?< E8D< F= K?< JFLI:< =@C< 8EPN?<I< <CJ< FE K?< :FDGLK<I FI 8EP 8::<JJ@9C< JKFI8>< ;I@M<

Caution
<C<K@E> 8E 8KKS8:?D<EK N@K Attachments K89 ;<C<K<J @K =IFD K?< JG<:@=@: I<:FI; N?<I< @K N8J 8KK8:?<; @E K?< ;8
=@C< $FN<M<| @= @K N8J 8KK8:?<; J<G8I8K<CP KF ;@==<I<EK I<:Fl;.J K?FJ< 8KK8:?D<EKJ N@CC I<D8@E

+I>8E@Q< 8KK8:?D<EKJ N@K? =FC;<IJ
0IBEJ8:K@FEJ @E )8E8><I :8E 9< JLGGFIK<; 8E; ;F:LD<EK<; N@K? ;@>@K8C 8KK8:?D<EKJ 0?<J<:8E @E:CL;<

U 3Fl; GIF.<JJ@E> ;F:LD<EKJ
U /GI<8;J?<<KJ

U /:8EE<; @EMF@:<J

U /:8EE<; I<:<@GKJ

*FID8CCP K?< 8KK8:?D<EK @J D8;< KF K?< JG<:@=@: KISEJ8:K@FE KF N?@:? @K I<C8K<J LK JFD<K@D<J 8KK8:?D<EKJ ;F EFK 8GGCF
KIBEJ8:K@FEJ 9LK KF <EK@I< GIFA<:KJ FI 8::FLEK@E> G<I@F;J Y%déPidxadchments with folders

|1<8K< 8 =FC;<l

<CFN K?< C<=K EBM@>8K@FE G Customize ?<:B K?<9FO =FI K? Folders K89 K?<E :C({ Update

%E K% Folders K89 :C@ New Folder

IEK<I 8Description F=K?<=FC;<I[J :FEK<EKJ <JLI<KF: Create KF J8M< K?< =FC;<I
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Example
*FIK?N@E; 018;<I1J :1<8K<J 8 =FC;<I =FI ><E<I8C 9LJ@E<JJ ;F:LD<EKJ

0?< =FC;<l @J C@JK<; ( Folders K89

-+ 8E 8KK8:?D<EK

C@:l view KF J<<:FEK<EKJF=8 G8IK@:LC8I =FC;<I 0?< =FC;<I N@CC ;@JGC8P DL:? C@B< 8EP )8E8><I KISEJ8:K@FE =FID 0?<;@JGC
8::FLEK@E> =LE:K@QFE 9LK GIFM@;<J 8 N8P KF 8;; C@JK 8E; ;<C<K< 8KK8:?D<EKJ :FEJ@JK<EK N@K? FK?<I K89J @E K?< GIF>I8D

;; 8E 8KK8:?D<EK KF K?< =FC;<I 9P <@K?<I F= KNF D<K?F;J

U C@:l New Attachment 8K K?< 9FKKFD F= K?< G8>< IFNJ< KF K?<=@C< PFL N8EK KF 8KK8:? 8E; J<C<:K @K 8::FI;@E> KF EFID8C
GIF:<;LI<J =FI PFLI FG<IBK@E> JPJK<D

U 18> 8E; ;IFG K?< 8KK8:?D<EK FEKF K?< =FC;<I =FID N?@C< PFL 8I< M@<N@E> @K

%E K?< @CCLJIKIBK@FE 9<CFN KNF =@C<J ?8M< 9<<E @QE:CL;<; @E K?< =FC;<I
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KK8:?D<EKJ N@CC 9< @E:FIGFI8K<; @EKF K?< 9LI@E<JJ[ ;8K8 =@C< EFK JKFI<; J<G8I8K<CP =F|I @E;<G<E;<EK =@C< DSE8><D<EK 07
EFK 9<;<C<K<; =IFD @KJ FI@>@E8C CF:8K@FE OF M@<N 8E 8KK8:?D<EK :C@:B FE @KJ E8D< N?@C< M@<N@E> K?< =FC;<I OF ;<C<K

X 8=K<l @KJ E8D< <C<K@E> 8E 8KK8:?D<EK =IFD 8 =FC;<I FECP I<DFM<J @K =IFD K?<9LJ@E<JJ[ 8::FLEK@E> ;8K898J< %K ;F<J EF}
N?<I<M<I| <CJ< @K D8P 9< JKFI<;

%E:CL:< :<J:1@GK@M< @E=FIDBK@FE

<J I@GK@M< @E=FIDSK@FE 89FLK 8 =FC;<I| :8E 9< 8;;KJKF@E®<CLIL8CCP PFL N@CC N8EK KF :?<:B K?< 9FO<J KF J?FN K?< :LIJKFD =(
9FK? 8J 8 :FCLDE 8E; FE GI@EK<; ;F:LD<EKJ
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Example

*FIK?N@E; 0I8;<1J :1<8K<J 8 :LJKFD =@<C; @J EBDrtents FK? 9FO<J 8I< :?<:B<; 8E; K?<=@<C; KPG< :?FJ<E @J

Paragraph text 0?<2017 General Business DocmentsFC;<l @J <;@K<; KF @E:CL;< 98J@: @E=FIDS8K@FE 89FLK :8K<>FI@<J F=
F:LD<EKJ N@K?@E @K

0?< I<JLCK@ Folders K89 C@JK@E> EFN @E:CL;<J J<8I:?89C< @E=FID8K@FE 89FLK K?< =FC;<lI

E; K?< View JiI<<E =FI K?<=FC;<| @E:CL;<J K?< J8D< @E=FIDS8K@FE
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<GFIKJ
|<8K< I<GFIKJ

)BE8><I| @E:CL;<J D8EP Gl<;<=@FHEeports KF JLDD8I@Q< 8E8CPQ< 8E; GI<J<EK KI8EJ8:K@FE ;8K8 ::<JJK? Reports <K89 @E K?<
C<=K EBM@>8K@FE G8E<

IES9C@E> I<GFIKJ

)BEP I<GFIKJ 8I< 8M8@C89C< KF LJ<IJ N?HBIM < C8K<; KF K?<D 8I< <E89(;<=8LCK N?<E 8 E<N 9LJ@E<JJ @J 8;;<; @E )8E8><I 8 =<N
K89J 8I< 8CI<8;P <E89C<; JF 8 =<N I<GFIKJ :FDDFE KF 8CC 9LI@E<JJ<J :8E 9< ><E<I8K<;

J DFI< K89J 8I< <E89C<; DFI< I<GFIKJ 8I< 8M8@C89C< "FI <O8DGC Customers 8E; Suppliers K89J 8I< <EB9C<; 8>@E> I<GFIKJ
8E; JK8K<D<EKJ :8E 9< GIF;L:<;

<GFIKJ 8I< 8M8@C89C< I<C8K<; KF K80 :F;<J =@0<; 8JJ<KJ @EM<EKFIP <OG<EJ< :C8@DJ :8G@K8C 8::FLEKJ 8E; FK?<| 8JG<:KJ F= 8:

IFD< I<GFIKJ G<IK8@E FECP KF :<IKB@E 9LIJ@E<JJ CF:8K@FEJ 07<J< 8I< <E89C<; 9P @DGFIK@E> CF:8C@Q8K@FEJ =FI 8 JG<:@=@: C
@EJKILK@QFEX@QE#L@;<

I<8K@E> I<GFIKJ

<>@E :I<8K@E> 8 E<N I<GFIK 9P :C@:B@E> FE K?< I<GFIK[J E8D+ Reports <K89 0?<E @E DFJK :8J<J :( New Report +E<
<O:<GK@FE Custom Reports N?@:? @J EFK :FM<I<; 9P K?@J #L@;< <G<E;@E> FE N?@:? I<GFIK @J 9<@E> :1<8K<; M8I@FLJ =@<C;J |
/FD< ?8M< ;<=8LCK :FEK<EK J?FNE @E >I<P 0?@J :FEK<EK :8E 9< FM<INI@KK<E KF :LIKFD@Q< 8 I<GFIK +K?<I =@<C;J JL:? 8] ;8K<J L

I<KHL@I<; /FD< I<GFIKJ F==<I FGK@FEJ =FI 8;;@E> <OGCS8E8SKFIP @E=FIDSK@FE J?FN@E> 8::FLEK :F;<J FI <O:CL;@E> Q<IF 98C8E:<J "
E<N 8J? :FLEK/LDDS8IP <EKIP J:I<<E @J J?FNE 9<CFN
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"FI JFD< I<GFIKJ :FDG8I8K@M< :FCLDEJ :8E 9< 8;;<; 07<J<:8E 9< LJ<=LC =FI :FDGS8I@E> :LII<EK G<I=FID8E:< N@K? G8JK 8::FLEK@E> G-
*FK< K?8K FE JFD< I<GFIKJ :FCLDEJ :8E 9< E8D<; 0?<@I FI;<I :8E 9< 8;ALJK<; 9P ;I8>>@E> K?< ;FLI9C< 8IIFN JPD9FCJ 8K K?< C<=K LG FI
;FNE 0?< KFG C@JK<; :FCLDE N@CC 8GG<8I 8K K?< C<=K FE 3 tyjieF | K KPE| :FDG8ISBK@M< :FCLDEJ N@CC 8GG<8I KF K?< |@>?K F= K"
‘FCLDE "FI <O8DGC<
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GIF;L:<J K?< =FCCFN@E> 8C8E:< /?<<K

+::8J@FE8CCP 8E FGK@FE <O@JKJ KF J<K K?< <E; FI bBay8K&BX?8K :?F@:< @J J<C<:K<; K?<I<GFIK N@CC 8CN8PJ 9< LG KF ;8K< N
M@<N<; :LJKFD ;8K<:8E 8CJF 9< <EK<I<;

OR

.<GFIKJ K?8K 8I< J@DGC< C@JKJ :8E 9< :FG@<; =FI =LIK?<| DBE@GLC8K@FE @E 8 JGI< Copy to clipboard =BK K?< KFG F= K?<
JII<<E

ISBM@E> 8E; <. @K@E> I<GFIKJ

)FIK I<GFIKJ :8E 9< J8M<; LJKFD<I 8E; /LGGC@KBK<D<EKJ :8EEFK 9<:8LJ< K?<P :?8E>< 8::FI;@E> KF K?< 8J F=;8K< FI G<I@F;
JG<@=@<; M<IP I<GFIK K?8K :8E 9< @J S8LKFD8K@:8CCI Create |7@H:C@:B<; "IHL<EKCP LJ<; I<GFIKJ 8I< K?<E 1<8;@CP 8M8@C89C+
N@K?FLK :I<8K@E> E<N FE<J %E =8:K @K D8P 9< :FEM<E@<EK KF ;<=@E< :FDDFE I<GFIKJ =FI 8 =LCC 8::FLEK@E> G<I@F; JL:? 8J K?I
P<8l I<GFIK ;<=@E<; K?8K N8P N@CC 9< 8::LI8K< K?IFL>? K?< :LII<EK ;8K< N?<E<M<| M@<N<; LEK@C K?< <E; F= K?< 8::FLEK@E> G<I(
‘FLIJ< K?< ;@JGCS8P<; <E; ;:8K< D8P 9< NIFE>

/18M<; I<GFIKJ :8E 9< <;@K<; 8=K<| :C@:B@ Edit 9LKKFE KF K?< C<=K F= 8 I<GFIK @E K?< C@JK
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C@:l Update 8=K<I<;@K@E> KF J8BM< K?< IKM@J<; I<GFIK /8M<; I<GFIKJ :8E 8CJF 9< ;<C<K<; N?<E EF CFE><| E<< Delete @BBQE>
K?< 9FKKFD F= K?< <;@K J:I<<E

Note

)BE8><I ;F<J EFK J8M< I<GFIKJ 8J ;F:LD<EKJ FI =@C<J %K JKFI<] ;<=@E@K@FEJ F=I<GFIKJ @E:CL;@E> E<:<JJ8IP ;8K<J K
:FCLDE ?<8;@E>J <K: 3?<E 8 J8BM<; I<GFIK @J M@<N<; )8E8><I| 8:KLBCCP :I<8K<J @K @E I<8C K@D< =IFD K?< JKFI<; ;<=@E
07?7<I<=FI< 8 ;<C<K<; I<GFIK :8E 8CN8PJ 9< I<:I<8K<; 9<:8LJ< )8E8><I| E<M<I ;<C<K<J K?< LE;<ICP@E> KIBEJ8:K@FEJ FECP K’
@E=FIDSK@FE E<<;<; =FI 8 G8IK@:LC8I ;@JGC8P E; @= I<GFIK =FID8KJ 8I< @DGIFM<; 8] )8E8><I| @J LG;8K<; 8CC JBM<; I<
N@CC 8LKFD8K@:8CCP 9< LG;8K<; KFF

CFE@E> I<GFIKJ

<=@E@K@FEJ F= I<GFIKJ :8E 9< :CFE<; 0?7@J :8G89@C@KP @J LI<=LC N?<E E<8ICP @;<EK@:8C I<GFIKJ DLJK 9< GIF;L:<; <JG<:@8CC(
‘FDGC<O "FI <O8DGC< ,IF=@K 8E; (FJJ /K8K<D<EKJ D@>7K 9< ><E<I8K<; LE;<I 9FK? 8::1L8C 8E; :8J? 98J@J 8:.:FLEK@E>

OF :CFE< 8 I<GFIK :C( View 9<J@;< @K @E @KJC@. Clone BKKB< KFG F= K?< I<GFIK N@E;FN

)F;,@=P K?<:CFE<8J ;<J@|I<; 8E; :C Create

FCC8GJ< 8::FLEK >IFLGJ @E =@ES8E:@8C I<GFIKJ

5FL :8E collapse account groups KF J@DGC@=P 8 ,IF=@K 8E; (FJJ /K8K<D<EK FI 8C8E:< /?<<K I<GFIK 0?@J :8G89@C@KP D@>7K 9< LJ<
8E; (FJJ /IKBK<D<EKJ N?<E ;<K8@C<; J<G8ISBK@FE F= @E:FD< 8E; <OG<EJ<J @EKF J<G8I8K< 8::FLEKJ @J ;<J@I<; 8K K?< ;8K8 <EKIP G?8
FEJFC@;8K<; I<GFIK@E> @J JL==@:@<EK =FI FK?<I GLIGFJ<J %K D@>?K 9< ?<CG=LC FE 8 8C8E:< /?<<K N?<E M8I@FLJ 8JJ<K FI C@8
>|FLG<; =FI I<KM@<N GLIGFJ<J

3?<E 8E 8::FLEK >IFLG @J :FCC8GJ<; FECP K?< >IFLG E8D< 8E; :FD9@E<; 98C8E:< 8I< ;@JGC8P<; FE K?< =@E8E:@8C I<GFIK %E; @M@
8E; 98C8E:<J N@K?@E K?< >IFLG ;F EFK J?FN OF :FCC8GJ< 8 >IFLG ' Edit (34<<E =FI K?<I<GFIK 8E; :C@:B @EJ@;< K?< =@<C; 9<CFN

Groups to collapse

JIFG,;FNE C@JK F=>IFLGJ <C@>@9C< =F| :FCC8GJ< FE K?< =@E8E:@8C I<GFIK N@CC 8GG<8l C@:B FE K?< FE< PFL N8EK KF :FCC8G
@= PFL N8EK KF :FCC8GJ< 8;;@K@FES8C >IFLGJ
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Example
*FIK?N@E; 018;<1J ?8J ;<J@>E<; @KJ ,IF=@K 8E; (FJJ /KBK<D<EK N@K? J<M<I8C >IFL@&h@HnChr@BE,; Other
Expenses

LK *FIK?N@E; ;F<J EFK E<<; KF ;@JGC8P 8CC K?<J< 8::FLEKJ @E @KJ HL8IK<ICP D8S8E8><D<EK I<M@<N G8:B8>< /F @K J<C
Other Income>IFLG =FI| :FCC8GJ<

8E; K?<E K?Other ExpensesIFLG

0?< I<ILCK@E> ,IF=@K 8E; (FJJ /KBK<D<EK CFFBJ C@B< K?@J

OF <OG8E; 8 >IFLG K?8K N8J GIKM@FLJCP :FCC8GJ Edit <kl K?<=@E8E:@8C I<GFIK 8E; :C@@HEKIEEK F= K?< >IFLG[J E8D< @E K?<
Groups to collapse =@<C;

%JJIL< :LIKFD<I JK8K<D<EKJ

customer statement JLDD8I@Q<J K?< GFI@K@FE F= PFLI :LJKFD<I P @KJ<C= @K ;F<J EFK :I<8K< 8EP FIC@>8K@FE =FI K?< :LJKFD
078K @J K?< GLIGFJ< F=J8C<J @EMF@:<J %E =8:K 8 :LIKFD<I JK8K<D<EK ?8J EF ;@I<:K =@E8E:@8C @DGS8:K FE 8EPK?@E> CK?FL>’
'LIKFD<I JK8K<D<EKJ =FI 9@CC@E> K?<P 8I< |<8CCP DFI< @E=FIDSK@FE8SC @E E8KLI< 0?<P :8E 9< LJ<; =FI J<M<I8C I<8JFEJ @E:CL;(

214



Manager Guides

I<E;@E> I<D@E;<IJ F= 8DFLEKJ FN<;

(@IK@E> FG<E@E> 98C8E:<J I<:<@GKJ E<N :?8I><J 8E; :CFJ@E> 98C8E:<J ;LI@QE> 8 9@CC@E> G<I@F;
/LDD8I@Q@E> 8>@EAcEsunts receivable?FN CFE> FM<I;L< G8PD<EKJ D@>7K 9<

EIN<I@E> :LIKFD<IJ[ HL<JK@FEJ

U
U
U
U
U OIFL9C<J?FFK@E> 8::FLEK ;@JGLK<J
U .<M@<N@E> :LIKFD<I ?@JKFIP

I<BK@E> :LIKFD<I| JK8K<D<EKJ

LIKFD<I JK8K<D<EKJ 8I< :I<8K<; @E Reports K89 LE;<I Accounts receivable 0?< I<GFIKJ @E K?@J >IFLG 9<:FD< 8M8@C89C<
BLKFD8K@:8CCP N?<BRFRM8BK< Customers K89)8E8><I :8E ><E<I8K< KNF KPG<J F=:LJKFD<I| JK8K<D<EKJ C@:B FE K?< KPG< PFL N¢

Unpaid invoicesJK8K<D<EKJ

0?< Unpaid invoicesFGK@FE GIF;L:<J 8 :C8JJ@:8C :LIKFD<I JK8K<D<EK 98J<; FE J8C<J @EMF@:<J K?8K ?8M< EFK 9<<E :FDGC<K<CP G8
J<C<iK<; @K 9I@E>J LG 8 C@JIK F=8CC :LIKFD<IJ N@K? LEG8@; @EMF@:<J 8J F= K?<;8K< C8JK J<K OF :?8E>< K?< ;8K< FI :?FFJ< 8 K?
Set Date:

IEK<I K?< ;<J@Iate ?F@:<J @E:CLJodayFl Custom N?@:? 8;;J 8 =@<C; N?<I< 8EP ;8K< D8P 9< <EK<I<; ?FFJ&h8me =IFD K?<
IFG;FNE C@JK 8E; :C( Update

0?< I<JILCK@E> C@JK J?FNJ ELD9<IJ F= LEG8@; @ RAl¢a@nts) i@Epivable98C8E:<J

C@:l view KF J<<8JIG<:@=@: :LIKFD<I[J JK8K<D<EK N?@:? :8E 9< GI@EK<; FI <D8@C<;
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TransactionsJK8K<D<EKJ

0?< TransactionsFGK@FE GIFM@;<J K?< FGGFIKLE@KP KF JGsn@BE? 96K8K<J 8E; J?FN @E,@M@;L8C KIBEJ8:K@FEJ 37<E J<C<K<; @K
9I@E>J LG 8 C@JK F=8CC :LIKFD<IJ N@K? G8JK KISBEJ8:K@FEJ P ;<=8LCK )8E8><I J?FNJ 8CC KIBEJ8:K@FEJ =IFD PFLI JK8IK ;8K< KF K
OF DF;@=P K?FJ< ;8K<J FI J<C<:K 8 K?<D< Set Period 8K K?<KFG F=K?< C@JK

)F,@=P ;8K<J FI :?FFJ< 8 K?<D< =IFD K?<;IFG;FNE C@JK 8E; Update 07?<;8K<I8E><8E; K?<D<8GGCP KF 8CC :LIJKFD<IJ

C@:l view KFJ<<K?<;<J@I<; LIKFD<I[J ;<9@KJ :I<;@KJ 8E; ILEE@E> 98C8E:< FM<I K?< JG<:@=@<; G<I@F;
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0?@J =FID8K C@JKJ KIBEJ8:K@FEJ 8J ;<9@KJ FI :I<;@KJ 8::FI;@E> KF K?<@| @DG8:K FE Kee@d@Bieceh=ablEhbt K?< 98C8E:< F=
PFLI 98EB FI :8J? 8::FLEK 0?7LJ @EMF@:<J 8I< J?FNE 8J ;<9@KJ 8E; I<:<@GKJ 8J :I<;@KJ

Note
LIKFD<I JK8K<D<EKJ ;F EFK @E:CL;< 8EP J8C<J D8;< 8J :8J? KISEJ8:K@FEJ N@K?FLK J8C<J @EMF@:<J 9<:8LJ< K?<J< 8lI<
GIF:<JJ<; K?IFL>? K?<Accounts receivable8::FLEK 8E; K?<I<=FI< ;F EFK @EMFCM< K?< :LJKFD<I[J JL9J@;@8IP C<;><lI

%JIL< ILGGC@<I JKBK<D<EKJ

supplier statement JLDD8I@Q<J PFLI GFI@QK@FE N@K? 8 JG<:@=@: JLGGC@<I| P @KJ<C= @K ;F<J EFK I<:FI; 8EP FOC@>8K@FE =FI
JLGGC@<I 0?8K @J K?< GLIGFJ< F= GLI:?8J< @EMF@:<J %E =8:K 8 JLGGC@<I JKBK<D<EK ?8J EF ;@I<:K =@E8E:@8C @DG8:K FE 8EP!
JK8K<D<EKJ 8I< @E=FIDS8K@FE8C @E E8KLI< 0?<P :8E 9< LJ<; =FI J<M<I8C I<8JFEJ @E:CL,@E>

U (@IK@E> FGE@E> 98C8E:<J G8PD<EKJ E<N GLI:?8J<J 8E; :CFJ@E> 98C8E:<J ;LI@E> 8 9@CC@E> G<I@F,;
U /LDD8I@Q@E> 8>@ExcEsunts payable ?FN CFE> FM<I;L< G8PD<EKJ D@>?K 9<

U /<E;@E> @QEHL@I@<J KF JLGGC@<IJ

U OIFL9C<J?FFK@E> 8::FLEK ;@JGLK<J

U <M@<N@E> JLGGC@<I ?@JIKFIP

/ILGGC@<I JK8K<D<EKJ 8I< I8I<CP J<EK KF JLGGC@<IJ 9LK 8I< F=K<E LJ<; @EK<IESCCP
I<BK@E> JLGGC@<I JK8K<D<EKJ

ILGGC@<I JKBK<D<EKJ 8I< :I<8K<; ( Reports K89 LE;<I Accounts payable 0?< I<GFIKJ @E K?@J >IFLG 9<:FD< 8M8@C89C< 8LKFD8K@:8
N?<E PFL 8:K@M8K< Suppliers K89 )8E8><I :8E ><E<I8K< KNF KPG<J F= JLGGC@<I JK8K<D<EKJ C@:B FE K?< KPG< PFL N8EK
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Unpaid invoicesJK8K<D<EKJ

0?< Unpaid invoicesFGK@FE GIF;L:<J 8 :C8JJ@:8C JLGGC@<I JK8K<D<EK 98J<; FE GLI:?8J< @EMF@:<J PFL ?8M< EFK P<K :FDGC<K<CP (
J<C<iK<; @K 9I@E>JLG 8 C@JIK F=8CC ILGGC@<II N@K? LEG8@; @EMF@:<J 8J F= K?< ;8K< C8JK J<K OF :?8E>< K?<;8K< FI J<C<:K 8

Set Date

IEK<I K?< ;<d@I<Date ?F@:<J @E:CLJodayFl Custom N?@:? 8;;,J 8 =@<C; N?<I< 8EP ;8K< D8P 9< <EK<I<; ?FFJrh8me =IFD K?<

IFG;FNE C@JK 8E; :C( Update

0?< I<ILCK@E> C@JK J?FNJ ELD9<1J F= LEG8@; @ RAld¢a@nts] |B&y,able98C8E:<J

C@:l view KF J<<8 JILGGC@<I[J JKBK<D<EK N?@:? :8E 9< GI@EK<; FI <D8@Cx<;
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TransactionsJK8K<D<EKJ

0?< TransactionsFGK@FE GIFM@;<J K?< FGGFIKLE@KP KF JGsn@BE? 96K8K<J 8E; J?FN @E,@M@;L8C KIBEJ8:K@FEJ 37<E J<C<K<; @K
9I@E>J LG 8 C@JIK F=8CC JLGGC@<IJ N@K? G8JK KIBEJ8:K@FEJ P ;<=8LCK )8E8><| J?FNJ 8CC KI8EJ8:K@FEJ =IFD PFLI JK8IK ;8K< KF
DF;@=P K?FJ< ;8K<J FI J<C<:K 8 K?<D< Set Period 8K K?<KFG F=K?< C@JK

)F,@=P ;8K<J Fl :?FFJ< 8 K?<D< =IFD K?<;IFG;FNE C@JK 8E; Update 07?<;8K<I8E><8E; K?<D<8GGCP KF 8CC JLGGC@<IJ

C@:l view KF J<<8JILGGC@<I[J;<9@KJ :I<;@KJ 8E; ILEE@E> 98C8E:< FM<| K?< JG<:@=@<; G<I@F;

219



Manager Guides

0?@J =FID8K C@JKJ KISEJ8:K@FEJ 8J ;<9@KJ FI :I<;@KJ 8::FI;@E> KF K?<@| @DG8:K FE Keso@@Spaydbtditatl K?< 98C8E:< F= PFLI
98EB FI :8J? 8::FLEK 0?LJ JLGGC@<IJ[ @EMF@:<J :FIlI<IGFE;@E> KF <OG<EJ<J 8I< J?FNE 8J :I<;@KJ 8E; G8PD<EKJ 8J ;<9@KJ

Note
ILGGC@<I JK8K<D<EKJ ;F EFK @E:CL;< 8EP GLI:?8J<J D8;< 8J :8J? KISBEJ8:K@FEJ N@K?FLK GLI:?8)J< @EMF@:<J 9<:8LJ<K
EFK GIF:<JJ<; K?IFL>? K?Accounts payable8::FLEK 8E; K?<I<=FI< ;F EFK @EMFCM< K?< JLGGC@<I[J JL9J@;@8IP C<;><I

|<8K< JBC<J @EMF@:< I<GFIKJ
Sales invoice reports :8E ?<CG PFL 8E8CPQ< J8C<J G<I=FID8E:< F= PFLI 9LI@E<JJ 07?I<< J8C<J @EMF@:< I<GFIKJ 8I< 8M8@C89C<

U /8C<J NEMF@:< OFK8CJ 9P LJKFD<I
U /8C<J WEMF@:< OFK8CJ 9P %K<D
U /8C<J NEMF@:< OFK8CJ 9P LJKFD "@<C;

IEB9C< K?« Sales Invoices K89 8E; :1<8K< 8 I<GFIK

0?<J< I<GFIKJ 8LKFD8K@:8CCP 9<:FD< 8M8@CB89C:- Sales Invoices K89 @J <E89C<; <CFN K7?< C<=K EBM@>8K@FE G8E< :C@:B

Customize K?<E :?<:B K?< Sales Invoices 9FO

C@:l Update KF <E89C< K?< K89 0?7< K?I<< I<GFIKIN@CC 9< 8;;<; LE Reports K89
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C@:B FE 8 I<GFIK K@QKC New Report  "FCCFN K?< ><E<I8C GIF:<;LI<J =FI :I<8K@E> 8EP I<GFIK @E )8E8><I| 8] ;@ BEFIE<®E-@;<
IG<:@=@: @E=FIDSK@FE 89FLK K?< J8C<J @EMF@:< I<GFIKJ @J >@M<E 9<CFN

Caution

0?<J< I<GFIKJ FECP @E:CL;< @E=FIDS8K@FE =IFD J8C<J @QEMF@:<J 0?<RIFIBEKIEGEIK =@>LI<J K?<P GI<J<EK D8P
EFK D8K:? KFK8C 98C8E:<J @E J8C<J I<KM<EL< 8::FLEKJ =FI K?< G<I@F; %= PFL N8EK K?<J< I<GFIKJ KF 9< :FDGI<?<EJ@M:
DLJK 9< I<:FIl;<; FE J8C<J @EMF@:<J

/18C<J EMF@:< OFK8CJ 9P LJKFD<I

0?@J I<GFIK I<M<8CJ N?@:? :LIKFD<IJ ><E<I8K<; K?< DFJK J8C<J =FI 8 IG<:@=@: G<I@F; F= K@D< 0?< I<GFIK JLGGFIKJ :FDG8I8K@M<
:8E :FDG8I< DLCK@GC< G<I@F;J J@;< 9% §@P<8IJ HL8IK<IJ DFEK?J N<<BJ 0?<C@JK @J JFIK<; @QE ;<J:<E;@E> FI;<I F= J8C<J @E K?<
:FCLDE CC=@>LI<J 8I<:C@:B89C< KF M@<N J8C<J @EMF@:<J :FEKI@ILK@E> KF K?<D

Example
*FIK?N@E; 018;<1J GI<G8I<J 8 I<KGFIK :FDG8I@E> J8C<J I<JLCKJ =FI 8 K?I<< P<8I| G<I@F;
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18C<J WEMF@:< OFK8CJ 9P %K<D

/@D@C8I KF K?< GIKM@FLJ I<GFIK K?@J I<GFIK J?FNJ KFK8CJ =FI @K<DJ JFC; ;LI@E> 8 JG<:@=@: G<I@F; F= KQRBEMEHKEPIK @E:CI
@K<IBE; EFE @EM<EKFIP @%C8CJF JLGGFIKJ :FDG8ISBK@M< G<I@F;J 8E; @J JFIK<; @E ;<J:<E;@E> FI;<| F= J8C<J @E K?< GI@D8IP :F(
8CC =@>LI<J 8I< :C@:B89C<

Example
*FIK?N@E; GI<G8I<J 8 I<GFIK =FI K?< J8D< K?I<< P<8| G<I@F; KF 8E8CPQ< J8C<J I<JLCKJ 9P @K<D

/18C<J EMF@:< OFK8CJ 9P LJKFD "@<C;

0?< =@ES8C J8C<J @EMF@:< I<GFIK F==<1J >I<8K =C<O@9@C@KP KF =@K PFLI 9LI@E<JJ E<<;J 9P C<M<I8>@E> :LJKFD =@<C;J =FI J8(
KF =@IJK ;<=@E< 8E; GFGLEOSK =@<®28K JLGGFIK PFLI J8C<J 8ESCPJ@J >F8CJ 0?< I<GFIK :8E @E:FIGFI8K< J8C<J @EMF@:< KFK8CJ
=FCCFN@E> KPG<J F= :LIKFD =@<C;J 8CC F= N?@:? N@CC 8GG<8| FE J8C<) @EMF@:<J

U /8C<] @EMF@:<

U /8C<] @EMF@:< C@E< @K<D

U LIKFD<I

U %EM<EKFIP @K<D

U *FE @EM<EKFIP @K<D

J N@K? K?< FK?<I KNF I<GFIKJ ;<J:1@9<; 89FM< :FDGS8ISK@M< :FCLDEJ :8E 9< J<K LG I<JLCKJ 8I< JFIK<; @E ;<J:<E;@E> Fl;<| F=J8C<J (
Gl@D8IP :FCLDE 8E; 8CC =@>LI<J 8I< :C@:B89C<
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Example
*FIK?N@E; ?8J J8C<J 8JJF:@8K<J N?F <8IE :FDD@JJ@FE FE ><E<I8K<; J8C<J <8:? DFEK? /F @K E<<;J 8 I<KGFIK >@M@E> J8
@EMF@:< KFK8CJ 9P J8C<J 8JJF:@8K< KF :8C:LC8K< K?<@I :FDD@JJ@FEJ

%K :1<8K<J 8 :LIKFD =@<C; =FI J8C<J @EMF@isd a8&Csie 8E; <M<IP K@D< @K :1<8K<J 8E @EMF@:< @K J<C<:KJ K?< J8
8JJF:@8K< N?F :CFJ<; K?< J8C<

%K :1<8K<J 8 E<N I<GFIK JG<:@=P@E> K?I<< DFEK?CP K@D< =I8D<J 8EsdkE€ s K@k K?<:LIKFD =@<C,;

0?< I<GFIK N@CC J?FN J8C<J @QEMF@:< KFK8CJ 9P J8C<J 8JJF:@8K< EFK 9P :LIKFD<I FI @K<D 8J N@K? K?< GI<KM@FLJ I<

5FL :8E 8::FDGC@J? DFI< N@K? K?@J I<GFIK "FI <O8DGC< @= PFL ?8M< K?FLJ8E;J F=:LJKFD<IJ @K D8P EFK 9< M<IP LJ<=LC KF J<<
9P :LIKFD<I 9<:8LJ< K?< I<GFIK NFLC; 9< JF CFE> <I1?8GJ @K NFLC; 9< DFI< LJ<=LC KF J<< @EMF@:< KFK8CJ 9P :FLEKIP (@B<N@J< (
@EM<EKFIP @J C8I>< @K D@>7K 9< ?<CG=LC KF :I<8K< :LJKFD =@<C;J == IgarHM<G KPR @®8DJIKPG< 9I8E; <K: 8E; M@<N KFK8CJ 9P
K?FJ< :LIKFD =@<C;J
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Examples
*FIK?N@E; 8;;J 8 :.LIJKFD =@<Cpuntry KF @KJ :LIJKFD<I ;<=@E@K@FEJ *FN @K :8E ><E<I8K< I<GFIKJ 9P :FLEKIP

%K 8CJF ;<=@E<J 8 :LIKFDE@<CrFl @QEM<EKFIP @K<DJ 8E; C@D@KJ :?F@:<J KF 8 =<N GFGLCS8I 9I18E;J *FN @K :8E J<< ?F
K?FJ< 9I8E;J G<I=FID I<C8K@M< KF FE< 8EFK?<]|

Note

LIKFD =@<C; :FEK<EK @J EFK D8E;8KFIP /8C<J @EMF@:<J K?8K :F EFK :FEK8@E 8EPK?@E> @E K?< :LJKFD =@<C; J<C<:
FLK F= K?< I<GFIK /F @=*FIK?N@E; J<CCJ FK?<I| 9I8E;J F= 8GGC@8E:<J 9LK FECP N8EKJ KF KI8:B K?< =@M< @E K?< <O8I
:8E :F JF .<JLCKJ =FI @K<DJ N@K? :@==<I<EK 9I8E;J N@CC 9< 8M8@C89C< @E FK?<I I<GFIKJ

224



Manager Guides

I<8K< 8 9L:><K

budget @J 8E <JK@D8K< FI GC8E F= @E:FD< 8E; <OG<EJ<J =Fl 8 J<K G<I@F; F= K@D< K?8K :8E 9< :FDG8I<; KF 8:KL8C =@>LI<J =IFD K
(FJJ /K8K<D<EK

)BE8><| @E:CL;<J 8 J@DGC< 9L;><K@E> :8G89@C@KI Reports <K89 C@:B F Profit and Loss Statement (Actual vs Budget)

0?<E :C@ NewReport KF JK8IK K?< GIF:<JJ

Note

*<N 9L;><KJ :8E 8CJF 9< JK8IK<; 9P :CFE@E> <O@JK@E> 9L;><KJ

"@CC @E K?< =FID
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U Title :8E 9<8EPK?@E> K?8K N@CC ?<CG @;<EK@=P K?<9L;><K N?<E @K @J M@<N<; @E 8 C@JK 0?@J K@KC< N@CC 8CJF &
I<GFIK

From @J K?< =@IJK ;8P F= K?<9L;><K G<I@F; P ;<=8LCK K?<:LII<EK ;8K< N@CC 8GG<8| ;@K 8J E<:<JJ8IP

To @J K?< =@ES8C ;8P F= K?<9L;><K G<I@F; P ;<=8LCK K?<:LII<EK ;8K< N@CC 8CJF 8GG<8l @E K?@J =@<C; ;@K 8J E<:<JJ8IP
Accounting method C<KJ PFL :?FFJ< N?<K?<| K?< 9L;><K @J FE K?< 8::IL8C FI :8J? 98J@J

Division ~ 8CCFNJ PFL KF :1<8K< 8 9L;><K =FI 8 ;@M@J@FE 0?@J =@<C; ;F<J EFK 8GG<8I LEC<JJ PFL ?8M< ;<=@E<; 8K C<8JK FE

cC C Cc C cC

Account =@<C;J F==<| 8CC 8::FLEKJ =IFD K?< ,IF=@K 8E; (FJJ /KBK<D<EK J@;< F= PFLI :?8IK F= 8::FLEKJ L;><KJ :8EEFK 9< :I<8K<
8C8E:< [?<<K 8::FLEKJ 9<:8LJ< K?FJ< 8I< G<IG<KL8C

U Amount @J K?< <OG<:K<; @E:FD< FI <OG<EJ< LI@E> K?< 9L;><K G<I@F; =FI K?< @E;@M@:;L8C 8::FLEK

Note
IEK<I @E:FD< 8] GFJ@K@M< ElddPehkes as negative numbers

U C@:l Addline KF 8;; DFI< 8::FLEKJ +ECP K?FJ< 8::FLEKJ N@K? <OG<:K<; @E:FD< FI <OG<EJ<J E<<; KF 9< @E:CL;<; @E K?<
9L;><K

U Footer GIFM@;<J JG8:< =FI EFK<J FI :FDD<EKJ 89FLK K?< 9L;><K
U Exclude zero balances 8CCFNJ PFL KF <C@D@E8K< 8::FLEKJI N@K? EF 9L;><KJ FI K?8K ?8M< EFK P<K 8::LDLC8K<; @E:FD< FI <(
U Round decimals  I<;L:i<d ;@JGC8P<; =@>LI<J KF K?< E<8I<JK N?FC< LE@K F= PFLI 98J< :LII<E:P

C@:l Create  KF JKFI< K?<9L;><K 5FL :8E :I<8K< 8J D8EP 9L;><KJ =FI 8J D8EP ;@==<I<EK K@D< G<I@F;J 8J PFL N8EK 9L;><K =IFD FE:
K@D< G<I@F; :8E 9< :CFE<; 8J 8 JK8IK@E> GF@EK =FI 9L@C;@E> 8 9L;><K =FI 8EFK?<| K@D< G<I@F;
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Example
0?< 9LJ@E<JJ *FIK?N@E; :1<8K<J 8 9L;><K =FI K?< DFEK? F=)8P CK?FL>? @K LI<J ;@M@J@FEJ K?@J 9L;><K @J =FI K
<EK@I< :FDG8EP

*FIK?N@E; :8E M@<N K?< 9L;><K KF J<< 8 :FDGS8I@JFE 9<KN<<E 8:KL8C 8E; 9L;><K<; =@>LI<J =F| K?< ;<=@E<; K@D< G<I@F
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=K<I <O:CL;@E> Q<IF 98C8E:<J 8E; IFLE;@E> ;<:@D8CJ K?< I<GFIK CFFBJ C@B< K?@J

Note
37<E :I<8K@E> 8 9L;><K FECP 8::FLEKJ 8CI<8;:P @E PFLI :?8IK F= 8::FLEKJ :8E 9< @E:GL@&@C/PPFLI :?8IK F= 8::FLEKJ

=@IJK K?<E :I<8K< PFLI 9L;><K N?@:? N@CC 8GG<8| @E K?< J8D< 98J@: =FID8K

“FLEKIN@CC 9< @E:CL;<; @E K?< |IF=@K (FJJ/K8K<D<EK :KL8C MJ L;><K @= PFL <EK<I 8 9L;><K =@>LI< FI K?<I< @J €
8:KL8C @E:FD< FI <OG<EJ< KISEJ8:K@FE ;LI@QE> K?< 9L;><K G<I@F; +ECP @= 9FK&&@I«tdgH < N@*%10<J 9< :8C:LC8K<;
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#<E<I8K< @E:FD< 8E; <OG<EJ< =FI<:8JKJ

Warning
)BE8><I[J =FI<:8JK :8G89@C@KP @J EFK =LCCP @DGC<D<EK<; /FD< J<C<:K@FEJ 8I< 8CCFN<; K?8K ?8M< EF <==<:K +K?<
GIF;L:< LE<OG<:K<; I<JLCKJ *<M<IK?<C<JJ N?<E LJ<; GIFG<ICP K?<:8G89@C@KP N@CC GIF;L:< 8::LI8K< 8E; LI<=LC I<JL(

:CFJ< 8KK<EK@FE KF *FK<J 8E; 38IE@E>J @E K?@J #L@;<

Forecasts 8CCFN PFL KF GI<;@:K @E:FD< 8E; <OG<EJ<J 8E; K?<I<=FI< GIF=@K89@C@KP 98J<; FE 8JILDGK@FEJ 89FLK I8K<J F=>IFNK
ILIJ@E<JJ I<IJLCKJ "FI<:8JKJ 8I< ;@==<I<EK =IFD 9L;><KJ ;<J:K@%) @D |s><KJ 8I< GC8EJ =FI JG<:@=@: K@D< G<I@F;J N?@:? F=K<E K
@EKF 8::FLEK 8JJLDGK@FEJ 89FLK >IFNK? 8E; 8I< K?<E :FDG8I<; KF 8:KL8C I<JLCKJ LK =FI<:8JKJ GIFA<:K I<JLCKJ GFK<EK@8CCP =FlI
G<I@F;J 98J<; FE 8 =@0x<; J<K F=8JIJLDGK@FEJ 07?<P :8E @E =8:K 9<:FEM<IK<; @EKF 9L;><KJ 8J ;<J:I@9<; 9<CFN

"FI<:8JKJ IKHL@I< PFL KF K8B< JK<GJ @E DLCK@GC< K89J

U 0?< Settings K89 N?<I< PFL ;<=@E< PFLI =FI<:8JK 8JILDGK@FEJ 8E; :FEK<EK 8E;

U 0?< Reports K89 N?<I<PFL ;<=@E< JG<:@=@: =FI<:8JK I<GFIKJ =FI ;<J@I<; K@D< G<I@F;J

<=@E< =FI<:8JK 8JJLDGK@FEJ 8E; :FEK<EK

OF LJ< =FI<:8JKJ @E PFLI 9LI@E<JJ =@IJK > Settings K89 C@:BF Forecasts

<=@E< PFLI =FI<:8JK 8JILDGK@FEJ

U Date N@CC 9< GIKGFGLC8K<; N@K? K?< :LII<EK ;8K< 9LK K?@J D8P 9< <;@K<; 07<;8K< @J K?< JKBIK@E> GF@EK @E K@D< =F
K?<;8K< =IFD N?@:? >IFNK? FI ;<:C@E< N@CC 9< :8C:LC8K<;

U Repeat ;<=@E<J K?<:8C:LC8BK@FE @EK<IM8C =FI @E:1<8J<J FI ;<:1<8J<J @E @E:FD< 8E; <OG<EJ<J

U Growth =@<C; 8GG<8IJ 8=K<I 8E @EK<IM8C @J J<C<K<;
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%= PFL N@J? KF =FI<:8JK @E:1<8J<J @E @E:FD< 8E; <OG<EJ<J <EK<| 8 GFI@QK@M< ELD9<| *<>8K@M< ELD9<IJ N@CC =FI<:8JK
U Description ~ 8CCFNJ PFL KF :?818:K<I@Q< K?< =FI<:8JK =FI C8K<| @;<EK@=@:8K@FE

U Account 8E; Amount =@<C;J 8I< K?< JKBIK@E> GF@EKJ =FI =FI<:8JKJ 0?7<J<:FLC; 9< GI@FI 8::FLEK@E> G<I@F; I<JLCKJ FI E<N <J
+ECP K?FJ< 8::FLEKJ PFL <EK<I N@CC 9< @E:CL;<; @E =FI<:8JKJ 1<>8I1;:C<JJ F= PFLI <O@JK@E> :?8IK F=8::FLEKJ JF PFL D8P N
@E:CL;< FECP K?FJ< 8::FLEKJ C@B<CP KF 9< J@>E@: Addline <KRKFE KF 8;; 8;:@K@FES8C 8::FLEKdure to enter

expenses as negative amounts.

C@:l Create KF J8M< PFLI =FI<:8JK 8JILDGK@FEJ

Notes

)BE8><I N@CC 8CCFN PFL KF J<C<:K 98C8E:< J?<<K 8::FLEKJ N?<E ;<=@E@E> =FI<:8JK J<KK@E>J $FN<M<| K?<J< 8::FLEK
8GG<8l @E 8 =FI<:8JK 9<:8LJ< K?< "FI<:8JK ,IF=@K (FJJ /KBK<D<EK I<GFIK ;F<J EFK @E:CL;< K?< 98C8E:< J?<<K $FN<M<I
K?<l< @J EF ?8ID =IFD @E:CL;@E> 98C8E:< J?<<K 8::FLEKJ N?<E ;<=@E@E> =FI<:8JK J<KK@E>J 0?<J< D8P GIFM< LJ<=LC |
N?<E 98C8E:< J?<<K :8G89@C@KP @J 8;;<; KF K?< FM<I8CC =FI<:8JK :8G89@C@KP @E K?< =LKLI<

< :8I<=LC KF D8K:? @EK<IM8CJ >IFNK? G<Il:<EK8><J 8E; 8DFLEKJ KF K?< I<GFIKJ PFL N@CC <M<EKL8CCP ><E<I8K< "FI <C
PFL N@CC 9< =FI<:8JK@E> DFEK?CP I<JLCKJ <EK<I DFEK?CP 8JJLDGK@FEJ

Warning

)BE8><I 8CCFNJ PFL KF :I<8K< DLCK@GC< =FI<:8JK ;<=@E@ Forecasts (®B8><LE;<| Settings 3?<E PFL ;F JF

?FN<M<lall JI<KK@E>J N@CC 9< 8GGC@<; J<G8I8K<CP KF =FI<:8JKJ > Reports IBKPSE FK?<I NFI;J ;<=@E@K@FEJ N@C:
9< :LDLCB8K@M< 5FL :8EEFK :?FFJ< N?@:? =FI<:8JK J<KK@E>J KF 8GGCP KF 8EP >@M<E I<GFIK

0?7@J :?8I8:K<I@JIK@: :8E 8:KLBCCP 9< LJ<=LC ?FN<M<I 5FL :8E LJ< @K KF 8JJ@>E ;@==<I@E> >IFNK? 8JJLDGK@FEJ KF |

8::FLEKJ "FI <O8DGC< PFL :FLC; ;<=@E< J<KK@E>J =F| @E:FD< 8::FLEKI N@K? 8 8EELS8C >IFNK? I8K< 8E; J<KK@E>J =FlI
<OG<EJ< 8::FLEKJ N@K? FECP 8EELS8C >IFNK?

230



Manager Guides

Example

|@CC@8EK %E;LIKI@<J NSEKJ KF <OGCFI< =LKLI< GIF=F@K89@C@KP =FI K?< J<:FE; :8C<E;8I HL8IK<I LE;<I K?< 8JJLDGK@
@E DFEK?CP I<M<EL< 9LK FECP >IFNK? @E DFEK?CP <OG<EJ<J %K ;<=@E<J KNF J<KJ F= 8JILDGK@FEJ FE< =F| @E:F]
8EFK?<I =FI <OG<EJ<J

<=@E< =FI<:8JK I<GFIKJ

+E:< PFLI =FI<:8JK J<KK@E>J 8I< @E GC8:< >I Reports K89 8E; :C@:B F Forecast Profit & Loss Statement New Report
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Note
0?< I<GFIK ;F<J EFK 8GG<8| @E Reports K89 LEK@C 8K C<8JK FE< J<K F==FI<:8JK 8JJLDGK@FEJ @J ;<=@E<; @E K?<
Settings K89

<=@E< K?< I<GFIK

U Title :8E9<8EP ;@JK@E>L@J?@E> G?I8J<K?8K N@CC @;<EK@=P K?< =FI<:8JK =FI =LKLI< I<=<I<E:< %K N@CC 8GG<8I FE K?<

U Description N@CC 8GG<8l| FECP Forecasts C@JIJK@E> ( Reports K89 $<I< PFL D@>?K @E:CL;< 91@<=8EEFK8K@FEJ F= K?<
8JILDGK@FEJ LJ<; KF SMF@; ?8M@E> KF FG<E K?< I<GFIK

U From 8E; To ;<=@E< K?<;8K< IBE>< F= 8 :FCLDE FE K?< I<GFIK

U Columnname @JFGK@FES8C 9LK LJ<=LC N?<E :FDG8I8K@M< =FI<:8JK G<I@F;J 8I< @E:CL;<; %= C<=K 9C8EB K?< <E; ;8K< F=K?s
LJ<; 8] K?< :FCLDE E8D<

U Footer C<KJ PFL 8;; EFK<J KF K?< I<GFIK
U Show account codes @=:?<:B<; N@CC 8;; 8EP 8::FLEK :F;<J @E PFLI :?8IK F= 8::FLEKJ KF 8::FLEKJ @E:CL;<; FE K?< I<GFIK
U Exclude zero balances <C@D@E8K<J 9C8EB :FEK<EK N?<E C<JJ ;<K8@C<; =FI<:8JKJ 8I< :I<8K<;
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Example
|I@CC@8EK %E;LIKI@<J ;<=@E<J 8 "FI<:8JK ,IF=@K (FJJ/K8K<D<EK @E:CL;@E> <8:? DFEK? @E K?< J<:FE; HL8IK<I
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0?< =FCCFN@E> I<GFIK @J GIF;L:<;

FEM<IK@E> 8 =FI<:8JK KF 8 9L;><K

"FI<:8JKJ :8E 9< :FEM<IK<; KF 9L;><KJ 3?@C< M@<N@E> 8 =FI<:8Jk Copy to budget

0?< Edit J:I<<E =FI 8 E<N ,IF=@K 8E; (FJJ /KBK<D<EK :KL8C MJ L;><K N@CC 8GG<8I| %= PFLI =FI<:8JK N8J J@DGC@=@<; FK?<I 8::F
K?<@I 9L;><K<; 98C8E:<J :8E 9< 8;;<; 8K K?@J GF@EK

C@:l create KF J8M< K?<9L;><K
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Example
|I@CC@8BEK %E;LIKI@<J @J JIBK@J=@<; N@K? K?< @KJ J<:FE; HL8IK<I =FI<:8JKJ %K :I<8K<J 8 9L;><K

Note
3?<E DLCK@GC< :FCLDEJ 8I< @E:CL;<; @E 8 =FI<:8JK FECP K?< =@IJK :FCLDE @J @QE:CL;<; @E 8 9L;><K ><E<I8K<; =IFD @
9<:8LJI< K?< ,IF=@K 8E; (FJJ /KBK<D<EK :KL8C MJ L;><K :8E FECP KI8:B G<I=FID8E:< 8>8@EJK 8 J@QE>C< 9L;><K

1<G8I< 8 HL@:B GIF=@K 8E; CFJJ JK8K<D<EK

%D8>@E< PFL 8I< 8GGCP@E> =F| 8 CF8E KF <OGS8E; PFLI 9LI@E<JJ 8E; PFLI 98EB ?78J I<HL<JK<; 8 GIF=@K 8E; CFJJ JK8K<D<EK , ( +IF
8::FLEKBEK N8EKJ KF CF;>< PFLI K8O I<KLIEJ 8E; @J @QE E<<; F= PFLI, (

"@IIKF=8CC N?8K @J @K ,(@J FE<F=K?<D8@E =@E8E:@8C JK8K<D<EKJ =FI 8 N<CC D8ES8><; 9LI@E<JJ %K JLDD8I@Q<J K?< @E
@E:LII<; ;LI@QE> 8 IG<:@=@: G<I@F; F= K@D< LJL8CCP 8 =@J:8C HL8IK<I FI P<8l 3@K?FLK FE< PFL CFFB LENFIK?P KF 8 98EB E; @K |
;@==@:LCK 8E; <OG<EJ@M< =FI 8E 8::FLEK8EK KF GI<G8I< KBO =@C@E>J JPFL D8B< 8 KISBEJ@K@FE KF DFI< GIF=<JJ@FE8C 9LJ@E
)BE8><I| :8E ?<CG @DGIFM< K?< @DGI<JJ@FE PFL D8B< FE K?< FLKJ@;< NFIC;

%E )8E8><I K?<I< @J 8 N8P KF ><E<I8K< 8 HL@:B , (N@K?FLK ?8M@E> KF <EK<| 8CC K?< KIBEJ8:K@FEJ K?8K NFLC; 98:B @K LG 0?7@J
8CI<8;P BEFN K?< @E:FD< 8E; <OG<EJ< =@>LI<J =FI K?< ;<J@I<; G<I@F; G<I?8GJ =IFD <8IC@<| J@DGC@JIK@: I<:FI; B<<G@E> @E 8 JC

|1<8K< 8 OLI@E<JJ

+E K?< Businesses G8>< :C@:B K Add Business 9LKKFE K?<E J<Q3r&ate New BusinessEK<I| PFLI 9LI@E<JJ ESD< 8E; :C@:B K?<
Add Business 9LKKFE
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S5FLI 9LI@E<JJ J?FLC; 9< JL::<JJ=LCCP :1<8K<; N@K? 8 ;<=8LCK JKIL:KLI< =FI PFLI :?8IK F= 8::FLEKJ

*FID8CCP 8K K?@J GF@EK PFL NFLC; Customize  KF 8;; E<N =LE:K@FE8C K89J LK @=8CC PFL N8EK @J KF ><E<I8K< 8, ( JKBK<D<EK
PFL BEFN K?<=@>LI<J PFL ;FE[K ?8M< KF <E89C< 8EP 8;;@K@FES8C K89J 8J PFL ?8M< 8CC PFL E<x;

5FL D8P ?FN<M<I E<<; KF <;@K FI 8;; @E:FD< FI <OG<EJ< 8::FLEKJ KF K?< :?8IK F= 8::FLEKJ %8HFKIX8;#L@;=FI @EJKIL:K@FEJ "FI
GLIGFJ<J F= @CCLJKIBK@FE K?<I<JK F=K?@J #L@;< 8JJLD<J K?< ;<=8LCK 8::FLEKJ 8I< 8;<HL8K<

.<:Fl; 8 AFLIESC <EKIP

(<K[J J8P PFL E<<; KF ><E<I8K< 8, ( =FI #F KF K?< Journal Entries K89 8E; :C@:B K New Journal Entry 9LKKFE

0?<E <EK<I PFLI =@>LI<J =FI 8CC 8GGw@n898kK; Expense 8::FLEKJ %E:FD< =@>LI<J >F @E€@# :FCLDE 8E; <OG<EJ< =@>LI<J @E K?<
Debit :FCLDE CJF D8B< JLI< KF J<K K?< ;8K< KF K?< C8JK ;8P F= K?< 8::FLEK@E> G<I@F; =FI N?@:? PFL 8I< :I<8K@E> K?< I<GFIK
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Note

*FID8CCP 8CC AFLIESC <EKI@<J DLJK 98C8E:< KF 8;?<I< KF ILC<J F=;FL9C< <EKIP 8::FLEK@E> GIQE:@GC<J /@E:< PFL FE
><E<I8K< 8, ( PFL :8E I<C80 K?< ILC<J 8 9@K =FI EFN %E =8:K PFL GIF989CP N8EK KF J?FN K?8K PFLI 9LI@E<JJ N8J GIF=(
LI@E> K?< G<I@F; JF PFL NFLC; Gl<=<I| ;<9@KJ KF 9< C<JJ K?8E :I<;@KJ

+E:< PFL 8I< ;FE< :C@:| Create

#<E<I8K< GIF=@K 8E; CFJJ JK8K<D<EK

+E:< PFLI AFLIE8C <EKIP @J J8M<; >F K Reports K89 :C@ Profit and Loss Statement 8E; =@E8( New Report 9LKKFE

$<I< PFL N@CC E<<; KF <EK<I K?< G<I@F; PFLI, (:FM<IJ (<K[J J8P K?< @E:FD< 8E; <OG<EJ< =@>LI<J PFL ?8M< <EK<I<; @E PFLI AFLIE8
‘FM<I K?< N?FC< P<8I 5FLI G<I@F; J?FLC; 9< J<K KF 9< =IFhuary 1, 2020LEK@€cember 31, 2020+GK@FE8SCCP PFL :8E 8CJF J<K
Column name KFFY 2016 N?@:? @J 8E 899I<M@ 8K @®Rr& =kl Year 2020
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=K<IPFL:C@ Create = PFL N@CC 9< 89C< KF M@<N PFLI E<NCP :1<8K<; I<GFIK
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078K @J 8CC K?<I< @J KF @K 5FL ?8M< 8 GIF=<JJ@FE8C CFFB@E>, ( =FI PFLI 98EB FI 8::FLEKSEK
)8B< 8 FDGSISK@M< , (

5FLI, (N@CC CFFB <M<E DFI< KILJKNFIK?P @= PFL D8B< @K J?FN DLCK@GC< G<I@F;J J@;< 9P J@;< "FI <O8DGC< PFL :8E J?FN "5
KF"5 =@>LI<J %E Fl:<l KF ;F K?8K I<:Fl; S8EFK?<| AFLIE8SC <EKIP N@K? @E:FD< 8E; <OG<EJ< =@>LI<J =FI "5 0?< AFLIE8C <EKIP J?F
9< :8K<: 8J 8K <:<D9«lI

0?<E <;@K K?<, (I<GFIK ;<=@E@K@FE KF 8;; 8 :FDG8IBK@M< G<I@F; 9P Add comparative column 9LKKFE 8E; <EK<I@E> G<I@F;
,<K8@CJ =FI "5

C@:l update KF M@<N K?<DF;@=@*<; , (
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J PFL :8E J<< EFN PFL ?8M< KNF G<I@F;J J@;< 9P J@;< N?@:? CFFBJ DL:? DFI< @DGI<JIJ@M< 5FL :8E B<<G >F@E> KF 8;; 8J D8EP G<lI
PFL C@B<

1<8K< 8 DLCK@ JK<G , (

)8E8><I 8CJF JLGGFIKJ :LIKFD @E:FD< <OG<EJ<>IFLGJ JL9 >IFLGJ LEC@D@K<; C<M<CJ 8E; :LJKFD KFK8CJ KF :8K<I KF <EK@K@<J
:FDGC<O C8PFLK I<HL@I<D<EKK?/&d #L @Kl DFI< ;<K8@CJ &LJK I<D<D9<I N?<E 8CC PFL N8EK @J 8 =@E@J?<;, ( PFL :8E :I<8K< FE<N
ALJK 8 =<N AFLIE8C <EKI@<J

|<8K< :LIJKFD I<GFIKJ

3?<E JK8E;8I; I<GFIKJ 8M8@CB89C< @E )8E! Reports K89 ;F EFK =LIE@J? @E=FID8K@FE PEteB@gEtustom reports LI@E> K?< M@JL8C
HL<IP 9L@C;<I LE;<I K" Custom Reports ?<8;@E> @E K?8K K89

0?@J =<8KLI< 8CCFNJ >I<8K =C<O@9@C@KP @E ;<=@E@E> I<GFIKJ P<K I<HL@I<J EF G8IK@:LC8I JF=KN8I< FI ;8K898J< JB@CCJ 1JJ<
<M<IP C<;><I <EKIP =IFD 8CC KI8EJ8:K@FEJ @E 8 9LI@E<JJ[ 8::FLEK@E> I<:FI;J :8E 9< HL<I@<; 8E; @E:CL;<; @E 8 :LJKFD I<GFIK 07?< <,
=@CK<lI<; Fli<I<; 8E; >IFLG<;

I<8K< 8 :LJKFD I<GFIK 9P >F@E> KF Reports K89 :C@:B@ Custom Reports K?<E New Report

0?< HL<IP 9L@C:<I J:I<<E 8GG<8lI N@K? 8 GC8:<?FC;<I I<GFIK 8CI<8;P ;<=@E<;
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IEKI@<J @E K?< HL<IP 9L@C:<I 8I< F= K?I<< KPG<J

U
U
U

0<OK =@<C;J =FI K@KC<J E8D<J ;<J:I@GK@FEJ FI <IKB@E J<8I:? FI FG<I8KFI G8I8D<K<IJ DFI< 89FLK K?<J< 9<CFN
?<:B9FO<J KF 8:K@M8K< =@CK<I@E> :I@K<I@8 FI;<I@E> >IFLG@E> FI ;@JGC8P FGK@FEJ
IFG;FNE D<ELJ =FI J<C<:K@E> ;8K898J< <C<D<EKJ KF @E:CL;< @E K?< I<GFIK 8E; FG<I8KFIJ KF 8GGCP KF K?< ;8K8

%E DFJK :8J<J DLCK@GC< :?F@:<J :8E 9< D8;< 9P : Add line IFG;FNE D<EL :FEK<EK M8I@<J 8::FI;@E> KF GI@FI J<C<:K@FEJ /FD<
J<C<:K@FEJ 8:K@M8K< 8;;@K@FE8C =@<C;J J<< <O8DGC<J 9<CFN |1@K<I@8 :8E 9< ;¥XBKK?IKE; B-BAELL@<C;J 8E; :?<:B9FO<J
FE K?< HL<IP =FID 8I< 8J =FCCFN

U

Name@J LJ<; 8] 8 K@KC< FE K?< :FDGC<K<; I<KGFIK %= EFK <;@K<; K?< I<GFBUNIQTR&oK@ERIE=8D< PFL <EK<I N@CC 8CJF
8GG<8l @E K Custom Reports COIJK@E>

Description ~ 8GG<8IJ FECP @E Custom Reports K89 C@IK@E> EFK FE K?< =@E@J?<; I<GFIK 0?7@J @J LJ<=LC =Fl @;<EK@=P(
I<GFIK N@K?FLK ?8M@E> KF M@<N @K

From 8E; To @;<EK@=P K?< =@IJK 8E; C8JK ;8K<J KF 9< J<8I:?7<; 8E; I<GFIK<; P ;<=8LCK K?<LII<EK ;8K< @J Gl<=@CC<; =FI 9FK"
Accounting method ~ 8CCFNJ 8 :?F@:< 9<KNAs€&rual basis8E; Cash basis

Select 8CCFNJ PFL KF :?FFJ< K?< JG<:@=@: M8I@89C<J FI <C<D<EKJ KF 9< @E:CL;<; @E K?< I<GFIK !8:? J<C<:K@FE :I@K<I@8
:FCLDE FE K?< =@E@J?<; I<GFIK 0?<@I FI;<l :8E 9< 8;ALJK<; 9P :C@:B@E> 8E; ;18>>@E> FE K?< ;FL9C< <E;<; 8lIFNJ KF K?< C<=K
C@E<J

Alias @J LJ<; KF I<E8D< 8 :FCLDE 0?@J @J <JG<:@8CCP ?<CG=LC N?<E J<C<:K@FE :1@K<I@8 8I< C<E>K?P "FI <O8DGC< K?<:
Inventory item 8E; CodeD@>?K I<:<@M< K?<8Cd@8¥FI| K?< J8B< F=J@DGC@:@KP 8E; JBM@E> JG8:<

0?<WhereE :?<:BO9FO 8:K@M8K<J =@CK<IJ 0?<J< :8E 9<:FD< :FDGC<O <JG<:@8CCP N?<E DLCK@GC< =@CK<IJ 8I< 8GGC@<; OP
'FEK<OK JG<:@=@: =@<C;J 8GG<8| /<< <08DGC<J 9<CFN

0?<Order byE :?<:B9FO GIFM@;<J K?< 89@C@KP KF JFIK I<JLCKJ 9P JFD<K?@E> 9<J@;<J ;8K< +I;<I| :8E 9< 8J:<E;@E> FI ;<J:<E;(
:8E 8CJF 9< <K<ID@E<; 9P :I@K<I@8 K?8K 8I< EFK J<C<:K@FE :I@K<I@8 9LK 8I< GI<J<EK N@K?@E K?< C<;><| <EKI@<J "FI <O8
I<GFIK FE @EM<EKFIP @K<DJ JFC; :FLC; 9< JFIK<; 9P LE@K Gl@:< <M<E K?FL>? FECP HLBEK@KP 8E; KFK8C 8DFLEK 8Il< J?FNE

Group byE GIFM@;<J @EK<I@D JL9KFKB8CJ =FI ;<J@>E8K<; M8I@89C<J

3?<E :FEK<OK @J 8GGIFGI@8K< 8EFK?<I :?<:B9FO 8GGr8id=bLollapse 3@K? K?@J FGK@FE <EK@I< >IFLGJ :8E 9< I<;L:<; K
8 JOE>C< C@QE< JLDDSI@Q@E> <EKI@<J N@K?@E K?< >IFLG
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Notes

)LCK@GC< J<C<:K@FE :|@K<I@8 N@CC :8GKLI< KiSFIB:KIPREIDI@KDS C@JIK<; /@E:<)8E8><| @J 8 ;FLIC< <EKIP
8:FLEK@E> JPJK<D 8E; JFD< 8:K@FEJ JL:? 8] @EMF@:@E> =FI @EM<EKFIP @K<DJ @EMFCM< DFI< K?8E ALJK KNF 8::FL
KIBEJ8:K@FEJ :8E J<<D KF 9< ;LGC@:8K<; LK K?<J< 8l< J@DGCP GFIK@E>J KF @E;@M@;L8C 8::FLEKJ @E K?< ><E<I8C C
DLJK 9< 8;;1<JJ<; N@K? =@CK<IJ @E JFD< J@KL8K@FEJ

JLCK@GC< =@CK<IJ 8I< >FM<IE<; 9P K?<ARECKE8BEISKFI %E FK?<I| NFI;J 8 J<C<:K@FE DLIHIGRILK<IJ JI<HL<EK@8CCP KF
8GG<8l @E K?< I<GFIK 0?<I< @J EF FGK@BR EE<GBKFI OF 8:?@<M< K?< <==OR E@CK<I@E> PFL DLJK LJ< DLCK@GC<
=@CK<IJ KF <O:CL;< <M<IPK?@E> PFL ;F EFK N@J? I<GFIK<;

3?<E >IFLGJ 8I< :FCC8GJ<; FECP >IFLG E8D<J 8E; JLO9KFK8CJ 8I< GI<I<IM<;

0?< GC8:<?FC;<I :LIJKFD I<GFIK D<EK@FE<; 89FM< GIF;L:<J K?@J I<JLCK =FI 8 ;8P FE N?@:? K?<I< 8I< EF KIBEJ8:K@FEJ

+IM@FLICP K?8K @J EFK M<IP @E=FIDSK@M< LK @K @CCLJIKI8K<J K?< <==<:K F= JFD< <EKI@<J FE K?< HL<IP 9L@C;<I| 0?<9<JK N8
I<GFIKJ @J KF 9L@C; 8 =<N 8E; <OG<I@D<EK $<I< 8I< 8 =<N <O8DGC<J KF ><K PFL JK8IK<;
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Example 1
OF ><E<I8K< 8 :LJKFD I<GFIK C@JK@E> 8CC @EM<EKFIP PFLI :LIKFD<IJ ?8M< GLI:?8J<; FI I<KLIE<; FE :I<;@K :1<8K< K?< =F

FK? @EM<EKFIP @K<DJ 8E; @EM<EKFIP B@KJ N<I< @E:CL;<; 8) J<C<:K@FE :I@K<I@8 KF 9< JLI< 9FK? N<I< :8GKLI<; *<>8}
N<I< J<C<:K<; =FI HLBEK@KP 8E; 8DFLEK GLI<CP KF ><E<I8K< 8 DFI< :FEM<EK@FE8C GI<J<EKB8K@FE )8E8><I| ;<J@>E8K<J
8E; C@JKJ HLBEK@K@<J K?8K I<;L:< @EM<EKFIP 8J E<>8K@M< ELD9<IJ LK 8 J8C<J JLDDS8IP EFID8CCP GI<J<EKJ GFJ@K(

0?7< =@IJK =@CKX<I :8GKLI<J FECP GFJK@EAldY Sates8::FLEK C<8M@E> FLK FK?<| :8K<>FI@<J F=J8C<J 07< J<:FE; =@CK
<0:CL;<J :8J? J8C<J D8;< N@K?FLK 8 J8C<J @QEMF@:<

0?< FI;<I@E> 8CG?89<K@Q<J :LIKFD<IJ 0?<>IFLG@E> GIFM@;<J JLO9KFK8CJ =FI <8:? :LIJKFD<I 0?<I<JLCK@E> I<GFIK CFF
K?@J
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Example 2
5FL :8E ><E<I8K< 8 :LJKFD I<GFIK J?FN@E> PFLI ><E<I8C C<;><| KISEJ8:K@FEJ >IFLG<; 9P 8::FLEK =FI 8 JIG<:@=@: G<I@F;
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%E K?@J :8J< EF =@CK<I@E> @J 8GGC@<; 9<:8LJ< 8CC KIBEJ8:K@FEJ 8I< ;<J@I<; *FK@:< K?8K K?< I<GFIK @J >IFLG<; 9F
8::FLEK <M<E K?FL>? K?8K M8I@89C< @J EFK 8 J<C<:K@FE :I@K<I@8 FECP 8 GFIK@FE F= K?< I<GFIK @J J?FNE KF J8M<.

Example 3
:LIKFD I<GFIK J?FN@E> ><E<I8C C<;><| KISEJ8:K@FEJ MeCHunt receivable>IFLG<; 9P :LJKFD<I E8D< :8E 9<
1<8K<; 8] =FCCFNJ
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0?< I<KILCK@E> I<GFIK @J J?FNE 9<CFN +E< :LIKFD<I JK@CC FN<J DFE<P K?< FK?<I[J 8::FLEK @J =LCCP G8@;
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Notes
(@B< FK?<I)8E8><I I<GFIKJ :LJKFD I<GFIKJ :8E 9< :FG@<; KF 8 :C@G9F8I; =FI GBJK@E> @EKF FK?<| 8GGC@:8K@FEJ[ ;F:LL
/@DGCP :C Copy to clipboard N?@C< M@<N@E> K?< I<GFIK

LIKFD I<GFIKJ :8E 8CJF 9< :CFE<; 0?@J =<8KLI< @J LJ<=LC N?<E E<8ICP @;<EK@:8C I<GFIKJ 8I< ;<J@I<; SMF@;@E> K?<
I<:1<8K< DFJK F= K?< HL<IP OF :CFE< 8 I<GFIK :Ci View KILKKFE K?< Clone

EFK?<I :LJKFD I<GFIK =FID N@CC 8GG<8l =K<I <;@K@E> @K N@K? :?8I8:K<I@JK@:J F= K?< E<N Create <GFIK :C@:B

S@IKFIP
L;@K KISEJ8:K@FE ?@JKFIP

IM<IP 9LJ@E<JJ @E )8E8><I ?&Higory =@C< K?8K 8CCFNJ PFL KF 8L;@K ;8K8 <EKI@<J LG;8K<J ;<C<K@FEJ 8E; 98K:? FG<IBK@FEJ 07?<
@J LE@HL< =FI <8:? 9LJI@E<JJ PFL :I<8K< @E )8E8><| 3BEHRKLE ILI@E<JI K?< $@JIKFIP =@C< @J 9P ;<=8LCK G8IK F=K?<98:BLG 5I
?FN<M<I <O:CL;< @K =IFD 8 98:BLG
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Note
I<E;:@E>F=<D8@CJ @J EFK I<:Fl;<; @E K?< $@JKFIP =@C< 9<:8LJ< @K ;F<J EFK 8==<:K 8::FLEK@E> I<:FI;J 'D8@CJ :8E 9<
J<G8I8K<CP

<M@<N K?< $@JIKFIP =@C<

OF IkM@<N ?@JKFIP :C¢ History 9LKKFE E<8I K?< KFG F= K?<)8E8><I N@E;FN

C@JK F=8:K@FEJ 8GG<8lJ N@K?

U Timestamp =FI K?< 8:K@FE
U User N?F KFFB K?< 8:K@FE
U Description F=K?<8:K@FE
U Action :8K<>FIP

Example
0?< =@IJK =<N I<:FI;J @E *FIK?N@E; 018;<IJ[ $@JKFIP =@C< 8I< J?FNE 9<CFN

20<N @QE.@M@;L8C 8:K@FEJ

OF J<< <08:KCP N?8K 8 LJ<I :@: : View =FI8E 8:K@FE
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Example
+E &LCP 8K 8 LJ<I E8D<; 8M@; :I<8K<; 8 I<:<@GK

8M@; D@JK8B<ECP <EK<I<; 8 LE@K GI@:< FE K?< I<:<@GK F= 0?<E<OK ;8P 8M@; EFK@:<; ?@J D@JK8B< 8E; ;<C<K<; |
I<:<@GK 078K 8:K@FE N8J I<:FI;<; 8CJF FE &LCP 8K 8E; :8E 9< M@<N<; @E K?< $@JKFIP =@C<

8M@; @DD<;@8K<CP :I<8K<: 8 E<N I<:<@GK =FI K?< :FlI<:K 8DFLEK CK<IEBK@M<CP K?< <O@JK@E> KISEJB:K@FE :FLC:
<:@K<; 3?@:?<M<I| 8GGIF8:? ?8; 9<<E K8B<E <@K?<I| F= K?FJ< KISEJ8:K@FEJ NFLC; 8CJF 9< I<:Fl;<; @E K?< $@JIKFIP =@C<

1E;F 8:K@FEJ

07<I< @J 8EFK?<I D<K?F; =FI I<M<IJ@E> 8:K@I| Undo 'OLKKFE

0?< Undo 9LKKFE @JJFD<N?8K C@B< 8 8:B 9LKKFE @E 8 N<9 9IFNJ<I FI K?< 1E;F =LE:K@QFE @E 8 NFI; GIF:<JJ@E> GIF>I8D N@K? 8 |
@DGFIK8EK ;@==<I<E:< )8E8: Undo 9LKKFE ;F<J EFK FG<I8K< @E I<M<IJ< FI;<I F= K?< FI@>@E8C 8:K@FEJ :K@FEJ :8E 9< LE;FE< @E
Fl;<l
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Example

*FK@:< K?< ;<C@M<IP EFK< LG;8K< FE K?< =@IJK C@E< F= K?< $@QJKFIP =@C< D@ FI@>@ES8CCP :I<8K<; K?@J ;<C@M<IF
=F| 8 N<<BCP ;<C@MK<IP KF 8 :LIJKFD<I| +E &LCP J?<LG;8K<; @K 9<:8LJ< K?< :LIJKFD<I :8CC<; KF I<HL<JK 8;;@K@FESC @K
N?<E K?< ;<C@M<IP ;l@M<I 8ll@M<; K?<:LIJKFD<IJ8@; J?< ?8; :?8E><; ?<| D@E; 8E; NFLC; FECP K8B< ;<C@M<IP F= K?< @K
FI@>@E8BCCP Fl;<l<; 3?<E D@ C<8IEJ K?@J J?< >F<J KF K?< $@JKFIP =@C< M@<NJ K?< LG;8K< | Undo E;:C@:BJ K?<
9LKKFE $<ILG;8K< @J I<M<IJ<; 8E; I<DFM<; =IFD K?< ?@JKFIP =@C<

Caution

FEJ<HL<E:<J F=LJ@E> K Undo 9LKKFE 8I< JFD<K@D<J ;@==@:LCK KF =FI<J<< 0?@J @J <JG<:@8CCP KIL< N?<E KI8EJS:
I<=<I<E:< FE< 8EFK?<I| JL:? 8J N?<E 8 =@0<; 8JJ<K @J :I<8K<; 8 GLI:?8J< @EMF@:< I<:FI;J @KJ GLI:?8J< :FJK 8E; 8 G8PD<E
I<:FI;J G8PF== F= K?< GLI:?8J< @EMF@:< CN8PJ D8B< 8 98:BLG F= PFLI 9LI@E<JJ 9<=FI< LE;F@E> KI8BEJ8:K@FEJ =IFD K?
$@JIKFIP =@C< 9<:8LJ< K?< 1E;F =LE:K@FE @KJ<C=:8EEFK 9< I<M<IJ<;

<M@<N @QE;@M@;L8C KISEJ8:K@FE ?@JKFIP

+=K<E @K @J LJ<=LC KF BEFN <O8:KCP N?8K ?78J ?8GG<E<; KF 8 JG<:@=@: KISBEJ8:K@FE @E )8E8><| 3?<E N8J @K QE@K@8CCP :I<8
<;@K<; N?F N8J I<IGFEJ@9C< =FI M8I@FLJ 8:K@FEJ 8E; JF =FIK? OF J<< K?< ?@JKFIP F=8 JG<:@=@: I History 'RPEKKE BI?K?<
CEN<I 1@>?K :FIE<I F= K?< J:II<<E N?@C< M@<N@E> K?< KIBEJ8:K@FE

Note
0?< KIBEJ8:K@ History 9LKKFE @J JD8CC<I K?8E K?- History 9LKKFE =FI K?< 9LI@E<JJ 8K K?< KFG |I@>?7K :FIE<I| %KJ

C89<C @J 8CJF @E GCB8@E >I8P K<OK I8K?<| K?8E 9FC; 9C8:B K<OK

Example
0?< KIBEJ8:K@FE ?@JKFIP =FI K?< I<GC8:<D<EK I<:<@GK 8M@; :I<8K<; FE &LCP @J M<IP 9l@<=
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"@CK<I 9P LJ<I

0?7< $@JIKFIP =@C< :8E 9< =@CKK<I<; =FI 8 IG<:@=@: LI<I[J 8:K@FEJ 0?@J D@>?K 9< LJ<=LC =FI DFE@KFI@E> G<I=FID8E:< F= E<N <DC
9< ?<CG=LC @E @;<EK@=P@E> N?F @J I<JGFEJ@9C< =FI D8C@:@FLJ 9<?8M@FI OF =@CK<I 9P LJ<I J<C<:K 8 LI<I| E8D< @E K?< ;IFG;|
$@IKFIP =@C< ?<8;<l 9CL< 8IIFN

Example
|@CC@BEK %E;LIKI@<J ?8J K?I<< LI<IJ N?F ?8M< :I<8K<; LG;8K<; FI ;<C<K<; 8::FLEK@E> KIBEJ8:K@FEJ @E @KJ I<:FI;J

LIKEKCP ?FN<M<| K?<:?<:BD8IB @E;@:8K<J EF LI<I =@CK<I ?8J 9<<E 8GGC@¥;

"@CK<I 9P 8:K@FE :8K<>FIP

OF ;@JGCS8P FECP 8:K@FEJ F= FE< :8K<>FIP J<C<:K K?< ;<J@I<; :8K<>FIP =IFD K?< FK?<I| ;IFG;FNE 9FO @E K?< $@JKFIP =@C< ?<8;<I I<

0?< K?I<< :8K<>FIP FGK@FEJ 8I<
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?8GK<| 8EB 8E; 8J?7 :FLEKJ

0?7<I< #L@;<J ;<J:1@9< 8::FLEK@E> K<:?E@HL<J =FI G?PJ@:8C :8J? 98EB 8::FLEKJ :I<;@K :8I;J 8E; FK?<I =FIDJ F= DFE<P

8EB 8E; 8J? :FLEKJ
/<K LG 8:8J? 8::FLEK

Cash accounts 8I< LJ<; KF I<:FI; :LII<EK KISEJ8:K@FEJ @EMFCM@E> 9@CCJ 8E; :F@EJ 0?7<P 8I< DSE@EK8@E<; 9P 8 9LJ@E<JJ 8J G?PJ@:
F=:8J? [FJI@9@C@K@<J @E:CL;<

U ,<KKP :8J? =LE;J
U 8J? K@CCJ

IE89C< K?« Bank and Cash Accounts K89

<=FI< PFL :8E :1<8K< 8 :8J?7 8::FLEK PFL DLJK <E89C< } Bank and Cash Accounts K89 C@ Customize 9<CFN K?< C<=K EBM@>8K@FE
G8E< :?<:B K?<9FO =FI K?< K89 8E; :C Update

5FL N@CC J<< Bank and Cash Accounts K89 8;:<; KF K?< C<=K EBM@>8K@FE G8E<

|1<8K< 8 :8J? 8::FLEK

C@:B K" Bank and Cash Accounts K89 K?<I| New Cash Account

<=@E< K?<:8J? 8::FLEK

U NameK?< 8::FLEK JF @K N@CC 9< I<:F>E@Q89C< 0?< E8D< :FLC; @E:CL;< 8 ;<J:I@GK@FE 8 JKFI<[J CF:8K@FE FI 8 :C<IB[J E8D<
U Code 8CCFNJ PFL KF J<K K?< Fl:<l @E N?@:? :8J? 8::FLEKJ 8I< C@JK<; 'EK<| 8E @EK<><I| ELD9<| %=9C8EB 8::FLEKJ N@CC ;:@J(
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8CG?89<K@:8C FI;<lI

U Currency FGK@FEJN@CC 9< 8M8@C89C< @= PFL ?8M< IRK BK-E<BUKEEHER ;<=8LCK :8J? 8::FLEKJ 8I< LE;<EFD@E8K<; LK @=
PFL JG<:@=P®)< :LII<E:P K?<P 8I< 8JJLD<; KF 9< @E PFLI 98J< :LII<E:P N?8K<M<| K?8K @J %= PFL GC8E KF LJ< DLCK@GC< :LII
FI ALJK N8EK PFLI :LII<E:P JPDOFC KF 8GG<8I FE =FIDJ 8E; I<GFIKJ J<K 8 98J< :LII<E:P 8J? 8::FLEKJ N@CC K?<E 8LKFD8K@:8CC
;<EFD@ES8K<; @E PFLI 98J< :LII<E:P LEC<JJ PFL <;@K K?@J =@<C,;

U 07?< Starting balance =@<C; 8GG<8IJ @= PFL 8I< D@>I8K@E> KF )8E8><I =IFD 8 GI<M@FLJ 8::FLEK@E> JPJK<D 8E; ?8M< J<K 8 J

U 0?<lInactive 9FO 8GG<8IlJ FECP 8=K<I 8E 8::FLEK @J :I<8K<; %K :8E 9< :?<:B<; @= K?< 8::FLEK @J :CFJ<; 8J? 8::FLEKJ :8EEFK 9
;<C<K<; =IFD )8E8><| @= K?<P ?8M< 8EP G8JK KIBEJ8:K@FEJ 9<:8LJ< ;F@E> JF NFLC; <C@D@E8K< K?< I<:FI;J F= K?FJ< KIBEJ8:I
8==<:K 8:K@M< 8C8E:< /?<<K 8::FLEKJ %=K?<9FO @J :?<:B<; K?<:8J? 8::FLEK N@CC EFK 8GG<8| @E C@JKJ =FI KISEJ8:K@FE

Receipts FI Payments KB89J 0?7<8::FLEK N@CC 9< >I<P<; FLK ( Bank and Cash Accounts K89 C@JK Edit @KKF
I<JKFI< KF 8:K@M< JK8KLJ

Example

|@CC@8EK %E;LIKI@<J ?8J FE< 9LJ@E<JJ 98EB 8::FLEK LJ<; KF I<:<@M< DFE<P =IFD :LJKFD<IJ 8E; G8P JLGGC@<IJ 8E; <I
0?<9LJ@E<JJ 8CJF ?FC;J :8J? FE ?8E; KF G8P =FI| JK8== 8D<E@K@<J 8E; FK?<| G<KKP :8J? <OG<EJ<J I@CC@8EK %E;LJKI
FE< 98EB 8::FLEK 8E; FE< :8J? 8::FLEK %K E8D<J K?< :8J? 8::FIHe#ty cash

2@<N :8J7? 8::FLEK 98C8E:<J

P ;<=8LCK 8CC :8J? 8::FLEKJ 8I< :FD9@E<; @EKF 8E 8LKFD8K@: :FEKIFC 8::FIasE@Dkand=FI 8C8E:< /?<<K I<GFIK@E>

Example
FI<IK[J $<8K@E> /<IM@:<J <JK89C@J?<J 8 G<KKP :8J? 8::FLEK KF 9LP JD8CC G8IKJ 8E; KFFCJ Cakh@id 6&mdK<; LE;<I

FO<IK :8E ;I@CC ;FNE 9P :C@:B@E> K?< 9CL< 98C8E:< KF J<< @E;@M@;L8C :8J7? 8::FLEK KISEJ8:K@FEJ
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+=:FLIJ< PFL :8E 8CJF M@<N @QE:@M@;L8C :8J? 8::FLEK 98C8E:<J ;@ Bank and Cash Accounts K89 8J7? 8::FLEKJ :8E 8CJF 9<
8JJ@>E<; KEJKFD :FEKIFC 8::FLEKJ

/<K LG 8 98EB 8::FLEK

Bank accounts 8I< JFLI:<J FI I<GFJ@QKFI@<J F= DFE<P D8S8@EK8@EX<; 9P 8 =@ES8E:@8C @QEIJK@KLK@FE F=8EP KPG< 2@IKL8CCP <M<IP
FE<98EB 8::FLEK ,FJJ@9@C@K@<J @E:CL;<

U
U
U
U

8EB 8::FLEKJ

I<;@K :8I;J

,8P,8C 8::FLEKJ

IPGKF :LII<E:P 8::FLEKJ e. g. @K F@E

IES9C< K?« Bank and Cash Accounts K89

<=FI< PFL :8E :1<8K< 8 :8J?7 8::FLEK PFL DLJK <E89C< } Bank and Cash Accounts K89 C@ Customize 9<CFN K?<C<=K EBM@>8K@FE
G8E< :?<:B K?< 9FO =FI K?< K89 8E; :( Update

5FL N@CC J<< Bank and Cash Accounts K89 8;;<; KF K?< C<=K EBM@>8K@FE G8E<

|<8K< 8 98EB 8::FLEK

C@:B K" Bank and Cash Accounts K89 K?<I| New Bank Account

<=@E< K?< 98EB 8::FLEK

NameK?< 8::FLEK JF @K N@CC 9< I<:F>E@Q89C< 0?< E8D< :FLC; @E:CL;< 8 ;<J:I@GK@FE 8 98EB[J E8D< 8 :I<;@K :8I; ;<J@>E8K(
8::FLEK ELD9<I

Code 8CCFNJ PFL KF J<K K?< FI;<| @E N?@:? 98EB 8::FLEKJ 8I< C@JK<; |EK<I 8E @EK<><| ELD9<I %=9C8EB 8::FLEKJ N@CC ;@.
8CG?89<K@:8C FI;<lI

Credit limit :8E 9< J<K <JG<:@8CCP =FI :I<;@K :8I;J 5FL :8E 8CJF LI< K?@J =@<C; KF @QE;@:8K< K?< 8DFLEK F= FM<I;I8=K GIFk

Currency FGK@FEJ N@CC 9< 8M8@C89C< @= PFL ?8M<3IRKBIKCE<BIKEEHER ;<=8LCK 98EB 8::FLEKJ 8I< LE;<EFD@ES8K<; LK @=
PFL JG<:@=P®J< :LII<E:P K?<P 8I< 8JJLD<; KF 9< @E PFLI 98J< :LII<E:P N?8K<M<| K?8K @J %= PFL GC8E KF LJ< DLCK@GC< LI
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FI ALJK N8EK PFLI :LII<E:P JPD9FC KF 8GG<8I FE =FIDJ 8E; I<GFIKJ J<K 8 98J<:LII<E:P 8EB 8::FLEKJ N@CC K?<E 8LKFD8K@:8C(
;<EFD@ES8K<; @E PFLI 98J< :LII<E:P LEC<JJ PFL <;@K K?@J =@<C,;

U Control account FGK@FEJ 8l< 8BM8@C89C< @= 8 :LJKFD :FEKIFC 8::FLEK :FDGI@J@E> 98EB 8::FLEKJ ?8J 9<<E ;<=@E<; 0?< ;<=8
8::FLEK =FI E<N 98EB 8::FLEKJ @akh at bank

U %=D@>I8K@E> KF )8E8><I =IFD 8E <8IC@<I 8::FLEK@E> JPJKcbircHlatdrBe 0?@J =@<C; FECP 8GG<#3B@-8828J
9<<E J<K

U E Inactive 9FO 8GG<8IJ 8=K<I| 8 98EB 8::FLEK ?8J 9<<E :I<8K<; %K :8E 9<:?<:B<; @= K?< 8::FLEK @J :CFJ<; 8EB 8::FLEKJ :8EEF
9< ;<C<K<; =IFD )8E8><| @= K?<P ?8M< 8EP G8JK KIBEJ8:K@FEJ 9<:8LJ< ;F@E> JF NFLC; <C@D@E8K< K?< I<:Fl;J F= K?FJ< KI8E.
8E; 8==<:K 8:K@M< 8CS8E:< /?<<K 8::FLEKJ %= K?<9FO @J :?<:B<; K?<98EB 8::FLEK N@CC EFK 8GG<8| @E C@JKJ =FI KISEJ8:K

Receipts FI Payments KB89J 0?7<8::FLEK N@CC 9< >I<P<; FLK ( Bank and Cash Accounts K89 C@JK Edit @KKF
I<JKFI< KF 8:K@M< JK8KLJ

Notes

5FL J?FLC; FECP 8;; 98EB 8::FLEKJ K?8K 9<CFE> KF K?< 9LJ@E<JJ ,<IJFES8C :I<;@K :8l;J 8E; G<IJFE8C 98EB 8::FLEKJ LJ<;
@E=I<HL<EKCP =FI 9LJ@E<JJ KISEJ8:K@FEJ J?FLC; EFK 9< 8;:<; 8] 98EB 8::FLEKJ O0ISEJ8:K@FEJ LI@E> JL:? G<IJFESC =LE
J?FLC; 9< <EK<I<; 8] <OG<EJ< :C8@DJ

Example

|@CC@BEK %E;LIKI@<J 8E LIKIBC@S8E :FDG8EP ?8J FE< 9LIJ@E<JJ 98EB 8::FLEK LJ<; KF I<:<@M< DFE<P =IFD :LJKFD<IJ
JLGGC@<IJ 8E; <DGCFP<<J 0?<9LJ@E<JJ 8CJF DS@EK8@EJ 8E 8::FLEK N@K? 8 (FE;FE 98EB =FI KISBEJ8:K@FEJ @E K?< 1E
'‘@E>;FD 0?<9LJ@E<JJ FNE<I F::8J@FE8CCP LJ<J 8 G<IJFESC :I<;@K :8I; =FI 9LI@E<JJ <OG<EJ<J I@CC@8EK %E;LIKI@<J
98EB 8::FLEKJ @QE ;@==<I<EK :LII<E:@<J

|@CC@8EK %E;LIKI@<J ;F<J EFK :1<8K< 8 98EB 8::FLEK =FI K?< G<IJFES8C :I<;@K :8l; F= K?< FNE<I 9<:8LJ< @K @J 8 G<IJFE!
8::FLEK 0?< FNE<I[J LI< F= K?< G<IJFES8C :I<;@K :8l; N@QCC 9< I<:FI;<; Expense Claims K89

2@<N 98EB 8::FLEK 98C8E:<J

P ;<=8LCK 8CC 98EB 8::FLEKJ 8I< :FD9@E<; @EKF 8E 8LKFD8K@: :FEKIFC 8::RL&st B8Dank=F| 8C8E:< /?<<K I<GFIK@E> "FI<@>E
LI<E:@<J 8I< :FEM<IK<; @EKF PFLI 98J< :LII<E:P FE K?< 8C8E:< /?<<K 8::FI;@E> KF <O:?8E>< 18K<J PFL ?8M< <EK<I<; 0?@J @J E<:<JJ8|
9FFBJ 8I< 98C8E:<; @E PFLI 98J< :LII<E:P
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Example

I@CC@E> ;FNE =Cd3h at bankFE |@CC@8EK %E;LIKI@<J[ 98C8E:< J? Summary 'G8>< J?FNJ 9FK? 98EB 8::FLEK

98C8E:<J :FEM<IK<; KF LIKIBC@8E ;FCC8IJ K?<98J< :LII<E:P %K 8CJF J?FNJ K?<@| 98C8E:<J @E K?<@I ;<EFD@ES8KK<; :LlI<
N@K? 8:KL8C EFK :C<8I<; 98C8E:<J

%K Bank Accounts K89 J?FNJ 9FK? 8::FLEKJ N@K? >I<8K<I ;<K8@C @E K?<@I| ;<EFD@ES8K<; :LII<E:@<J @E:CL;@E> G<E;@
KISBEJ8:K@FEJ 8E; :C<8I<; 98C8E:<J

|I@QCC@8EK :8E J<< @E;@M@;L8C 98EB KIBEJ8:K@QFEJ 9P ;I@CC@E> ;FNE FE 8EP F= K?< 9CL< =@>LI<J

Note
%E K7 Bank and Cash Accounts K89 PFL :8E =@E; @E=FIDS8K@FE 89FLK 8CC 98EB 8::FLEKJ <M<E @= PFL ?8M< DF;@=@<;
:?8IK F= 8::FLEKJ JF K?<P 8I< I<GFIK<; FE K?< 8C8E:< /?<<K LE:<| ;@==<I<EK :FEKIFC 8::FLEKJ

/<K LG :I<;@K :8l:J

credit card 9<CFE>@E> KF 8 9LI@E<JJ FI LJ<; <O:CLI@M<CP =FI 9LJ@E<JJ JL:? 8J 8 G<IJFES8C :I<;@K :8l; F= 8 JFC< KI8;<I GIFGI@<KFI
LG @E KNF 98J@: N8PJ @E )8E8><| 0?< FGK@FEJ 8I<

U :FEKI8 8JJ<K 8::FLEK D<8E@E> K?< :I<;@K :8l; N@CC 9< ;@JGC8RssetsfE K?< 8C8E:< /?<<K 9LK EFID8CCP N@K? 8 E<>8K@M<
M8CL< LEK@C G8@; F==
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U C@89@C@KP 8::FLEK @E;@:8K@E> K?< :FDG8EP FN<J DFE<P KF K?< :I<;@K :8I; @JJL<I
0?< KNF 8GGIF8:?<J 8I< =@E8E:@8CCP <HL@MS8C<EK JF 9FK? 8I< <HL8CCP :FlI<:K 0?@J :?F@:< @J 8 D8KK<I F= G<IJFE8C GI<=<I<E:<
|<8K< 8 :I<:@K :8I: 8::FLEK

<>8l;C<II F=N?@:? FGK@QFE N@CC 9< LJ<; K?<:I<;@K :8l; 8::FLEK DLJIK 9< :I<8K<; =@I. Bank and Cash Accounts K89 ;@K
:8l; 8::FLEK @J :FEJ@;<I<; 8 98EB 8::FLEK 9<:8LJ< @K :8E 9< LJ<; 8J 8 D<;@LD F= <0:?8E>< 8E; @J DS@EK8@E<; 9P 8 =@E8E:@8C @EJK
I8K?<| K?8E K?< 9LI@E<JJ

IEB9C< K?« Bank and Cash Accounts K89 8E; :I<8K< K?< :I<;@K :8l; 8::FLEK 8J ;<J:1@9%<I< 5FL D8P N@J? KF; :LJKFD =@<C;KF PFLI
98EB 8::FLEKJ KF I<:FI; K?@E>J C@B< 8::FLEK ELD9<IJ 8E; =@E8E:@8C @EJK@KLK@FEJ>5F8: :BEEBCI:< ELDI9<IKF D8K:? K?<D KF
8E FM<IBCC ELD9<I@E> J:?<D< =FI PFLI :?8IK F= 8::FLEKJ

0?<:I<;@K :8l; N@CC EFN 9< ;@JGC8P<; ( Bank Accounts K89 8CFE> N@K? FK?<I 98EB 8::FLEKJ <:8LJ<DFJK KISEJ8:K@FEJ N@CC GF.
K?@J 8::FLEK =IF New Payment KIBEJ8:K@FEJ K?< 8::FLEK[J 98C8E:< N@CC LJL8CCP 9< E<>8K@M< +ECP I<=LE;J FI GBPD<EKJ KF K?<
@JIL<I N@CC DFM< @KJ 98C8E:< @E 8 GFI@QK@M< ;@I<:K@FE

Example

|@CC@8EK %E;LIKI@<J ?8J FE< FI;@ES8IP 98EB 8::FLEK 8E; FE< :I<;@K :8I; *F KIBEJ8:K@FEJ 8I< G<E;@E> @QE <@K?<I 8::FL

|I@CC@B8EK ?8J EFK G8@; K?< :I<;@K :8l; @JJL<I K?< JK8K<D<EK 98C8E:< P<K K?@J DFEK? FK? 8::FLEKJ 8I< JLDD8I@QX<; (
Bank and Cash Accounts K89

Note
%= 8 :I<; @K :8I; ?8J 8 98C8E:< FN<; FE PFLI JK8IK ;8K< <EK<| K?< 98C8E:< 8J 8 E<>8K@M< ELD9«h@E K R2<ss
=@<C; /&L@J #L @kl DFI< @E=FID8K@FE 89FLK JK8IK@E> 98C8E:<J =FI 98EB 8::FLEKJ

FEKI8 8JJ<K FGK@FE

OF J<K LG K?<:I<;@K :8l; 8J 8 :FEKI8 8JJ<K 8::FLEK C<8M< K?< :FEKIFC 8::FLEK =@<C; 8K K?< ;<=8la8K BEIH@MNEPEE PFL :I<8K< @K %=
PFL ?8M< EFK P<K :I<8K<; 8EP :LIJKFD :FEKIFC 8::FLEKJ =FI 98EB 8::FLEKJ K?@J FGK@FE N@CC EFK 8GG<8I N?<E ;<=@E@E> K?< :I<;@

+E PFLI 8C8E:< /?7<<K K?< 98C8E:< F= K?< :I<;@K :8l; 8::FLEK N@CC I<;L:< K?< 98C8E:< F= K?< :FEKIEBa$h: Bt B&nk

0?< 8;M8EK8>< F= K?< :FEKI8 8JJ<K FGK@FE Summary G8>< 8E; 8C8E:</?<<K J?FN 8K 8 >C8E:< ?FN DL:? :8J? PFL ?8M< KF JG<E;
K?8K @J EFK 8CI<8;P FOC@>8K<; 0?<;@J8;MBEK8>< @J :I<;@K :8l; 98C8E:<J 8I< EFK JF M@J@9C<

(@89@C@KP FGK@FE

OF J<K LG K?<:I<;@K :8I; 8 8 C@Q89@C@KP 8::FLEK PFLMKIKSE=@IBKD :FEKIFC 8::FLEXFI 98EB 8::FLEKJ @E PFLI :?8IK F=8::FLEKJ
#@M< @K 8 ESD<CLi@d liabilities @= PFL NSEK @K KF @E:CL;< FK?<| J?FIK K<ID FOC@>8K@FEJ Gredit #atd8D< @K
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Example
I@CC@8EK %E;LIKI@<J :1<8K<J 8 :LJKFD :FEKIFC 8::F(Ekr&8Diabilities

#F 98:B KF K?< Bank and Cash Accounts K89 8E; Edit PFLI:I<;@K :8l; 8::FLEK 9P 8JJ@>E@E> @K KF K?< :LJKFD :FEKIFC 8::FLEK ALJK
1<8K<;

Example
I@CC@8EK I1<8JJ@>EJ @KJ :I<;@K :8l; KF K?< E<N :LJKFD :FEKIFC 8::FLEK

*FN K?< 98C8E:< F=PFLI :I<;@K :8I; 8::FLEK N@CC J?FN LEgkilities FE PFLI 8C8E:< /?<<K

Example
|I@CC@8EK[J 98C8E:< J?<<K I<=C<:KJ K?< 98C8E:< F= K?< :I<; @KhiitjdE;<I

Note

3?7@C< K?< :I<;@K :8l; 98C8E:< N@CC JK@CC Bank and Cash Accounts K89 8J E<>8K@M< @K N@CC 8GG<8I 8J 8 GFJ@KC(

ELDO9<I LE;<I Liabilities FE K?< Summary G8>< 9<:8LJ<Liabilities 8|< 8LKFD8K@:8CCP JLIKI8:K<;A$BEtSFE K?8K
;@JGC8P

0?7< 8;M8EK8>< F=K?< C@89@C@KP FGK@FE @J :I<;@K :8I; 98C8E Summary ‘ESBFKISE; 8C8E:< /?<<K 8J 8DFLEKJ FN<; 0?@J D8P

9< DFI< LJ<=LC @= PFL ;F EFK 8CN8PJ G8P F== K?< =LCC :I<;@K :8l; JKBK<D<EK 98C8E:< 0?7@J FGK@FE :C<8ICP J<G8I8K<J N?8K PFL ?:
N?8K PFL FN< C@89@C@K@<J 07?<;@J8;MBEK8>< @J 8 HL( Summary <0BPKP=><JK PFL ?8M< DFI< LEFOC@>8K<; :8J? @E K?< 98EB
K?8E PFL I<8CCP ;F
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018:B :C<8I<; 8E; G<E;@E> JK8KLJ F= 98EB KISBEJ8:K@FEJ

)BEP =@E8E:@8C KISEJ8:K@FEJ 8I< :FDGCHared-I9P K?< K@D< K?<P 8I< <EK<I<; @E )8E8><I| *F =LIK?<| =@E8E:@8C 8:K@QM@KP N@CC
<0O8DGC<J 8I<

U 8J? J8C<XKF :LIKFD<IJ N@K? I<:<@M<; =LE;J ?<C; @E :8J? K@CC

U 8J?7 GB8PD<EKXKF D<I:?8EKJ =IFD 8 G<KKP :8J? =LE;

U %DGFIK<; 98EB KISBEJ8:K@FEJ

U OISEJ=<IB<KN<<E :FDGS8EP 8::FLEKJI N@K?@E K?< J8D< =@E8E:@8C @EJK@QKLK@FE

+K?<1J @EMFCM< ;<C8P 9<=FI< 8CC =@E8E:@8C 8:K@M@KP @J :FDGCpé&ixdiMg8 BUBEd8: RGKIIQ@ECL ;<

?<HL<J NI@QKK<E KF JLGGC@<IJ FI <DGCFP<<J K?8K ?8M< EFK P<K 9<<E GI<J<EK<; =FI GBPD<EK
I<;@K :8l; :?81><J EFK P<K J?FN@E> FE K?< :8l; JKBK<D<EK
<:<@GKJ =IFD :LJKFD<IJ EFK P<K :<GFJ@K<; N@K? K?< 98EB

cC C C C

<GFJ@KJ KF 98EB 8::FLEKJ EFK P<K 8M8@C89C< =FI N@K?;I8N8C

U OI8EJ=<IJ 9<KN<<E 98EB 8::FLEKJ @E ;@==<I<EK @QEJK@KLK@FEJ EFK P<K =@E8C@Q<; N?<K?<| 9P :?<HL< <C<KIFE@: FIN@
D<8EJ

)BE8><I :8E <8J@CP KI8:B JK8KLJ F=98EB 8::FLEK ;<GFJ@KJ 8E; N@K?;I8N8CJ @E:CL;@E> ;8K<J F= 9FK? @E@K@8C KI8EJ8:K@FEJ 8E
:C<8I8E:< @E®Beared =@<C; 8J? 8::FLEK KIBEJ8:K@FEJ 8l< F=:FLIJ< 8CN8PJ :FDGC<K< @EJK8EKCP JF JK8KLJ @J EFK I<:Fl;<; 1J@E>
=<8KLI< PFL :8E HL@:BCP ;<K<ID@E< ?FN DL:? F= PFLI 98EB 8::FLEK =LE;J 8I< LEF9C@>8K<; K?8K @J 8:KL8CCP 8M8@C89C< KF JG<E;
:8E ;<K<ID@E< N?<K?<I| FI EFK DFE<P I<:<@M<; @J 8:KL8CCP 8::<JJ@9C<

C<8I<; KISBEJ8:K@FEJ

P ;<=8LCK 8CC E<N I<:<@GKJ 8E; GBPD<EKJ KF 98EB 8::FLE Receipts = 8E; Payments K89J 8I<:C<8I<; FE K?< ;8K< F=K?<
KIBEJ8:K@FE "FI <O8DGC< 8 I<:<@GK =IFD 8 :LJKFD<I 8LKFD8K@ @€ @2 ¥2i)date @E K?xeared =@<C,;

Note
0?7< ;8K< F= K?< KIBEJ8:K@FE @J K?< ;8K< I<:Fl:<; @E K?< GIF>18D EFK E<:<JJ8I@CP K?< ;:8K< K?< KISEJ8:K@FE @J <EK<I<;
GIF>I8D

%= ;<J@I<; K?<:C<8I8E:< ;8K< :8E 9< DF;@=@<; BrCxiKter date @E K?%eared =@<C; 8E; <EK<I 8 ;8K< DS8EL8CCP FI LI@E> K?<;8K< G@:B

0?< I<JLCK F=8CC :C<8I<; KISEJ8:K@FEJ N@CC 8GG<8thEdd#<e :FCLDE =FI 8 98EB 8::FLEK @E | Bank and Cash Accounts
K89
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,<E;@E> KISEJ8:K@FEJ

3?<E DFE<P ?8J 9<<E I<:<@MK<; 9LK G<I?8GJ EFK ;<GFJ@K<; @E K?< 98EB K?< KIBEJ8:K@FE :8E Perd8iB«4@D@C8ICP LEK@C 8 :?<HL<
?8J 9<<E GI<J<EK<; 8E; G8@; 9P K?< 98EB FI 8 :I<;@K :8l; :?8I>< @J GFJK<; KF 8 JKBK<D<EK @K :8E ReddyEEI;F K?@J J<CaK
a later date @E K?%eared =@<C; 9LK ;F EFK <EK<I 8 ;8K< 07< ;<=8LCK :FE;@K@FenNi@yCC 9<

%EK<I 8::FLEK KI8EJ=<IJ

3?<E KI8EJ=<1J 8I< D8;< 9<KN<<E 8::FLEKJ @E Inter Account Transfers K89 JK8KLJ F= 9FK? K?< FLK>F@E> 8E; @E:FD@E> C<>J F=K
KIBEJ=<I :8E 9< 8EEFK8K<; J<G8I8K<CP @=K?<P @EMFCM< 98EB 8::FLEKJ %E K?< @CCLJKISBK@FE 9<CFN 8 E@>?KCP ;Réfy@K F= :8
cash8::FLEK ?8J 9<<E I<:FIl;<; 9LK K?< 98EB KI8EJ8:K@FE N@CC EFK :C<8| LEK@C 8K C<8JK K?< =FCCFN@E> ;8P /F K?<:C<8I8E:< ;8K<"
Pending

JFE@QKFI@E> JK8KLJ

%= 8EP G<E;@E> ;<GFJ@KJ FI N@K?;I8N8CJ <O@JK K?<P N@CC 8LKFD8K@:8CCP 9< J?FNE @ Bank and Cash Accounts K89

8EB .<.FE:@C@8K@FE /K8KBEIKGIF;L:<; 8;ALIK@E> 8E 8::FLEK JK8K<D<EK =FI G<E;@E> ;<GFIJ@KJ 8E; N@K?;I8N8CJ 0?@J :8E ?<C
<EJLI< 98EB I<:FI;J D8K:? 8::FLEK@E> I<:FI;J @E )8E8><I

C<8I@E> 8 G<E;@E> KISEJ8:K@FE

+E:< 8 G<E;@E> KI8BEJ8:K@FE ?8J :C<8I<; FE K?< I<:FI;J F= K?< =@E8E:@8C @QEJK@KLK@FE ;I@CC ;FNE 9P :C@:B@E=rnd(i?x 9CL< 98C8E
deposits  Fl Pending withdrawals =FI K?< 98EB 8::FLEK @EMFCMX<; ( Bank Accounts K89 C@ Edit 9<J@;<K?<G8IK@:LC8I
KISBEJ8:K@FE
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IEK<I K?< :C<8I8E:< ;8K< /<< @CCLJIKISBK@FEJ 89FM<

%DGFIK 98EB JK8K<D<EKJ

OF JBM< K@D< PFL iBtport bank statement KISEJ8:K@FEJ @EJK<8; F= DS8ELBCCP <EK<I@E> K?<D

FNECFS; PFLI 98EB JK8K<D<EK

+=FLIJ< PFL :8E FECP ;F K?@J @= PFLI 98EB FI FK?<| =@E8E: @8C @EJK@KLK@FE 8CCFNJ PFL KF <C<:KIFE@:8CCP <OGFIK K?< JK8k
98EB[J GIF:<;LI<J =FI ;<=@E@E> 8E; ;FNECF8;@E> 8 JK8K<D<EK FI KISBEJ8:K@FE C@JK OF C@D@K I<;LE;8EK KISEJ8:K@FEJ KIP KF ;FNI
JK8K<D<EK :FM<I@E> FECP K?< G<I@F; J@E:< PFL C8JK ;FNECF8;<; FE< )8E8><I N@CC 8::<GK JK8K<D<EKJ @E K?<J< =FID8KJ

H@=
F=0
H=0
HOF
JK8

IN@

@@=
M

cC C Cc Cc cCc c c c c

%= PFLI 98EB ;F<J EFK F==<I| FE< F= K?< FK?<I| =FID8KJ PFL D8P 9< 89C< KF @DGFIK K?< JK8K<D<EK @EKF 8 JGI<8;J?<<K GIF>I8D 8E; :I
*csv =FID8K %= PFL @DGFitkKv8 =@C< )8E8><I N@CC I<:F>E@Q< FECP K?< =FCCFN@E> :FCLDEJ JF ;<C<K< 8CC FK?<IJ

U Date 9<JLI< K?<=FID8KD8K:?<J PFLI J<C<:K@FE @ Settings K89

U Reference

U Description

U Amount

Note
0?< :JM =FID8K @J K?< C<8JK I<C@89C< N@K? EF 8::<GK<; JK8E;8I; =FI 98EB JK8K<D<EKJ 1J< @K FECP @= PFLI 98EB F=:
K?< FK?<I FGK@FEJ

%DGFIK PFLI 98EB JK8K<D<EK

OF @DGFIK 8 98EB JK8K<D<EK @EKF )8E8><| >F Bank and Cash Accounts K89 K K?<9FKKFD :C@:B FE K?<
Import bank statement 9LKKFE
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5FL :8E 8CJF :C@:B FE Kr<red balance =@>LI< =FI 8 JG<:@=@: 98EB 8::FLEK @E K?< K89 Import bank statement

C@:l Choose File KF 9IFNJ< KF K?< ;FNECF8;<; JKBK<D<EK FI DF;@=@<;=@C< PFL N8EK KF @DGFIK /<C<:K K?<98EB 8::FLEK =FI N?
PFL 8l< @DGFIK@E> K?< JK8K<D<EK K?@J N@CC 9< GI<J<C<:K<; @= PFL @QE@QK@8K<; K?< @DGFIK 9P :.C@:B@E> FE K?< :C<8I<; 98C¢

C@:l Next .<M@<N K?<JLDDS8IP F= KI8EJ8:K@FEJ KF 9< @DGFIK<; 8E; ( Import :9LKKFE

Note
)BE8><I ?8J K?< 89@C@KP KF I<:F>E@Q< DFJK ;LGC@:8K< KISEJ8:K@FEJ 98J<; FE KPG< ;8K< 8E; 8DFLEK %E K?< @DGFI

89FM< )BE8><I ;F<J EFK I<:F>E@Q< 8EP ;LGC@:8K<J 8E; @DGFIKJ 8CC KISEJ8:K@FEJ $FN<M<I| @= D8EP KIBEJ8:K@FEJ ?¢
9<<E @DGFIK<; PFL D@>?K ;<:@;< KF >F 98:B KF PFLI 98EB[J GFIK8C 8E; :?8E>< G8I8D<K<IJ =F| K?< JK8K<D<EK ;FNECFS;

=K<I K?< @DGFIK @J :FDGC<K< )8E8><I I<KLIEJ PFL Bank and Cash Accounts K89 $<I< PFL N@CC J<< :FCLDEh&s#tgorized

Receipts 8E; Uncategorized Payments
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OI8EJ8:K@FEJ @E K?FJ< :FCLDEJ ?8M< EFK P<K 9<<E =@E8CCP :8K<>FI@Q<; <M<E K?FL>? K?<P D8P ?8M< 9<<E :FlI<:KCP @;<EK@=@
8E; GBPD<EK ILC<J 0?<P 8I< K<DGFI8I@CP GFJK<SKspERAse8::FLEK I@CC ;FNE 9P :C@:B@E> FE <@K?<I| =@>LI< "FI @ CCLJIKIBK@FE K
Uncategorized Receipts =@>LI< @E K?@J <O8DGC< P@<C;J

1E:8K<>FI@Q<; KISEJ8:K@FEJ :8E 9< GFJK<; KF 8GGIFGI@8K< 8::FLEKJ KNF N8PJ
U P<@K@E>
U PILC<

FIK9P < @K@E>

C@:BK" Edit 9LKKFE FE K?< C@E< =FI 8 KISBEJ8:K@FE )8EL8CCP :?FFJ< K?< GFJK@E> 8::FLEK FDGC<K< 8EP FK?<| @E=FIDSK@FE
8;; KF K?< KIBEJ8:K@FE 8E; :C Update /LGGFJI<K?<=@IJK I<:<@GK FE K?<C@JK @E K?@J <O8DGC< @J I<:F>E@QX<; 8] 8 FE< K@D< I<
=FI<@>E :LIJKFD<I LEC@B<CP KF 9LP 8>8@E

0?8K KISEJ8:K@FE @J <;@K<; 8;;@E> K?< :LIKFD<I[J E8D< 8E; J<CS#@@HEFB< 8::FLEK 0?< KI8EJ8:K@FE ;@J8GG<8IJ =IFD K?<
Uncategorized Receipts C@JK

0?< GIF:<JJ :FLC; 9< I<G<8K<; LEK@C 8CC KI8EJ8:K@FEJ 8I< :8K<>FI@Q<; LK @K D@>?K 9< 8;M8EK8><FLJ =F| =LKLI< JK8K<D<EK @DG
ILC<
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,FIK 9P ILC<

3?<E J@D@CS8I KIBEJB:K@FEJ 8I< <OG<:K<; @E K?< =LKLI< I<:<@GK FI GBPD<EK ILC<J :8E 9< ;<=@E<; KF I<:F>E@Q< 8E; GFJK K?<D 8LI
K?@J <O8DGC< @EK<I<JK @J <OG<:K<; KF 9< <8IE<; FE 8 ;<GFJ@K <IK@=@:8K< 8K *8K@FE8C 8E New Receipt Rule KRKKFE @J
C@:B<; 9<J@;< K?8K <EKIP ILC< @J ;<=@E<;

/@D@CS8ICP ILC<J 8I< ;<=@E<; =FI K?< I<D8@E@E> KIBEJ8:K@FEJ 8CC F=N?@:? 8I< <OG<:K<; KF 9< I<G<8K<; 0?<J< @E:CL;<ILC<J =F
M8I@FLJ :LIKFD<IJ GFIK<; KF¥#es8::FLEK @EK<I<JK <8IE<; FE 8 :?<:B@E> 8::FLEK GFJKx®eidst received I<M<I|J8C F= 8 G8G<I

JK8K<D<EK =<< F==<I<; 8] 8 GIFDFK@FE 9P K?< 98EB GBdKkcK&rges 8E; FE< =FI :FEKI@QILK@FEJ F= NFIB@E> :8C @R&@iKEdK ?<
earnings 8::FLEK 9P K?< FNE«I

=K<I ILC<J 8I< ;<=@E<; KI8EJ8:K@FEJ I<:F>E@QX<; 8::FI;@E> KF 8E <O@JK@E> ILC< ?8M< K?<@| K<EKBK@M< GFIK@E> 8::FLEK C@JK:
G8P<IJ 8I< 8CJF EFN C@JK<; J@E:< K?FJ< N<I< ;<=@E<; @QE K?< ILC<J

%= PFL 8I< EFK JBK@J=@<; N@K? I<JLCKJ F= PFLI IL Edit Bank Rule 9LKKFE =FI 8E 8==<:K<; KISEJ8:K@FE 8E; 8;ALIJK K?< ILC<
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3?<E 8CC KIBEJ8:K@FEJ ?8M< 9<<E K<EK8K@M<CP GFJK<; KF ;<J@I<; 8::FLEKJ :?<:B 9FO<J =FI K?FJ< PFL N8EK KF LG;8K< 8E; :C@:B
Batch Update %E DFIK JQKLBK@FEJ K?@J N@CC @E:CL;< FECP K?FJ< I<F>E@Q<; 9P ILC<J 9<:8LJ< 8EP K?8K N<I< <;@K<; DSELSC
8GG<8l @E K?< C@JK

Note

)BE8><I N@CC EFK @DGFIK G8P<I FI G8P<< @E=FID8K@FE =IFD K?< 98EB JK8K<D<EK 9<:8LJ< :FBGI=K@FE F= K?<
=@<C; IKHL@I<J ;<J@>EBK@FE F= K?< G8P<I| G#Rer&J Bupplier FI Other 8E; EF 98EB JK8K<D<EK :FEK8@EJ K?8K
@E=FIDSK@FE 07?<I<=FI< G8P<IJ G8P<<J DLJK 9< <;@K<; DS8EL8CCP FI GI<=<I89CP @E:CL;<; @E ILC<J

Caution

8EB JK8K<D<EK @DGFIKJ ?8M< K?< GFK<EK@8C KF ;LGC@:8K< KIBEJ8:K@FEJ 8CI<8;P <EK<I<; <@K?<| DBEL8CCP FI 9P G
0?<P D@>?K 8CJF <C@D@E8K< KISEJ8:K@FEJ <IIFE<FLJCP 8J ;LGC@:8K<J N?<E ;8K<J 8E; 8DFLEKJ 8I< K?< J8D< 0?7?@J :F
?8GG<E =FI <O8DGC< N?<E 8 =I<HL<EK :LIJKFD<I 9LPJ K?< J8D< K?@E> J<M<I8C K@D<J @E FE< ;8P 8E; JFD< KIBEJ8:K@F
<EK<I<; DBEL8CCP

/IFD< @DGFIK =FID8KJ FI GFFI @DGC<D<EK8K@FE F= K?<D 9P =@E8E:@8C @EJK@KLK@FEJ 8CJF ?8M< K?< GFK<EK@8
8D9@>L@K@<J N?<E KISEJ8:K@FEJ 8I< C@D@K<; KF <8ICP @E 8 DFEK? ;8PJ FI I<GI<J<EK P<81J N@K? FECP KNF ;@:

OF D@QE@D@Q< GIF9C<DJ K?FIFL>?CP I<M@<N @DGFIK<; KIBEJ8:K@FEJ N?<E K?< GIF:<JJ @J :FDGC<K< ;@K D8ELSCCF
0?< 98EB JK8K<D<EK @DGFIK =<8KLI< @J D<8EK KF J8M< K@D< @E ;8K8 <EKIP EFK JL9IJK@KLK< =FI I<>LC8I I<M@=<N 8E;

1J< DLCK@GC< .LII<E:@<J

%= PFLI 9LI@E<JJ FG<I8KrUI@E currencies K?<=@IJK JK<G KF J<K PFLI 98J<:LII<E:P "FCCFN K?< GIBEEK’@EL@;<E:< PFL
J<K PFLI 98J< :LII<E:P =FIDJ 8E; I<GFIKI N@CC @E:CL;< K?<JPD9FC =FI @K P ;<=8LCK 8CC <O@JK@E> 8::FLEKJ 8E; JL98::FLEKJ N@C
<EFD@ES8K<; @E K?< 98J< :LII<E:P

5FL :8E 8CJF ;<=@E< 8E; :LIKFD@Q< =FI<@>E :LII<E:@<J 9P =FCCFN@E> IGI@<3; LI EE PFL ?8M< J<K LG 9FK? 8 98J< :LII<E:P 8E;
8K C<8JK FE< =FI<@>E :LII<E:P PFL N@CC ?8M< K?< FGK@FE KF J<C<:K 8 :LII<E:P @E K?< =FCCFN@E> K89J

U
U
U
U
U
U
U

Bank and Cash Accounts
Expense Claims
Customers

Suppliers

Employees

Special Accounts

Journal Entries

Note
3?<E K?<=@IJK ;<EFD@EBK@FE @E 8 J<:FE; :LII<E:P @J J<K 8E 8::FIHekektfDexchange gains (losseg®J 8:K@M8K<;
BLKFDS8K@:8CCP )8E8><I LJ<J K?@J 8::FLEK KF I<:FI; >8@EJ 8E; CFJJ<J ;L< KF =CL:KL8BK@FEJ @E <0O:?8E>< I8K<J
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Example
*FIK?N@E; 018;<1J :FE;L:KJ @KJ FNE 9LI@E<JJ @E 'LIFJ LK @K ?8J J<M<I8C LIKFD<IJ FG<ISBK@E> @E FK?<I :LII<E:@<J %k
ILIFJ 8] @KJ 98J< :LII<E:P %KJ 8C8E:< /?<<K @J EFN ;<EFD@ES8K<; @E !LIFJ

OF ?8E;C< @KJ 1@K@J? :LIKFD<IJ *FIK?N@E; 018;<|J DS@EK8@EJ 8 98EB 8::FLEK @E (FE;FE ;<EFD@EB8K<; @E GFLE;J 3?7<
J<KK@E> LG K?@J 98EB 8::FLEK Bank and Cash Accounts K89 @K :?FFJ<J 8 :LII<E:P 8::FI;@E>CP

0?< Bank and Cash Accounts K89 J?FNJ K?< D8@E :FDG8EP :?<:B@E> 8::FLEK 8E; K?< (FE;FE 98EB 8::FLEK @E K?<@I
I<IG<:K@M< :LII<E:@<J

)<SBEN?@C< K’ Ssummary K89 :FEM<IKJ <M<IPK?@E> KF K?< 98J< :LII<E:P 8::FI;@E> KF <O:?8E>< 18K<J <EK<I<; @E K?<
GIF>I8D JF 8JJ<KJ :8E 9< GIFG<ICP 98C8E:<; 8>8@EJK C@89@C@K@<J 8E; <HL@KP @E 8 J@E>C< :LII<E:P

)FIK KIBEJ8:K@FEJ N@CC 8;FGK K?< :LII<E:P 8GGC@:89C< KF K?< 8::FLEK FI JL98::FLEK K?<P I<C8K< KF "FI <O8DGC< N?<E PFL J<K 8
'LI<E:P =FI 8 :LJKFD<I 8CC K?<@| @EMF@:<J :I<;@K EFK<J 8E; HLFK<J N@QCC 9< ;<EFD@E8K<; @E K?8K =FI<@>E :LII<E:P

/FD< K89J JL:? 8] Expense Claims Fl Journal Entries 8CCFN PFL KF JG<:@=P K?< =FI<@>E :LII<E:P FE 8 KISEJ8:K@FE C<M<C "FI <
LE;<l Expense Claims K?@J @J LI<=LC N?<E 8E <DGCFP<< @J KF 9< I<@D9LIJ<; @E K?< 98J< :LII<E:P 9LK K?< <OG<EJ< N8J @E:LII<;
=FI<@>E :LII<E:P

266



Manager Guides

/FD< KI8BEJ8:K@FEJ 8CJF 8CCFN PFL KF =Fl:< K?< GIF>I8D KF 8::<GK 8 DS8EL8CCP <EK<I<; =FI<@>E :LII<E:P 8DFLEK 8J 9<@E> <HL@M8C
'LIIKE:P 8DFLEK 1J@E> K?@J =<8KLI< SMF@;J :?8E><J KF K?< JK8KLJ F= I<C8K<; KISEJ8:K@FEJ 8J <0O:?8E>< I8K<J =CL:KL8K< %EJK<S;
:8LJ<; 9P <0:?8E>< I18K< :?8E><J 8I< K8B<E LG 8LKFD8K@:8CCPo@kgiK@xchange gains (losse$)..:FLEK %=K?@J @J GFJJ@9C< =FI 8 G8IK@
KIBEJ8:K@FE 8E FGK@FE8C =@<C; 8GG<8IJ =F| K2x8CKaiizBKx )8B@E> K?8K <EKIP <EJLI<J K?< J8C<J @EMF@:< N@CC I<D8@E G838
8E; E<M<I 9<:FD< FM<IG8@; %K 8CJF <EJLI<J K?< :LIJKFD<I[J 98@8Eoui@EeceivableN@CC EFK M8IP LE<OG<:K<;CP

Example

*FIK?N@E; I<:<@M<J ILIFJ @EKF 8 ILIF ;<EFD@E8K<; 98EB 8::FLEK =IFD 8 :LJKFD<I @E 'E>C8E; N?F N8J @EMF@:<; =FI
I@K@J? GFLE;J 0?< I<:<@GK =FID J?FNJ K?< 8DFLEK I<:<@M<; @E ILIFJ 9LK @E:CL;<J 8E FGK@FES8SC =@<C; N?<I< K?<

@EMF@:< 8DFLEK @E GFLE;J :8E 9< <EK<I<;

FEM<IK 8 98EB FI :8J? 8::FLEK @EKF K?< FK?<| KPG<

5FL :8E convert a bank or cash account into the other type KISEJ=<II@E> 8CC GI@FI KISEJ8:K@FEJ KF @K 8CFE> N@K? K?< 8::FLEK @KJ
D@>7K 9< E<:<JJ8IP @E K?< =FCCFN@E> :@|:LDJK8E:<J

U 0?7< 8::FLEK N8J D@J:8K<>FI@Q<; N?<E =@I1JK :I1<8K<; GI@FI KF M<IJ@FE CC 98EB 8E; :8J? 8::FLEKJ N<I< ?8E;C<; LE;<I 8 J@
Cash Accounts K89 @E <8IC@<I M<IJ@FEJ 0?< FECP ;@JK@E:K@FE N8J 8 :?<:B9FO KF @E,;@:8K< K?< 8::FLEK N8J DS@EKS8 @I
@EJK@KLK@FE

U 0?<8::FLEK N8J D@JK8B<ECP :8K<>FI@Q<; @E M<IJ@FE FI 8 C8K<I M<IJ@FE 8E; ?8J ?8; KISBEJ8:K@FEJ <EK<I<; JF @K :8EEF
<C<K<;

FEM<IK 8E 8::FLEK

#F KF K?< Bank and Cash Accounts K89 %E K?< CFEN<I |@>?K :FIE<| F= K?< J:I<< Convert

%E K?<;IFG;FNE D<EL J<C<:K K?< 8::FLEK PFL N8EK KF :FEM<IK K?<E Convert <9LKKFE

<JLCKJ F=:FEM<IJ@FE

)BE8><I N@CC KI<8K K?< :FEM<IK<; 8::FLEK 8J K?FL>? @K ?8; 8CN8PJ 9<<E K?< E<N KPG< 0I8EJ8:K@FEJ GI<KM@FLJCP <EK<I<; @E K?<
8::FLEK N@CC 8CC 9< GI<JI<IM<;
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Notes

3?<E 98EB 8::FLEKJ 8I< :FEM<IK<; KF :8J? 8::FLEKJ G<E;@E> KISBEJ8:K@QFE @E=FIDSK@FE @J EF CFE><I ;@JGC8P<; 9<:8LJ
:8J? 8::FLEK KISEJ8:K@FEJ 9P ;<=@E@K@FE :C<8l @DD<;@8K<CP $FN<M<I| G<E;@E> JK8KLJ @E=FIDSBK@FE @J EFK CF.
@J :FEM<IK<; =IFD :8J? 98:B KF 98EB K?< G<E;@E> @E=FIDSK@FE N@CC FE:< 8>8@E 9< J?FNE

LIKFD =@<C; :FEK<EK N@CC EFK 9< :8ll@<; FM<I N?<E :FEM<IK@E> 8::FLEKJ <M<E @= 9FK? KPG<J F= 8::FLEKJ ?8M< @:<
E8D<; :LIJKFD =@<C;J

%E8:K@M< 8::FLEKJ :8EEFK 9< :FEM<IK<; %= :FEM<IJ@FE @J E<:<JJ8IP K?< 8::FLEK DLJK 9< I<8:K@M8K<; =@IJK K?<E :FE
‘FEM<IK<; 8::FLEK :8E JL9J<HL<EKCP 9< @E8:K@M8K<; 8>8@E

< <@GKJ
<Fl: 8 I<:<@GK

)FE<P I<:<@M<; @E 8EP N8P 9P 8 OLIJ@E<&r @i 8 <=FI< FE< :8E 9< I<:FIl;<; 8K C<8JK FE8J? 8::FLEK FI 98EB 8::FLEKDLJK 9<
<JKBIC@J?<; C Receipts K89DLJK 8CJF 9< <E89C<;

8J@: I<:<@GKJ

+E:< 8K C<8JK FE< :8J? FI 98EB 8::FLEK <O@JKJ I<:<@GKJ 8I< I<:Fl;< Receipts K89 9P :C@:B@E New Receipt

FDGC<K< K?< <EKIP /:I<<E C8PFLK M8I@<J ;<G<E;@E> FE N?@:? FGK@FEJ 8I< :?<:B<;

U Date @J 8LKFD8K@:8CCP =@CC<; N@K? KF;8P[J ;8K< 9LK :8E 9< <;@K<;

U Reference @JFGK@FES8C 8E; D8P 9< LJ<; =FI :?<HL< ELD9<I|J 98EB :FE=@ID8K@FE ELD9<IJ FI FK?<| @EK<IE8SC J<HL<E:<J %= K
N@K?@E K?< =@<C; @J :?<:B<; )8E8><I N@CC ELD9<I K?< KIBEJ8:K@FE 8LKFD8K@:8CCP 0?< GIF>I8D N@CC J<8I:? =FI K?< ?@
8DFE> 8CC <O@JK@E> I<:<@GKJ 8E; 8;;

U Paid by @J K?<G<IJFE FI <EK@KP =IFD N?FD DFE<P @J 9<@E®ikex@BGFNJ =I<< K<OK <EKI@3ubstdider FI Supplier:8E
8CJF 9< J<C<iK<; @E N?@:? :8JrkPsy =@<C; 9<:FD<J 8 ;IFG;FNE C@JK F= GI<;<=@E<; :LIKFD<IJ FI JLGGC@<IJ 8J 8GGIFGI@8!
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Note
%= 8 :LIJKFD<I| FI ILGGC@<I| @J :?FJ<E K?< 8;;1<JJ =FI K?8K :LJKFD<I FI ILGGC@<I| N@CC 9< ;:@JGC8P<; FE K?< :FDGC
I<:<@GK =FID %K N@CC EFK ?FN<M<I| J?FN FE K?< <EKIP J:I<<E

U Receivedin ~ @J N?<I< PFL J<C<:K K?< 98EB FI :8J? 8::FLEK @EKF N?@:? K?< DFE<P @J 9<@E> I<:<@MX<;

U %=898EB 8::FLEK @J J<C<:Kwa@d =@<C;8GG<8lJ @E lhdhe same dateFl On a later date :8E 9< :?FJ<E /K8KLJ @J J<K KF
On the same date9P ;<=8LCK =F| 98EB KISEJ8:K@FEJ "FI KISEJ8:K@FEJ EFK :C<8I<; K?< J8D< ;8K< K?< :C<8I8E:< :8K< D8P 9< <EK:

EFK?<l #L@:<FM<IJ :C<8I<; 8E; GLE;:@E> KIBEJ8:K@FEJ @E >I<8K<| :<K8@C 0?7<J< =@<C:J 8Il< 89J<EK =FI:8J? 8::FLEK KI8EJ8:K(
U Description @J 8E FGK@FES8C JLDDS8IP F= K?< FM<I8CC KIBEJ8:K@FE

U Item =@<C; :8E 9< LJ<; KF <EK<I| GI<;<=@ENI<EKFIFEFE @EM<EKFIP @%<{RFL ?8M< EF GI<;<=@E<; @K<DJ K?@J =@<C; N@CC |
8GG<8I )8B@E> 8 J<C<:K@FE ?<I< N@CC Gl<=@CC J<M<I8C FK?<I =@<C;J FE K?< C@E<

U Account @J K?< 8::FLEK KF N?@:? K?< I<:<@GK N@CC 9< GFJK<;

U Description FE @E;@M@;L8C C@E< @K<DJ 8CCFNJ DFI< JG<:@=@: @E=FID8K@FE KF 9< 8;;<; 0?7@J =@<Giu@d {@JGC8P<; FEC
Description  :?<:B9FO 9<CFN K?< C@E< @K<D J @J :?<:B<;

U Qty @J N?<I< PFL <EK<I K?< HLBEK@KP F=>FF;J Fl I<IM@:<J =FI K?< C@E< @K<D %= C<=K 9C8EB K?< GIF>I18D @EK<IGI<KJ K?
=@<C; FECP 8GG<8IJ N?<EdKPsn N Qty 9FO @J :?<:B<;

U Unit price C@IKIK?<Gl@:< F=8 J@QE>C< LE@K ElQ@C;KPd C<=K 9C8EB F= K?< <EK@I< 8DFLEK =FI K?< C@E< @K<D

U TaxCode :8E 9<J<C<:K<: @= 8EP ?8M< 9<<E :<=g@E@= KRscount =@<C; :FEK8@EJ 8E 8::FLEK KF N?@:? K80 :F:<J :8E 9<
8GGC@<;

U Division 8E; Project =@<C;J8GG<8l @=8EP 8I< ;<=@EZ<; 8&0K?< J<C<:K<; @J =IFD K?< ,IF=@K 8E; (FJJ /K8K<D<EK
U E Inventory location =@<C,; 8GG<8Ih@%“<EKFIP CF:88®F€3@E<; 8E; 8E @EM<EKFIP @K<D @J J<C<:K<; =FI 8 C@E< @K<D

U Amounts are tax exclusive ‘FEKIFCJ ?FN K80<J 8I< :8C:LC8K<; ?<:B K?<9FO @= K80<J 8I< EFK @E:CL;<; @E LE@K GlI@:<J 1E
9FO @= K80<J 8I< 8CI<8;P @E:CL;<; @E LE@K Gl@:<J 0?@J :?<:B 9FO 8GGC@<J KF K?< <EK@I< KISEJ8:K@FE 0?< =FID8K F= K"
JFD<N?8K N?<E K?@J 9FO @J :?<:B<;

U 07< Column - Discount :?7<:B9FO C<KJ PFL 8GB6&feentageFI Exact amount;@J:FLEKJ

U 07?<Fixed total :?<:B9FO @J LI<=LC N?<E 8E FM<I8CC KFK8C @J 9<@E> JGC@K 9<KN<<E GFJK@E> 8::FLEKJ EP 8DFLEK 9P N
'LIIKEKCP <EK<I<; JIGC@Kd@hhlance 8GG<8lJ @E K?< =@<C; F= K?8K E8D<

U Customtheme :8E 9<:?FJ<E M8@C89C< K?<D<J 8I< J<C<:K<; @E 8 ;IFG;FNE 9FO K?8K 8GG<8lJ @= K?< 9FO @J :?<:B<;
U  Custom title :8E 9< <EKK<I<; KF D8K:? CF:8C LJ8>< EK<| K?< K@QKC< @E K?< K<OK =@<C; K?8K 8GG<8IJ @= K?< 9FO @J :?<:Bs«
U Show tax amount column ‘FEKIFCJ N?<K?<I| K8O 8DFLEKJ =FI @E;@M@;L8C C@E< @K<DJ 8I< ;@JGC8P<; FE K?< :FDGC<K<; =FID

C@:l create KF J8M<K?<I<:i<@GK 0?<:FDGC<K<; =FID :8E 9< >@M<E KF K?< G8P<I KF ;F:LD<EK K?< KI8EJ8:K@FE
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<:<@GKJ 8>8@EJK J8C<J @EMF@:<J
<:<@GKJ =IFD :LIKFD<IJ 8>8@EJK J8C<] @EMF@:<J :8E 9< <EK<I<; KNF N8PJ

U J898J@: I<i<@GK
U "IFD 8 J8C<J @EMF@:<
As a basic receipt

OF <EK<I 8 I<:<@GK 8>8@EJK 8 JG<:@=@: @ EMF& 0B K &ie K?<Customer 8E; K?<Invoice

Note
%= 8 :LJKFD<I ?8J 9<<E :?FJ<E @BEH¥P<y =@<C; K?8K :LIKFD<I N@CC 9< 8LKFD8K@:8CCP <EK<I<;

Partial receipts

3?<E I<i<@M@E> DFE<P =FI FECP G8IK F= K?< 98C8E:< ;L< FE 8 J8C<J @EMF@:< GFJK K?< KI8BEJ8:K@FE 8J 89FM< 9LK <EK<I FECP K?:
I<:<@M<; )BE8><I N@CC :I<;@K K?< G8IK@8C 8DFLEK 8>8@EJK K?< J8C<J @EMF@:< 8E; J?FN 8 I<;L:<; 98C8E.< ;L< *F FK?<I JG<:@8C J}
E<:<JJ8IP

Receipts for multiple sales invoices

3?<E I<:<@M@E> DFE<P =IFD 8 :LJKFD<I =FI DLCK@GC< J8C<J @EMF@sideC<8M3;KNE =@<C; 9C8EB )8E8><I N@CC 8CCF:8K< K?<
I<:<@GK 8>8@EJK K?< J8C<J @EMF@:< N@K? 8 98C8E:< ;L< N@K? K?< FC;<JK ;L< ;8K< =@IJK K?<E K?< E<OK FC;<JK <K: $FN<M<| @-
<J@>E8K<; =FI JG<:@=@: J8C<J @EMF@:<J 8;; C@E<J 8E; ;<J@>E8K< 8DFLEKJ =FI K?FJ< @EMF@:<J @E;@M@;L8CCP

From a sales invoice

OF I<:FI; 8 I<:<@GK N?@C< M@<N@E> 8 J8C<J @EM New Receipt E
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I<:<@GK <EKIP =FID N@CC 8GG<8l /<C<:K 8 98EB FI :8J? 8::FLEK 0?< I<D8@E;<| F= K?< =FID N@CC 9< GlI<=@CC<; N@K? @E=FIDS8K@F
8DFLEK ;L< FE K?< J8C<J @QEMF@:< %= K?< I<:<@GK @J =FI FECP G8IK F= K?< 98C8E:< ;L< <;@K K?< 8DFLEK I<:<@M<; 9P 8;ALIK@E> |

+K?<| J@OKLBK@FEJ

5FL 8I< EFK I<IKI@:K<; KF LI@E> FECP J@DGC< @QE:FD< BcEtlid FdceivableKF GFIK I<:<@GKJ "FI <O8DGC< @= DFE<P @J I<:<@M<; =
9LI@E<JJ FNE<I J<K LG LE;<I } Capital Accounts K89 J<C<:K K?< D8K:?@E> :8G@K8C 8::FLEK 8E; JL98::FLEK

%EM<EKFIP 8E; EFE @EM<EKFIP @K<DJ :8E 8CJF 9< ;@I<:KCP JFC; LI@E> I<:<@GKJ "FI DFI< @E=FIDS8K@FE FE J<CC@E> N@K?FLK J¢
HL@:;<

1J< I<:<@GK ILC<J KF :8K<>FI@Q< @DGFIK<; KISEJS8:K@FEJ

Receipt rules 8I<;<:@J@FE :1@K<I@8 PFL ;<=@E< JF )8E8><I :8E 8LKFD8K@:8CCP :8K<>FI@Q< FI GFJK I<:<@GKJ KF :FlI<:K 8::FLEKJ 8E;
PFL @DGFIK 98EB JK8K<D<EKJ ,IF:<;LI<J =FI @ DGFIK@E> JK8K<D<EKJ 8I< SHF@B<;#2® ;<

<=@E< <;@K FI;<C<K< 8 I<:<@GK ILC<

< <@GK ILC<J :8E 9< ;<=@E<; <;@K<; FI ;<C<K<; Settings K89 8=K<I| :C@:E Receipt Rules

OF ;<=@E< 8 E<N I<:<@GK ILC< New Receipt Rule 8E; :FDGC<K< K?< ;<J:I@GK@FE

U /<C<:K K?<98EB 8::FLEK KF N?@:? K?< ILC< N@CC 8GGEikk bE;siint is: +l C<8M< K?< ;<=8LCK <EipenseN?<E K?<
ILC< N@CC 8GGCP 8:IFJJ 8CC PFLI 98EB 8::FLEKJ
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U IEK<I 8EP =@ES8E:@8C J<8I:? :|@K<|@& HErxbunt is: 07<;<=8LCK @ny amount K<IEBK@M<J @E:CL;<

U EK<I 8EP ;<J:I@GK@M< J<8I:? :|@K<I@8ihdEgskcription contains: 0?@J DLJK 9< 8 C@K<I8C JKI@E> )LCK@GC< :I@K<I@8 :8E
@E:CL;<; 9P :C@:B Add line JLCK@GC< I@K<I@8 8l< <M8CL8K<; 8] 8 FFC<8E * FG<ISBK@FE D<8E@E> 8CC :I@K<I@8 DLJK 9
‘FEKB8@E<; @E K?< ;<J:I@GK@FE

U %Paid by :?FFJ<K?<<EK@KP =IFD N?@:? DFE<P @J I<:<@M<; OF ;F K?@J =@IJK J<C<:K KAss®akes| BIRpHeB | Other %=
CustomerFl Supplier @J J<C<:K<; :LIJKFD<IJ 8E; JLGGC@<IJ 8CI<8;P ;<=@E Customers Fl Suppliers K89J N@CC 9<
8M8@C89CxHE—@J J<C<:K<; K?<=@<C; @J =I<< K<OK 8E: 8EP E8D< :8E 9< <EK<l<;

U /G<:@=P K?< GFJK@Eont
U Tax Code 8E; Division :8E 9< J<C<:K<: @= 8EP ?8M< 9<<E :<=a@F8F 8GGC@:89C< 8::FLEK ?8J 9<<E :?FJ<E +K?<IN@J< K?FJ<
=@<C:J ;F EFK 8GG<S8I

U ?<:B9FO<J =FIColumn N Description 8E; Column N Qty :8LJ<:FII<IGFE;@E>=@<C;J KF 8GG<8l +K?<IN@J< K?FJ<=@<C;J 8I<
89J<EK 8J J?FNE @QE K?< @CCLJKISK@FE 89FM<

Notes

37?<E 8 :FEKIFC 8::FLEK @J J<C<:K<; JL:A8dounts receivable8E 8;;:@K@FES8C IFG;FNE =@<C; N@CC 8GG<8I| 9<J@ ;< K?<
8::FLEK =@<C; KF J<C<:K 8 JL9J@;@8IP C<;><I| JL:? 8] K?< :LIJKFD<I| %=8 JL9J@;@8IP C<;><| @J EFK J<C<:K<; KISEJ8:K@F
K?< J<8l:? :I@K<I@8 N@CC 9< GKllspekse
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Example
&FJ< BEFNJ K?< @EK<I<JK ?< <8IEJ FE 8 ;<GFJ@K <IK@=@:8K< 8K *8K@FE8C 8EB @J ;<GFJ@K<; DFEK?CP @EKF ?@J 9L.

8::FLEK 8E; @J 8CN8PJ ;<J:I@9<; @E ?@J 98EB JK8K<D<EKJ 8J !,+/%0 !.0%"% 0! %*0!.1/0 *0( *' /F ?<:1<8K<J 8

I<:<@GK ILC< KF 8LKFD8K@:8CCP GFJK 8EP |<MawmdiismEsa@dcounN@K? K?< G?18J< |,+/%0 !.0%"% 0! %*0!.!/0
*0( *KF?@J Interest received@E:FD< 8::FLEK $< KI8:BJ @E:FD< 8E; <OG<EJ<J =F| ?@J 9I8E:? F==@:<J J<G8I8K<CP LI@E

@OM@J@FEJ /F ?< D8B<J 8 D8K:?@E> J<C<:K@FE @E K?< 8GGIFGI@8K< =@<C;

C@:l create N?<E=@E@J?<; 0?<ILC<N@CC 8GG<8| @E K?< C@JK F=I< Settings <BEE K?<

OF <;@K FI ;<C<K< 8 I<i<@GK ILC< :C Edit ?9LKKFE KF K?< C<=K F= K?< ILC< ;@K 8J ;<J@I<; Update BFl:C@: Delete

<=@E< 8 I<:<@GK ILC< ;LI@E> :8K<>FI@QBK@FE

=K<| 8 98EB @DGFIK @J :FDGC<K< )8E8><I I<KLIEJ PFL Bank and Cash Accounts K89 $<I< PFL N@CC J<< 8 :FCLDE =FI

Uncategorized Receipts
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OIBEJ8:K@FEJ @E K?8K :FCLDE ?8M< EFK P<K 9<<E =@E8CCP :8K<>FI@Q<; 07<P 8I< K<DGF®I§ERGEKEKBK 2=@E< E<N
I<:<@GK ILC<J N?@C< :8K<>FI@QQ@E> K?FJI< I<:i<@GKJ :C@:B FE K2xddd9=d dPEIPS :FCLDE 0?<E:C@:B
New Receipt Rule FE K?< C@E< =FIN?@:? PFL N8EK KF ;<=@E< 8 E<N ILC<

5FL J?FLC; :I<8K< ILC<J =FI 8CC I<:<@GKJ C@B<CP KF I<:LI 9<@E> :8I<=LC EFK KF @E:CL;< @E K?< ILC<J 8EP KI8EJ8:K@FE ;<K8@CJ K
|<=<I<E:< ELD9<IJ @QEMF@:< ELD9<IJ FI ;8K<J +E:< F== KI8EJ8:K@FEJ K?8K 8I< @E=I<HL<EK J?FLC; 9< :8K<>FI@Q<; @QE;@M@;L8CCP ¢
Edit  18K?<I K?8E 9P :I<8K@E> ILC<J .<:<@GKJ PFL <;@K DS8EL8CCP N@CC ;@J8GG<8I =IFD K?< 9LCB :8K<>FI@Q8K@FE J:I<<E

+E:< PFL ?8M< 8;;<; 8CC PFLI I<:<@GK ILC<J J<C<:K 8CC KI8BEJ8:K@FEJ D8K:?<; 9P E<N ILC<J 9P :?<:B@E> K Batch Update = BB

K?< 9FKKFD CC J<C<iK<; I<:<@GKJ N@K? D8K:?@E> ILC<J N@CC 9< I<:8K<>FI@Q<; 8E; K8B<E F== K?< C@JK .<:<@GK ILC<J PFL :1<8K
K?< Settings K89 JF N?<E PFL @DGFIK 98EB JK8K<D<EKJ 8>8@E )8E8><I N@CC D8K:? E<N I<:<@GKJ KF <O@JK@E> I<:<@GK ILC<J
K@D< E<<;<; KF :8K<>FI@Q< K?<D

Caution
0?< GFJJ@9@C@KP 8CN8PJ <O@JKJ K?8K 8 I<:<@GK ILC< N@CC @E:FlI<:KCP :8K<>FI@Q< 8 KISBEJ8:K@FE N@K? LESBEK@
3?<E PFL :FDGC<K< K?< :8K<>FI@Q8K@FE GIF:<JJ I<M@<N K?< I<JLCKJ

)8B< :8J? J8C<J J<CC N@K?FLK J8C<J @EMF@:<J

cash sale F::LIJ N?<E 8 :LJKFD<I| G8PJ =FI| >FF:J FI I<IM@:<J @DD<;@8K<CP LGFE ;<C@QM<IP *F:I<;@K @J <OK<E;<; 9P K?< J<CCx<I| *F 8
I<:<@M89C< @J :I<8K<; .<IJLCK@E> I<M<EL< @J GFJK<; @DD<;@8K<CP KF 8E @E:FD< 8::FLEK 1<>8I;C<JJ F= N?<K&<IU8P<RLIEE<JII LJ<
98J@J 8::FLEK@@?<I<=FI<no sales invoice is required 0?<<EK@I< KIBEJ8:K@FE F::LIJ @E 8 J@E>C< JK<G

Note

:8J?7 J8C< ;F<J EFK E<<; KF @EMFCM< I<:<@GK F= G?PJ@:8C :8J? )FE<P :8E 9< I<:<@M<; M@8 8EP =FID F= <0:?8E>< 8E;
<GFJ@K<; @EKF <@K?<I 8:8J? FI 98EB 8::FLEK 0?<;:@JK@E>L@J?@E> =<8KLI< @J K?8K :I<;@K @J EFK <OK<E;<; 9P K?<..
LIKFD<I

8J7? J8C<J 8I< <EK<I<; @E <0O8:KCP K?< J8D< N8P 8J 8ER :EKPSB?<P J?FLC; JG<:@=@:8CCP C@JK 8EP @EM<EKFIP @K<DJ JFC; :FGPF
I<:<@GK :8E 9< >@M<E KF K?< :LJKFD<I 8] <M@;<E:< F= K?< J8C<

37<E 8:8J? J8C< @J <EK<I<; 8EP 8M8@C89C< :I<;@KJ K?< :LIJKFD<I| D8P ?8M< =IFD :I<;@K EFK<J FI I<KKLIEJ N@CC EFK 9< 8GGC@<; 07
JL:? I<;@KJ 8I< I<:Fl;<; @E :LIKFD<IJ[ JL98::FLEKJ @d&€ounts receivableN?@:? @J EFK @EMFB<; =FI :8J? J8C<J OF LJ< JL:? :38@KU 8
@EMF®@ILIK 9< LI<; @EJK<S;

3?<E 8 LIKFD<I JK8K<D<HE#&J :1<8K<; :8J? J8C<J =FI K?8K :LIKFD<I N@CC EFK 9< @E:CL;<; %= 8 :FDGC<K< I<:Fl; F=J8C<J KF 8 JG<:@=C(
@J ;<J@I<; J8C<J @EMF@:<J DLJK 8>8@E 9< LJ<;

3?<E D8EP :8J? J8C<J 8I< D8;< JL:? 8] KF N8CB @E :LJKFD<IJ @E 8 I<K8@C J?FG 8 J@E>C< I<:<@GK JLDD8I@Q@E> K?< ;8P[J J8C<J :8E
@EKF )8E8><| :8J? I<>@JK<I FI GF@EK F=J8C< JPJK<D :8E 9< LJ<; KF I<:FI; @E;@M@;L8C J8C<J @JJL< :LIKFD<I I<:<@GKJ 8E; DS8E8>
K@CC

<:Fl;: :LIKFD<I :<GFJ@KJ 8E: 8:M8E:<J
Customer deposits and advances 8I< =LE;J I<:<@M<; 9P 8 9LI@E<JJ =IFD 8 :LJKFD<I 9<=FI< K?<P ?8M< 9<<E <8IE<; 3?@C< K?< =LE;J D8P
GI<J<EK @E 8 98EB FI :8J? 8::FLEK F= K?< 9LJ@E<JJ K?<P 8I< 8:KL8CCP 9<@E> ?<C; @E KILJK =F| K?< :LJKFD<I 8E; I<GI<J<EK 8 C@89@
DLIK <M<EKL8CCP <@K?<I I<G8P FI :FEM<IK KF @E:FD< 9P :FDGC<K@FE F= K?< <:FEFD@: 8: K@M@KP =FI N?@:? K?<P 8I< @EK<E;<; /I
@E:CL;<

<GFJ@KJ 8::FDGB8EP@E> GLI:?8J< FI;<IJ =FI :LJKFD D8EL=8:KLI@E>

U
U .<<@GKJ =IFD GI<G8PD<EKJ =FI J<IM@:<J FI LKQC@K@<J KF 9< @EMF@:<; C8K<I KF K?< :LJKFD<I
U <GFI@KJ I<:<@M<; =FI :FE=@ID8K@FE F= ?FK<C I<J<IMBK@FEJ

U

C<8E@E> FI ;8D8>< ;<GFJ@KJ =FI I<EK8C GIFG<IKP I<:<@M<; =IFD K<E8EKJ
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“FLEK@E> =FI :<GFJ@KJ 8E; 8:M8E:<J
ONF <JJ<EK@8C =8:KJ DLJK 9< I<:Fl;<; =FI <M<IP ;<GFJ@K FI 8;M8E:<

U Customer N?F @J D8B@E> K?< ;<GFJ@K
U Amount ?FNDL:? @J K?< :<GFJ@K

%E )8E8><I 9FK? =8:KJ 8I< I<:FI;<; J@DLCKB8E<FLJCP N?<E K?< ;<GFJ@K FI 8;M8E:< @J I<:<@M<; OF I<:<@M< 8 ;<( Receipts KBR?<
8E; :C@:| New Receipt

FDGC<K< K?< I<:<@GK =FID 8J PFL NFLC; =FI BEREK&®GK

U 1E;<l Paidby J<C<:Kontact KPG< 8CQustomer ?FFJ< K?<:LIJKFD<I =IFD K?<;IFG;FNE D<EL 0?<:LJKFD<|D8B@E> K?<
;<GFJ@K DLJK 8CI<8;P 9P ;<=@Ex<;

U F EFKJ<C<:K 8EPK?@E> @& K2Z=@<C; <M<E @=K?<;<GFJ@K @J =FI 8E @EM<EKFIP FI EFE @EM<EKFIP @K<D

U 1E;<I Account J<C<:Kccounts receivable0?<:LJKFD<I[J JL98::FLEK N@CC 8LKFD8K@:8CCP 9< J<C<:K<; KF D8K:? K?< :LIJKFD<I
<J@>E8K<; LE;<Paid by 0?@J:?F@:<:8EEFK 9< <;@K<; /<< EFK<9<CFN

Note
%= K?< :<GFJOK @J G8@; 9P JFD<FE< FK?<| K?8E K?< :LIJKFD<I =FI N?FD K?< :<GFJ@K @dh@EKKPE<K?<
89FM< DLJK 90Other 0?<E PFL N@CC 9< 89C< KF :?FFJ< 8EP :LIJKFD<I[J JL98::FLEKtE&Quhts receivable

U (<8M< K?svoice =@<C; 9C8EB

U HLBEK@KP @J EFK IKHL@I<@EK<C; 9<:8LJ< EF @EM<EKFIP @K<DJ FI 9@CC89C< @K<DJ 8l< @EMFCM<; N@K? 8 ;<GFJ@K

<EK<| K?< KFK8C ;<GFI@KW@EK2< =@<C; $FN<M<I @=PFL N@J? <EK<I| K?<HL8EK@KP 8E; LE@K GI@:< 8E; )8E8><I N@CC
KFK8C

U Taxcode @JEFID8CCP C<=K 9C8EB 9<:8LJ< ;<GFJ@KJ FI 8;M8E:<J 8I< EFK LIL8CCP K8089C< <M<EKJ $FN<M<I ILC<J @E PFLI /
;@==<| <JG<:@8CCP @=K?<;<GFJ@K @J =FI JG<:@=@: >FF;J FI I<IM@:<J K?8K N@CC 9< ;<C@M<I<; C8K<I ?<:B N@K? 8 CF:8C
BLK?FI@KP KF 9< JLI<

1J@E> ;<GFJ@KJ 8E; 8;M8E:<J

0?< I<i<@GK N@CC EFN 9< 8;;<; KF K?< 8GGC@:89C< 98EB FI :8J? 8::FLEK[J 98C8E:<
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07< ;<GFJ@K 8CJF I<;L:<J K?< KERE@Iints receivable98C8E:< K?FL>? K?< <==<:K F=8 JG<:@=@: ;<GFJ@K N@CC GIF989CP 9< F9J:LI<; FE K
8C8E:< /?<<K 9P I<:<@M89C<J 8E; ;<GFJ@KJ =IFD FK?<I| :LJKFD<IJ OF M@<N JG<:@=@: @E=FID8K@FE 89FLK :LJKFD<I ;<GFJ@KJ PFL :
9P :C@:B@E>A<C?ounts receivableQ8C8E:< FE K? Summary G8>< 8E; CF:8K@E> K?< :LIKFD<I[J 8::Fk&ce

C@:B@E> FE K?< 98C8E:< PFL :8E J<< KISBEJ8:K@FEJ :FEKI@QILK@E> KF @K @E:CL;@E> K?< I<:<EK ;<GFJ@K

5FL :8E ;F K?< J8D< K?@E> @E Customers K89 N@K? J@D@C8I I<JLCKJ

3?<E<M<I 8 J8C<J @EMF@:< @J :I<8K<; =FI 8 :LIKFD<| 8EP 8M8@CB89C< E<K :I<;@K QEcEABKSraK&iath]dO8C8E:< N@CC 9<
8LKFD8K@:8CCP 8GGC@<; I<;L:@E> K?< 98C8E:< ;L< FE K?< E<N J8C<J @EMF@:<

Note

<GFJ@KJ 8E; 8;M8E:<J :8EEFK 9< 8GGC@<; FE J8C<J I<:FI;<; FECP M@8 :8J? I<:<@GKJ /L:? KISEJ8:K@FEJ 8I< EFK GIF:<JJ<
K?IFL>?Accounts receivableJF )8E8><I :8EEFK 8GGCP 8EP 8M8@C89C< 98C8E:< %= PFL J<CC KF 8 :LJKFD<I FE 8 :8J? 8E; :8lIIF
98J@J 9LK N@J? KF 8GGCP 8E <O@JK@E> ;<GFJ@K FI 8;M8E:< PFL DLJK :I<8K< 8 J8C<J @EMF@:< 8E; I<:<@M< DFE<P 8>
J<GB8I8K< KISEJ8:K@FEJ

"@E:; 8E; I<:F:< I<:<@GKJ

0?< D8@E J:I<<E F=K Receipts K89 @E:CL;< Find & recode 9LKKFE 8K K?< 9FKKFD KF 8JJ@JK N@K? 9LCB I<:F;@E> F= C@QE< @K<I
KISEJ8:K@FEJ KF ;@==<I<EK 8::FLEKJ FI KF 8GGCP ;@==<I<EK K80 :F;<J

0?@J =<8KLI< @J F=K<E LJ<=LC =FI GFIK@QE> |<{@KJI<=IHE-B JKEK<DHKIKGIFG<I 8::FLEKJ N?<E K?<P 8I< EFK ?8E;C<; :FlI<:KCP 9P

I<:<@GK ILC%K :8E 8CJF 9< LJ<; @E FK?<I JOKLBK@FEJ @E:CL;@E> N?<E E<N 8::FLEKJ 8I< 8;;<; 8E; PFL N8EK KF I<8CCF:8K< GI@FI I<::
E<N 8::FLEKJ
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Notes
< <@GKJ @E :8J? 8::FLEKJ 8I< EFK @E:CL;<; Find & Recode =LE:K@FE

0?< Find & recode =LE:K@FE NFIBJ 8K K?< C@E< @K<D C<M<C EFK K?< FM<I8CC KI8EJ8:K@FE C<M<C 0?@J >@M<J PF
=@E; 8E; I<:F;:< @E;@M@;L8C C@E<J FE I<:<@GKJ

Example

)BI@8ES8 9<>@EJ LI@E> )8E8><I =FI| ?<I :8K<I@E> 9LI@E<JJ GFIK@E> 8CC J8GaldsEE FB<BIFLEK FE I<:<@GKJ

/?7< @J 8CN8PJ G8@; 8K K?< <M<EK JF ;F<J EFK LJ< J8C<J @EMF@:<J =K<I J<M<I8C DFEK?J J?<I<8C@Q<J J?< :FLC; D8B<
D8IB<K@E> ;<:@J@FEJ @= ?<I J8C<J N<I< 9IFB<E ;FNE @EKF J<M<I8C :8K<>FI@<J /?< I<E8BaldsB:IHER @ E>

Business caterin@8E; :FEK@EL<J LI@E> @K =FI 9LI@E<JJ :C@<EKJ 078K K<DGFI8I@CP :?8E><J 8CC ?<I J8C<J KF K?< E<N §&
E8D< /?<8;;J Weddings8E; Private eventsKF ?<I :?8IK F= 8::FLEKJ )8I@8E8 K?<E L. Find & recode KF KIBEJ=<I

G8JK N<;;@E> 8E; GI@M8K< <M<EK J8C<J KF K?<@I E<N 8::FLEKJ C<8M@E> ?<I I<D8@E@E>9LIJ@E<JJ J8C<J @E K?< FI@
8::FLEK

"OE:@E> 8E; J<C<:K@E> I<:<@GKJ

%E K7 Receipts K89 J<C<! Find & recode C@JK F=><E<I8C C<;><| KIBEJ8:K@FEJ =FI C@E< @K<DJ FE I<:<@GKJ ;<GFJ@K<; KF 98E
8GG<8IJ

Note
<<@GK C@E< @K<DJ =FI @EM<EKFIP FI EFE @EM<EKFIP @K<DJ N@CC EFK 9< GI<J<EK<; @E K?@J C@JK 9<:8LJ< K?< 8
8I< GFJK<; 8I< ;<=@E<; N?<E K?< @K<DJ 8I< ;<=@E<; %= PFL N@J? KF I<:F;< K?<J< | Settings ?&89

"IFD K?@J C@JK J<C<K I<:<@GKJ KF 9< I<iF;<; ;@I<:KCP 9P :?<:B@E> 9FO<J @E K?< C<=K?8E; :FCLDE

<F@E>I<:<@GKJ

+E:< I<i<@GKJ KF 9< I<:F;<; 81< J<C<iK<; JIFCC KF K?< <E; F= K?< C@JK 8E; J<C<:K K?< E<N 8::FLEK %= 8 K80 :F;< 8GGC@<J :?FFJ< FE
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C@:|l Bulk Update KF I<:F;< 8CC J<C<iK<; I<:i<@GKJ KF K?< E<N 8::FLEK FI K80 :F;<

Note
080 :F;<J :8E 9< I<:F;<; N@K?FLK :?8E>@E> 8::FLEKJ

10:?8E>< @EM<EKFIP N@K? 8 I<:<@GK =FID
"FI GLIGFJ<J F= K?@J #L@;< éX¥€bhange inventory N?<E <@K?<I

U 5FL I<KLIE FE< FI DFI< GIKM@FLJCP GLI:?8J<; @EM<EKFIP @K<DJ KF 8 JLGGC@c<I 8E; I<:<@M< ;@==<I<EK @EM<EKFIP @K<DJ -
Fl

U :LIKFD<I I<KKLIEJ FE< FI DFI< GIKM@FLJCP JFC; @EM<EKFIP @K<DJ KF PFL 8E; I<:<@M<J ;@==<I<EK @EM<EKFIP @K<DJ =IFD F
8E; EF I<;@K @J @EMFCM<; @E K?< KISEJ8:K@FE 078K D<8EJ

U *<@K?<Accounts receivable=IFD 8 :LJKFD<I EFIAccounts payableKF 8 ILGGC@<I @J 8;ALJK<; 8E;
U *F:I<;@K Fl ;<9@K EFK< @J @EMFCM<;
%E FK?<I NFI;J 8Exchange F::LIJ N?<E 8CC DFM<D<EK F==LE;J 8E; @EM<EKFIP @J 8::FDGC@J?<; @E 8 J@E>C< KISEJ8:K@FE %= K?< (

<0:78E><; 8I< EFK F= <HL8C M8CL< DFM<D<EK F==LE;J :8E 9< M@8 98EB FI :8J? KISBEJ8:K@FE %= K?< :LIJKFD<I FI JLGGC@<I N@CC FN
8=K<| K?< <0:?8E>< LJ< 8 I<:<@GK =FID KF I<:Fl; K?< KISBEJ8:K@FE

Note

0<:?E@:8CCP 8E <0:?8E><:8E 9< I<:FI:<: N@K? 8 I<:<@GK FI GBPD<EK [<>81:C<JJ F= N?<K?<I| <@K?<| G8IKP KF K?< KI8EJS8:
FN<J K?< FK?<| DFE<P FI N?F FN<J DFE<P KF N?FD $FN<M<I PFLI I<:FI;J N@CC 9< <8J@<I KF LE;<IJK8E; @= PFL LJ< 8
I<:<@GK =FID N?<E K?< FK?<| G8IKP FN<J PFL DFE<P

<KLIE@E> >FF;J KF 8 ILGGC@«I

FE:<GKL8CCP <O:?8E>@E> @EM<EKFIP N@K? 8 JLGGC@<I @J <HL@M8C<EK KF PFL J<CC@E> 98:B K?< @K<D J PFL FI@Q>@ES8CCP C
8E; ILP@E> E<N @K<D J =IFD K?< JLGGC@<I %E =8:K PFL :FLC; <EK<I KNF J<G8I8K< KISBEJ8:K@FEJ LK K?<I<@J 8 J@DGC<I N8P K?8I
@;<EK@:8C I<JLCKJ

%E K7 Receipts K89 :C@:B | New Receipt

+E K?< I<:i<@GK =FID C@JK 8CC @QEM<EKFIP @K<DJ PFL 8I< I<KLIE@E> KF K?< JLGGC@<I 8E; K?<@| HLBEK@QK@<J %E:CL;< 8EP K80
K?< FI@>@EB8C J8C<
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*<OK C@JK 8CC @EM<EKFIP @K<DJ K?< JLGGC@<| @J =LIE@J?@E> @E K?< <O:B8Eass8EHK a1@ tHe &R Ka@ing money for
the replacement item(s) rather than receiving it, enter the replacement quantities as negative numbers. >8@E @E:CL;< 8EP 8GGC@:89C<
K80 :F;<

C@:l create KF I<:Fl; K?< <0O:?8E><
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Example

|I@CC@8EK %E;LIKI@<J GI<KM@FLJCP GLI:?8J<; 8 :<I8D@: K89C< C8DG =IFD I;@JFE !C<:KI@:8C /LGGCP I@CC@8EK I<8CC(
K?< NIFE> GIF;L:K 8E; N8EKJ KF <0O:?8E>< K?< C8DG =FI 8 C8DG B@K <:8LJ< K?<J< 8I< N?FC<J8C< KISEJ8:K@FEJ EF K8O ¢
8JJ<JJ<; FE 8EP GFIK@FE F= K?< KISEJ8:K@FE

J@FI KF K?< <O:?8E>< I@CC Inventory Items C@JIK I<M<8CJ @K FNEJ K89C< C8DGJ 8E; C8DG B@KJ

0?< I<:<@GK =FID @J :FDGC<K<; 8J J?FNE 9<CFN *FK< K?< E<>8K@M< HLBEK@KP =FI K?< I<GC8:<D<EK @K<D

<:8LJ< K?< I<KLIE<; @K<D @J NFIK? DFI< K?8E K?< I<GC8:<D<EK @K<D !;@JFE FN<J I@CC@8EK 3?<E K?< KIBEJ8:K@I
'FDGC<K< @EM<EKFIP HLBEK@K@<J ?8M< 9<<E 8;ALIK<; 089C< C8DGJ ?8M< ;<:I<8J<; 9P 8E; C8DG B@KJ ?8M< @E:I<8J<
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Note
%= 1<GC8:<D<EK @K<DJ 8I< NFIK? DFI< K?8E I<KLIE<; @K<DJ PFL N@CC FN< K?< JLGGC@<I 8;;@K@FE8C DFE<P 07@J N(

8 E<>8K@M< KFK8C E<>8K@M< I<:<@GK @J K?< J8D< 8J 8 GBPD<EK

LIKFD<I I<KLIEJ >FF;J

37?7<E 8 :LJKFD<I <0:?8E><J @EM<EKFIP PFL 8I< <==<:K@M<CP J<CC@E> I<GC8:<D<EK @K<DJ 8E; 9LP@E> 98:B K?< @K<DJ PFL FI@>(
GIF:<;LI< =FI I<:FI;@E> K?< KIBEJ8:K@FE @J 98J@:8CCP K?< J8D< 8J K?< FE< ;<J:I@9<; 89FM<

U IEK<I 8 E<N I<:<@GK KF <@K?<I 8 :8J? FI 98EB 8::FLEK
U !EK<II<KLIE<; @K<D J PFL I<:<@M< N@K? GFJ@K@M< HLSEK@K@<J
U !EK<I I<GC8:<D<EK @K<D J PFL GIFM@;< K?< :LIJKFD<I N@K? E<>8K@M< HLSEK@K@<J

U GRFI@QK@M< I<:<@GK KFK8C D<8EJ K?< :LJKFD<I FN<J PFL 8;;@K@FE8C DFE<P E<>8K@M< I<:<@GK KFK8C D<8EJ PFL FN< K
DFE<P

<:Fl; <8ICP G8PD<EK ;@J:FLEKJ FE I<:<@GKJ =FI| J8C<J @QEMF@:<J

E early payment discount @J 8 I<;L:K@FE F= K?< 98C8E:< ;L< FE 8 J8C<J @EMF@:< F==<I<; KF 8 :I<;@K :LIJKFD<I =FI G8PD<EK 9P 8 ;<8;C
<8IC@<I K?8E K?< I<>LC8I ;L< ;8K< 18ICP G8PD<EK ;@J:FLEKJ 8I< LIL8CCP F==<I<; KF @E:<EK@M@Q< =8JK<I| G8PD<EK 8E; D@E@D@C
I<:<@MB89C<J ,IF:<;LI<J =FI F==<I@E> <8ICP G8PD<EK ;@J:FLEKJ 8I< TNRIRLIPE@;<

Example
|I@CC@BEK %E;LIKI@<J I<>LC8ICP <OK<E;J :I<;@K KF :LIJKFD<IJ 9P @JIL@E> J8C<J @EMF@:<J E<K ;8PJ %E FK?<I NFI;J
FE <8:? E<N @EMF@:< @J ;8PJ @E K?<=LKLI< LK @K F==<IJ8 <8ICP G8PD<EK ;@J:FLEK @=:LJKFD<IJ G8P N@K?@E

I8ICP G8PD<EK ;@J:FLEKJ 8I< I<:FI;<; @E KNF JK<GJ

U IEK<I@E> K?< I<L:<; I<:<@GK
U I<BK@E> 8 :I<;@K EFK< KF 8;ALJK 8::FLEK 98C8E:<J

IEK<I@E> K?< I<:<@GK

3?<E <EK<I@E> 8 I<:<@GK =IFD 8 :LJKFD<I G8P@E> <8ICP <EK<| K?< 8DFLEK 8:KL8CCP G&@gutiB @ kaeBE; K?< :LIKFD<I[J
JL98::FLEK 8E; @EMF@:< ELD9<I F EFK 8GGCP 8EP K80 :F;< 0?< GIF>I8D N@CC EFK C<K PFL 9<:8LJ< K80 N8J 8GGC@<; FE K?< J8C<
)BE8><I N@CC 8LKFD8K@:8CCP ;<K<ID@E< N?<K?<| K?< G8PD<EK HL8C@=@<J =FI 8EP <8ICP G8PD<EK ;@J:FLEK %= JF K?<;@J:FLE
J8C<J @EMF@:<
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Example
I@CC@BEK %E;LIKI@<J I8@J<J 8 J8C<J @EMF@:< KF F9[J $8I;N8I< =FI =FI 8 CBDG B@K K80 @J8;;<; <8ICP G8PD
:@J:FLEK @J F==<I<; 0?<J8C<J @EMF@:< CFFBJ C@B< K?@J

FI[J $8I;N8I< G8PJ 9<=FI< K?< ;<8;C@E< 0?<I<:<@GK @J <EK<I<; 8J ;<J:1@9<;

)8E8><I ;<K<ID@E<J K?< G8PD<EK HL8C@=@<J =FI K?< <8ICP G8PD<EK ;@J:FLEK 8E; 8GGC@<J K?< ;@J:FLEK KF K?< J8C<

I<BK@E> K?< :I<;@K EFK<

KK?@J GF@EK K?< KI8EJ8:K@FE @J EFK P<K :FDGC<K< CK?FL>? K?< <8ICP G8PD<EK ;:@J:FLEK ?8J 9<<E I<:Fl;<; 8>8@EJK K?< J8C<.
F=Accounts receivabls8E; 8SGGC@:89C< @E:FD< 8::FLEKJ ?8M< EFK 9<<E I<;L:<; 0?8K DLJK 9< 8::FDGC@J?<; M@8 8 :I<;@K EFK<
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Note
0?< C89<BAlance due if paid by E  Z 8E; K?< 8::FDGS8EP@E> Q<IF 8DFLEK J<IM< 8J 8 I<D@E;<I K?< KISBEJ8:K@QFE @J EFK

:FDGC<K< 0?< =FID8K D8P J<<D LELJL8C 9LK K?< J8C<J @EMF@:< J?FLC; E<M<I 9< J<EK KF 8 :LJKFD<I 8K K?@J JK8><

0?< E<OK K@D< Sales Invoices K89 @J <EK<I<; 8 98EE<I| J?FNJ @QE;@:8K@E> 8K C<8JK FE< J8C<J @EMF@:< ?8J 8 G<E;@E> <8ICP (
'@J:FLEK

=K<I K?< 98EE<I @J :C@:B<; 8EP :I<;@K EFK<J I<HL@I<; =IFD G<E;@E> <8ICP G8PD<EK ;@J:FLEKJ 8I<C@J Create M@<N C@:B
Credit Notes K89 @J 8LKFD8K@:8CCP <E89C<; @= @K @J EFK 8CI<8;P EP E<:<JJ8IP :I<;@KAteKsdt8Iredei8kie=F1 K?<
LIKFD<I J @EMFCM<; 8E; K?< I<C<M8EK @E:FD< 8::FLEK J 8I< 8;ALJK<;

Example
|@CC@8EK %E;LIKI@<J :.C@:BJ K?< EFK@=@:8K@FE 98EE<I 8E; 3& JHRRBEKIUEBIE @B 8 G<E;@E> <8ICP G8PD<EK

:@J:FLEK

%K :C@ Create 8E; I<:FI,;@E> F= K?< I<:<@GK N@K? <8ICP G8PD<EK ;@J:FLEK @J :FDGC<K< 0?<=@E8C =FID F= K?< J8Cx
<C@D@E8K<J K?< I<D@E;<I K<OK ;@JGC8P@E> DFI< :FEM<EK@FE8C @E=FIDS8K@FE

Note
P :<=8LCK :@J:FLEKJ FE K?< :I<:@K EFK< 8l< GFJK<; KF K?< J8D< 8::FLEKJ 8J :FII<IGFE:@E> FI@>@E8C C@E< @K<DJ LJ

J8D< K80 :F;<J 07<J<:8E 9< <;@K<; K?FL>? K?<I< @J LILBCCP EF E<<; KF ;F JF 37<E K?<;@J:FLEK @J 8 G<I:<EK8>< 8CC (
@K<DJ 8I< ;@J:FLEK<; 9P K?8K J8D< G<Il:<EK8>< 3?<E 8 =@0<; 8DFLEK ;@J:FLEK @J @EMFCM<; C@E< @K<DJ 8I<;@J:FLI
GIFGFIK@FE8K< 8DFLEKJ
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Caution

%E DFJK ALI@J;@:K@FEJ 8E <8ICP G8PD<EK ;@J:FLEK @J :FEJ@;<I<; 8 GI@:< I<;L:K@FE 9<:8LJ< @K N8J F==<I<; 8J 8 :FE;
K?<J8C< /F KBO @J ;L< FECP FE K?< I<;L:i<; GI@:< F=>FF;J FI I<IM@:<J LK @E JFD<ALI@J;@:K@FEJ K80 D8P 9< ;L< FE k
FI@>@E8C J8C< GI@:< WE K?8K :8J< I<DFM< K?< K80 :F:< FE K?< ;:@J:FLEK<; C@E< @K<D J FE K?<:I<;@K EFK< 5FL N@
G8P@E> K?< K80 FE 9<?8C= F= PFLI :LJKFD<I 8 =8:KFI K?8K J?FLC; 9< :FEJ@;<I<; N?<E ;<K<ID@E@E> PFLI <8ICP G8PD<EI
;@J:FLEK F==<| ?<:B N@K? 8 CF:8C 8::FLEK8EK FI K80 8LK?FI@KP KF :FE=@ID N?@:? JOKLBK@FE 8GGC@<J

$8E:C< :@JI?FEFI<; :?<HL<J

dishonored cheque FI checkFI bank draft 8::FI;@E> KF CF:8C LJ8>< ?8J 9<<E GI<J<EK<; =FI GBPD<EK FI ;<GFJ@K<; @EKF 8 98EB 8::FLE
9LK I<A<:K<; Fl I<KLIE<; 9P K?< 98EB OPG@:8C I<8JFEJ @E:CL;<
U %EJL==@:@<EK =LE;J
U CFJ<;8:FLEK
U %DGIFG<I @E:FDGC<K< FI @CC<>@9C< ;I8=K@E>
U ?<HL<;I8NE FE 98EB FLKJ@ ;< K?< I<:<@M@E> 98EB[J GIF:<JJ@E> E<KNFIB
U "FI><IP

%E DFJK :8J<J 8 ;@J?FEFI<; :?<HL< ?8J 8CI<8;P 9<<E I<:FIl;<; @E )8E8><| "I<HL<EKCP K?<:?<HL< N8J 8 I<:<@GK 8>8@EJK 8E FLKJIKS8E;(
J8C<J @EMF@:< 07?I<< :FLIJ<J F=8:K@FE 8I< 8M8@C89C< 37@:? @J DFIK JL@K89C< ;<G<E;J FE J<M<I8C =8:KFIJ @E:CL;@E>

.<8JFE K?< :?<HL< N8J EFK ?FEFI<;
IFJG<:KJ =FI <M<EKL8C J8K@J=8:KFIP G8PD<EK
IF:<JJ@E> GI8:K@:<J F= PFLI 98EB

"FLEK@E> JK8E;8I;J 8E; GI8:K@:<J =FCCFN<; 9P PFLI 9LI@E<JJ

u

u

u

U (F:8C 98EB@E> I<>LC8K@FEJ

u

U 1J<F=8:IL8C FI :8J? 98J@J 8::FLEK@E>
u

%EMFCM<D<EK F= @EM<EKFIP @K<DJ @E K?< KISEJ8:K@FE
0?< K?I<< FGK@FEJ @E FI;<I F= @E:I<8J@E> :FDGC<O@KP 8I<

U (<8M< K?< :?<HL< @&nding JK8KLJ
U <C<K< K?<KIBEJ8:K@FE
U .<M<IJ< K?< KISBEJ8:K@FE

(<8M< @ending JK8KLJ

3?<E 8 :?<HL< @J ;@J?FEFI<; 9<:8LJ< F= 8E ?FE<JK D@JK8B< 8E; :8E 9< I<JLID@KK<; K?< <8J@<JK :FLIJ< F=8:K@FE @J KF C<8M< @K.
I<:<@GK <EKIP =FID N@K?@E )SE®eridBdg

=K<| N?8K<M<I| GIF9C<D GI<M<EK@E> :C<8I8E:< F= K?< :?<HL< @J I<JFCM<; 8E; K?< :?<HL< @J 8::<GK<; 9P PFLI 98EB <;@K K?< KI8EJS8:
<EK<I| K?< FGK@FEBS8C ;8K< F=:C<8I8E:<

0?@J JQKLBK@FE @J <HL@MB8C<EK KF <EK<I@E> 8 I<:<@M<; :?<HL< @EKF )8E8><| 9LK NS@K@E> J<M<I8C ;8PJ 9<=FI< 8:KL8CCP ;<GF
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Notes
0?@J FGK@FE :8EEFK 9< LJ<; @= K?< :?<HL< N8J GI<J<EK<; =FI :8J? 8E; I<:<@M<; @EKF 8 :8J? 8::FLEK 8J? 8::FLEKJ ;F EFK

@E:CL;< KISEJ8:K@FE JK8KLJ FGK@!| Receipts & Payments K89

0?@J FGK@FE :8E 9< LJ<; FECP @=

U (F:8C 98EB@E> GI8:K@:<J 8CCFN ;@J?FEFI<; :?<HL<J KF 9< I<JLARD@ KK<;
U 5FLI 98EB ;F<J EFK I<:FI; K?< ;@J?FEFI<; :?<HL< 9<=FI< IKKLIE@E> @K FI EFK@=P@E> PFL F= K?< GIF9C<D

Example

|@CC@8EK %E;LIKI@<J I<:<@M<J 8E; I<:Fl;J 8 :?<HL< =IFD (LD<E (@>?K@E> =FI 8 J8C<J @EMF@:< I@CC@8EK @DD<;@¢
<GFJ@KJ K?< :?<HL< @EKF @KJ 98EB 8::FLEK $FN<M<I| 9<:8LJ< F=8 98EB ?FC@;8P <8IC@<I ;<GFJ@KJ 9P (LD<E @EKF @
8::FLEK N<I< EFK GIF:<JJ<; 8) <OG<iK<; P :F@QE:.@;<E:<x I@CC@8EK 8E; (LD<E LIJ< K?<J8D<98EB 07<:?<HL< @J ;@J?FEFI
L<KF @QEJL==@:@<EK =LE;J LK K?<98EB @J 89C< KF ;<K<ID@E< K?< :?<HL< @J EFK >FF; 9<=FI< GIF:.<JJ@E> @K /F @K I
@J?FEFI<; :?<HL< KF |@CC@8EK N@K?FLK I<:FI;@E> @K

|I@CC@B8EK 8E; (LD<E ?8M< 8 CFE> 9LIJ@E<JJ I<CBK@FEJ?@G 8E; (LD<E 8JJLI<J I@CC@8EK[J 8::FLEK@E> JK8== K?8K =L
8MB8@C89C< 1@CC@8EK C<8M<J JK8KLJ =HP&rming: 8 GRIED @KJ K?< :?<HL< KF K?< 98EB 37?<E K?< :?<HL< :C<8IJ
JL::<JJ=LCCP I@CC@8EK LG;8K<J K?< JK8KLJ

<C<K< KI8BEJ8:K@FE

< <@M@E>8E @EMBC@; :?<HL< @J C@B< I<:<@M@E> EF G8PD<EK 8K 8CC 5FL D@>7K ;<:@;< KF ;<C<K< K?< [<:<@GK I<:Fl;@E> JL:?
<EK@I<CP 0?@J N@CC C<8M< 8B8ERcg8UBE:reCivableB] @K N8J 9<=FI< K?< I<:<@GK N8J I<:FI;<;

Notes
0?@J FGK@FE :8E J8=<CP 9< LJ<; =FI :?<HL<J GI<J<EK<; =FI :8J?

0?@J FGK@FE :8E 9< LJ<; =FI 8 :?<HL< ;<GFJ@K<; KF PFLI 98EB FECP @= K?< :?<HL< ?8J EFK 9<<E I<:Fl;<; 9P PFLI 98EB

0?7@J FGK@FE @J DFJK 8KKI8:K@M< N?<E LI@E> :8J? 98J@J 8::FLEK@E> 9<:8LJ< PFL N@CC EFK N8EK KF I<:F>E@Q< @E
EFK :FCC<iK<;

Example
|I@CC@8EK %E;LIKI@<J I<:<@M<J 8E; I<:FI;J 8 :?<HL< =IFD 8 E<N :LJKFD<I LK N?<E K?<:?<HL< @J GI<J<EK<; KF K?< 98EB
<GFJ@K K?<98EB ;<K<:KJ @K 8J 8 =FI><IP 0?<:?<HL< @J EFK GIF:<JJ<; 8EB I<>LC8K@FEJ I<HL@I< K?< 98EB KF ;<JKIFP

I@CC@8EK ;<C<K<J K?< I<:<@GK =IFD @KJ I<:FI;J "LIK?<I| @EM<JK@>8K@FE I<M<8CJ K?< :LIJKFD<| @J 98EBILGK 8E; EF C
ILI@E<JJ I@CC@8EK NI@K<J F== K?< 8JJF:@8K<; J8E&J @PDEMF@:< 8J 8

Caution

0?@J FGK@FE :8EEFK 9< LJ<; N?<E K?< :?<HL< N8J I<:<@M<; @E 8 EFE :I<;@K J8C< @E FK?<| NFI;:J N?<E EF J8C<J @EMF
@JIL<; 0?<FI@>@ES8C I<:<@GK @E JL:? :8J<J @J K?< D<:?8E@JD =FI I<:FI;@E> EFK FECP J8C<J @E:FD< @E ><E<I8C 9L
DFM<D<EK @E G8IK@:LC8Il %= K?< I<:<@GK @J ;<C<K<; @E:FD< =@>LI<J N@CC 9< @E:FlI<:K 8E; @EM<EKFIP :FLEKJ N(
1<, @K JBC< M@8 JB8C<J @EMF@:< 8 EFE :I<;@K J8C< C<8M<J EF FK?<I I<:FI; 9<J@;<J K?< I<:<@GK
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<M<I1J< KISEJ8:K@FE

0?< DFJK :FDGC<O 8E; LE=FIKLE8K<CP K?< DFJK :FDDFE FGK@FE @J I<M<IJ@E> K?< KIBEJ8:K@FE

Caution

.<M<I1J8C @J I<KHL@I<; N?<E<M<I PFLI 98EB I<:Fl;J 8 :?<HL< 9<=FI< ;@J?FEFI@E> 8E; I<M<IJ@E> @K 1EC<JJ PFL I<M<IJ< K?
FI@>@ES8C KISEJ8:K@FE PFLI I<:FI;J N@CC EFK D8K:? PFLI 98EB JK8K<D<EK C<8;@E> KF GFK<EK@8C I<:FE:@C@8K@FE
GIF9C<DJ

Reversal for credit sale

OF I<M<J< I<:<@GK F= 8 ;@J?FEFI<; :?<HL< I<:<@M<; 8>8@EJK 8 J8C<J @EMF Receipts K89 /<C<:| New Receipt

FDGC<K< K?< I<:<@GK =FID <O8:KCP 8J PFL NFLC; =FI 8E @QE:FD@E> I<:<@GK @E K?< 8DFLEK EntkPthe?<Hli<pr@kK as a
negative number FIK K?< I<M<I|J8C KF K?< J8D< :LJKFD<I JL98::FLEK 8E; J8C<J @EMF@cctuktd receivable8J K?< FI@>@ES8C I<:<@GK

Notes
'FEM<E@<EK J?FIK :LK € View 8E; Clone K?<FI@>@ES8C I<:<@GK 9LK <;@K K?< LE@K GI@:< KF 9< E<>8K@M< 9<=FI<

Create
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Example
|I@CC@8EK %E;LIKI@<J ;<GFJ@KJ 8 :?<HL< =IFD F9[J $8I;N8I< =FI JBC<KFBEME@ K< I<:<@GK 8J 9<CFN

=K<I K?<;<GFJ@K @J I<:FI;<; KF |@CC@8EK][J 8::FLEK 9P K?< 98EB K?<:?<HL< @J ;@J?FEFI<; =FI @EJL==@:@<EK =LE;J
98EB JLIKI8:KJ K?< ;<GFJ@K<; 8DFLEK =IFD 1@CC@8EK][J 8::FLEK 0?< 98EB ;F<J EFK I<KLIE K?< ;@J?FEFI<; :?<HL< =FCCF
@KJ JK8E;8I; GI8:K@:<J

|I@CC@B8EK :CFE<J K?< FI@>@ES8C 98EB I<:<@GK 8E; <;@KJ K?< :CFE< 9P D8B@E> K?< LE@K Gl@:< E<>8K@M< 8E; 8;ALJK
<;@KJ K?< ;<J: I@GK@FE KF <OGC8@E K?< KIBEJ8:K@FE
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0?< :LIKFD<I[JAccounts receivableé98C8E:< @J I<JKFI<; KF N?8K @K N8J GI@FI| KF <EKIP F= K?< ;@J?FEFI<; :?<HL<

Reversal for non-credit sale

.<:8CC K?< 8LK@FE EFK< 89FM< 89FLK N?P I<:<@GKJ =FI EFE :I<;@K J8C<J :8EEFK 9< ;<C<K<; 0?< @E=FID8K@FE FE J8C<J 8E; @EM<E
K?<P :FEK8@E DLJK 9< GI<J<IM<; 0?<P DLJK 9< I<M<lJ<; @E 8 DSEE<I| K?8K DS@EKB@EJ 8 I<:FI; F= N?8K K?< :LJKFD<I FN<J

07<I<=FI< IKM<IJ@E> 8 EFE :I<;@K J8C< =FI N?@:? K?<I< @J EF J8C<J @EMF@:< I<KHL@I<J 8 :LJKFD<I KF =( Customers <K8@®E K?<

0?<E 8 E<N I<:<@GK N@K? E<x8K@M=< <HL8C KF K?< 8DFLEK F= K?< :?<HL< :8E 9< <EK<I<; 8E; GFJK<; KF K?8K :LJKFD<I[J JL98::FLEK
F=Accounts receivable*F @EMF@:< ELD9<I| E<<:J KF 9< <EK<I<; 0?@J 8:K@FE :1<8K<J 8 I<:<@M89C< =F| K?< :LJKFD<I| ALJK 8J NFLC; ?8M:-
K?< :8J< @= 8 J8C<J @QEMF@:< ?8; FI@>@ES8CCP 9<<E @JJL<;

%E K?@J N8P @EM<EKFIP 8E; @E:FD< =@>LI<J 8I< :FlI<:KCP GI<J<IM<; %= J8K@J=8:KFIP G8PD<EK @J JL9J<HL<EKCP I<:<@M<; @K J
8>8@EMNcounts receivable=F| K?< :LIKFD<I| %= J8K@J=8:KFIP G8PD<EK @J E<M<I I<:<@M<; K?8K I<:<@M89C< DLJIK 9< NI@KK<E F==8J

$8E;C@E> 98EB =<<J =F| :@J?FEFI<; :?<HL<J

Y)FIK 98EBJ 81J<JJ =<<J N?<E :?<HL<J 8I< ;@J?FEFI<; /L:? =<<J I<GI<J<EK :FDGC<K<CP J<G8I8K< KIBEJ8:K@FEJ 9<KN<<E PFLI 9LI@E<J.
PFLI 98EB 07?<P DLJK 9< <EK<I<; 8] J<G8I8K< 98EB G8PD<EKJ ESD@E> K?< 98EB 8J G8P<< 8E; GFJK@E> K?< =<<J KF 8E 8GGIFGI@8K<
8::FLEK JL:? 8JBank fees

%= PFL 8I< 89C< KF :?8I>< K?< @JJL<| F= K?< ;@J?FEFI<; :?<HL< =FI K?< =<<J @JJL< 8 J<G8I8K< J8C<J @EMF@:< F EFK 8KK<DGK KF :F
KISBEJ8:K@FE N@K? K?< FI@>@ES8C J8C<J KISEJ8:K@FE FI 8 I<M<IJ8C

|<8K< I<:<@GKJ =IFD :LIKFD<I JK8K<D<EKJ

LI@E<JJ<J K?8K I<:<@M< DFE<P =IFD :LIJKFD<IJ :FM<I@E> J<M<I8C J8C<J @EMF@eal8keE&iptsghirectly from customer
statements /@KLBK@FEJ N?<I< K?@J :8G89@C@KP D@>7K 9< LJ<=LC @E:CL:<

U <I@QF;@: @QEMF@:@E> =FI >FF;J FI I<IM@:<J ;<C@MK<I<; ;LI@E> 8 K@D< =I8D<
U I@E>@E> ;<C@EHL<EK 8::FLEKJ LG KF ;8K<
U IEJLIQE> :FDI@EZ<; I<:<@GKJ FI GBPD<EKJ 8I< GFIK<; 8>8@EJK JG<:@=@: @EMF@:<J

2@<N K?< :LIKFD<I JKBK<D<EK
#F KF K?< Reports  K8¢

OF I<:FI; 8 I<:<@GK 8>8@EJK J<M<I8C J8C<J @EMF@:<J =IFD FE< :L. Customer Statements (Unpaid invoices)

%= E<:<JJ8IP KF :?8E>< K?< ;8K< : Set Date
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8E; :?FFJ< 9<KN<<EToday8E; Custom K?<E <EK<| K?< ;<J@I<; ;8K<

C@:l view =FIK?<;<J@I<; :LIKFD<I

FGP KF 8 I<:<@GK

3?<E K?< JK8K<D<EK 8GG<8IJ :t Copyto 8E; J<C<:KNew Receipt

I<:<@GK =FID N@CC 8GG<8| C@QIJK@E> 8CC J8C<J @EMF@:<J =FI K?< :LIJKFD<I| K?8K N<I< @E:CL:<; FE K?< JK8K<D<EK 07?< <EKIP =FI
E<:<JJ8IP 9<=FI< 9<@E> J8M<; 9P :C@ Create
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Example
*FIK?N@E; 018;<I1J ?8J 9<<E JKIL>>C@E> KF :FCC<:K FE J8C<J @QEMF@:<J =IFD 8 :LJKFD<I =FI D8EP P<8lJ :?<HL<=@E8CCF

OF J@DGC@=P I<:FI;@E> K?< I<:<@GK 8>8@EJK M8B8I@FLJ J8C<J @QEMF@:<J 8E; M<I@=P K?8K 8CC ;<C@EHL<EK @EMF@:<
*FIK?N@E; ><E<I8K<J 8 :LIKFD<I JK8K<D<EK

0?< KFK8C 98C8E:< ;L< FE K?< JK8K<D<EK D8K:?<J K?< :?<HL< JF *FIK?N@E; :FG@<J K?< JK8K<D<EK KRA8&HtNt:<@GK
receivable8E; K?< :LIKFD<I[J E8D< 8I< 8LKFD8K@:8CCP =@CC<; 8J 8l< @EMF@:< ELD9<IJ 8E; 8DFLEKJ
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3?<E K?< KI8EJ8:K@FE @J :I<8K<; K?< :LIJKFD<I[J 8::FLEK @J J<KKC<;

BPD<EKJ
<:Fl;: 8 GBPD<EK

)FE<P JG<EK @E 8EP N8P 9P 8 9LI@E<pdy@mé’ <=FI<FE<:8E 9<I<:Fl;<; 8K C<8JK FESQ8EB 8::FLEKFI :8J?7 8::FLEK DLJK 9<
<JK8I9C@J?<; C Payments KB89DLIK 8CJIF 9< <E89C<;

8J@: GBPD<EKJ

+E:< 8K C<8JK FE< 98EB FI :8J? 8::FLEK <O@JKJ G8PD<EKJ 8I< I<:Fl;<; Payments K89 9P :C@:B@E New Payment

FDGC<K< K?< <EKIP (8PFLK F= K?< <EKIP J:I<<E :?8E><J 8J FGK@FEJ 8I< J<C<:K<;
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U Date @J 8LKFD8K@:8CCP =@CC<; N@K? KF;8P[J ;8K< 9LK :8E 9< <;@K<;

U Reference @JFGK@FESC 8E; D8P 9< LJ<; =FI :?<HL< ELD9<I|J 98EB :FE=@ID8K@FE ELD9<IJ FI FK?<| @EK<IE8SC J<HL<E:<J %= K
N@K?@E K?< =@<C; @J :?<:B<; )8E8><I N@CC ELD9<I K?< KIBEJ8:K@FE 8LKFD8K@:8CCP 0?< GIF>I8D N@CC J<8I:? =FI K?< ?@
8DFE> 8CC <O@JK@E> I<:<@GKJ 8E; 8;;

U Paid from @J N?<I< PFL J<C<:K K?< 98EB FI :8J? 8::FLEK =IFD N?@:? K?< DFE<P @J 9<@E> G8@;

U %=898EB 8::FLEK @J J<C<:Kwa@d =@<C;8GG<8lJ @E lhdhe same dateFl On a later date :8E 9< :?FJ<E /K8KLJ @J J<K KF
On the same date9P ;<=8LCK =FI| 98EB KISEJ8:K@FEJ "FI KISEJ8:K@FEJ EFK :C<8I<; K?< J8D< ;:8K< K?< :C<8I8E:< ;8K< D8P 9< <EK:

EFK?<l #L@:<FM<IJ :C<8I<; 8E; GLE:@E> KI8EJ8:K@FEJ @E >I<8K<| :<K8@C 0?7<J< =@<C:J 8I< 89J<EK =FI:8J? 8::FLEK KI8EJ8:K(

U Payee @J K?< G<IJFE FI <EK@KP KF N?FD DFE<P @J 9<Ciiier &EBEHFNJ =I<< K<OK <EKI@Bubktdider FI Supplier:8E 8CJF 9<
J<C<K<; @E N?@:? :8J<HKse =@<C,; 9<:FD<J 8 ;IFG;FNE C@JK F= GI<;<=@EZ<; :LJKFD<IJ FI JLGGC@<IJ 8J 8GGIFGI@8K<

Note
%= 8 :LJKFD<I FI JILGGC@<I @J :?FJ<E K?< 8;;I<JJ =FI K?8K :LIJKFD<I FI JLGGC@<I N@CC 9< ;@JGC8P<; FE K?< :FDC
I<:<@GK =FID %K N@CC EFK ?FN<M<I J?FN FE K?< <EKIP J:I<<E
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U Description ~ @J 8E FGK@FESC JLDD8IP F= K?< FM<I8CC KIS8EJ8:K@FE

U item =@<C; :8E 9< LJ<; KF <EK<I Gl<;<=@EI<EKFIFEEFE @EM<EKFIP @%<{RFL ?8M< EF GI<;<=@E<; @K<DJ K?@J =@<C; N@CC |
8GG<8Il )8B@E> 8 J<C<:K@FE ?<I< N@CC Gl<=@CC J<M<I8C FK?<l =@<C;J FE K?< C@E<

U Account @J K?< 8::FLEK KF N?@:? K?< I<:<@GK N@CC 9< GFJK<;

U Description FE @QE;@M@;L8C C@E< @K<DJ 8CCFNJ DFI< JG<:@=@: @E=FIDSK@FE KF 9< 8;;<; 0?@J =@<Gu@d @JGC8P<; FEC
Description :?<:B9FO 9<CFN K?< C@QE< @K<D J @J :?<:B<;

U Oty @J N?<I< PFL <EK<| K?< HLBEK@KP F=>FF;J FI I<IM@:<J =FI K?< C@E< @K<D %= C<=K 9C8EB K?< GIF>I18D @EK<IGI<KJ K?
=@<C; FECP 8GG<8IJ N?<Ed{Psh N Qty 9FO @J :?<:B<;

U Unit price C@IKIK?<Gl@:< F= 8 JOE>C< LE@K E@@c; k@3 C<=K 9C8EB F= K?< <EK@I< 8DFLEK =FI K?< C@E< @K<D

U TaxCode :8E 9<J<C<:K<; @= 8EP ?8M< 9<<E ;<=a@E@= K2scount =@<C; :FEK8@EJ 8E 8::FLEK KF N?@:? K80 :F;<J :8E 9<
8GGC@<;

U Division 8E; Project =@<C;J8GG<8l @= 8EP 8I< ;<=@E<; 8&;,0K?< J<C<:K<; @J =IFD K?< ,IF=@K 8E; (FJJ /K8K<D<EK
U E Inventory location =@<C; 8GG<8Ih@+<EKFIP CF:8IBERFE€2@E<; 8E; 8E @EM<EKFIP @K<D @J J<C<:K<; =FI 8 CQE< @K<D

U Amounts are tax exclusive 'FEKIFCJ ?FN K80<J 8I< :8C:LC8K<; ?<:B K?<9FO @=K80<J 8I< EFK @E:CL;<; @E LE@K Gl@:<J 1E:
9FO @= K80<J 8I< 8CI<8;P @E:CL.<; @E LE@K Gl@:<J 0?@J :?<:B 9FO 8GGC@<J KF K?< <EK@I< KISEJ8:K@FE 0?< =FID8K F= K"
JFD<N?8K N?<E K?@J 9FO @J :?<:B<;

U 07?<Fixed total :?<:B9FO @J LI<=LC N?<E 8E FM<I8CC KFK8C @J 9<@E> JGC@K 9<KN<<E GFJK@E> 8::FLEKJ EP 8DFLEK 9P N
'LIIKEKCP <EK<I<; JIGC@Kd@hhlance 8GG<8lJ @E K?<=@<C; F= K?8K E8D<

U  Customtheme :8E 9<:?FJ<E M8@CB89C< K?<D<J 8I< J<C<:K<; @E 8 ;IFG;FNE 9FO K?8K 8GG<8lJ @= K?< 9FO @J :?<:B<;
U  Custom title :8E 9< <EKK<I<; KF D8K:? CF:8C LJ8>< !EK<| K?< K@QKC< @E K?< K<OK =@<C; K?8K 8GG<8IJ @= K?< 9FO @J :?<:B-«

C@:l create KF J8M< K?< G8PD<EK 0?<:FDGC<K<; =FID :8E 9< >@M<E KF K?< G8P<< 8J 8 I<D@KKS8E:< FI GBPD<EK 8;M@:<

,8PD<EKJ 8>8@EJK GLI:?8J< @QEMF@:<J
,8PD<EKJ KF JLGGC@<IJ 8>8@EJK GLI:?8]J< @EMF@:<J :8E 9< <EK<I<; KNF N8PJ

U J898J@: GBPD<EK
U "IFD 8 GLI:?8J< @EMF@:<
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As a basic payment

OF <EK<I 8 G8PD<EK 8>8@EJK 8 JG<:@=@: GLI:?8J< @EMF@ccoGm3p@ieE-K?<Supplier 8E; K?<Invoice

Note
%= 8 JLGGC@<I ?8J 9<<E :?FI<E @E=KZ=@<C; K?8K JLGGC@<I N@CC 9< 8LKFD8K@:8CCP <EK<I<;

Partial payments

3?<E G8P@E> FECP G8IK F= K?< 98C8E:< ;L< FE 8 GLI:?8J< @QEMF@:< 8CCF:8K< K?< KISEJ8:K@FE <O8:KCP 8J 89FM< 9LK <EK<I| FECP k
8:KL8CCP G8@; )8E8><I N@CC 8GGCP K?< G8IK@8C 8DFLEK 8>8@EJK K?< GLI:?8J< @EMF@:< 8E; J?FN 8 I<;L:<; 98C8E:< ;L< *F FK?<I J
8I< E<:<JJ8IP

Payments for multiple purchase invoices

3?<E G8P@E> 8 ILGGC@<I =FI DLCK@GC< GLI:?8J< @EMF@uside CSEVG;IKPE 9FO 9CB8EB )8E8><I N@CC 8CCF:8K< K?< G8PD<EK 8>8@E.
K?< GLI:?8J< @QEMF@:< N@K? 8 98C8E:< ;L< K?8K ?8J K?< FC;<JK ;L< ;8K< =@IJK K?<E K?< E<OK FC;<JK <K: $FN<M<I| @= K?< G8PD<EI
=FI JG<:@=@: GLI:?8J< @QEMF@:<J 8;; C@E<J 8E; ;<J@>E8K< 8DFLEKJ =FI K?FJ< @EMF@:<J @QE;@M@;L8CCP

From a purchase invoice

OF I<:FI; 8 GBPD<EK N?@C< M@<N@E> 8 GLI:?8J< @EMF( New Payment

G8PD<EK <EKIP =FID N@CC 8GG<8I /<C<:K 8 98EB FI:8J? 8::FLEK 0?<I<D8@E;<I| F= K?< =FID N@CC 9< GI<=@CC<; N@K? @E=FID8K@
=LCC 8DFLEK ;L< FE K?< GLI:?8J< @QEMF@:< %= K?< G8PD<EK @J =FI FECP G8IK F= K?< 98C8E:< ;L< <;@K K?< 8DFLEK G8@; 9P 8;ALJK

+K?<| J@OKLSK@FEJ

5FL 8I< EFK I<IKI@:K<; KF LI@E> FECP J@DGC< <OG<EJ<AcdtLEkS)peyableKF GFIJK G8PD<EKJ "FI <O8DGC< @= DFE<P @J G8@; KF 8
ILI@E<JJ FNE<I J<K LG LE;<I'} Capital Accounts K89 J<C<:K K?< D8K:?@E> :8G@K8C 8::FLEK 8E; JL98::FLEK

%=8@0<; 8JJ<K @J GLI:?RI<;KIBEJ8:K@FE :8E 9< 8CCF:8K<; 8] 9<CFN

IDGCFP<<J 8I< G8@; 9P 8CCF:8K@E> G8PIFCC 8DFLEKJ 8J =FCCFNJ

%EM<EKFIP 8E; EFE @EM<EKFIP @K<DJ :8E 8CJF 9< ;@I<:KCP GLI:?8J<; LI@E> G8PD<EK =FIDJ "FI DFI< @E=FIDS8K@FE FE 9LP@E> N
@EMF@:<J J<<KT@d
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1J< G8PD<EK ILC<J KF :8K<>FI@Q< @DGFIK<; KISEJ8:K@FEJ

Payment rules 8I< ;<:@J@FE :I@K<I@8 PFL ;<=@E< JF )8E8><I :8E 8LKFD8K@:8CCP :8K<>FI@Q< FI GFJK G8PD<EKJ KF :FlI<:K 8::FLEKJ 8l
N?<E PFL @DGFIK 98EB JK8K<D<EKJ ,IF:<;LI<J =FI @ DGFIK@E> JK8K<D<EKJ 8l< SEH@< #Q& ;<

<=@E< <;@K FIl;<C<K< 8 G8PD<EK ILC<

,8PD<EK ILC<J :8E 9< ;<=@E<; <;@K<; Fl ;<C<K<; € Settings K89 8=K<I| :C@:E Payment Rules

OF ;<=@E< 8 E<N G8PD<EK ILC< New Payment Rule 8E; :FDGC<K< K?< ;<J:I@GK@FE

U /<C<:K K?< 98EB 8::FLEK KF N?@:? K?< ILC< N@CC 8GGaikk bEgsdint is: +l C<8M< K?< ;<=8LCK <EipenseN?<E K?<
ILC< N@CC 8GGCP 8:1FJJ 8CC PFLI 98EB 8::FLEKJ

U !'EK<I 8EP =@EBE:@8C J<8I:? :|@K<I@&HEdunt is: 0?<;<=8LCK @ny amount K<IEBK@M<J @E:CL;<

U !EK<I 8EP ;<J:I@GK@M< J<8I:? :|@K<I@BubhdEgskcription contains: 0?@J DLJK 9< 8 C@K<I8C JKI@E> )LCK@GC< :I@K<I@8 :8E
@E:CL;<; 9P :C@:B Add line JLCK@GC< I@K<I@8 8I< <M8CL8K<; 8] 8 FFC<8E * FG<ISBK@FE D<8E@E> 8CC :I@K<I@8 DLIK 9

'FEKB@E<; @E K?< ;<J:I@GK@FE

U ?FFJ< K?<Payee @EMFCM<; @E K?< KI8BEJ8:K@FE OF ;F K?@J =@IJK J<C<:K Kys@Brer<Kip@ieBF| Other %EustomerFlI
Supplier @J J<C<:K<; :LIKFD<IJ 8E; JLGGC@<IJ 8CI<8;P ;<=@E Customers Fl Suppliers K89J N@CC 9< 8M8@ Cae€r<aPh=

J<C<iK<; K?<=@<C; @J =I<k< K<OK 8E; 8EP E8D< :8E 9< <EK<I<;
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U /G<:@=P K?< GFJKx@kmnt

U Tax Code 8E; Division :8E 9<J<C<:K<; @= 8EP ?8M< 9<<E ;<=a@iE8F 8GGC@:89C< 8::FLEK ?8J 9<<E :?FJ<E +K?<IN@J< K?FJ<
=@<C:;J ;F EFK 8GG<S8I

U ?<:B9FO<J =FIColumn N Description 8E; Column N Qty :8LJ<:FlI<IJGFE;@E>=@<C;J KF 8GG<8| +K?<IN@J< K?FJ<=@<C;J 8I<
89J<EK 8J J?FNE @QE K?< @CCLJKISK@FE 89FM<

C@:l Create

Notes

3?<E 8 :FEKIFC 8::FLEK @J J<C<:K<; JL:’A8dounts payable 8E 8;;@K@FES8C ;IFG;FNE =@<C; N@CC 8GG<8I 9<J@;< K?< 8::FLE}
=@<C; KF J<C<:K 8 JL9J@;@8IP C<;><| JL:? 8J K?< ILGGC@<I| %=8JL9J@;@8IP C<;><| @J EFK J<C<:K<; KISEJ8:K@FEJ =@
1@K<I@8 N@CC 9< GFRIispetise

Example

4L.8E J<<J K?8K @EK<IESBK@FE8C N@I< KI8EJ=<I| =<<J 8CN8PJ J?FN K?< J8D< N8P @E ?<I 98EB JK8K<D<EKJ /F J?< :I1<8K<J ¢
ILC< ;@I<:K@E> 8CC G8PD<EKJ a\inAlisiness accountFEKS@E@EB INTL TRAN FEBRE K?<@! ;<J:1@GK@FEJ KF 9<
BK<>FI@Q<; LE;<I ?dBank charges<OG<EJ< 8::FLEK /L:? KISBEJ8:K@FEJ 8I< EFK K8O89C< @E 4L8E[J ALI@J;@ .- K@FE

N?<E =@E@J?<; 0?<ILC<N@CC 8GG<8l @E K?< C@JK F= G8F sSettings JKB¥ K?<
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OF <;@K FI ;<C<K< 8 G8PD<EK ILC< :C( Edit <OLKKFE 9<J@;<K?<ILC< ;@K 8J ;<J@I<; 8E Update FI:C@: Delete

<=@E< 8 G8PD<EK ILC< ;LI@E> :8K<>FI@Q8K@FE

=K<I 8 98EB @DGFIK @J :FDGC<K< )8E8><I I<KLIEJ PFL Bank and Cash Accounts K89 $<I< PFL N@CC J<< 8 :FCLDE =FlI

Uncategorized Payments

OISEJ8:K@FEJ @E K?8K :FCLDE ?8M< EFK P<K 9<<E =@E8CCP :8K<>FI@Q<; 07<P 8I< K<DGFRI¢pERBEKEKPKX=@E< E<N
G8PD<EK ILC<J N?@C< :BK<>FI@Q@E> K?FJ< G8PD<EKJ :C@:B FE K?<rELBY=Iz@ P K?sents :FCLDE 0?<E :C@:B
New Payment Rule FE K?< C@E< =FI N?@:? PFL N8EK KF ;<=@E< 8 E<N ILC<

S5FL J?FLC; :1<8K< ILC<J =FI 8CC G8PD<EKJ C@B<CP KF I<:LI 9<@E> :8I<=LC EFK KF @E:CL;< @E K?< ILC<J 8EP KI8EJ8:K@FE ;<K8@CJ |
8J I<=<I<E:< ELD9<IJ @EMF@:< ELD9<IJ FI ;8K<J +E:< F==KI8EJ8:K@FEJ K?8K 8l< @E=I<HL<EK J?FLC; 9< :8K<>FI@Q<; @E;@M@;L8CC
Edit I8K?<I| K?8E 9P :I<8K@E> ILC<J ,8PD<EKJ PFL <;@K DS8EL8CCP N@CC ;@J8GG<8I =IFD K?< 9LCB :8K<>FI@Q8K@FE J:I<<E

+E:< PFL ?8M< 8;;<; 8CC PFLI GBPD<EK ILC<J J<C<:K 8CC KI8BEJ8:K@FEJ D8K:?<; 9P E<N ILC<J 9P :?<:B@E> K7 Batch Update 28K
K?<9FKKFD CC J<C<:K<; GBPD<EKJ N@K? D8K:?@E> ILC<J N@CC 9< I<:8K<>FI@Q<; 8E; KBB<E F== K?< C@JK ,8PD<EK ILC<J PFL :I<8l
K?< Settings K89 JF N?<E PFL @DGFIK 98EB JK8K<D<EKJ 8>8@E )8E8><I N@CC D8K:? E<N G8PD<EKJ KF <O@JK@E> G8PD<EK ILC<
K@D< E<<;<; KF :8K<>FI@Q< K?<D

Caution
0?< GFJJ@9@C@KP 8CN8PJ <O@JKJ K?8K 8 GBPD<EK ILC< N@CC @E:FIlI<:KCP :8K<>FI@Q< 8 KIBEJ8:K@FE N@K? LEBEK(
3?7<E PFL :FDGC<K< K?< :8K<>FI@Q8K@FE GIF:<JJ I<M@<N K?< I<JLCKJ

)8B< :8J? GLI:?8J<J GLI:?8J< N@K?FLK GLI:?8J< @EMF@:<J

cash purchase F::LIJ N?<E 8 9LI@E<JJ G8PJ =FI >FF;J FI I<IM@:<J @DD<;@8K<CP LGFE FI;<I@E> FI ;<C@M<IP *F :I<;@K @J <OK<E;<; ¢
JLGGC@<I *F 8::FLEK G8P89C< @J :I<8K<; 0?< I<JLCK@E> <OG<EJ< @J GFJK<; @DD<;@8K<CP KF 8E <OG<EJ< 8::FLEK [<>81;C<JJ F= N
ILI@E<JJ LI&ZILBC FI :8J7 98J@J 8::FLEK@E&?<I<=FI<no purchase invoice is required 0?7<<EK@I< KIBEJ8:K@FE F::LIJ @E 8 J@E>C< JK<C

Note
:8J? GLI:?8J< ;F<J EFK E<<; KF 9< G8@; @E G?PJ@:8C :8J? %K :8E 9< G8@; M@8 8EP =FID F=<0:?8E>< %KJ ;@JK@E>L@.
=<8KLI< @J K?8K :I<;@K N8J EFK <OK<E;<; 9P K?< JLGGC@«I

8J7? GLI:?8J<J 8I< <EK<I<; @E <O8:KCP K?< J8D< N8P 8J SERFRPB4EKO?<P J?FLC; JG<:@=@:8CCP C@JK 8EP @EM<EKFIP @K<DJ GLI:?8.

3?<E 8:8J? GLI:?8J< @J <EK<I<; 8EP 8M8@CB89C< :I<;@KJ PFL D8P ?8M< N@K? K?< JLGGC@<I =IFD ;<9@K EFK<J FI I<KLIEJ N@CC EFK"
9<:8LJ< JL:? :I<;@KJ 8I< I<:Fl;<; @E JLGGC@<IJ[ JL98::FLEKda@hts payable N?@:? @J EFK @EMFB<; =FI :8J? GLI:?8J<J OF LJ<JL:?
I<;@KJ &LI1?8)< @EMFBLIK 9< <EK<I<; @EJK<S;
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3?<E 8 JLGGC@<| JK8K<@EKSBK<; :8J7 GLI:?8J<J =IFD K?8K JLGGC@<I N@CC EFK 9< @E:CL;<; %= 8 :FDGC<K< I<:Fl; F= GLI:?8J<J =IFLC
JG<:@=@: JLGGC@<I @J ;<J@I<; GLI:?8)J< @EMF@:<J DLIK 8>8@E 9< LJ<;

<Fl; ILGGC@<I ;<GFJ@KJ 8E; 8;M8E:<J

Supplier deposits and advances 8I<=LE;J G8@; 9P 8 9LIJ@E<JJ KF 8 JLGGC@<I 9<=FI< K?<P ?8M< 9<<E <8IE<; 3?7@C<K?<=LE;JD8P 9< @
JLGGC@<I[J ?8E;J K?<P 8I< 8:KL8CCP 9<@E> ?<C; @E KILJK =FI K?< 9LJ@E<JJ K?8K G8PJ K?< ;<GFJ@K 8E; I<GI<J<EK 8 C@89@C@KP
<M<EKL8CCP <@K?<I| I<G8P F| :FEM<IK KF @QE:FD< 9P :FDGC<K@FE F=K?< <:FEFD@: 8:K@QM@KP =FI N?@:? K?<P 8I< @EK<E;<; /FD< <(

U <GFJ@KJ 8::FDGBEP@E> GLI:?8J< FI;<IJ =FI :LJKFD D8EL=8:KLI@QE>
U ,I<KG8PD<EKJ =FI J<IM@:<J FI LK@C@K@<J KF 9< @EMF@:<; C8K<I 9P K?< JLGGC@<I

U <GFJ@KJKF ?FK<CJ =FI :FE=@ID8K@FE F= I<J<IMBK@FEJ
U <GFJ@KJ KF C8E;CFl;J 9P K<EBEKJ F= I<EK8C GIFG<IKP =FI| :C<8E@E> FI GFK<EK@8C ;8D8><J

FLEK@E> =FI :<GFJ@KJ 8E: 8:M8E:<J
ONF <JIJ<EK@8C =8:KJ DLJK 9< I<:Fl:<; =FI <M<IP ;<GFJ@K

U Supplier N?F @J I<:<@M@E> K?< ;<GFJ@K
U Amount ?FNDL:? @J K?< ;<GFJ@K

%E )8E8><I 9FK? =8:KJ 8I< I<:FI;<; J@DLCKBE<FLJCP N?<E K?< ;<GFJ@K FI 8;M8E:< @J G8@; FLK OF I<:FI; GBPD<EK F=8 ;<GFJ@K >F K
Payments K89 /<C<:l New Payment

FDGC<K< K?< G8PD<EK =FID 8J PFL NFLC,; =FI 8EP ERPLI<EK

U 1E;<I Payee J<C<:Kontact KPG< 83upplier ?FFJ< K?<JLGGC@<I =IFD K?<;IFG;FNE D<EL 0?<JLGGC@<I KF N?FD PFL 8I<
DB8B@E> K?< :<GFJ@K DLJK 8CI<8;P 9P :<=@E<;

U FEFKJ<C<:K 8EPK?@E> @& K2=@<C; <M<E @=K?< ;<GFJ@K @J =FI 8E @EM<EKFIP FI EFE @EM<EKFIP @K<D

U 1E;<l Account J<C<:Kccounts payable0?<JLGGC@<I[JJL98::FLEK N@CC S8LKFD8K@:8CCP 9< J<C<:K<; KF D8K:? K?< JLGGC@xI ;:
LE;<l Payee 0?@J:?F@:<:8EEFK 9< <;@K<; /<< EFK<9<CFN

Note
%= K?< :<GFIJ@K @J G8@; KF JFD<FE< FK?<| K?8E K?< JLGGC@<I =FI N?FD K?< :<GFJ@#&n@: @XIEGE;<; K?<
89FM< DLJK 90ther 0?<E PFL N@CC 9< 89C< KF :?FFJ< 8EP JLGGC@<I[J JL98::FAEtOURizx=payable
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U (<8M< K?¢voice =@<C; 9C8EB

U HLBEK@KP @J EFK I<KHL@I<@EKP<C; 9<:8LI< EF @EM<EKFIP @K<DJ FI 9@CC89C< @K<DJ 8I< @EMFCM<; N@K? 8 ;<GFJ@K
<EK<| K?< KFK8C ;<GFJ@KW@EpK2< =@<C; $FN<M<I @=PFL N@J? <EK<I| K?<HL8EK@KP 8E; LE@K GlI@:< 8E; )8E8><I N@CC
KFK8C

U Taxcode @JEFID8CCP C<=K 9C8EB 9<:8LJ< ;<GFJ@KJ FI 8;M8E:<J 8I< EFK LIL8CCP K8089C< <M<EKJ $FN<M<I ILC<J @E PFLI
;@==<I| <JG<:@8CCP @=K?<;<GFJ@K @J =FI JG<:@=@: >FF;J FI I<IM@:<J K?8K N@CC 9< ;<C@M<I<; C8K<I ?<:B N@K? 8 CF:8C
BLK?FI@KP KF 9< JLI<

Note
<GFIJ@KJ <M<E K?FJ< @EMFCM@E> :8C:LCBK@FEJ N@K? HLBEK@K@<J 8E; LE@K GI@:<J ?8M< EF @DG8:K FE @EM<EK
9<:8LJ< EF @EM<EKFIP @K<D @J ;<J@>E8K<;

1J@E> <GFJ@KJ 8E: 8:M8E:<J

0?< GB8PD<EK N@CC EFN 9< ;<;L:K<; =IFD K?< 8GGC@:89C< 98EB FI :8J? 8::FLEK[J 98C8E:<

0?7< ;<GFJ@K 8CJF I<;L:<J K?< KK&&ints payable98C8E:< K?FL>? K?< @DG8:K F=8 JG<:@=@: ;<GFJ@K N@CC GIF989CP 9< F9J:LI<; FEK
8C8E:< /?<<K 9P ;<GFJ@KJ 8E; G8P89C<J KF FK?<I JLGGC@<IJ OF M@<N JG<:@=@: @E=FIDS8K@FE 89FLK JLGGC@<I ;<GFJ@KJ PFL :&
:C@:B@E>Ackounts payable98C8E:< FE K? Summary G8>< 8E; CF:8K@E> K?< JLGGC@<I[J Bakh&K

C@:B@E> FE K?< 98C8E:< PFL :8E J<< KISBEJ8:K@FEJ :FEKI@ILK@E> KF @K @E:CL;@E> K?< I<:<EK ;<GFJ@K G8PD<EK

5FL :8E ;F K?< J8D< K?@E> @E Suppliers K89 N@K? J@D@C8I I<JLCKJ

3?<E<M<I 8 GLI:?8J< @EMF@:< @J :I<8K<; =FI 8 JILGGC@<I 8EP 8M8@C89C< E<K ;<9@Kcehtins fiaykhiieS8E@BH[I N@CC 9<
SLKFD8K@:8CCP 8GGC@<; I<;L:@E> K?< 98C8E:< ;L< FE K?< E<N GLI:?8J< @EMF@:<

Note

<GFJ@KJ 8E; 8;M8E:<J :8EEFK 9< 8GGC@<; FE GLI:?8J<J I<:Fl;<; FECP M@8 :8J? G8PD<EKJ /L:? KIBEJ8:K@FEJ 8I< EFK
GIF:<JJ<; K?IFL>? Accounts payable JF )8E8><I| :8EEFK 8GGCP 8EP 8M8@CB89C< 98C8E:< %= PFL GLI:?8J< =IFD 8 JLGGC@<I F
:8J? 8E; :8IIP 98J@J 9LK N@J? KF 8GGCP 8E <O@JK@E> ;<GFJ@K FIl 8;M8E:< PFL DLJK :I<8K< 8 GLI:?8J< @EMF@:< 8E; DSE
G8PD<EK 8>8@EJK @K @E J<G8I8K< KISEJ8:K@FEJ
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"@E: 8E: I<:F:< G8PD<EKJ

0?< D8@E J:I<<E F=K Payments K89 @E:CL;<. Find & recode 9LKKFE 8K K?< 9FKKFD KF 8JJ@JK N@K? 9LCB I<:F,@E> F= C@E< @K<L
KIBEJ8:K@FEJ KF ;@==<I<EK 8::FLEKJ FI KF 8GGCP ;@==<I<EK K80 :F;<J

0?@J =<8KLI< @J F=K<E LJ<=LC =FI GFIK@E> G8RIERK=|FBEB JK8K<DKIKGIFG<I 8::FLEKJ N?<E K?<P 8I< EFK ?8E;C<; :FlI<:KCP 9P
G8PD<EK ILC€K :8E 8CJF 9< LJ<; @E FK?<| JQKLBK@FEJ @E:CL;@E> N?<E E<N 8::FLEKJ 8I< 8;;<; 8E; PFL N8EK KF I<8CCF:8K< GI@FI C
K?< E<N 8::FLEKJ

Notes
,8PD<EKJ @E :8J? 8::FLEKJ 8I< EFK @E:CL;<; € Find & Recode =LE:K@FE

0?< Find & recode =LE:K@FE NFIBJ 8K K?< C@E< @K<D C<M<C EFK K?< FM<I8CC KIBEJ8:K@FE C<M<C 0?@J >@M<J PF
=@E; 8E; I<:F;< @QE;@M@;L8C C@E<J FE G8PD<EKJ

Example

*FIK?N@E; 018;<1J IFLK@E<CP :FEKI@9LK<J DFE<P KF :?8|@K@<J @E I<KLIE =FI 8:BEFNC<;><D<EK @E K?< :?8l@K@<J[ GL!
0?<9LJ@E<JJ 9<C@<M<J CF:8C I<>LC8K@FEJ 8CCFN 8 ;<;L:K@FE =IFD @E:FD< =FI K?< ;FESK@FEJ $FN<M<I| 8K K?< <E; F:
P<8l K?<:FDGS8EP[J 8::FLEK8EK ;<K<ID@E<J K?8K JL:? :FEKI@ILK@FEJ 8I< EFK <C@>@9C< =FI KI<8KD<EK 8J :?8|@K89C<
9LK FECP 8J 8;M<IK@J@E> <OG<EJ<J /F <M<IP ;FESBK@FE I<:FI;<; ;LI@E> K?< P<8I DLJK 9< I<:Bpnatl6isB::FLEK

KF 8EAdvertising and promotion <OG<EJ< 8::FLEK 0?@J :8E 9< ;FE< M<IP HL@:BC Find & recode

"@E:@E> 8E; J<C<:K@E> G8PD<EKJ

%E K7 Payments K89 J<C<: Find & recode C@JIK F=><E<I8C C<;><I| KISEJ8:K@FEJ =FI C@E< @K<DJ FE G8PD<EKJ N@K?;I8NE =IFD ¢
8::FLEKJ 8GG<8IJ

Note
,BPD<EKJ =FI @EM<EKFIP FI EFE @EM<EKFIP @K<DJ N@CC EFK 9< GI<J<EK<; @E K?@J C@JK 9<:8LJ< K?< 8::FLEKJ KF N7
GFIK<; 8I< ;<=@E<; N?<E K?< @K<DJ 8I< ;<=@E<; %=PFL N@J? KF I<:F;< K?<J< . Settings ’¥89

"IFD K?@J C@JK J<C<:K G8PD<EKJ KF 9< I<:F;<; ;@I<:KCP 9P :?<:B@E> 9FO<J @E K?< C<=K?8E; :FCLDE +| LJ< K?< J<8I:? =LE:K@FE KF
C@JIK @E K?@J <O8DGC< 9P <EK<I@E> K?< BdraEENS#HEs :C@:B@ Search
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"IFD K?< E8IIFN<; C@JK J<C<:K JG<:@=@: G8PD<EKJ KF 9< I<:F;<;

<:F:@E> G8PD<EKJ

+E:< G8PD<EKJ KF 9< I<:F;<; 8I< J<C<:K<; JIIFCC KF K?< <E; F= K?< C@JK 8E; J<C<:K K?< E<N 8::FLEK %= 8 K80 :F;< 8GGC@<J :?FFJ<F

C@:| Bulk Update KF I<:F;< 8CC J<C<:K<; GBPD<EKJ KF K?< E<N 8::FLEK FI K80 :F;<

Note
080 :F;<J :8E 9< I<:F:;<; N@OK?FLK :?8E>@E> 8::FLEKJ

10:?78E>< @EM<EKFIP N@K? 8 GBPD<EK =FID

"FI GLIGFJ<J F= K?@J #L@;< éXebange inventory N?<E <@K?<I

U :LIKFD<I I<KLIEJ FE< FI DFI< GI<KM@FLJCP JFC; @EM<EKFIP @K<DJ KF PFL 8E; I<:<@M<J ;:@==<I<EK @EM<EKFIP @K<DJ =IFD |
U 5FL I<KLIE FE< FI DFI< GI<KM@FLJCP GLI:?8J<; @EM<EKFIP @K<DJ KF 8 JLGGC@<I 8E; I<:<@M< :@==<I<EK @EM<EKFIP @K<DJ -

8E; EF I<;@K @J @EMFCM<; @E K?< KISEJ8:K@FE 078K D<8EJ

U *<@K?<Accounts receivable=IFD 8 :LJKFD<I EFIAccounts payableKF 8 ILGGC@<I @J 8;ALJK<; 8E;
U *F:I<;@K FlI ;<9@K EFK< @J @EMFCMK<;

%E FK?<I NFI;J 8Exchange F::LIJ N?<E 8CC DFM<D<EK F= =LE;J 8E; @EM<EKFIP @J 8::FDGC@J?<; @E 8 J@QE>C< KISEJ8:K@FE %= K?< (
<0:78E><; 8I< EFK F= <HL8C M8CL< DFM<D<EK F==LE;J :8E 9< M@8 98EB FI :8J? KISEJ8:K@FE %= PFL N@CC FN< DFE<P KF K?< :LIKFI
8=K<I K?< <0:?8E>< LJ< 8 G8PD<EK =FID KF I<:FI; K?< KISEJ8:K@FE

Note

0<:?E@:8CCP 8E <0:?8E>< :8E 9< I<:FI:<; N@K? 8 I<:<@GK FI GBPD<EK [<>81;:C<JJ F= N?<K?<I| <@K?<| G8IKP KF K?< KI8EJS8:
FN<J K?< FK?<I| DFE<P FI N?F FN<J DFE<P KF N?FD $FN<M<I PFLI I<:FI;:J N@CC 9< <8J@<I KF LE;<IJK8E; @= PFL LJ< 8
G8PD<EK =FID N?<E PFL FN< K?< FK?<| G8IKP DFE<P
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LIKFD<I I<KLIEJ >FF;J

FE:<GKL8CCP 8 :LIJKFD<I <O:?8E>@E> @EM<EKFIP @J <HL@MB8C<EK KF PFL 9LP@E> 98:B K?< @K<D J K?<:LJKFD<I FI@>@E8CCP Gl
K?< E<N @K<D J KF K?<:LJKFD<I %E =8:K PFL :FLC; <EK<I KNF J<G8I8K< KISEJ8:K@FEJ LK K?<I< @J 8 J@DGC<I N8P K?8K GIF;L:<J @

%E K7 Payments K89 8E; :C@:BF New Payment

+E K?< G8PD<EK =FID C@JK 8CC @EM<EKFIP @K<DJ K?< :LJKFD<I @J I<KLIE@E> 8E; K?<@| HLBEK@K@<J %E:CL;< 8EP K80 :F;< K78}
FI@>@ES8C J8C<

*<0OK C@JK 8CC @EM<EKFIP @K<DJ K?<:LJKFD<I @J 9LP@E> @E K?< <O:?8E>B8Ea<mUuHir8 E&K@keceiving money for
the replacement item(s) rather than paying, enter the replacement quantities as negative numbers. >8@E @E:CL;<8EP 8GGC@:89C< K80
F;<

C@:l create KF I<:FI; K?< <O:?8E><
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Example

|@CC@8EK %E;LIKI@<J GIKM@FLJICP JFC; 8 :<I8D@: K89C< C8DG KF F9[J $8I;N8I< FE 8 :8J? 98J@J F9[J $8I;N8I< I<8C@Q<
GLI:?8J<; K?< NIFE> GIF;L:K 8E; N8EKJ KF <0O:?8E>< K?< C8DG =FI 8 C8DG B@K <:8LJ< K?<J< 8I< N?FC<J8C< KI8BEJ8:K@FEJ
K80 @J 8JJ<JJ<; FE 8EP GFIK@FE F= K?< KIBEJ8:K@FE

J@FI KF K?< <0:?8E>< |@CC@S8EK[J 8C8E:< /?<<K J?FNGash@thand8E; Inventory on hand NFIK?

I@CC@¢ Inventory Items C@JIK I<kM<8CJ @K FNEJ K89C< C8DGJS8E; C8DG B@KJ

0?< G8PD<EK =FID @J :FDGC<K<; 8] J?FNE 9<CFN *FK< K?< E<>8K@M< HLBEK@KP =FI K?< I<GC8:<D<EK @K<D

<:8LJ< K?< I<KLIE<; @K<D @J NFIK? DFI< K?8E K?< I<GC8:<D<EK @K<D I@CC@8EK FN<J F9[J $8I;N8I<  3?<E K?<
KIBEJ8:K@FE @J :FDGC<K< K?< 8C8E:< /?<<K ?8J 9<<E 8;ALIK<; J?FD@Eondwld8E; @E:I<8J<;Inventory on hand
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%EM<EKFIP HLBEK@K@<J ?8M< 8CJF 9<<E 8;ALJK<; 089C< C8DGJ ?8M< @E:I<8J<; 9P 8E; C8DG B@KJ ?8M< ;<:I<8J<; 9P

Note
%= I<GC8:<D<EK @K<DJ 8I< NFIK? DFI< K?8E I<KLIE<; @K<DJ K?< :LIJKFD<I N@CC FN< 8;;@K@FE8C DFE<P 0?@J N@CC 9
E<>8K@M< KFK8C E<>8K@M< G8PD<EK @J K?<J8D< 8J 8 I<:<@GK

SFL I<KLIE >FF;J KF 8 ILGGC@<I

3?<E PFL <0O:?8E>< @EM<EKFIP N@K? 8 JLGGC@<I| PFL 8I< <==<:K@M<CP 9LP@E> I<GC8:<D<EK @K<DJ 8E; J<CC@E> 98:B K?< @K<D.
GLI:?8J<; 0?< GIF:<;LI< =FI I<:FI;@E> K?< KISEJ8:K@FE @J 98J@:8CCP K?< J8E< 8J K?< FE< ;<J:1@9<; 89FM<

U !'EK<I 8 E<N G8PD<EK KF <@K?<I 8 :8J? FI 98EB 8::FLEK
U IEK<I I<GC8:<D<EK @K<D J PFL I<:<@M< N@K? GFJ@K@M< HLBEK@K@<J
U IEK<I @K<D J PFL I<KLIE N@K? E<>8K@M< HLBEK@K@<J

U GFI@QK@M< G8PD<EK KFK8C D<8EJ PFL FN< K?< JLGGC@<I 8;;@K@FE8C DFE<P E<>8K@M< G8PD<EK KFK8C D<8EJ K?< JLC
DFE<P

,8P 8 I<=LE;

/[FD<K@D<J 8 9LI@E<JJ FN<J DFE<P KF 8 :LJKFD<I 8E; payli refund ONF 98J@: J@QKLS8K@FEJ D8P <O@JK I<HL@I@E> JC@>?KCP ;@==
GlIF:<;LI<d

U I<=LE; @J 9<@E> G8@; =IFD 8 :8J? J8C< FI N@K?FLK I<=<I<E:< KF K?< Ad&dtirdd[deceivable98C8E:<

U :LIKFD<I ;<=@E<; LE;<I K?< Customers K89 ?8J G8@; @E 8;M8E:< G8@; DFI< K?8E N8J FN<; Fl ?8J®44K; 8 :I<;@K EFBK
8:I<;@K @J 9<@E> I<GFIK<; 8] 8 E<>8K@M< 98C8E:< FAsttKiis @EeivableSFN<M<| K?< :LIJKFD<I ;F<J EFK N8EK K?< :I<;@K
8GGC@<; KF 8 =LKLI< J8C<J @EMF@:<
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.<=LE;J =IFD :8J3? J8C<J

Caution

5FL D@>?K K?@EB 8 I<=LE; J?FLC; 9< <EK<I<; N@K? 8 G8BPD<EK =FID J@E:< PFL 8I< D8B@E> 8 G8PD<EK KF K?< :LJKFD<I
I<:FI;@E> 8 I<=LE; =FI @EM<EKFIP @K<DJ N@K? 8 G8PD<EK =FID ;F<J EFK :FlI<:KCP I<M<lJ< K?< FI@>@E8C GFJK@E>J KF
8::FLEK =FI K?< 8DFLEK F=K?< J8C< 8E;IK®antory - cost<OG<EJ< 8::FLEK =FI K?<:FJK F=>FF;J JFC; )FI<

@DGFIKBEKCP @K 8CJF ;@JKFIKJ K?< 8M<I8>< :FJK F= I<KLIE<; @ EM<HER@KeDIa@EKPLEK

<FI;@E> K?< I<=LE; N@K? 8 G8PD<EK =FID 8CJF GI<GFGLC8K<J LE@K GI@:<J N@K? GLI:?8J< Gl@:<J 18K?<| K?8E K?< J8C
LJ<; FE K?< FI@>@EB8C J8C<J I<:<@GK %EJK<S; I<:Fl; 8 I<=LE; N@K? 8 I<:<@GKregaliveRkuesE=>

0?@EB F= K?< I<=LE; K?@J N8P PFL I<:FI;<; K?< FI@>@ES8C :8J? J8C< N@K? 8 I<:<@GK JF @K D8B<J J<EJ< KF I<M<IJ< K?<
E<>8K@M< I<:<@GK 0?@J @J J@D@CS8I KF I<M<IJ@E> 8 J8C< FE 8 J8C<J @QEMF@:< N@K? 8 :I<;@K EFK< N?@:? @J C@B
@EMF@:< 5FL ;F EFK I<M<IJ< 8 J8C< FE 8 J8C<J @EMF@:< 9P @JJL@E> 8 GLI:?8J< @EMF@:<

0?< <8J@<JK N8P KF I<:Fl; 8 I<=LE; FE 8 J8C< FI@Q>@ES8CCP D8;< 9P :8J? I<:<@GK @J KF CF:8K< 8E; M@<N K?< FI@>@ES8C J8C<J I<:<@C
Copyto =LE:K@FE KF :I<8K< 8 E<N I<:<@GK =IFD @K

5FL :8E 8CJF >F KF K" Receipts K89 8E; :C@: New Receipt

3@K? <@K?<I| D<K?F; 8 I<:<@GK <EKIP J:I<<E N@CC 8GG<8I| %= PFL :FG@<; K?< FI@>@ES8C I<:<@GK KF 8 E<N FE< <M<IPK?@E> N@C
D8P JK@CC 9< <;@K<; %= PFL JK8IK<; N@K? 8 E<N I<:<@GK :FDGC<K< K?< =FID 8J PFL NFLEGEKEBRTFRE<I@DGFIK8EK ;@==<I<E:< %
G8IK@:LC8I :FDGC<K< 8 C@E< @K<D =FI <M<IPK?@E> 9<@E> =LCCP FI G8IK@8CCP I<=LE;<;

U %= 8E @EM<EKFIP FI EFE @EM<EKFIP @K<D N8J @EMFCM<; @E K?< FI@>@ES8C G783 LCFJRIB KOEKDE@E@E> =@<C;.
N@CC =@CC 8LKFD8K@:8CCP 9LK D8P 9< <;@K<;

U Account N@CC 9< =@CC<; 8LKFD8K@:8CCP =FI @EM<EKFIP 8E; EFE @EM<EKFIP @K<DJ +K?<IN@J< :?FFJ< K?<J8D< FE<KF N
GLI:?8J< C@E< @K<D N8J GFJK<; <:8LJ< PFL N@CC <EK<I| 8 E<>8K@M< M8CL< @E FE< F= K?< =FCCFN@E> =@<C;J J<< 9<CFN
<;L:K K?< 8GGIFGI@8K< 8DFLEK =IFD 8E @E:FD< 8::FLEK 8pwéatory on hand I<;L:< Inventory - cost 8E; I<;L:< K?<
8GGIFGI@8K< K80 C@89@C@KP 8::FLEK

U Description :<J:l@9<J K?< I<KLIE I<=LE;

U Oty @JK?<ELD9<I F= LE@KJ 9<@E> I<Hriexthe quantity as a negative number. This is the important difference
mentioned above. %= 8E @EM<EKFIP @K<D @J EFK 8:KL8CCP 9<@E> I<KLIE<; 9LK FECP 8;ALIJK<; @QE GI@:< C<8M< K?@J =@<(

U Unit price @J K?< 8DFLEK 9<@E> I<=LE;<; G<I LE@K F= I<KLIE %= FECP 8 G8IK@8C I<=LE; @J 9<@E> D8;< <EK<I| K?< 8:KL8C 8l
I<=LE;<; If no quantity was entered inthe  Qty field, enter the unit price as a negative number. Otherwise, enter a positive
number.

U ?FFJ<K?<J8D<Tax :F;< LJ<; =FI K?< FI@>@ES8C KISEJ8:K@FE

U /<C<:K 8ivision 8E; Fl Project @=8GGIFGI@8K< 0?7<J<=@<C;J ;F EFK 8GG<8I LEC<JJ @K<DJ FI 8::FLEKJ =FI N?@:? K?<P 8I< 8(
8l< J<C<iK<;
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C@:l Create  N?<E K?<=FID @J :FDGC<K< .<D<D9<I KF G8P K?< :LJKFD<I
<=LE;J F=:I<;@K 98C8E:<J

LIKFD<I :I<;@K 98C8E:<J N@CC 9< 8LKFD8K@:8CCP 8GGC@<; KF K?< :LJKFD<I[J E<OK @QEMF@:<

LK @= K?< E<OK @EMF@:< @J LEC@B<CP KF 9< @JJL<; JFFE FI K?< :LJKFD<I ?8J I<HL<JK<; K?< :I<; @ KCBPR=EKE;|<DIBBK8<
I<;@K 98C8E:<

Note
|@E:< @EM<EKFIP FI EFE @EM<EKFIP @K<DJ N@CC EFK 9< LJ<; =Fl I<=LE;J F=:I<;@K 98C8E:<J K?@J KPG< F= I<=LE; ;F<J
LI< F=8 I<:<@GK =FID

+E K?< G8PD<EK =FID =kdcount J<C<:lAccounts receivableK?<E J<C<:K K2gstomer %= K?< I<=LE; @J 8JIJF:@8K<; N@QK? 8 IG<:@=@: @QEMF
J<C<:K @K @EKRs =@<C; +K?<IN@J< C<8M< K?8K =@<C; 9C8EB

On the payment form, all numbers should be positive. C@:l Create KF J8M< K?< KI8SEJ8:K@FE

Caution
<=LE;@E> 8 :I<;@K 98C8E:< FECP I<;L:<J K?< :LIKFBe&tfunts receivable98C8E:< %K ;Fwxdt 8;ALIK @EM<EKFIP FI KBO
8::FLEKJ OF ;F K?8K PFmust @JJL< 8 :I<;@K EEEHIK

<:Fl; <8ICP G8PD<EK ;@J:FLEKJ FE GLI:?8J<J

E early payment discount @J 8 I<;L:K@FE F= K?< 98C8E:< ;L< FE 8E @QEMF@:< F==<I<; 9P 8 JLGGC@<I =FI GBPD<EK 9P 8 ;<8;C@E< <8IC
I<>LC8I ;L< ;8K< 18ICP G8PD<EK ;@J:FLEKJ 8I< LIL8CCP F==<I<; KF @E:<EK@M@Q< =8JK<I GBPD<EK 8E; D@QE@D@Q< :8IIP@E> :FIKJ F

Note

E <8ICP G8PD<EK ;@J.:FLEK @J EFK 8E FI/@EBIFEIBI K?8K K<ID @J ><E<I8CCP LJ<; K?IFL>?FLK )8E8><I| *FIDS8CCP 8
'@J:FLEK @J 8 G<I:<EK8>< FI =@0<; 8DFLEK GI@:< I<;L:K@FE FE 8E @E.@M@;L8C C@E< @K<D E <8ICP G8PD<EK :@J:FLI
8E <EK@I< @EMF@:<
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Example

N /<KIM@:<J FDGS8EP I<>LC8ICP <OK<E;J :I<;@K KF :LIKFD<IJ 9P @JIL@E> J8C<J @EMF@:<J E<K ;8PJ %E FK?<I NFI;J K?
L<;8K< FE <8:? E<N @QEMF@:< @J ;8PJ @E K?<=LKLI< LK @K F==<1J8 <8ICP G8PD<EK ;@J:FLEK @=:LJKFD<IJ G8P N@
;8PJ

)l @J 8 ILGGC@<I F= I@CC@8EK %E;LIKI@<J 3?<E<MX<I :8J? =CFN @J J8K@J=8:KFIP |@CC@8EK J8M<J FE @KJ GLI:?8
9P G8P@E> HL@:BCP

I8ICP G8PD<EK ;@J:FLEKJ FE GLI:?8J<J :8E 9< 8GGC@<; 9P <@K?<| F= KNF D<K?F;J

U <9@K EFK<
U :ALJK<; GBPD<EK

<9@K EFK< D<K?F;

3?<E PFL K8B< 8E <8ICP G8PD<EK ;@J:FLEK F==<I<; 9P 8 JLGGC@<I K?<JLGGC@<I D8P J<E; PFL 8 :I<;@K EFK< EK<| K28KaIK; @K EFK:
EFK<@E )8E8><I| 5FL :8E 8CJF ?FN<M<| @QE@K@8K< 8 ;<9@K EFK< PFLIJ<C= KF I<:Fl; K?< <8ICP G8PD<EK ;@J:FLEK

07<;<9@K EFK< I<;L:<J K?< 98C8E:AEesounts payable=FI K?8K JLGGC@<I| )8B< G8BPD<EK N@K? 8 98EB FI :8J? KISEJ8:K@FE <HL8C KF K?<
I<;L:<; 98C8E:< ;L< =FI K?< GLI:?8J< @EMF@:<
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Example
N /<IM@:<J FDGS8EP 18@J<J 8 J8C<J @EMF@:< KF |@CC@8EK %E;LIKI@<J =FlI @E J<IM@:<J N@K? 8 KB8O 8;;<; <8
G8PD<EK ;@J:FLEK @J F==<I<; I@CC@8EK <EK<IJ 8 :FII<JGFE;@E> GLI:?8J< @QEMF@:<

I@CC@8EK ;<:@;<J KF G8P <8ICP HL8C@=P@E> =FI K?< ;@J:FLEK /F @K :I<8K<J 8 ;<9@K EFK< 8CCF:8K@E> K?< ;<9@K E
GLI:?8J< @EMF@:< /@E:< K?< ;@J:FLEK 8GGC@<J KF K?< <EK@I< GLI:?8J< @EMF@uni@E:CL; @iy RBA GEK<; 8J

F=K?< KFK8C 98C8E.< ;L< F= 0?<J8D< K80 :F;< @J J<C<:K<; 8E; K?< :<9@K EFK< @J D8IB<; 8] 9<@E> K80
@E:CLI@M<

0?< GLI:?8J< @EMF@Bs(dhce due  @J I<;L:<; 9P K?< ;<9@K EFK<

|I@CC@8EK G8PJ )! KF J<KKC< @KJ ;<9K
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Notes
%E K?< <0O8DGC< 89FM< I@CC@S8EK :FLC; ?8M< :8C:LC8K<; K?< ;<9@K EFK< 8DFLEK FE K?< JL9KFK8C F= 8GGCE@<; K
:F;< 8E; not :?<:B<; K?< K80 @QE:CLI@M< FGK@FE 07?< I<JLCK NFLC; ?8M< 9<<E @;<EK@:8C

0?<;<9@K EFK< GFJK<; K?< KIBEJ8:K@FE KF K&gvasizing and promotion <OG<EJ< 8::FLEK LJ<; =FI K?< FI@>@E8C

GLI:?8J< @QEMF@:< 0?< KIBEJ8:K@FE :FLC; 8CJF ?8M< 9<<E GFJK<; KF 8 ;<;@:8K<; :FEKI8 <OG<EJ< 8:FBK JL:? 8J

payment discounts (suppliers)0?8K NFLC; D8B< @K <8J@<I KF KI8:B KFK8C JBM@E>J =IFD JL:? ;@J:FLEKJ !@K?<I 8GGIF8:? @.
G<ID@JJ@9C<

%= C@E< @K<DJ FE K?< FI@>@ES8C GLI:?8J< @EMF@:< 8I< K80<; 8K ;@==<I<EK I18K<J PFL DLIK <EK<I 8 ;@J:FLEK C@QE< =
LJ<; 8GGFIK@FE@E> K?< KFK8C 8::FI;@E> KF JLO9KFK8CJ =FI @E;@M@;L8C K80 I8K<J

Caution

%E DFIJK ALI@J;@:K@FEJ 8E <8ICP G8PD<EK ;@J:FLEK @J :FEJ@:<I<; 8 GI@:< I<;L:K@FE 9<:8LJ< @K N8J F==<I<; 8J 8 :FE;
K?<J8C< /F KBO @J ;L< FECP FEK?<I<,L:<; GI@:< F=>FF;J FI I<IM@:<J LK @QE JFD<ALI@J;@:K@FEJ K80 D8P 9< ;L< FE k
FI@>@E8C JB8C< GI@:< %E K?8K :8J< ;F EFK 8GGCP K?< K80 :F;< KF K?<;@J:FLEK C@E< @K<D J 5FLIJLGGC@<IN@CC
G8P@E> PFLI K80 FE K?< ;@J:FLEK<; GFIK@FE F= PFLI GLI:?8J< ?<:B N@K? 8 CF:8C 8::FLEK8EK FI K80 8LK?FI@KP KF :FE
N?@:? JOKLBK@FE 8GGC@<J

;ALIK<; GBPD<EK D<K?F;

E <8ICP G8PD<EK ;@J:FLEK :8E 9< 8GGC@<; N@K?FLK 8 ;<9@K EFK< 9P J@DGCP 8;ALJIK@E> K?< G8PD<EK KI8EJ8:K@FE 'EK<| K?< =|
K?< GLI:?8J< @EMF@:< GFIKEEOURE payable8E; K?< ILGGC@<I[J JL98::FLEK 8E; @EMF@:< BEldD®stlapply any tax code on this
line. 0?7@J N@CC KFK8CCPACz@In{8payable98C8E:< =F| K?< @EMF@:<

1 8 J<IFE; C@E< KF K?< G8PD<EK =FID GFJK<; KF <@K?<I| K?< J8D< <OG<EJ< 8::FLEK 8J K?< FI@>@ES8C GLI:?8J< FI 8 ;<;@:8K<; :FEKI8 <
8::FLEK =FI ;@J:FLEKJ J<< *FK<J 89FNEnter the early payment reduction as a negative number. GGCP K?< I<C<M8EK K80 :F;< J<<
B8LK@FE 89FM< %= DFI< K?8E FE< K80 :F;< N8J LJ<; FE K?< GLI:?8J< @EMF@:< 8;; J<G8I8K< C@E<J =FI K?< ;@J:FLEK 8DFLEKJ JL9A<:|
K80 :F;< 0?< G8PD<EK KFK8C N@CC 9< I<;L:<; KF D8K:? =LE;J PFL 8I< GBP@E> KF K?< JLGGC@<I

Example
1E;:<I K?< J8D< J:<E8I@F 8J 9<=FI< I@CC@8EK %E;LIKI@<J ;<:@;<J EFK KF <EK<I 8 ;<9@K EFK< %K <EK<|J @KJ G8PD<EK
K80 @E:CLI@M< KIBEJ8:K@FE GFIK@E> K?< ;@J:FLEK KF K?< J8D< <OG<EJ< 8::FLEK 8J K?< FI@>@E8C GLI:?8J< @EMF@

0?< GLI:?8J< @EMF@:< @J G8@; @E =LCC
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I8ICP G8PD<EK ;@J:FLEKJ N@QK?FLK GLI:?8J< @EMF@:<J
JFD<K@D<J 9LI@E<JI<J I<:<@M< J8C<) @EMF@:<J F==<I@E> <8ICP G8PD<EK ;@J:FLEI DK K188KIKE DFBEFK :1<8K< GLI:?8J<
@EMF@:<J "FI K?< J8B< F= :C8I@KP @E I<:FI; B<<G@E> K?< G8PD<EK =FID =FI JL:? 8 KIBEJ8:K@FE J?FLC; 9< <EK<I<; LI@E> K?< 8;ALJ

D<K?F; /?FN K?<=LCC GLI:?8J< Gl@:< GFJK<; KF I<C<M8EK <OG<EJ< 8::FLEKJ 8E; J<G8I8K< C@E< @K<DJ =FI <8:? GFIK@FE K?< ;@J:F

<K<ID@EZ<; 9P K80 :F;<Enter discounts as negative numbers 0?< J8D< 8CK<IEBK@M<J =FI 8::FLEK GFIK@E> 8I< 8M8@C89C< 8J N?<E ;<8
N@K? GLI:?8J< @QEMF@:<J

|1<8K< G8PD<EKJ =IFD JLGGC@<I JK8K<D<EKJ

LI@E<JJ<J K?8K D8B< G8PD<EKJ KF JLGGC@<IJ :FM<I@E> J<M<I8C GLI:?8J< @EM&@atl@mEnts &kirectly from supplier
statements /@KLBK@FEJ N?<I< K?@J :8G89@C@KP D@>7?K 9< LJ<=LC @E:CL;<

U <I@F@: @EMF@:@E> =FI >FF;J FI I<IM@:<J ;<C@M<I<; ;LI@QE> 8 K@D< =I8D<
U I@E>@E> ;<C@EHL<EK 8::FLEKJ LG KF ;8K<
U IEJLI@E> :FD9@E<; G8BPD<EKJ 8I< GFJK<; 8>8@EJK JG<:@=@: @EMF@:<J

2@<N K?< JK8K<D<EK

#F KF K?< Reports  K8¢

OF I<:FI; GBPD<EK =FI GLI:?8J< @EMF@:<J =IFD FE< JLGGC( Supplier Statements (Unpaid invoices)

%= E<:<JJ8IP KF :?8E>< K?< ;8K< : Set Date

8E; :?FFJ< 9<KN<<EToday8E; Custom 8E; K?<E <EK<I K?< ;<J@I<; ;8K<

C@:l View =FIK?<;<J@I<; JLGGC@<!
FGP KF 8 GEPD<EK

37<E K?< JK8K<D<EK 8GG<8IJ :( Copyto  8E; J<C<:KNew Payment

G8PD<EK =FID N@CC 8GG<8l C@QIJK@E>8CC @EMF@:<J =FI K?< JLGGC@<I K?8K N<I< @E:CL;<; FE K?< JK8K<D<EK 07?< <EKIP =FID D
E<:<JJ8IP 9<=FI< 9<@E> J8M<; 9P :C@ Create
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Example

|@CC@8EK %E;LIKI@<J ?8J 9<<E JKIL>>C@E> KF G8P @KJ JLGGC@<IJ =FI FM<I 8 P<8l "@E8CCP @KJ :8J? GFJ@K@FE
)! @IKIQILK@E> OF J@DGC@=P I<:FI;@E> K?< G8PD<EK 8>8@EJK M8I@FLJ GLI:?8J< @EMF@:<J 8E; M<l@=P K?8K 8CC

@EMF@:<J ?8M< 9<<E G8@; I@CC@8EK ><E<I8K<J 8 :LIKFD<I| JK8K<D<EK

|@CC@B8EK :FG@<J K?< JK8K<D<EK KF 8 E<ACGEBRis<pdyable8E; K?< JLGGC@<I[J E8D< 8I< 8LKFD8K@:8CCP =@CC<; 8J 8I<
@EMF@:< ELD9<I1J 8E; 8DFLEKJ

I@CC@B8EK J<C<:KJ 8 98EB 8::FLEKa@ink?< =@<C; 3?<E K?< G8PD<EK @J :I<8K<; K?<JLGGC@<I[J 8::FLEK @J J<KKC<;
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WEK<I ::FLEK OI8EJ=<IJ
OI8EJ=<I| DFE<P 9<KN<<E 98EB 8E: :8J? 8::FLEKJ

E inter account transfer @J K?< DFM<D<EK F= DFE<P =IFD FE< 98EB FI :8J? 8::FLEK F= 8 9LI@E<JJ <EK@KP KF 8EFK?<I| *F =LE;J <EK<I
C<8M< K?<9LIJ@E<JJ KI8EJ=<I @J EFK GFJJ@9C< LEC<JJ K?< 9LJ@E<JJ ?8J 8K C<8JK KNF 98EB FI :8J? 8::FLEKJ !08DGC<J F= KI8EJ=

U 3@K?;I8BN@E> :8J? =IFD 8 98EB 8::FLEK =FI 8 GKKP :8J? =LE;

U ,8P@E>F==89LIJ@E<JJ :I<;@K :8I; =IFD 8 :FDG8EP 98EB 8::FLEK I<D<D9<I@E> K?8K K<:?E@:8CCP DFE<P C<=K K?<9LJ@E<JJ
I<;@K :81; N8J LJ<; KF G8P 8E <OG<EJ<

U )FM@E> DFE<P =IFD 8 ><E<I8C GLIGFJ< 98EB 8::FLEK KF 8 G8PIFCC 8::FLEK

Note
%EK<I| 8::FLEK KI8EJ=<IJ :8E 9< @EJK8EK8E<FLJ 8J N?<E DFM@E> DFE<P FEC@E< 9<KN<<E 8::FLEKJ @E K?< J8D< 98EB +
D8P I<D8@E G<E;@E> =FI J<M<I8C ;8PJ 8] N?<E DS@C@E> 8 :?<HL< KF G8P 8 :I<;@K :8l; JKBK<D<EK

IEB9C< K?: Inter Account Transfers K89
C@:| Customize 9<CFN K?< C<=K EBM@>8K@FE G8E< :?<:B K?< 9F( Inter Account Transfers 8E; .C@:| Update 8K K?<9FKKFD
F= K?< G8><

IEK<| K?< KISEJ=<I

%E K% Inter Account Transfers K89 :C@ New Inter Account Transfer

FDGC<K< K?< <EKIP JFD< =@<C;J 8GG<8I 8J PFL GIF>I<JJ

U Date N@CC 9< GI<=@CC<; N@K? KF;8P[J ;8K< 0?@J :8E 9< <;@K<;

U Reference @JFGK@FESC 8E; D8P 9< LJ<; =FI @EK<IE8C FI <OK<IE8C I<=<I<E:< ELD9<IJ %= K?<9FO N@QK?@E K?<=@<C; @J :?<
N@CC ELD9<I K?< KISEJ8:K@FE 8LKFD8K@:8CCP 07< GIF>I8D N@CC J<8I:? =FI K?< ?@>?<JK ELD9<I 8DFE> 8CC <O@JK@E> @!|
8E; 8;;

U Description ~ 8CCFNJ PFL KF I<:Fl; GLIGFJ< F= K?< KI8EJ=<I
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Paid from I<:FI;J K?< FI@>@E 8::FLEK
Amount I<:FI;J K?< M8CL< F= K?< KIBEJ8:K@FE @E K?< :LII<E:P F= K?< FI@>@E 8::FLEK
Status 8GG<8lJ @= K?< FI@>@E 8::FLEK @J 8 98EB 8::FLEKPétKlir8gH9d<Cleared @E N?@:? :8J< 8 ;8K< :8E 9< <EK<I<;

cC C C cC

Received in  I<:FI;J K?< ;<JK@EBK@FE 8::FLEK JN@K? K?< FI@>@E 8::FLEK @=K?< ;<JK@QESK@FE 8::FLEK @J 8 98EB 8::FLEK
Status =@<C; N@CC 8GG<S8I

U J<FE; Amount =@<C; =FI K?< ;<JK@EBK@FE 8::FLEK 8GG<8lJ FECP @=K?< FI@>@E 8::FLEK @J ;@==<I<EK =IFD K?< 98J< :LlII<]
8::FLEKJ 8I< ;<EFD@ES8K<; @E ;:@==<I<EK :LII<E:@<J +K?<IN@J< K?< 8DFLEK I<:<@M<; N@CC S8LKFD8K@:8CCP D8K:? K?< 8DFL
%= K?< 8::FLEK I<:<@M@E> K?< KISEJ=<I| @J ;<EFD@E8K<; @E 8 ;@==<I<EK :LII<E:P K?<=@>LI< DLJK 9< @EGLK D8S8EL8SCCP

U status FGK@FEJ 8I< K?< J8D< =F| K?< ;<JK@EBK@FE 8::FLEK 8J K?< FI@>@E 8::FLEK

C@:l Create KF=@E8C@Q< K?<KI8EJ=<I

Note
%EK<I 8::FLEK KI8EJ=<IJ ;F EFK 8GG<8I ( Receipts FI Payments K89J 0?<P ;F ?FN<M<I| 8GG<8| @E ;I@CC ;FNE
C@JIJK@E>J F= @E;@M@;L8C 8::FLEK KIBEJ8:K@FEJ 8:: Summary ' KPK?< Bank and Cash Accounts K89

Caution
.<D<D9<| 8E @EK<I 8::FLEK KI8EJ=<I| FEe€Cfrds8 KIBEJ=<I %K ;F<J EFK 8:KL8CCP DFM< 8EP DFE<P 5FL DLJK K8B< 8:K@FE Kk
N@K?:18N 8E; .<GFJ@K D8B< K?< FEC@E< KI8EJ=<I| FI J<E; K?< :?<HL<

,FIK @EKK<I 8::FLEK KI8EJ=<IJ =IFD @DGFIK<; 98EB JK8K<D<EKJ

%EK<I| 8::FLEK KISEJ=8B9< :FE=LI@E> N?<€@DGFIK@E> 98EB JK8K<D2EKIE=LJ@FE KPG@:8CCP 8l@J<J 9<:8LJ< 8E @EKX<I 8::FLEK KI8E
|I<BCCP KNF J<G8I8K< KIBEJ8:K@FEJ

U withdrawal =IFD K?< JFLI:< 8::FLEK 8 G8PD<EK
U deposit KF K?< ;<JK@EBK@FE 8::FLEK 8 I<:<@GK

3?<E 8 KI8EJ=<I @J I<:FI;<; @E )8E8><I Inter Account Transfers K89 K?< GIF>18D :FD9@E<J K?< KNF KISEJ8:K@FEJ FE 8 J@E>C< <EK
J:I<<E K?<E @QEM@J@9CP I<:Fl;J K?<D KF K?<@I J<G8I8K< 98EB 8::FLEKJ LK N?<E KISEJ8:K@FEJ 8I< @DGFIK<; M@8 8E <C<:KIFE@: 9¢
K?< @DGFIK<; JK8BK<D<EK @E:CL;<J FECP FE< FI K?< FK?<| KISBEJ8:K@FE E<M<I 9FK?
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)FIKFM<I N?<K?<| GFJK@E> 8EP 98EB KI8BEJ8:K@FE KF 8E 8::FLEK DSELBCOR GEKIPEKGS8PD<EK ILCk:<@GKJ 8E; GBPD<EKJ :8EEFK
9< GFJK<; KIEash at bank8E; 8 JG<:@=@: 98EB 8::FLEK 3@K?FLK <OGC8@E@E> 8CC K?< ;<K8@CJ ?<I< K?8K NFLC; I<JLCK @E ;LGC@:
KIBEJ8:K@FEJ 07?<I<=FI< I<:<@GKJ 8E; G8BPD<EKJ K?8K 8I< G8IK F= 8E @EKK<I 8::FLEK KI8EJ=<I| DLJK 9< GIF:<JJ<; M@8 8 :C<8I@E> 8::FL

Note

C<8I@E> 8::FLEKJ 8I< LJ<; KF K<DGFI8I@CP CF;>< KIBEJ8:K@FEJ K?8K N@CC <M<EKL8CCP 9< GFJK<; KF I<>LC8I 8::FLEKJ
8I<;<9@K<; 8E; :I<;@K<; @E F==J<K KF FE< 8EFK?<| JFD<K@D<J 8CDFJK J@DLCK8E<FLJCP 9LK FK?<| K@D<J ;8PJ 8G8IK
8JG<:K F=8 KISEJ8:K@FE @J :C<8I<; FI 8GG<8IJ FE 8 JK8K<D<EK *FID8CCP K?< ;<9@KJ 8E; :I<;@KJ :8E:<C <8:? FK?<I| JF K%
98C8E:< F= K?< :C<8I@E> 8::FLEK I<KLIEJ KF Q<IF N?<E 8CC 8:K@M@KP @J :FDGC<K< 1J@E> 8 :C<8I@E> 8::FLEK @J C@E
JKFI@E> :8J? @E PFLI GF:B<K LEK@C PFL :8E KI8EJ=<I| @K KF PFLI N8CC<K

I<K LG K?< :C<8I@E> 8::FLEK

0?<FI<K@:8CCP J@E:< K?< E<K <==<:K F= 8E @EKK<I 8::FLEK KI8EJ=<| C<8M<J K?< :C<8I@E> 8::FLEK N@K? 8 Q<IF FILE;@JKLI9<; GI@F
8::FLEK :FLC; 9< LJ<; LK K?8K NFLC; K<DGFI8I@CP ;@JKFIK K?< 98C8E:< F= K?< J<C<:K<; 8::FLEK LEK@C K?< KISEJ8:K@FE =LCCP :C<8

(@B<N@J< @=8:C<8I@E> 8::FLEK <O@JKJ =FI JFD< FK?<| GLIGFJ< @K :FLC; 9< LJ<; LK >FF; 8::FLEK@E> GI8:K@:< LJ<J J<G8I8K< :C<
=F| ;@==<I<EK GLIGFJ<J JF K?<@| ?@JKFI@<J J?FN ;@JK@E:K KPG<J F= KISEJ8:K@FEJ

0?< @DGFIK<; JK8K<D<EK <EKIP I<C8K@E> KF KIBEJ=<IJ 9<KN<<E =@ES8E:@8C 8::FLEKJ E<<;J KF 9< GIF:<JJ<; N@K? 8 8EB .LC<M@8 8
8::FLEK +I <;@K K?< <EKIP KF K?< :C<8I@E> 8::FLEK

1E;<l  Chart of Accounts @E K" Settings K89 8;; K?< :C<8I@E> 8::FLEKIJ@>E @K KFA&3ets>IFLG FE K?< 98C8E:< J?<<K

Note

0<:?E@:8CCP K?<:C<8I@E> 8::FLEK :FLC; 8CJF 9< 8JJ@>HabHhifids>{FLG 0?7< :?F@:< D8B<J EF CFE> K<ID 8::FLEK@E>
;@==<I<E:< $FN<M<I| J@E:< 8 KI8EJ=<I ;<GFJ@K :8EEFK :C<8l 9<=FI< K?< :FII<JGFE;@E> KIBEJ=<I N@K?;I8N8C =LE;J GFJK-
K?<:C<8I@E> 8::FLEK N?@C< @E KISEJ@K 8I< 9<KK<I K?FL>?K F=8J 8JJ<KJ K?8E C@89@C@K@<J
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Example
|I@CC@8EK %E;LIKI@<J @DGFIKJ 98EB KISEJ8:K@FEJ @E:CL;@E> @EK<I 8::FLEK KI8EJ=<IJ 9<KN<<E @KJ M8I@FLJ 98EB
8::FLEK KF @KJ :?8IK F=8::FLEKJ

0?< :C<8I@E> 8::FLEK 8GG<8IJ FE K?< 98C8E:< J?<<K

1J< K?< :C<8I@E> 8::FLEK

3?7<E @DGFIK@E> 98EB JK8K<D<EKAIIGHIKIS:K@FEJ I<C8K<; KF @EK<I 8::FLEK KI8EJ=<IJ KF K?< J8D< :C<8I@E> 8::FLEK 3@K?;I8N8CJ
JFLI:< 8::FLEK @E:1<8J< K?< 98C8E:< F= K?< :C<8I@E> 8::FLEK

Example

|@CC@8EK KIBEJ=<IJ =IFD @KJ :?<:B@E> 8::FLEK KF 8 ;<;@:8K<; G8PIFCC 8::FLEK %K @DGFIKJ K?< JK8K<D<EK =F| K?s
8::FLEK 8E; :8K<>FI@Q<J K?< N@K?;I8NB@n&fer clearing +E K?< 98C8E.< J?<<®ash at bank;<:C@E<J 8H;ransfer

clearing @E:1<8J<J 9P K?< J8D< 8DFLEK
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<GFJ@KJ KF 8 ;<JK@E8SK@FE 8::FLEK ;<:1<8J< K?< 98C8E:< F= K?< :C<8I@E> 8::FLEK

Example
I@CC@8EK ;FNECF8;J 8E; @DGFIKJ 8 JK8K<D<EK =FI K?< G8PIFCC 8::FLEK %K :8K<>FI@Q<J K?< @E:FD@E> I<:<@GK =FI

Transfer clearing Cash at bank @E:1<8J<J 8Efransfer clearing;<:C@E<J KF Q<IF 0?7< 98C8E:< J?<<K EFN CFFBJ K?< J8D< 8J
9<=FI< K?< KI8EJ=<I

)<K?F;J =F| :8K<>FI@QQ@E> KISEJ8:K@FEJ
J N@K? 8EP FK?<| @DGFIK<; 98EB KIBEJ8:K@FE @EK<I 8::FLEK KIBEJ=<I <C<D<EKJ :8E 9< :8K<>FI@Q<; 9P <@K?<I F= KNF D<K?F;J

U Manual: LI@E> K?< @DGFIK GIF:<JJ : Edit E<OKKF K?<I<:<@GK FI G8PD<EK /<C<:K K?< :C<8I@E> 8::FLE Update @:B

U Receipt or paymentrule: C@:l New Receipt Rule FI  New Payment Rule 8E; ;<=@E< 8 ILC<K?8K N@CC I<:F>E@Q< =LKLI< KIBEJ:
I<:<@GKJ FI GBPD<EKJ 108K ;<=@E@K@FE F= K?< ILC< N@CC ;<G<E; FE K?< =FID8K 8E; K<ID@EFCF>P LJ<; 9P PFLI =@ES8E:@*¢
JKBK<D<EKJ <:8I<=LC KF :?FFJ< :I@K<I@8 K?8K 8I< :FDDFE KF 8CC KI8EJ=<I KIBEJ8:K@FEJ I8K?<| K?8E LE@HL< KF FE< )8E8><
@IK@E>L@J? 9<KN<<E N@K?;I8N8CJ 8E; ;<GFJ@KJ G8PD<EKJ 8E; I<:<@GKJ N?<E @DGFIK@E> 8E; N@CC KI<8K K?< KIBEJ8:k
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Example
(FFB@E> 8K G8JK JK8K<D<EKJ =IFD @KJ D8@E :?<:B@E> 8::FLEK 98EB I@CC@8EK ;@J:FM<IJ K?8K FLK>F@E> KIBEJ=<IJ |

98EB 8I< 8CN8PJ ;<J:1@9<; 8J Y4"l. 0+ "%./0 #!*1. ( *'Z GCLJ M8I@FLJ FK?<I ;8K8 (@B<N@J< JK8K<D<EKJ =FI K?< G8PIFCC
8::FLEK 8CN8PJ EFK< Y%* +)%*# +*/+(% 0! * Z %K :1<8K<J KNF ILC<J KF ?8E;C< KI8EJ=<IJ F= G8PIFCC =LE;J 9<KN<<E

@KJ 8::FLEKJ 8K K?< KNF 98EBJ

8E:;
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Caution

5FL J?FLC; LI< K?< Inter Account Transfers K89 FI @ DGFIK 98EB JK8K<D<EKJ Bank and Cash Accounts K89
9LK EFK 9FK? 1J@E> 9FK? N@CC I<JLCK @QE ;LGC@:8K@FE F= KI8EJ=<IJ FIlI<:K@FE F=;LGC@:8K<J I<KHL@I<J ;<C<K@E>
8::FLEK KI8EJ=<I <EKIP FI Both K?< :FlI<JGFE;@E> G8PD<EK 8E; I<:<@GK =IFD @DGFIKJ =IFD K?< KNF 98EBJ

%= PFL N8EK KF <EK<I KIBEJ=<IJ Inter Account Transfers K89 P<K @DGFIK JK8K<D<EKJ KF :8GKLI< FK?<| KISEJ8:K@FE
:C@: Edit K?<E Delete =FI KI8EJ=<I G8PD<EKJ 8E; I<:<@GKJ ;LIQE> K?< @DGFIK GIF:<JJ

8EB <:FE:@C@8K@FEJ
<:FE:@C< 98EB 8::FLEKJ

Bank reconciliation @J K?< GIF:<JJ F= M<l@=P@E> PFLI I<:FI;J F= KISEJ8:K@FEJ GFJK<; KF 98EB 8::FLEKJ 8>8@EJK I<:FI:J F= K?< @EJK(
K<IDbank @J LJ<; ><E<I@:8CCP KF I<=<| KF 8EP @EJK@KLK@FE =IFD N?@:? PFL I<:<@M< FIl :8E FOK8@E JK8K<D<EKJ N?<K?<I| 9P D8@
OF SMF@; GFK<EK@8C GIF9C<DJ :8LJ<; 9P LE;@J:FM<I<; <IlIFIJ PFL J?FLC; I<:FE:@C< PFLI 98EB 8::FLEKJ I<>LCS8ICP

IE89C< K?« Bank Reconciliations K89

<=FI< 8 98EB 8::FLEK :8E 9< I<:FE:@C<; K Bank Reconciliations K89 DLJK 9< <E89C<; C( cCustomize 9<CFN K?< C<=K ESBM@>8K@FE
G8E< :?7<:B K?<9FO 8E; :C( Update

Note

%= PFL ?8; 98EB I<:FE:@C@8K@FE I<GFIKJ GI@FI KF K?< 8; Bank Reconciliations K89 KF K?< GIF>I8D K?< K89
N@CC 8CI<8;P 9< <E89C<; CC G8JK I<:FE:@C@8K@FE I<GFIKI N@CC 9< GI<J<EK

<IFE:@C< 8 98EB 8::FLEK

#F KF K?< Bank Reconciliations K89 8E; :C@: New Bank Reconciliation

<=@E< K?< I<:FE:@C@8K@FE

U /<K K?<Date KF N?@:? PFL N@CC I<:FE:@C< KIBEJ8:K@FEJ LJL8CCP K?< ;8K< F= K?< JK8K<D<EK
U ?FFJ< K?<Bank account =IFD 8DFE> K?FJ< 8CI<8;P ;<=@E<;
U EK<I K?< :CFJ@®ztement balance
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C@:l create KFJ8M<K?<I<:FE:@C@B8K@FE 0?<I<:FE:@C@8K@FE N Bank Reconciliations K89 C@JK
/L::<JJ=LC I<:FE:@C@8K@FE

%=)8E8><I[J =@>LI<J 8>I<< N@K? K?< 98EB JK8K<D<EK K?< JK8KLIREQLCilEFA@J View KF J<<K?<I<:FE:@QC@8K@FE

0?< I<KFE:@C@8K@FE N@CC J?FN

U CFJ@E> JKBK<D<EK 98C8E:< 8K K?< KFG

U <E,@E>;<GFJ@KJ 8E; G<E;@E> N@K?;I8N8CJ
U ;ALIK<; :CFJ@E> 98C8E:<

U @J:I<G8E:P N?@:? J?FLC; 9< Q<IF

1EJL::<JJ=LC I<KFE:@C@8K@FE

%= K?<=@>LI<J ;@J8>I<< K?< JKBKLJ NGNECrézeNcddéd C@:B FE K?< 9CL< =@>LI< @EK2=xcy FCLDE

)BE8><I N@CC J?FN PFL 8 J:I<<E KF ?<CG N@K? K?< 98EB I<:FE:@C@8K@FE GIF:<JJ !08:K :FEK<EKJ F= K?@J J:I<<E D8P M8IP ;<G<E;(C
GIF9C<D ;<K<:K<; 5FL N@CC =@IJK 9< 8JB<; KF ;FL9C< :?<:B :CFJ@E> 98C8E:<J 8J G<I K?< 98EB JK8K<D<EKJ
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5FL D8P 9< 8JB<; KF 8JB<; KF :FE=@ID JK8KLJ F= G<E;@E> KISEJ8:K@FEJ

%= PFL D8B< :FlI<:K@FEJ )8E8><I[J JL>><JK@FEJ D8P :?8E>< %= K?< GIF9C<D ;F<J EFK I<JFCM< PFL D8P 9< GI<J<EK<; N@K? 8 C@JK
KIBEJ8:K@FEJ J@E:< PFLI C8JK I<:FE:@C@8K@FE

<G<E;@E> FE ?FN F=K<E PFL I<:FE:@C< K?< C@JK F=KI8EJ8:K@FEJ :8E 9< HL@K< C<E>K?P )8E8><I D@>7?K 91<8B ;FNE K?< KISEJ8:K(

JD8CC<I J<>D<EKJ KF D8B< @K <8J@<I KF :?<:B 8>8@EJK PFLI 98EB JK8K<D<EK OF ;F K?8K )8E8><I D8P 8JB =FI @EK<I@D :CFJ@E> 98
PFLI 98EB JK8K<D<EK

%K @J LIL8CCP DFJK <==@:@<EK KF B<<G GIFM@; @E> E<N :CFJ@E> 98C8E:<J 8] CFE> 8J PFL 8I< 8JB<; =FI K?<D )8E8><I N@CC LJ<K

G@EGF@EK K?< JG<:@=@: ;8PJ PFL ;FE[K I<:FE:@C< %EJK<8; F=:?<:B@E> 8 N?FC< DFEK? F= KISEJ8:K@FEJ 8K FE:< PFL N@CC FECF
FE< ;8P 8K 8 K@D< 8E; FECP ;8PJ K?8K ;FE[K I<:FE:@C<
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3?<E PFL :FDG8I< KIBEJ8:K@FEJ =IFD K?< C@JK KF PFLI 98EB JK8K<D< Edit (MIKKFE KF :FlI<:K FI ;<C<K< KIBEJ8:K@FEJ 8J IKHL@I<; %
8 KISEJ8:K@FE @J @E:CL;<; @E PFLI 98EB JK8K<D<EK 9LK EFK @E )8E8><| LJ< New Receipt < New Payment 9LKKFE KF I<:FlI;
@K

+E:< PFL I<JFCM< 8CC @J}lhwd F=K?<98EB I<:FE:@C@8K@FE JK8K<D<EK NR@CD @EeiP-8K M@ <N@E> K?< C@JK F= 98EB I<:FE:@C@!
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?8GK<l 10G<EJ< C8@DJ

IOG<EJ< :C8@DJ 8I< 8 D<K?F; F= 8::FLEK@E> =FI 9LI@E<JJ <OG<EJ<J G8@; =IFD G<IJFES8C =LE;J 9P FNE<IJ <DGCFP<<J FI FK?<IJ

IOG<EJ< C8@DJ
/<K LG <OG<EJ< :C8@D G8P<IJ

Expense Claim Payers 8J ;<=@E<; @E K?@J #L@;< 8I< G<IJFEJ N?F <OG<E; G<IJFES8C =LE;J FE 9<?8C= F= K?<:FDG8B8EP @E:CL;@E> ;@]
GIFGI@<KFIJ EFK LI@E> :8G@K8C 8::FLEKJ 8E; 8CC FK?<| G<IJFEJ 0?<P 8I< FE< F= K?I<< KPG<J F=,8P<IJ =FI N?FD <OG<EJ< :C8@DJ:
0?7< FK?<I1J 8I<)<D9<IJ :I<8K<; @E K? Capital Accounts K89 8E; IDGCFP<<J

Note
)<D9<I1J 8E; IDGCFP<<J :8E 8CJF 9< ;<=@E<; 8J IOG<EJ< C8@D ,8P<IJ <JG<:@8CCP @=:FEJFC@;8K<; I<GFIK@E> @J ;<J@I
K?@J #L @RI =LIK?<| @E=FIDS8K@FE

OF J<K LG 8E 'OG<EJ< C8@D ,8P<I >F KF Settings K89 8E; :C@:B F Expense Claim Payers

C@:l New Expense Claim Payer

FDGC<K< K?< =FID

U Name@J ?FN K?< <OG<EJ< :C8@D G8P<I N@CC 8GG<8l @E J<C<:K@FE C@JK %= K?< G8P<I| @J 8CJF 8 D<D9<I FI <DGCFP<< @
' @QIK@QE>L@J?@E> @;,<EK@=@<I @E K?< E8D< JF K?<P :8E 9< KFC; 8G8IK

U !EK<IStarting balance @= 8 JK8IK ;8K< ?8J 9<<E J<K 8E; 8 98C8E:< <O@JK<; @E K?< GI@FI 8::FLE&(@ bratRdcBD<8EJ
K?< :FDGS8EP ?8; 8CI<8;P I<@D9LIJ<; K?< G8P<I DFI< K?8E K?< G8P<I N8J <EK@KC<; KF 8E; N8J FN<; DFE<P 9P K?< G8P<I| FE K?<
;8K< Amount to pay D<8EJ K?< :FDG8EP FN<; K?< G8P<I =FI GI@FI <OG<EJ< :C8@DJ FE K?< JK8IK ;8K<

C@:| Create 07< ,8P<IN@CC 8GG<8I @ Expense Claim Payers C@JK
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1J< <OG<EJ< :C8@DJ
Expense claims I<:Fl; <OG<EJ<J @E:LII<; 9P G<FGC< FE 9<?8C=F=K?< 9LIJ@E<JJ 0?<J< :8E 9< F= KNF KPG<J

Actual expenses paid with personal funds K?8K @E FK?<| :@I:LDJK8E:<J :FLC; ?8M< 9<<E G8@; ;@I<:KCP N@K? :FDGS8EP =LE;J 8I
GFJK<; KF 8GGIFGI@8K< 8::FLEKJ !'08DGC<J @E:CL;< KI8M<C <OG<EJ<J =FI :FDG8EP 9LJ@E<JJ :?8I><; KF 8E @E;@M@;L8C[J I
GLI:?8J<J F= F==@:< JLGGC@<J FI D8K<I@8CJ 9FL>?K CF:8CCP FLK F= GF:B<K FE 8E <D<I><E:P 98J@J KF =@E@J? NFIB 8K 8 :L

Allowances based on rates rather than actual expenditures 9LK :<:L:K@9C< =IFD @E:FD< LE;<I CF:8C C8N +=K<E 8CCFNS8E:< I8K<J]
8I< F==@:@8CCP <JK89C@J?<; 0?<P I<GI<J<EK I<8C :FIJKJ KF K?< 9LIJ@E<JJ <M<E K?FL>? <OGC@:@K DFE<KS8IP KISEJ8:K@FE.
I08DGC<J @E:CL;< DFKFI M<?@:C< LJ8>< 98J<; FE :@JK8E:< FI :8@CP D<8C FI CF>@E> JK@G<E:J <8IE<; 1<>8I|:C<JJ F= 8:KL8C :

I<KK@E> LG k Expense Claims K89

IE89C< K?« Expense Claims K89 9P :C@:B( Customize  9<CFN K?< C<=K EBM@>8K@FE G8E< K@:B@E> K?< 9FO =FI IOG<EJ< C8@DJ 8
Update 8K K?< 9FKKFD F=K?< C@JK

I<BK@E> <OG<EJ< :C8@D G8P<IJ
I0G<EJ< :C8@DJ D8P 9< <EK<I<; FECP =FI K?< =FCCFN@E> K?I<< KPG<J F= ,8P<IJ

Members :I1<8K<; @E K% Capital Accounts K89 @E:CL;@E> G8IKE<IJ 8E; JFC< KI8;<1J GIFGI@<KFIJ LI@E> :8G@K8C 8::FLEKJ
Employees :I<8K<; @E K% Employees K89

Expense Claim Payers ;<=@E<; LE;<I| Settings @E:CL;@E> ;@I<:KFIJ GIFGI@<KFIJ EFK LI@E> :8G@KS8C 8::FLEKJ 8E; 8CC FK?<
G<IJFEJ

%E;@M@;L8CJ D8P 9< F= DFI< K?8E FE< KPG< "FI <O8DGC< G8IKE<IJ D@>?K ;<=@E< K?<DJ<CM<J 8J |0G<EJ< C8@D ,8P<IJ KF SMF@:
K?<@1 :8G@K8C 8::FLEKI N@K? <OG<EJ< :C8@DJ +I 8 9LI@E<JJ D@>?K 8LK?FI@Q< FECP :<IKB@E <DGCFP<<J KF =@C< <OG<EJ< :C8
<DGCFP<<J 8] !0G<EJ< C8@D ,8P<IJ 8E; GIF?@9@K@E> <OG<EJ< :C8@DJ =IFD FK?<I <DGCFP<<J

I<BK@E> 8E <OG<EJ< :C8@D

+E:< K?< G<IJFE :C8@D@E> K?< <OG<EJ< ?8J 9<<E ;<=@EZ<; LE;<| FE< F= K?FJ< K?I<< KPG<J PFL :8E :I<8K< 8E <OG<EJ< :C8@D /<C<K
Expense Claims K89 8E; :C@:B K New Expense Claim 9LKKFE

FDGC<K< K?< =FID
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U Date N@CC 9< GI< =@CC<; N@K? KF;8P[J ;8K<

U Reference @JFGK@FESC 8E; D8P 9< LJ<; =FI @EK<IE8C FI <OK<IE8C J<HL<E:<J %= K?< 9FO N@QK?@E K?<=@<C; @J :?<:B<; )8E
ELD9<I K?< KISEJ8:K@FE 8LKFD8K@:8CCP 07?< GIF>I8D N@CC J<8I:? =FI K?< ?@>?<JK ELD9<I 8DFE> 8CC <O@JK@E> <OG<EJ<

U /<C<:K K?Rayer =IFD K?<;IFG;FNE C@JK

Note
%= <OG<EJ< :C8@D G8P<IJ 8I< @E:CL:<; @E DFI< K?8E FE< :8K<>FIP K?<@I| E8D<J N@CC 8GG<8I| DFI< K?8E FE:< FI
C@JK F:<JFIFK?<l @:<EK@=P@E> @E=FIDBK@FE @E K?<@I| E8D<J DLJK 9< LJ<; KF :@JK@E>L@J? K?<D

U Payee @J K?< <EK@KP KF N?@:? DFE<P N8J G8&@yP K?8CCFN8E:<:C8@DJ PFL D8P <@K?<| C<8M=cK280<C; 9C8EB FI <EK<I
Allowance

U FDGC<K< C@E< @K<DJ N@K? ;<K8@CJ F= <OG<EJ<J 8CCF:8K@E> K?<D KF 8G&IB&|@8ks08::FERBIC;J 8GG<8I FECP @=
8GGC@:89C< :F;<J FI , @M@JI@FEJ ?8M< 9<<E ;<=( Settings ?K89 8E; 8GGIFGI@8K< 8::FLEKJ ?8M< 9<<E J<C<K<;

U Inventory location :8E 9< J<C<:K<; @= @EM<EKFIP CF:8K@FEJ ?8M< 9<<E J<K LG 8E; 8E @EM<EKFIP @K<D @J J<C<:K<;
U :?<:B9FO 8CCFNJ @QE;@:8K@HEK28K are tax inclusive 0?@J :?<:B9FO 8GGC@<J KF K?< <EK@I< =FID
U 07?<Line description ?<:B9FO 8;;J <J:I@GK@FE =@<C;J KF K?< <EKIP =FID FEK<EKJ F=JL:? =FIDJ N@CC 9< ;@JGC8P<; FE K?:

:FDGC<K<; KISEJ8:K@FE N?<K?<I FI EFK K?<9FO @J :?<:B<; JF K?<P J?FN FE K?< <EKIP =FID
U  Customtheme :8E 9<:?FJ<E @= 8EP K?<D< 9<J@;<J K?< 9IRGKK@D< @J 8:K@M<

3?7<E=@E@J7?<; :C Create

378K ?8GG<EJ 8=K<I| K?< <OG<EJ< :C8@D @J :I<8K<;

=K<I 8E <OG<EJ<:C8@D @J :I<8K<; @K N@CC 9< :I<;@K<; KF FE< F= K?I<< C@89@C@KP FI <HL@KP 8::FLEKJ ;<G<E;@E> FE K?< G8P
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(@E< @K<DJ =IFD K?< <OG<EJ<:C8@D N@CC 9< ;<9@K<; KF 8CCF:8K<; <OG<EJ< { Billable Expenses K89 @J <EB89Cx<; 8E; K?<
<OG<EJ< @J 8CCF:8K<; K?<I< @K N@CC 8;; KF K?< 98iRible ExpeRAseB8JI<K 8::FLEK =FI K?< J<C<:K<; :LIKFD<I

/I<KKC< <OG<EJ<:C8@DJ 8::FI;@E> KF K?< G8P<I| KPG<

U )<D9<I[J :8G@K8C 8::FLEKJ I<HL@I< EF 8;ALIJKD<EK 8J 8E <OG<EJ< :C8@D @J <HL@MB8C<EK KF 8 :FEKI@ILK@FE F=:8G@K8C

U I0G<EJ<:C8@DJ J?FN@E> @mByee clearing accounBI< I<@DILIJ<; KF K?< <DGCFP<< M@8 8 G8PD<EK =IFD 8EP 98EB FI :8J7?
8::FLEK 0?@J GIF:<JJ @J <O8:KCP C@B< GB8P@E> K?< <DGCFP<< =F| 8DFLEKJ ;L< =IFD G8PJC@GJ

U 0?<Expense claims::FLEK :8E 9<:C<8I<; 9P ;@I<:K I<@D9LIJ<D<EK F= K?< ,8P<I| |EK<I K?< G8PD<EK LE Payments K89
8CCF:8K@E> K?< G8PDExidfIise claims8E; K?< :FlI<:K ,8P<I

U %E K?<:8J< F= 8 JFC< KI8:<I GIFGI@<KFI FI :@I<:KFI N?F @J 8CJF 8E !IOG<EJ< C8@D ,8P<I :C8@DJ :8E 9< :C<8I<; 9P AFLIEBC <El
<9@K@Expense claimsSE; :I<;@K@BwnerOs equitfl DirectorsO loans

IOG<EJ< :C8@DJ I<GFIK@E>

/IK8KLJ F= <OG<EJ< :C8@DJ @J DFE@KFI<; @E ;@==<I<EK N8PJ =F| ;@==<I<EK G8P<I KPG<J C8@D I<@D9LIJ<D<EK 8E; :C<8I@E> KI8|
IOG<EJ< C8@DJ ,8P<IJ 8I< J?FNE FE K?<!0G<EJ< C8@DJ/LDDS8IP Reports K89

C8@DJ F=)<D9<I1J :8G@K8C 8::FLEK FNE<IJ J?FN FE K?< 8G@K8C ::FLEKJ/LDDS8IP 8C. Reports

C8@DJ F=IDGCFP<<J 8;; KF K?< IDGCFP<<J[ JL98::FLEKJ Emil®»yee clearing account

*FK< K?8K <DGCFP<< 98C8E:<J 8I< 9CL< D<8E@E> PFL :8E ;I@CC ;FNE 9P :C@:B@E> FE K?<D KF J<< @E:CL;<; KISEJ8:K@FEJ
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"@E8C K?FL>7KJ

.<D<D9<I| K?8K :I<8K@E> 8E <OG<EJ< :C8@D E<M<| @E:CL;<J GBP@E> I<:<@M@E> FIKI8EJ=< Receipts <F Payments FlI
Inter Account Transfers K89J 07< <0:?8E>< F= DFE<P KFFB GC8:< 9<KiNg«E 8E; Payee 8E; ;@; EFK @EMFCM< K?< 9LJ@E<JJ +I 8E
8CCFNS8E:< D8P ?8M< 9<<E <8IE<;: N@K?FLK K?< <0O:?8E>< F= DFE<P

,8P@E> FI| :C<8I@E> 8E <OG<EJ< :C8@D @J 8 J<G8I8K< J<:FE; KIBEJ8:K@FE 37<E ;@I<:KCP I<@DILIJ@E> JFD<FE< G8PD<EK =IFD 8 9¢
8::FLEK @J I<HL@I<;

(8JKCP @=PFL E<<; 8 I<GFIK J?FN@E> ?FN DL:? K?< 9LJ@E<JJ FN<J 8E; ?8J G8@; KF <M<IPFE< N?F ?8J =@C<; 8E <OG<EJ< :C8@D PF
<M<IPFE< @E | Expense Claim Payers :8K<>FIP @E K Settings K89 <M<E K?FL>? K?<P D8P 8CI<8;P 9< ;<=@E<; 8J )<D9<IJ FI
IDGCFP<<J +K?<IN@J< JK8KLJ @E=FID8K@FE N@CC 9< J:8KK<I<; @E ;@==<I<EK I<GFIKJ
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?8GK<| /<CC@E> KF LJKFD<I

0?7<J< @DGFIK8EK #L@;<J I<C8K< KF J<KK@E> LG 8E; DSE8>@E> ;<=@E<; :LJKFD<IJ 8E; HLFK@E> 8E; J<CC@E> >FF;J 8E; J<IM@:<J KF
"I<KHL<EKCP K?<J8C<J GIF:<JJ @EMFCM<J 8E @EK<>I8K<; NFIB=CFN K?8K :8E M8IP :FEJ@;<I89CP =IFD 9LIJ@E<JJ KF 9LI@E<JJ 07<I<=
:8G89@C@K@<J ;<J:1@9<; 8I< FGK@FES8C )8E8><I[J 89@C@KP KF DFE@KFI JK8KLJ F= K?< J8C<J GIF:<JJ @J 8CJF ;<J:I@9<; @E K?@J >
#L@;<J FE 8::FLEK@E> =FI 9@CC89C< K@D< 8E; <OG<EJ<J K?8K N@CC 9< @EMF@:<; KF :LJKFD<IJ

LIKFD<IJ
IEK<I| :LIKFD<IJ

Customer @QE )8E8><| @J 8E <EK@KP G<IJFE 9LI@E<JJ FI FK?<I FI>BE@Q8K@FE N@K? N?FD PFL ?8M<ANeCLOCRE eEcPaAMeSE
I<CBK@QFEJ?@G LJIKFD<IJ @E )8E8><I 8I< 8:KL8CCP JL98:AddeKdtEreceivable5FL DLIK =@IJK :I<8K< 8 LJKFD<I 9<=FI< PFL :8E

%JJL< 8 JBC<J @QEMF@:<

#<E<I8K< ;<C@M<IP EFK<J

/<CC FE :I<;@K =FI =LKLI< G8PD<EK

[<8K< 8 :LIKFD<I JK8K<D<EK J?FN@E> 98C8E:<J ;L< FI JLDD8I@Q@E> G8JK KIBEJ8:K@FEJ

#<E<I8K< 8 J8C<J HLFK< =FI =LKLI< 9LI@E<JJ
<:<@M< 8 ;<GFJ@K FI 8;M8E:< 8>8@EJK =LKLI< NFIB FI ;<C@M<IP F=>FF;J

U

U

U

U

U %JJIL< 8 :I<;@K EFK< =FI I<KLIE F=>FF;J

U

U

U <Fl;9@CC89C< K@D< FI <OG<EJ<J =FI C8K<l| @QEMF@:@E>
U

018:B PFLI :FDGC<K< J8C<J 8E; I<:<@GKJ ?@JKFIP N@K? K?< <EK@KP

*FK <M<IPFE< KF N?FD PFL J<CC DLJK E<:<JJ8I@CP 9< ;<=@E<; 8J 8 LIKFD<I 5FL :8E D8B< 8 :8J? J8C< @EMFCM@E> @DD<;@8K< G8P
I<BK@E> 8 LIKFD<I J@DGCP 9P <EK<I@&»aki?<KPG< 8dther N?<E|<:<@M@E> DFE<P @EKF 8 98EB FI :8J? 8: 1K BK:? KISBEJ8:K@FEJ
N@CC EFK 9< I<:FI;<; @E 8 ?@JKFIP =FI K?8K :FEK8:K <M<E @= K?< :FEK8:K @J 8CI<8;P ;<=@E<; 8] 8 LIKFD<I

IES9C< K?« Customers K89

OF <E89C< K7 Customers K89 :C@ Customize 9<CFN K?< EBM@>8K@FE G8E< :?<:B K?< Customers  8E; :C@:| Update 9<CFN
K?< C@JK

|1<8K< 8 LIKFD<I

/<C<:K K?' Customers K89 K?<E :C@:B New Customer 9LKKFE

FDGC<K< K?< <EKIP 0?@J @E=FIDS8K@FE N@CC 8GG<8I FE J8C<J @EMF@:<J 8E; J@D@CS8I ;F:LD<EKJ
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Name@J K?< C<>8C FI 9@CC@E> E8D< F= K?< :LJKFD<I

Code @J 8 J?FIK 8CG?89<K@: FI ELD<I@: ;<J@>E8K@FE F= PFLI :LIKFD<I %= LJ<; K?<:F;< N@CC 8GG<8I 8=K<| K?< :LIKFD<I[J E
KIBEJ8:K@FEJ

Credit limit @J QE=FID8BK@FE8C %= Customers K89 C@JK@E>N@CC J?FN 8M8@CB89C< :I<;@K

Currency @E N?@:? K?< :LIKFD<I FG<I8K<J :8E 9< J<C<:K<; @= 8 =FI<@>E :LII<E:P ?8J 9<<E ;<=@E<; =FI K?< 9LI@E<JJ OI8EJ8:K(
K?<:LIKFD<I N@CC 9< ;<EFD@ES8K<; @E K?< ;<J@>E8K<; :LII<E:P

Billing address J?FLC; 9< K?< D8@C@E> 8;;I<JJ F= K?< :LJKFD«<I

Delivery address @J FGK@FE8C 0?@J =@<C; 8GG<8IJ FE Delivery Notes K89 @J <E89C<; 8E; N@CC 9< LJ<; FE <C@M<IP
EFK<J

Email @J N?<I<;F:LD<EKJ N@CC 9< <D8@C<; KF K?< :LJKFD<I =IFD N@K?@E K?< GIF>I8D

Division ~8CCFNJ PFL KF 8JJ@>E 8 :LJKFD<I KF 8 IG<:@=@: ;@M@J@FE F= K?<9LJ@E<JJ E LE8JI@>E<; :LIKFD<I N@CC 9<CFlI
ILI@E<JIJ 07<=@<C; 8GG<8IJ FECP @=;@M@J@FEJ 8I Settings 'EK8P<

Control account 8CCFNJ PFL KF 8JJ@>E K?< :LJKFD<I KF 8EP :LJKFD :FEKIFC 8::FLEK D8;< LG F= :IAlXBDrts receivable@J
K?<;<=8LCK 0?@J =@<C; 8GG<8IJ FECP @= 8K C<8JK FE< :LJKFD :FEKIFC 8::FLEK =FI :LJIKFD<IJ @J ;<=@EZ<;

Starting balance Available credit :8E 9< J<K FECP @= 8 JK8IK ;8K< ?8J 9<<E J<I| Settings K89 /<<8EFK?<| #L@:=FI
<K8@CJ 89FLK JKBIK@E> 98C8E:<J

07?< Default due date ?<:B9FO 9I@E>J LGNt days =@<C; N?<E :?<:B<; 0?< ELD9<I F=;8PJ @E;@:8K<; N@CC 9< 8LKFD8K@:8CCl
8;;<; KF K?< @JJL< ;8K< F=8EP J8C<J @EMF@:< :I<8K<; =FI K?@J :LJKFD<I
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5FLI LIKFD<I N@CC EFN 8GG<8l @ Customers K89 LJKFD<IJ 8I< C@JK<; @E 8CG?89<K@:8C FI;<I 8::FI;@E> KF K?<@| E8D<J 1J< J:IFC
G8>@E> 8E; J<8I:? =LE:K@FEJ KF =@E; K?<D 0?< C@JK@E> J?FNJ K?< ELD9<I F=J8C<J @EMF@:<J @JJL<; KF 8 LIKFD<| M8CL< F=8E

@K<DJ 9@CC89C< K@D< 8E; <OG<EJ<J 8E; K?< Adkdtitd[deceivableé98C8E:< +K?<I:FCLDEJ D8P 8GG<8I ;<G<E;@E> FE N?@:? K89J
8I< <E89C<; 8E; K?< J<KLG F=8EP :LJKFD =@<C;J C@:B FE 9CL< ELD9<IJ =FI DFI< ;<K8@CJ F= 8EP :FCLDE

@K FI 8;; :LIKFD<I @E=FIDSK@FE

C@:BK" Edit 9LKKFE C<=K F=8 LJKFD<I[J E8D< @ Customers K89 KF <;@K FI 8;; @E=FIDS8K@FE "FI <O8DGCko8s; BF D8B<
LIKFD<IJ <8J@<I KF =@E; FI ;@JK@E>L@J? =IFD FK?<| LIKFD<IJ N@K? @;<EK@:8C E8D<J

F;<IN@CC 8GG<8l @t Customers K89 @= 8EP 8I< GI<J<EK

F;<J :8E 8CJF 8GG<8I FE :FDGC<K<; =FIDJ 8=K<| K?< LJKFD<I[J E8D< OF J<< :F;<J FE =FIDJ =FCCFN @EJKBEK@HEF(@E <

)FI< @E=FID8K@FE :8E 8CJF 9< GC8:<; @BKRK2<dress =@<C; I<D<D9<I@E> K?8K 8EPK?@E> K?<I< N@CC 8GG<8l FE @EMF@:<J
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Example
'LIJKFD<I FKKFD FCC8I)8IB<KJ ?8J ;@==<I<EK 9@CC@E> 8E; ;<C@MK<IP 8;;I<J. Delivery Notes K89 @J EFK
<E89C<; JF K?Belivery address =@<C; ;F<J EFK 8GG<8I *<M<IK?<C<JJ 9FK? 8;;1<JJ<J :8E 9< J?FNE 9P @E:CL;@E> K?<D @

K?<Business address ~ =@<C; J:IFCC FI <OGS8E; K?< 9FO @= E<:<JJ8IP KF J<<8CC :FEK<EK

5FL :8E 8CJF 8;; :LJKFD =@<C;J =FI FK?<| @E=FIDS8K@FE 89FLK PFLI LIJKFD< Settings :C@: Custom Fields 8E; CF:8K< K?< C@JK
=FI LIJKFD<IJ C@: New Custom Field

<=@E< PFLI :LIKFD =@2€:B9FO<J 8CCFN PFL KF ;<K<ID@E< N?<K?<| K?< :LIJKFD =@<C; N@CC J?FN 8] 8 Customers KR89 C@JK
8E; FE :F:LD<EKJ 07?7< Position =@<C; :FEKIFCJ K?< Fl:<l @E N?@:? :LIKFD =@<C;J 8GG<8I| IEK<I| 8 ELD9<I K?<I< @=: Create 8K@:B
K?< 9FKKFD F= K?< <EKIP J:I<<E N?<E =@QE@J?<;

330



Manager Guides

Example
5FL :8E 8;; 8 ;IFG;FNE C@JK =FI ;<C@M<IP IFLK<J

0?< I<JLCKJ F= 8CC K?<J< :?8E><J @E:CL;@E> ;<=8LCK JLGGI<JI@FE F= K?< :LJKFD<I :F;< 8GG<8I 8] 9<CFN
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[<K JKBIK@E> 98C8E:<J =FI :LIKFD<IJ

Starting balances <O@JK FECP @= PFL 8I< KISEJ=<II@E> 8E <O@JK@E> 9LI@E<JJ KF )8E8><I =IFD 8EFK?<I| 8::FLEK@E> JPJK<D %E K?
E<<; KF J<K JK8IK@E> 98C8E:<J =FI :LIJKFD<IJ N?F FE K?< ;8P PFL 9<>@E LJ@E> )8E8><I| JFD<K@D<J I<=<II<; KF 8] K?< JK8IK ;8K<

U $8M< 8MB8@C89C< :I<;@K LEI<C8K<; KF J8C<J @EMF@:<J FI
U +N< PFL DFE<P 9<:8LJ< F=LEG8@; J8C<J @EMF@:<J

#<E<I8C GIF:<;LI<J =FI <EK<I@E> JK8IK@E> 98C8E:<J 8I< EEEE’@EL@;<<8; @K =@IJK <=FI< PFL :8E <EK<I| JK8IK@E> 98C8E:<J =FI
‘LIKFD<IJ K?<:LIJKFD<IJ K?<DJ<CM<J DLJK 9< :I<8K<; "FRECEN GIF:<;LI<JKF <EK<| K?<D

IEK<I BM8@CB89C< :I<;@K
Available credit 1<=<IJ KF 8EP 8DFLEK PFL FN< PFLI :LJKFD<I FE PFLI JK8IK ;8K< 0?@J :I<;@K :FLC; 9< K?< I<JLCK F= G8JK :I<;@K EFK<J

J<KKC<D<EK F=:FEKI8:K :@JGLK<J FI GIFD@J<; I<=LE;J %= PFLI :LIJKFD<I ?8J 8 :I<;@K 98C8E:< K?8K :8E 9< 8GGC@<; KF =LKLI< @EMF(
Customers K89 8E; :.C@: Edit 9<J@;<K?<:LIKFD<I[JE8D<

IEK<I K?<Starting balance F=K?< 8M8@C89C< :I<;:@K

C@:l Update
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Note
0?7< 8MB8@CB89C< :I<;@K DLJIK 9< <EK<I<; @E K?< :LII<E:P J<C<:K<; =FI K?< :LJKFD<I

IEK<I LEG8@; J8C<J @QEMF@:<J

5FL :8EEFK <EK<I K?< JK8IK@E> 98C8E:< =FI LEG8@; @EMF@:<J 8J 8 J@E>C< =@>LI< )8E8><I I<HL@I<J PFL KF <EK<| JG<:@=@: LEGS(
'FDGC<K<; 0?@J @J JF )8E8><I :8E ><E<I8K< 8::LI8K< :8J? 98J@J I<GFIKJ IM<E @=PFL ;F EFK 8;FGK :8J? 98J@J 8::FLEK@E> @K @J @I
<EK<| 8CC LEG8@; J8C<J @EMF@:<J JF PFL :8E @JJL< ;<K8@C<; :LIKFD<I JK8K<D<EKJ 8E; <EK<| <M<EKLS8C I<:<@GKJ 8>8@EJK K?< :Fl

IEK<I 8 JKBIK@E> 98C8E:< @EMF@:< @E K?< J8D< D8EE<I 8J 8 I<>LC8I| JSCKIP@EME@:K J8€<J @EMF@:< @EJKIL:K@KEda02<
=@<C; N@CC 9P ;<=8LCK 9< Gl<=@CC<; N@K? K?< :LII<EK ;8K< ;@K K?@J KF D8K:? K?< FI@>@E8C @JJL< ;8K< =IFD PFLI FC; 8::FLEK

)BE8><I LJI<J K?<J< Gl< JK8IK J8C<J @EMF@:<J KF <JK89C@J? JKBIK @EcoddGtEselv@ite0?7<P N@CC EFK 8==<:K GIF=@K 8E; CFJJ
JK8K<D<EKJ ;LI@E> K?< :LII<EK FI C8K<I| =@ES8E:@8C G<I@F;J %=8E @EMF@:< ?8J 9<<E G8IK@8CCP G8@; FE K?< ;8P PFL 9<>@E LJ@
I<DS@E@E> 98C8E:< ;L< J?FLC; 9< <EK<I<;

3?<E =@E@J7?<; :C Create KF J8M<K?< @EMF@:< .<G<8K =FI 8CC FG<E J8C<J @EMF@:<J Gl<:<;@E> PFLI JK8IK ;8K<

Note

8I<=LCCP :FEJ@;<| @EM<EKFIP @K<DJ FE GI< JK8IK @EMF@:<J %= @K<DJ FE 8 J8C<J @EMF@:< N<I< 8CI<8;P ;<C@M<I<;
8::FLEK@E> JPJK<D 8;; K?< HLBEK@K@<J 98:B KF K?< JK8IK@E> 98C8E:<J =FI K?FJ< @EM<EKFIP @K<DJ 9<:8LJ< K?< GI<.
@EMF@:< K<CCJ )8E8><| K?<P 8I< 9<@E> ;<C@M<I<; 8>8@E

1J< :LIKFD<I :F:;<J
0?< Code =@<C; =FI :LIKFD<IJ @J :FDGC<K<CP FGK@FE8C %K :8E 9< LJ<; =FI J<M<I8C GLIGFJ<J @E:CL;@E>

U @QIK@E>L@J?@E> :LIKFD<IJ N@K? @;<EK@:8C E8D<J
U EEFKB8K@E> ;@==<I<EK ;<G8IKD<EKJ FIl :FJK :<EK<IJ 8K 8 J@E>C< :LIKFD<I N@K? <8:? ;<G8IKD<EK 9<@E> :I1<8K<; 8J 8 ;@JK@E
U JI@>E@E> :LIKFD<IJ KF I<>@FEJ J8C<J G<IJFEE<C FI IFLK<J

JJ@>E 8 :LIKFD<I :F:<

3?<E :I<KBK@E> Fl <;@K@E> 8 :LIJKFD<I ¢ Customers K89 <EK<I| 8EP :FDI@EBK@FE F= C<KK<IJ FI ELD9<IH@EHBLE;

0?<:F;< N@CC 8CJF J?FN @ Customers C@JK@E> 8E; :8E 9< <EK<I<; 8J 8 J<8I:? G8I8D<K<| @E FK?<I K89J
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L @E> K?< :LIKFD<I :F;< KF ;F:LD<EKJ

%= PFL N@J? KF 8;; K?< :LJKFD<I :F;< KF :FDGC<K<; =FIDJ <;@K K?< K?<D< LJ<; KF ;@JGC8P K?<D 3?@C< M@<N@E> K?< K?<D<[J :FD(
@EJ<IK K?< M8I@88¢&stent.code }} 8K K?< GC8:< @E K?< K?<D< PFL N8EK K?< :F;< KF 8GG<8l 0?@J N@CC 8:K 8J 8 GC8:<?FC;<| M8I
@EJ<IKJI K?< :LIJKFD<I :F;< N?<E FE<<O@JKJ @EKF PFLI ;F:LD<EKJ

Example
OF J?FN K?< :LIJKFD<I[J :F;< FE GI@EK<; ;F:LD<EKJ 8=K<I| K?< :LIJKFD<I[J EBD< @Edxiknt.code }} @E K?< C@E<
:FEK8@E @Eecipient.name }} 8J 9<CFN

<div><b>{{ recipient.name }}</b> {{ recipient.code }}</div>

0?< I<KJILCK N@CC 9<

)BE8>< @E8:K@M< :LIJKFD<IJ

+C; @E8:K@M< LIKFD<IJ :8E :CF> PFLI C@JKJ 5FL :8E ;<C<K< K?<D @= PFL ?8M< E<M<I <EK<I<; 8EP KPG< F=KI Edit .®FE =FI K?<D
LIKFD<I 8E; :C@:F Delete 8K K?<9FKKFD F= K?< J:I<<E

LK @= PFL ?8M< <EK<I<; 8EP KIBEJ8:K@FEJ )8E8><I N@CC EFK 8CCFN PFL KF ;<C<K< 8 LJKFD<I 9<:8LJ<;F@E> JF NFLC; 8CJF ;<C<K<
?@JIKFI@:8C KISBEJ8:K@FEJ %EJK<8; PFL :8E D8B< 8 LJKFD: Edit :K@M<IKFD<I 8E; :?<:B K?<Inactive 9FO C@: Update 8E;
K?< LIKFD<I N@CC EF CFE><I 8GG<8l @E K?< 8:K@M< GFIK@FE F= C@JKJ

%= K?< LJKFD<I <M<l I<KLIEJ KF 8:K@M< JK8KLJ J:IFCC KF K?< <E; F= K?< :LJKFD<I C@JK N?<I< PFL N@CC J<< @QE8:K@M< :LIKFD<IJ
C@:| Edit E<OK KF K?< :LIJKFD<I[J E8D<

1E:?<:B K?<Inactive =~ 9FO 8E; :C@: Update

/8C<J -LFK<J
|<8K< JBC<J HLFK<J

sales quote F==<IJ >FF;J FI I<IM@:<J 8K ;<=@E<; GI@:<J 8E; K<IDJ /KI@:KCP JG<8B@E> @K @J EFK 8E 8::FLEK@E> KISBEJ8:K@FE 8E;
Fl @EM<EKFIP @DG8:K %K ;F<J EFK @EMFCM< 8:KL8C GIFM@J@FE F= J<IM@:<J DFM<D<EK F= @EM<EKFIP FI G8PD<EK F= DFE<P ¢
E<:<JJ8IP 8K 8CC 9LK :8E 9< LJ<; =FI 8 M8I@<KP F= GLIGFJ<J

U -LFK@E> GI@:<J @E 8;M8E:< F= I<:<@M@E> 8E FI;<lI
U F.LD<EK@E> <JK@D8K<J @E JLGGFIK F= I<HL<JKJ =FI ;<GFJ@KJ
U ,IFM@;@fro forma @EMF@:<J =FI @ DGFIK <OGFIK :C<8I8E:<

%= 8 J8C<J HLFK< @J 8::<GK<; 9P K?< :LJKFD<I| @K :8E 9< :FEM<IK<; KF FK?<| KISBEJ8:K@FE KPG<J @E PFLI J8C<J FI GLI:?8J< NFIB=CFN
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IEB9C< K?« Sales Quotes K89

<=FI< :I<BK@E> 8 J8C<J HLFK< <EB89( Sales Quotes K89 <CFN K?< C<=K ESBM@>8K@FE ( Customize ?2<:B K?< 9FO =FI
Sales Quotes 8E; :C@:| Update

)BE8><I 8CCFNJ J8C<J HLFK<J KF 9< :I<8K<; @E K?I<< ;@==<I<EK N8PJ

U /K8E:8I: D<K?F;
U CFE@E>
U FGP@E> LJ@E> cCopyto =LE:K@FE

/K8E:8I|;: D<K?F;

%E K7 Sales Quotes K89 J<C<: New Sales Quote

FDGC<K< K?< J8C<J HLFK< =FID

U Issuedate N@CC 9< GI<GFGLC8K<; N@K? KF;8P[J ;8K< 0?@J D8P 9< <;@K<;
U Expiry date ~ @J FGK@FE8C 0?@J 8CCFNJ PFL KF <JK89C@J? K?< ELD9<I F=;8PJ 8=K<I K?< @JJL< ;8K< K?8K K?< M8C@; @KP F:

U Reference @JFGK@FESC 8E; D8P 9< LJ<; =FI @EK<IE8C FI <OK<IE8C J<HL<E:<J %= K?< 9FO N@QK?@E K?<=@<C; @J :?<:B<; )8E
ELD9<I K?< KISEJ8:K@FE 8LKFD8K@:8CCP 07?< GIF>I8D N@CC J<8I:? =FI K?< ?@>7<JK ELD9<I 8DFE> 8CC <O@JK@E> J8C<J HLI

U GIKM@FLJICP ;<=@#kstpmer :8E 9< J<C<K<; =IFD K?<;IFG;FNE C@JK
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Note
J8C<J HLFK< :8E 9< @JJL<; N@QK?FLK ;<=@E@E> 8 :LIKFD<| @= K?< GFK<EK@8C =F| =LKLI< 9LI@E<JJ @J ;FL9K=L
C<8M< K2gstomer =@<C; 9C8EB 8E; <EK<I| K?< :LJKFD<I[J E8D< @Ed2«ress =@<C; 0?<E8D< N@CC 8GG«<S8I

@E K?< J8D< CF:8K@FE FE K?< :FDGC<K<; J8C<J HLFK< 8J 8 ;<=@EZ<; :LIKFD<I| %= K?< J8C<J HLFK< I<JLCKJ @E 9L
PFL N@CC ?8M< KF ;<=@E< K?< :LJKFD Customers K89 9<=FI< FK?<| KISEJ8:K@FE =FIDJ :8E 9< :I<8K<; <

8N8I< K?8K @= 8 J8C<J HLFK< N@K?FLK 8 ;<=@E<; :LIJKFD<I @J :FG@<; KF 8EFK?<I KIBEJ8:K@FE EF :LJKFD<I E8D<
8;;1<JJ N@CC :8IIP =FINS8I;

U %= 8 :LIKFD<I @J J<C<lkg address N@CC 8LKF=@CC N@K? K?< 8;;I<JJ ;<=@E<; =FI K?8K :LIKFD<| +K?<IN@J< <EK<I| K?< 8;
DS8EL8CCP

U E FM<I8CQescription  F=K?<HLFK< @J FGK@FESC

U (@E< @K<DJ :8E 9< <EK<I<; J<D@ 8LKFD8K@:8CCP 9P J<C<:K@E> @EM<EKFIP FI EFE @ EM<EK&RCD KKKI<® BBE B
<EK<I<; DBEL8CCPTax Code :8E 9< J<C<:K<; =FI 8EP C@E< @K<D

*<8l K?< 9FKKFD F= K?< J:I<<E 8I< :?<:B9FO<J =FI M8I@FLJ FGK@FEJ ;;@K@FE8C =@<C;J 8GG<8I N?<E JFD< FGK@FEJ 8I< :?<:B<;

U 9FO :8E 9<:?7<:B<; KF @E;@:8Ksnounts are tax inclusive 0?@J J<C<:K@FE 8GGC@<J KF K?< <EK@I< =FID
U 0?<Rounding FGK@FE C<KJ PFL :?FFJ< 9<KWBreERound to nearest FI Round down

U 3?7<E K?<Discount 9FO @J :?<:B<; FGK@FEJ 8GG<BEkrtdntageF| Exact amount 0?< 8:KL8C ;@J:FLEK <EKI@<J DLJK 9< D8;< C@E<
@K<D 9P C@E< @K<D ,<l:<EK8><J :8E M8IP 9P C@E< @K<D

U 07?< Hide total amount 9FO 8CCFNJ PFL KF @E:CL;< J<M<I8C FGK@FEJ @E 8 HLFK< N@K?FLK ;@JGC8P@E> 8 KFK8C K?8K 8;;J ¢
8E; NFLC; 9< ?@>7<I K?8E 8EP FGK@FE K?< :LJKFD<I D@>?K :?FFJ<

Note

3?7<E K?@J FGK@FE @J :?<:B<; FE 8 J8C<J HLFK< N@K? DFI< K?8E FE< K80 :F:< 8GGC@:89C< K80 :F;<J =FI <8:? C(
N@CC 9< :@JGC8P<; FE K?< :FDGC<K<; J8C<J HLFK< LK EF K80 8DFLEKJ N@CC 9< :8C:LC8K<; FI :@JGC8P<; %= F
F:< @J8GGC@<; EF KBO @E=FIDS8K@FE F=8EP B@E; @J :@JGC8P<;

U  Customtheme :8E 9<J<C<:K<; @= 8EP K?<D< 9<J@;<J K?< ;<=8LCK @J 8:K@M<

U  Custom title :8E 9< <EK<lI<; ,FJJ@9C< 8CK<IEBK@M<JRIEROkra Invoice Proposal Sales Quotation Price SheetFl Sales
Offer OF :?8E>< K?< K@KC< :?<:B K?< 9FO 8E; <EK<I PFLI Gl<=<II<; :?F@:< CK<IE8K< K@KC<J J<K LE;<I "FID <=8LCKJ N@CC 8C
E<N J8C<J HLFK<J 9LK D8P 8CJF 9< <;@K<;
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U 07?<Cancelled 9FO :8E 9<:?<:B<; @= K?< :LIJKFD<I I<A<:KJ PFLI F==<I

C@:| create N?<E=@E@J7?<;
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Example

*FIK?N@E; 0I8;<1J J<E;J 8 J8C<J HLFK< M8C@; =FI ;8PJ KF FKKFD FCC8I)8IB<KJ =FI :I189 D<8K *F K80<J 8I< @E;@:8K<;
07<J<:BE 9<8;;<; @=E<:<JJ8IP KF 8EP I<JLCK@E> J8C<J @EMF@:< *FI @J 8 ;@J:FLEK F==<I<; LK K?<8DFLEK @J IFLE;<
:FNE *FIK?N@E; ?8J 8CJF 8;;<; 8 :LIKFD =@<C; KF @KJ J8C<J HLFK<JIcE8D<;

0?< J8D< HLFK< :FLC; F==<I| LEKFK8C<; FGK@FEJ 8E; 9< I<E8D<; 8J 8 GI@:< J?<<K
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CFE@E>

.<G<8K J8C<J HLFK<J :8E 9< <BJ@CP GI<G8I<; 9P :CFE@E> GI<M@FLJ FE<J 3?@C< M@<N@E> 8 J@!| Clone JST<IEHNFRSCCI@:B
HLFK< E<<; EFK 9< @;<EK@:8C KF K?< GIKM@FLJ FE< FI <M<E KF K?< J8D< :LJKFD<| EPK?@E> :8E 9< <;@K<; FI 8;;<;

FGP@E>

OF :1<8K< 8 J8C<J HLFK< =IFD 8EP J8C<J FI GLI:?8J< I<C8K<; KIBEJ8:K@FE Copyto ’QLKKFE N?@C<M@<N@E> K?< JFLI:< KISEJ8:K@FE
8E; J<C<:KNew Sales Quote=IFD K?< D<EL

Examples
%= 8 :LJKFD<I GC8:<J 8E FIl;<I J@D@CS8I KF 8 GI<M@FLJ J8C< 8 J8C<J HLFK< :8E 9< ><E<I8K<; =IFD 8 GI@FI J8C<J @EMF@::

D8P 9<98:BN8I;J =IFD K?< EFID8C NFIB=CFN F= J8C<J HLFK<J8C<J FI;<I J8C<J @EMF@:< 9LK G<I=<:K =FI 8 J@KLB8K@F
N?<I< K?< :LJIKFD<I N8EKJ LG;8K<; GI@:@E> =FI K?< J8D< K?@E> GLI:?8J<; C8JK K@D<

J8C<J HLFK< :8E 8CJF 9< :FG@<; =IFD 8E <O@JK@E> J8C<J Fl;<I 0?7@J FGK@FE D8P 9< LJ<=LC N?<E 8 :LJKFD<I DF;@=@-<
FE>F@E> AF9 =FI N?@:? PFL 8CI<8;P ?8M< 8 J8C<J FI;<I @E PFLI JPJK<D 9LK E<<;J 8 =FID8C HLFK< =FI 8GGIFM8C GLIGFJ<

HLFK< KF 8 :LJKFD<I :FLC; 9< :FG@<; =IFD K?< DFJK I<:<EK GLI:?8J< @EMF@:< =FI K?< @K<D KF 9< JFC; %E K?@J JQKLS8!
JLGGC@<I[J EBD< N@CC EFK :8IIP FM<I 8J K?< :LJKFD<I[J E8D< +I K?<:LJKFD<I D@>?K ?8M< J<EK PFL 8 I<HL<JK =FI HLFK
N?@:? PFL <EK<I<; @E Purchase Quotes K89 5FL :8E :FGP K?< GLI:?8J< HLFK< KF 8 J8C<J HLFK< 8E; 8;; PFLI GI@:@E>
@E=FIDSK@FE

JFE@KFI J8C<J HLFK< JK8KLJ

)BE8><I :8E ?<CG PFLmonitor status of your sales quotes @= PFL LI< JFD< F= K?< GIF>I18D[J 8M8@C89C< =<8KLI<J 0?@J :8G89@C@KP N
@E M<IJ@FE J@FI KF K?8K M<IJ@FE J8C<J HLFK<J N<I< GLI<CP @E=FIDS8K@FE8C N@K? EF C@EB8>< KF FK?<I| KIBEJ8:K@FEJ O
9< DFE@KFI<; N@K? :LJKFD =@<C;J

/IK8KLJ @J ;@JGC8P<; FE K?< Sales Quotes K89 C@IJK@E> 07<I< 8I< GFJI@9C< JK8KLJI<J

U K@M< N?<E =@IJK :I<8K<; 8J ;<J I @BEKBE<| #L@;<

U I0G@I<; 8=K<I K?< <OG@IP ;8K< ?8J G8JJ<; N@K?FLK K?< HLFK< 9<@E> 8::<GK<; FI :8E:<CCx<;

U :<GK<; N?<E C@EB<; KF 8 J8C<J FI;<I FI J8C<J @EMF@:< J<< @EJKIL:K@FEJ @E =FCCFN@E> G8I8>I8G?
U B8E:<CC<; 9P <;@K@E> K?< J8C<J HLFK< @KJ<C=

/18C<J HLFK<J :8E 9< C@EB<; KF J8C<J FI;<IJ FI J8C<J @QEMF@:< @E KNF N8PJ
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U 1J@E>K" Copyto =LE:K@FE KF :1<8K< K?< J8C<J FI;<I Fl @EMF@:< N?@C< M@<N@E> K?< J8C<J HLFK<

U /<C<K@E> K2sote number 8=K<I| :?FFJ@E> 8 :LIJKFD<I FE K?< J8C<J FI;<I FI @EMF@:<

Example

*FIK?N@E; 018;<1J LI<; KF G<I@F;@:8CCP ;<C<K< J8C<J HLFK<J @= K?<P N<I< EFK JL::<JJ=LC /@E:< M<IJ@FE ?FN<M<
K8B<E 8;M8EK8>< F= 8CC K?< JK8KLJ DFE@KFI@E> :8G89@C@KP ) Sales Quotes 8P C@JIK@E> J?FNJ K?< :LII<EK
JK8KLJ JLDDS8IP =FI @KJ @EK<IESBK@FE8C 9LJ@E<JJ

/I<M<I8C K?@E>J 8I< EFK89C< @E K?< <O8DGC< 89FM< "@IJK K?<I< 8I< EF <OG@IP ;8K<J 9<=FI< )8P 9<:8LI< K?< GFJJ@9@C@KP F=:
:@; EFK <O@JK /<:FE; 8J 8 I<JLCK K?<I< 8I< JFD< M<IP FC; HLAtvelR@8 < K?<P :FLC; EFK 9< :8E:<CC<; "@E8CCP 8 =<N HLFK<J 8I<
C@JK<; Rdcepted 9<:8LJI< K?<P N<I< @EMF@:<; 8=K<| @EKIF;L:K@FE F= K?< JK8KLJ DFE@KFI@E> :8G89@C@KP 07?<J< ?8M< :?8E><; KF
DFM<; KF K?< 9FKKFD F= K?< C@JK J?FN@E> K?8K K?<P EF CFE><I I<HL@I< :CFIcBKKSEKRRpiEeOPIC<J HLFK<J 8l< DFI< M@J@9C<
9<:8LJ< K?<P 8I< 9FK? :LII<EK 8E; E<<; I<KJIFCLK@FE <@K?<I 9P :FEM<IK@E> K?<D KF J8C<J FIl :8E:<CC@E> K?<D
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Example
FEKQEL@E> N@K? K?< <O8DGC< *FIK?N@E; ;<:@;<J KF :C<8E LG @KJ J8C<J HLFK< DFE@KFI@E> %K K8B<J K?I<< 8:K@
@J :8E:<CC<; 9LK EFK ;<C<K<; 9<:8LJ< @K <OG@I<; GI<I<KIM@E> K?< I<:FI; HLFK<J 8E; 8I<:8E:<CCx<;

9<:8LJ< K?<P 8I< JF FLK;8K<; 8E; 8CC I<DB@E@E> 8:K@M< HLFK<J 8I< <;@K<; N?<I< E<:<JJ8IP KF >@M< K?<D <OG@IP;
0?< C@JK EFN CFFBJ C@B< K?@J 8=K<I| JEK@E>FELI

[8C<J +I:<1J
|I<8K< J8C<J Fl:<IJ

sales order I<:FI;J 8E FI;<I =IFD 8 :LJKFD<I LJL8CCP =FI @EK<IE8C GLIGFJ<J /KI@:KCP JG<8B@E> @K @J EFK 8E 8::FLEK@E> KISEJS!I
EF =@E8E:@8C FI @EM<EKFIP @DG8:K %K ;F<J EFK @EMFCM< 8:KL8C GIFM@J@FE F= J<IM@:<J DFM<D<EK F= @EM<EKFIP FI G8PD
EFK 1<8CCP E<:<JJ8IP 8K 8CC 9LK :8E 9< LJ<; =FI 8 M8I@<KP F= GLIGFJ<J

%EK<IESC DSEL=8:KLI@E> FI =LC=@CCD<EK GCSEE@E>
F:LD<EKBK@FE F= 8>I<<; GI@:@E>

u
u
U LJKFD<I :FDDLE@:8K@FE

U 18=KJ F= GLI:?8J< FI J8C<J @EMF@:<J

IEB9C< Sales Orders K89 8E:; :<=@E< :LJKFD<I

<=FI< :I<8K@E> 8 J8C<J Fl;<| <E89C< Sales Orders K89 <CFN K?< C<=K ESM@>8K@FE ( Customize :?<:B K?< 9FO =FI
Sales Orders 8E; :C@:| Update

*<OK 9< JLI< K?< :LIKFD<I =FI N?FD K?< J8C<J FI;<l @J 9<@E> <EK<I<; ?83-9a4=; @E k Customers K89)8E8><| 8CCFNJ J8C<J
FI;<1J KF 9< :I<8K<; @E =FLI ;@==<I<EK N8PJ

U /K8E:8I: D<K?F;
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CFE@E>
FGP@E> LJ@E> Copyto =LE:K@FE

/K8E:8I; D<K?F;:

%E K7 Sales Orders K89 J<C<: New Sales Order

FDGC<K< K?< J8C<J FI;<I =FID

c

cC C C cC

Date @J GlI<=@CC<; N@K? KF;8P[J ;8K< N?@:? D8P 9< <;@K<;

Reference @J FGK@FES8C 8E; D8P 9< LJ<; =FI @EK<IE8C FI <OK<IE8C J<HL<E:<J %= K?<9FO N@K?@E K?< =@<C; @J :?<:B<; )8E
ELD9<I K?< KISEJ8:K@FE 8LKFD8K@:8CCP 07< GIF>I8D N@CC J<8I:? =FI K?< ?@>7<JK ELD9<I 8DFE> 8CC <O@JK@E> J8C<J Fl;<

Customer DLJK 9< J<C<:K<; =IFD K?< ;IFG;FNE C@JK

0?< Quote number =@<C; 8GG<8IJ 8=K<I| 8 :LIKFD<I @J J<C<:K<; 9LK F Sales Quote K89 @J <E89C<; %= K?< J8C<J Fl:<l @J
9<@E> :I<8K<; DSBEL8CCP J<C<:K =IFD 8M8@C89C< J8C<J HLFK<J %= K?< J8C<J Fl:<l @J 9<@E> :1<8K<; 9P :FGP@E> 8 J8C<J HL
ELD9<I N@CC 9< Gl<=@CC<; 0?< HLFK< ELD9<| @J FGK@FESC 9K®iR1J@IKB®MEK?

0?< :LIKFD<I[JBilling address =@CCJ 8LKFD8K@:8CCP
E FGK@FES8C JLDD&iBscription  F= K?< J8C<J FI;<I :8E 9< <EK<I<;

(@E< @K<DJ :8E 9< <EK<lI<; J<D@ 8LKFD8K@:8CCP 9P J<C<:K@E> @EM<EKFIP F| EFE @ EM<EKE&RCD KKKI<® BBE B«
<EK<I<; DSEL8CCP

Description ~ F=K?<C@E< @K<D @J FGK@FES8C

Qty @J N?<I< PFL <EK<| K?< ELD9<I| F= @K<DJ 9<@E> JFC; +E< @J 8JJLD<; @= EFK?@E> @J <EK<I<;
Unit price @J K?<J8C<J Gl@:< G<I @K<D

Tax :F;<J :8E 9< J<C<:K<; 8J 8GGC@:89C<

*<8l K?< 9FKKFD F= K?< J:I<<E 8I< :?<:B9FO<J =FI M8I@FLJ FGK@FEJ ;;@K@FE8C =@<C;J 8GG<8I| N?<E JFD< FGK@FEJ 8I< :?<:B<;
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U 9FO :8E 9<:7<:B<; KF @QE;@:8Ksnounts are tax inclusive %= :?7<:B<; K?<=FID8K F=K?< ;8K8 <EKIP J:I<<E :?8E><J FD@KK@E>
K?<Tax Amount 8E; J<:FE; Total :FCLDEJ

U 37?<E K?<Discount 9FO @J :?<:B<; FGK@FEJ 8GG<BEkrddntageF| Exact amount 0?7@J J<C<:K@FE 8GGC@<J KF K?< <EK@I< KIBEJ8
ILK ;@J:FLEK <EKI@<J DLIK 9< D8;< C@E< @K<D 9P C@E< @K<D

U 018:B HLBEK@KP KF ;<C@M<I @J FGK@FE8C %K :8E ?<CG DFE@KFI JK8KLJ F=J8C<J FI;<I =LC=@CCD<EK 0?@J =@<C; 8GG<8I
EFE @EM<EKFIP @K<D @J J<C<:K<; =FI 8 C@E< @K<D

U  Customtheme :8E 9<J<C<:K<; @=8EP K?<D< 9<J@;<J K?< :<=8LCK @J 8:K@M<

C@:| create N?<E=@E@J7?<;

CFE@E>

.<G<8K J8C<J FI;<IJ :8E 9< <EK<I<; 9P :CFE@E> GI<M@FLJ FE<J 3?@C< M@<N@E> 8 J@D@C Clone JEP<ENNIEC<J Fl;<I E<<;
EFK 9< @;<EK@:8C KF K?< GIKM@FLJ FE< EPK?@E> :8E 9< <;@K<; FI 8;;<;

0?< :CFE<; J8C<J FI;<I N@CC ?8M< K?< J8D< ;8K< 8] K?< JFLI:< J8C<J Fl;<I LK @=8LKFD8K@: I<=<I<E:< J<HL<E:@E> ?8J 9<<E J<K LG @
Form Defaults @E K’ Settings K89 8 E<N I<=<I<E:< ELD9<I N@CC 9< 8JJ@>E<;

FGP@E>

OF :1<8K< 8 J8C<J FI;<I =IFD 8EP J8C<J FI GLI:?8J< I<C8K<; KIBEJ8:K@FE :' Copyto 9LKKFE N?@C< M@<N@E> K?< JFLI:< KISEJ8:K@FE
J<C<:Kew Sales Order=IFD K?< D<EL
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Examples
%= 8 J8C<J HLFK< N8J GI<M@FLJCP >@M<E KF 8 :LJKFD<I 8 J8C<J FI;<I :8E 9< ><E<I8K<; ;@I<:KCP =IFD K?< J8C<J HLFK<

3?<E 8 :LIKFD<I GC8:<J 8E FI;<I| =FI >FF;J FI I<IM@:<J K?8K ?8M< GI<KM@FLJCP 9<<E JFC; KF K?8K :LJKFD<I 8 J8C<J FI;<I :8E
9P :FG@<; =IFD K?< <8IC@<I J8C<J @QEMF@:<

:LIKFD<I D@>?K ?8M< J<EK PFL 8 I<HL<JK =FI HLFK< N?@:? PFL <EK<I| Purchase Quotes K89 5FL :8E :FGP K?<
GLI:?8J< HLFK< KF 8 J8C<J Fl;<l %E K?@J J@KLBK@FE K?< JLGGC@<I[J E8D< 8E; 9@CC@E> 8;;I<JJ N@CC EFK :8IIP FM<I ¢
E8D< 8E; 8;;1<JJ 9LK DLJK 9< 8;:<; ;LI@E> :I<8K@FE F= K?< J8C<J FI;<lI

JFE@KFI J8C<J FIl;<I JK8KLJ

)BE8><I :8E ?<CG PFLmonitor status of your sales orders @= PFL LI< JFD< F= K?< GIF>18D[J 8M8@C89C< =<8KLI<J /K8KLJ @J DFE@KFI<;
D8@I Sales Orders K89 LE;<| K?I<< :FCLDEJ

U Qty to deliver 0?@J ELD9<I 8GGC@<J FECP KF @EM<EKFIP @K<DJ FE J8C<J FI;<iJ&E N2@t?tKa«liver FGK@FE
?8J 9<<E J<C<:K<; N?<E :I<BK@E> FI <;@K@E> K?< J8C<J FI;<I

U Invoiced 0?7@J=@>LI< @E:CL;<J K?< KFK8C 8DFLEK FE 8CC J8C<J @EMF@:<J C@EB<; KF 8 G8IK@:LC8I J8C<J Fl;<l /8C<J @EM
JB8C<J FI;<IJ @E KNF N8PJ +E< @J 9P LJC Copyto =LE:K@FE KF :I<8K< K?<J8C<J @EMF@:< N?@C< M@<N@E> K?< J8C<J FI;<
@J 9P J<C<:K@EcrK&<umber 8=K<I :?FFJ@E> 8 :LJKFD<I FE K?< J8C<J @QEMF@:<

U status 0?@J :FCLDE @E:CL;<J ;<J:I@GK@M< K<IDJ 89FLK J8C<J FI;<I JK8KLJ /K8KLJ @J ;<K<ID@E<; 8LKFD8K@:8CCP !08:K FGI
FE N?@:? =<8KLI<J 8I< @E LI< 9P K?<9LJ@E<JJ FDGC<K< JK8KLJ GIF>I<JI@FE @J @E K?< =FCCFN@E> Fl;<I 8] @CCLJKI8K<;

Not delivered\ Partially delivered\ Uninvoiced\ Partially invoiced\ Invoiced
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Not delivered 8E; Partially delivered FECP J?FN =FI 9LI@E<JJ<J ;<8C@E> N@K? @EM<EKFIP @K<DJ /F N@QK?FLK @EM<EKFIP @K-=
GIF>1<JIJ<)J C@B< K?@J

Uninvoiced\ Partially invoiced\ Invoiced

Example
*FIK?N@E; 018;<1J :LIIKEKCP ?8J KNF LE=LC=@CC<; J8C<J FI;<IJ =IFD 8 :LJKFD<I| IFLE; K?< Sales Orders K89

C@IK@E> J?FNJ K?<J< KNF FI;<IJ <E:FDG8JJ @EM<EKFIP @K<DJ 8NS@K@E> ;<C@M<IP 8E; @EMF@:@E>

*FIK?N@E; D8B<J 8 G8IK@8C ;<C@M<IP FE JBC<JBE<tLCC ;<C@M<IP FE J8C<J Fl;<0K I<:FI;J K?< G8IK@8C ;<C@M<IP FE
N@K? 8 ;<C@M<IP EFK< 8E; I8@J<J 9FK? 8 J8C<J @EMF@:< 8E; :FII<JGFE; @E> ;<C@0*<IPKEK{I @E K?<
Sales Orders K89 :?8E><J J?FN@E> K?8K J8C<J FI;<l@J =LCCP ;<C@M<I<; 8E; @EMF@:<; 8E; J8C<Id];&8IK@8CCP
,<C@M<I<; 9LK EFK @EMF@:<; 8K 8CC

=K<l I<:<@M@E> 8;;@K@FE8C @EM<EKFIP *FIK?N@E; ;<C@M<IJ K?< I<D8@E@E> HL3EB@KIPG®& J83E&2% EL€IC J8C<J
FI;<I KF 8 J8C<J @EMF@:< /K8KLJ @J LG;8K<; 8>8@E
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Notes

%E K?< GI<:<;@E> <O8DGC< @K @J <8JP KF J<< K?8K 9FK? J8C<J FI;<IJ 8I< :FDGC<K<CP =LC=@CC<; CC @EM<EKFIP HLE
<C@M<I<; E; K?<=LCC 8DFLEKJ <EK<I<; N?<E K?< J8C<J FI;<IJ N<I< K8B<E ?8M< 9<<E @EMF@:<; LK K?<J<D@>?K 9<
@DG<I=<:K @E;@:8KFIJ F= KIL< Fl;<I JK8KLJ

0?< FGK@FE KF Kl18:B HLBEK@K@<J KF ;<C@M<I D@>?K EFK ?8M< 9<<E J<C<:K<; FE 8 J8C<J FI;<I *FE @EM<EKFIP @K<DJ
‘FLEK<; 8K 8CC 9P )8E8><| JF K?<@I ;<C@M<IP JK8KLJ @J E<M<I [<=C<:K<; /<<<O8DGC<9<CFN %EMF@:<; Gl@:<J D@>"?
?8E><; J@E:< K?< J8C<J FI;<I N8J <EK<I<; +I D8EL8CCP :I<8K<; J8C<J @EMF@:<J D@>?K EFK ?8M< 9<<E C@EB<; KF J8C<J
CC K?<J< NFLC; JGF@C K?< G<I=<:K D8K:?<J @CCLJKI8K<; 89FM<

JFE@KFI@E> J8C<J FI;<I JKBKLJ I<KHL@I<J ;@J:@GC@E< %E Form Defaults <BE ?<CG FEJ@JK<EK NFIB GI8:K@:<J
8l< <JI<EK@8C

Example

*FIK?N@E; ?8J KNF FK?<I| LE=LC=@CCx<; J8C<J FI;<IJ /8C<J BXEFI 8 JK8E;8I; :F==<< J<IM@:< J<K LG 8J 8 EFE @EM<EKFIP
@K<D N@K? K?< :<C@M<IP KI8:B@E> FGK@FE J<C<:K<; *FK?@E> ?8J P<K 9<<E ;<C@M<I<; 8>8 @8I QK B3Q@E>FI;<|
J<IM@:<J <EK<I<; DBELBCCP N@K?FLK LJ< F=8EP ;<=@E<; @EM<EKFIP FI EFE @EM<EKFIP @K<D *FIK?N@E;[J 8::FLEK@
=FI>FK KF :?<:B K?< ;<C@M<IP KI8:B@E> FGK@FE *<@K?<I| ?8J 9<<E @EMF@:<;

*FK< FE< :IL.@8C ;@==<I<E:< 9<KN<<E K?< KNF C@JK@E>J <:8LJ< J8C8IKX ;<C@M<IP KI8:B@E> FGK@FE J<C<:K<; K?<
Qty to deliver :FCLDE J?FNJ 8 Q<IF <M<E K?FL>? K?<I< @J EFK?@E> KF :FLEK 9<:8LJ< K?< :F==<< J<IM@:< @J 8 EFE
@EM<EKFIP @K<D +E K?< FK?<I| ?8E; 9<:8LJ< J8C<J FiitJ EFK ?8M< K?8K FGK@FE J<C<:K<; @K J?FNJ 8 ?PG?<E @E K?<
J8D< :FCLDE CJF EFK< K®ot delivered 8E; Partially delivered JK8KLJ<J ?8M< 9<<E 9PG8JJ<; 9<:8LJ< EF @EM<EKFIP @K<DJ
8l< @E:CL;<; FE K?< J8C<J FI:<I

18C<J WEMF@:<J

|1<8K< J8C<J @QEMF@:<J

Sales invoices D8B< ;<D8E;J =FI G8PD<EK =IFD :LJKFD<IJ =FI >FF;J FI I<IM@:<J 0?<P @E:I<8J< K?< 98C8E:< F= K?< :LJKFD<I[J JL98::FLEK
Accounts receivablBE; K?<I<=FI< 8I< LJ<; N?<E J<CC@E> FE :I<;@K 07?<P :F EFK I<:Fl; I<:<@GK F=DFE<P N?@:? DLJK 9< ?8E;C<; 9P 8
J<:FE; KIBEJ8:K@FE <M<E @= K?<:LJKFD<I G8PJ @DD<;@8K<CP %E 8 ;FL9C< <EKIP 8::FLEK@E> JPJK<D C@B< )8E8><| K?<P 8CJF GF
8GGIFGI@8K< I<KM<EL< 8::FLEKJ 8E; :FEM<IK @EM<EKFIP :FJKJ =IFD 8JJ<KJ KF <OG<EJ<J

IES9C< K?« Sales Invoices K89

<=Fl< 8 J8C<J @QEMF@:< :8E 9< :I<8K<; PFL DLJK <ES8¢ Sales Invoices K89 C@ Customize 9<CFN K?< C<=K EBM@>8K@FE G8E< :?<:
K?< 9FO =F Sales Invoices 8E; :C@:| Update 9<CFN K?<C@JK

)8E8><I F==<IJ =FLI D<K?F;J =FI :I<8K@E> J8C<J @EMF@:<J
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/K8E:8l; D<K?F;
CFE@E>
"IFD K?< Customers K89

FGP@E> N@K? Copyto =<8KLI<

/K8E;8I; D<K?F;

%E K7 Sales Invoices K89 :C@:B | New Sales Invoice

FDGC<K< K?< =FID

U
U

U

P ;<=8LCKssue date =~ @J GI<KGFGLC8K<; N@K? KF;8P[J ;8K<

E FGK@FEB@: date :8E 9< <EK<I<; <@K?<I 8J 8 :8C<E;8I ;8K< FI 8] 8 ELD9<I F=;8PJ 8=K<I K?< @JJL< ;8K«d%= 8@J EFK
<EK<I<; )8E8><I N@CC 8LKFD8K@:8CCPRdsls K2«  8J K?<Due date

Reference @J FGK@FES8C 8E; D8P 9< LJ<; =FI @EK<IE8C FI <OK<IE8C J<HL<E:<J %= K?<9FO N@K?@E K?< =@<C; @J :?<:B<; )8E
ELD9<I K?< KIBEJ8:K@FE S8LKFD8K@:8CCP 0?< GIF>I8D N@CC J<8I:? =FI K?< ?@>?<JK ELD9<I 8DFE> 8CC <O@JK@E> J8C<J @E

GIKM@FLJCP ;<=@Hstpmer DLJIK 9< J<C<:K<; @E K?<;IFG;FNE 9FO +E:< 8 :LIJKFD<I| ?8J 9<<E J<C<:K<; KNF FGK@FES8C I<C8K<;
=@<C;J 8GG<8I N@K? ;IFG;FNE J<C<:K@FE D<ELJ :FEK8B8@E@E> KIBEJ8:K@FE I<=<I<E:<J I<C<M8EK KF K?8K :LJKFD<I

Quote number :8E 9< J<C<:K<; @= 8 J8C<J HLFK< GI<:<;<; K?< J8C<J @EMF@:< %= K?< J8C<J @EMF@:< @J :I<8K<; 9P :FGP@E>
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N@K? 8 J8C<J HLFK< I<=<I<E:< K?8K ELD9<I N@CC :8IIP FM<| 8LKFD8K@:8CCP 0?@J ELD9<I C@EBJ K?< J8C<J @EMF@:< KF K"
HLFK< JK8KI8E 9< Kl8:B<;

U E Order number :8E 9<J<C<:K<; @= 8 J8C<J FI;<I Gl<i<;<; K?< J8C<J @EMF@:< %= K?< J8C<J @EMF@:< @J :I<8K<; 9P :FGP@E>
N@K? 8 J8C<J FI;<l I<=<I<E:< K?8K ELD9<I N@CC 8LKFD8K@:8CCP GFGLC8K< K?@J =@<C; (@QEB@E> K?< J8C<J @BEMF@:< KF
J8C<J FI;<I JK8KLJ

U 07?<:LIKFD<I[JBIling address @J =@CC<; 8LKFD8K@:8CCP 9LK D8P 9< <;@KX<;
U JLDDS8IP Description F=K?<FM<I8CC @EMF@:< :8E 9< <EK<I<; @=;<J@I<;

U (@E< @K<DJ :8E 9<:FDGC<K<; J<D@ 8LKFD8K@:8CCP 9P J<C<:K@E> 8 GlI<;<=@E<; @EM<EKR BEREGE@MEEKHIBEK@K@<J
+| K?<P D8P 9< <EK<I<; DSEL8CCP ; @K@FE8C C@E<J :8E 9< 8;;<; FI 8K 8 K@D<

U E 8GGC@:89Cx Code :8E 9< J<C<:K<; =FIl <8:? C@E< @K<D
U %= @M@JI@FEJ ?8M< 9<<E :I<8Ksisidd?< =@<C; 8GG<8IlJ 8EP K@D< 8E 8::FLEK @J J<C<:K<; KF N?@:? 8 . @M@J@FE D@>?K 8GG

Note
1@:<J 8E; SDFLEKJ N@CC 9< @E K?< :LII<E:P ;<J@>E8K<; =FI K?< :LJKFD<I FEM<IJ@FEJ F=J8C<J Gl@:<J ;<=@EZ<; -
@EM<EKFIP @K<DJ @E K?< 98J< :LII<E:P KF =FI<@>E :LII<E:@<J 8I< EFK G<I=FID<; SLKFD8K@:8CCP

U %= @EM<EKFIP CF:8K@FEJ ?8M< 9<<E ;<=@ Delivery Notes K89 @J EFK <E89C<; 8 =@ #@ertbiy location 8GG<8IJ
9<CFN K?< C8JK C@E< @K<D N?<E K?< =@IJK @EM<EKFIP @K<D @J 8;;<; KF K?< J8C<J @QEMF@:<

%EM<EKFIP @K<DJ JFC; 8I< K?<E 8JJLD<; KF 9< @DD<;@8K<CP I<DFM<; =IFD K?< ;<J@>E8K<; @EM<EKFIP CF:8K@FE $FN<M<I
Delivery Notes @J <EB9C<; K?<=@<C; ;F<J EFK 8GG<8I 8E; I<DFM8C F= @EM<EKFIP @K<DJ =IFD @EM<EKFIP CF:8K@FEJ F:
;<C@M<IP EFK< 0?7@J 9<?8M@FI @J 8CJF ;<G<E;<EK FE KI8:B@E> J<C<:K@FEJ =FI @EM<EKFIP @K<DJ K?<DJ<CM<J

*<8| K?< 9FKKFD F= K?< J:I<<E 8I< :?<:B9FO<J =FI M8I@FLJ FGK@FEJ M8@C89@C@KP F=JFD< FGK@FEJ ;<G<E;J FE N?@:? K89J 8E; =
<E89Cx<; :;:@K@FES8C =@<C;J 8GG<8I N?<E JFD< FGK@FEJ 8I< :?<:B<;
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U Line decription 8;;J 8 <JI@GK@FE =@<C; KF <8:? CQE< @K<D (@E< ;<J:I@GK@FEJ 8I< FGK@FES8C

U %Biscount @J :?<:B<; =LIK?<| FGK@FEJ 8GG<¢rdentageF| Exact amount;@J:FLEKJ 0?@J J<C<:K@FE >FM<IEJ K?< <EK@I< @EMI
9LK ;@J:FLEKJ DLJK 9< <EK<I<; C@QE< @K<D 9P C@E< @K<D

U EFK?<| FGK@FE C<KJ PFL @By@i8ks<are tax inclusive %= K?@J 9FO @J :?<:B<; K80 8DFLEKJ 8I< :<;L:K<; =IFD K?< LE@K GI(C
FK?<IN@J< K?<P 8I< 8::<; KF K?< @EMF@:<; 8DFLEK

U +GK@FEJ Fflunding 8I< 8M8@C89C<

U 3@K??FC,@E> F=8B8CJF 9< J<C<:K<; 9P ?<:B@E> K?< 9F@dGEt withholding tax 8E; <EK<I@E> KRateFI Amount 0?@J
FGK@FE @J LJ<; FECP N?<E PFLI :LJKFD<IJ 8I< I<HL@I<; 9P C8N KF N@K??FC; 8E; G8P K80 8K K?< JFLI:< FE PFLI 9<?8C=

U E Early payment discount :8E 9< F==<I<; PercentageFI| Exact amount;@J:FLEKJ :8E 9< F==<I<; 0?< G8PD<EK ;<8;C@E< @J
8;ALJK89C<

U Late payment fees :8E 9< J<C<iK<; 0?<I<N@CC @QE@K@8CCP 9< 8GGC@<; DFEK?CP FE K?< J8D< ;8K< F= K?< =FCCFN@E> DFI
8K< %= K?< =FCCFN@E> DFEK? @J J?FIK<| K?8E K?< :LII<EK DFEK? K?< C8K< G8PD<EK =<< N@CC 9< 8;:<; FE K?< C8JK ;8P F=
DFEK? @= E<:<JJ8IP KF B<<G @K N@K?@E K?< DFEK? /L9J<HL<EK C8K< G8PD<EK =<<J N@CC K?<E 9< J?@=K<; KF K?< J8D< ;

DFEK?J

U 07?< Total amount in words :8E 9< J?FNE E<8I K?< 9FKKFD F= K?< @EMF@:< 0?@J =<8KLI< @J FECP 8M8@C89C< @= K?< C8E>I
@J'E>C@J?

U %= K?<:LIKFD<I @J ;<EFD@E8K<; @E 8 =FI<@>E :LII<E:P PFL :8E :?<:B K?< 9FO KBtdPkN KR [base currency] 0?@J

8DFLEK @J 8CJF J?FNE E<8I K?< 9FKKFD F= K?< :FDGC<K<; =FID

U 07<;L<;8K<:8E 9< JLGGI<JII<; FE K?< :FDGC<K<; @EMF@:< 9P :?<:B@E> K<i@FDddate 0?@J NFLC; EFID8CCP FECP 9<
;FE< @= PFLI GI8:K@:< @J EFK KF J<K ;L< ;8K<J 8E; PFL N8EK KF JLGGI<JJ K?< 8LKFD8K@: FE< 07?<;L<;8K< @J EFK ;<C<K<; 9<
)8E8><I E<<;J @K =FI M8I@FLJ =LE:K@FEJ LK @K @J EFK ;@JGC8P<; FE K?< J8C<J @EMF@:< =FI K?< :LIJKFD<I KF J<<

U  Custom title :8E 9< <EK<I<; JL:? 8] N?<E CF:8C I<>LC8K@FEJ I<HL@I< 8 J8C<J @QEMF@:< KF 9< K@KC<; 8] 8 KBO @EMF@:<
U Customtheme :8E 9< @E;@:8K<;

C@:|l create KF><E<I8K< K?<=@E@J?<;J8C<]J @EMF@:<
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Example
0?<=FCCFN@E> J8C<J @EMF@:< LJ<J D8EP F= K?< =<8KLI<J ;<J:1@9<;

CFE@E>

"FI I<G<8K J8C<J 8E <O@JK@E> J8C<J @EMF@:< :8E 9< ;,LGC@:8K<; 9P .CFE@E> %K N@CC 9< @;<EK@:8C KF K?< JFLl:< @EMF@:< @
+ECP K?< I<=<I<E:< ELD9<I N@CC 9< ;@==<I<EK @= 8LKFD8K@: J<HL<E:{ Form Defaults i

3?2@C< M@<N@E> K?< <O@JK@E> J8C<. Clone ©@@ICB8U:BHL@I<; 8E; :C Create
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"IFD K?< Customers K89

%= K" Billable Time FI Billable Expenses K89J 8l< 9<@E> LJ<; J8C<J @EMF@:<J :8E 9< :I<8K<; = Customers K89

I@CC ;FNE 9P :C@:B@E> K?< 9CL< 98C8Ei«r@E«?< :FCLDE =FI 8 :LIKFD<I

/<C<:K 8EP LE@QEMF@:<; 9@CC89C< K@D< FI 9@CC89C< <OG<EJ<J KF 9 New Sales Invoice ):B

JB8C<J @EMF@:< @J :I<8K<; N?@:? :8E 9< <;@K<; FI 8;;<; KP @Xx#L @kl DFI< @E=FIDSBK@FE
FGP@E>

OF :1<8K< 8 J8C<J @EMF@:< =IFD 8EP J8C<J FI GLI:?8J< I<C8K<; KIBEJ8:K@ Copyto  HRKKFE N?@C<M@<N@E> K?< JFLI:< KISEJ8:K@F
8E; J<C<:KNew Sales InvoicesIFD K?< D<EL
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Examples

%= K?< :LJKFD<I N8J >@M<E 8 J8C<J HLFK< 9<=FI< >FF;J FI J<IM@:<J N<I< FI;<I<; 8 J8C<J @EMF@:< :8E 9< :I<8K<; ;@I<:KCF
K?< J8C<J HLFK< N@K?FLK I< <EK<I@E> @E=FIDSBK@FE *<:<JJ8IP @E=FIDS8K@FE @J :8ll@<; =FIN8I; @E:CL;@E> K?< HLFk
EPK?@E> :8E 9< <;@K<; 8J E<<;<;

%= 8 J8C<J FI;<I N8J :I<8K<; @E I<JGFEJ< KF 8 :LIJKFD<I[J GLI:?8J< Fl;<I 8 J8C<J @EMF@:< :8E 9< :I<8K<; ;@I<:KCP =IFD @K

[FD<K@D<J >FF;J 8I< :<C@M<I<; 9<=FI< 8 J8C<J @EMF@:< @J :I<8K<; F=K<E 9<:8LJ< <08:K HL8EK@K@<J 8I< EFK BEFN LE
%E K?8K :8J< 8 :;<C@M<IP EFK< :8E 9< :FG@<; KF 8 J8C<J @EMF@:<

%= >FF;J FI I<IM@:<J 9<@E> @EMF@:<; KF 8 :LJKFD<I N<I< GLI:?8J<; =IFD 8 JILGGC@<I 8E; K?< JLGGC@<I[J J8C<J @EMF@
<EK<I<; @EKF )8E8><I| 8J 8 GLI:?8J< @EMF@:< 8 J8C<J @EMF@:< :8E 9< :I<8K<; ;@I<:KCP =IFD K?< GLI:?8J< @EMF@:<

+=FLIJ< @= 8 :LIKFD<I N@J?<J KF GLI:?8J< K?< J8D< K?@E> 8J GIKM@FLJCP GLI:?8J<; K?< FC;<l J8C<J @QEMF@:< :8E 9< .
KF 8 E<N FE< N?@:? N@QCC ?8M< K?< :LII<EK @JJL< ;8K<

/<K LG 8E; D8E8>< I<:LII@E> J8C<J @EMF@:<J

Recurring sales invoices 8I< LJ<=LC @= PFLI 9LJ@E<JJ IFLK@E<CP @JJL<J J@D@C8I J8C<J @EMF@:<J KF :LJKFD<IJ +E:< PFL ?8M< J<K
)BE8><I N@CC EFK@=P PFL K?<P 8I< I<8;P KF 9< :I<8K<; N?<E K?<P :FD< ;L< 8K K?< GI<J:I@9<; @EK<IMBCJ .<LII@E> J8C<J @EMF@:<J
=FlI

U LIKFD<IJL9J.I@GK@FEJ

U )FEK?CP J<IM@:< 9@CC@E>J

U +I>8E@QB8K@FEBC D<D9<IJ?@GJ 8E; ;L<J
U <EKL< EFK@:<J

/<K LG 8 I<:LII@E> J8C<J @QEMF@:<

0?<I< 8I< KNF D<K?F;J =FI J<KK@E> LG I<:LII@E> J8C<J @EMF@:<J
First method

0?< =@I1JK D<K?F; =FI :I<8K@E> 8 E<N I<:LII@E> J8C<J @EMF@:< @ Settings K89 8E; :C@: Recurring Sales Invoices

0?<E :C@ New Recurring Sales Invoice

Second method

0?< J<:FE; D<K?F; @J KF LI<K' Copyto =LE:K@FE N?@C<M@<N@E> 8E <O@JK@E> J8C<J @EMF@:< PFL N8EK KF D8B< I<:LII@QE>
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For either method

3?@:?<M<I N8P PFL 9<>@E <EK=lissue date KF <JK89C@J? N?<E K?< =@IJK I<:LII@E> @QEMF@:< N@CC 9< :I<8K<;

%= ;<J@I<; <EK<I K?< ELD9<I F=;8PJ 8=K<I K?< @JJL< ;8K< F= K?0lIEGIK@FESEEFK?@E> @J <EK<I<; )BE8><I N@CC 8JJ@>E K?< @JJL<
K?< ;L< ;8K<

/<C<:K 8Hnterval ~ KF :FEKIFC ?FN F=K<E K?@J I<:LI@E> @QEMF@:< N@CC 9< :I<8K<;

/<C<:K N?<K?<| K?< I<:LII@E> @EMF@:< N@ Qdhfkfuififrer notice FI LEK@C@8stom ;8K< %=ustom is selected8 :8C<E;8l ;8K< G@:B<I N@CC
8GG<s8I

IEK<I I<KDS@E@E> @E=FIDSK@EFEI8I@=8 |<>L.C8| J8C<J @BHF@@:| Create +E K?< Recurring Sales Invoices J:I<<E Next
issue date N@CC 9< LG;8K<; 98J<; FE K?< J<Cnkxal O<ID@EBK@FE ;8K< @=J<K N@CC 8CJF 9< J?FNE

Note

<LI@E> J8C<J @EMF@:<J @E )8E8><I 8I< K<DGC8K<J =IFD N?@:? 8:KL8C J8C<J @QEMF@:<J N@CC 9< ><E<I8K<; C8K<I /<l
I<:LI@E> J8C<J @EMF@:< ;F<J EFK 8==<:K PFLI :LJKFD<| 98C8E:<J :LJKFD<I JK8K<D<EKJ @EM<EKFIP @E:FD< FI <OG<EJ
=8:K N?@C<)8E8><I N@CC EFK@=P PFL I<:LII@QE> @QEMF@:<J 8I< G<E;@E> @K N@CC EFK 8LKFD8K@:8CCP ><E<I8K< K?
8MF@;J GIF9C<DJ @= PFL E<<; KF <;@K 8E @EMF@:< 9<=FI< @JIJL@E> @K FI PFL =FI><K KF <EK<I 8 J<IM@:< DF;@=@:8K(
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#<E<IBK< @EMF@:<J

3?<E FE< FI DFI< I<:LI@E> J8C<J @EMF@:<J 8I< ;L< FI G8JK ;L< KF 9< @JJL<; KNF EFK@=@:8K@FEJ 8I< GIFM@;<; 0?<=@IJK @J 8 P<(
N@E;FN @E K?< C<=K EBM@>8K@FE G8E< J?FN@E> K?< ELD9<I F= I<:LI@E> @QEMF@:<J =FI N?@:? @EMF@:<J 8I< G<E;@E> EFK K?<
@EMF@:<J N?@:? :FLC; 9< ?@>?<| @= PFL ?8M< EFK B<GK LG 9P :I<8K@E> @EMF@:<J K?8K 8I< ;L<

0?< J<:FE; EFK@=@:8K@FE F::LIJ 8EP K@D< PFL : Sales Invoices K89 5FL N@CC J<< 8 P<CCFN 98EE<| EFK@:< K?8K 8K C<8JK FE< I<
@EMF@:< @J G<E;@E>

C@:B FE K?< P<CCFN 98I KF I<xM@<N @EMF@:<J KF 9< ><E<I8K<; /<C<:K 8CC G<E;@E> I<:LII@QE> @QEMF@:<J 9P :?<:B@E> K?< KFG 9F(
I<:LII@E> @EMF@:<J 0?<E Batch Create

0?< E<OK I<:LII@E> @EMF@:< =FI <8:? J<C<:K@FE N@CC 9< @DD<;@8K<CF Sales Invoices ‘K89 5FL :8E =LIK?< Edit FI
View @K N@K?FLK 8==<:K@E> =LKLI< I<LI@E> @EMF@:<J

Note
3?<E PFL M@<N 8E @QEMF@:< ;@I<:K( Sales Invoices K89 PFL 8l<c M@<N@E> @K 8J 8 JK8E:8Il; @EMF@:< EFK 8 I<:LII@QE>
@EMF@:< EP :?8E><J PFL D8B< KF @K N@CC EFK 8==<:K K?< I<:LII@QE> J8C<J @EI Settings B9 @E K?<

3?7<E PFL :I<8K< 8E @EMF@:< =IFD K?< I<:LII@E> J8C<J @EMF@:< J<C<:K@FE J:I<<E FECP FE< @EMF@:< @J :I<8K<; 8K 8 K@D< %= DF
@J ;L< =IFD K?< J8D< I<:LI@E> @EMF@:< 9<:8LJ< PFL =<CC 9<?@E; K?«u@BKss@El¥2< FCLDE N@CC :?8E>< 8::FI;@E> KF K?<
@EK<IM8C ;<=@E<; =FI K?< I<LII@E> @EMF@:< /<C<:K@E> K?8K I<:LII@QE> @ Batch Create = @H@EN@CC ><E<I8K< 8E 8;;@K@FES8C
JK8E;8l; @QEMF@:< .<G<8K K?@J GIF:<JJ LEK@C K?< I<LI@E> J8C<J @EMF@:< @J >I8P<; FLK FE J:I<<E

3?@C< PFL 8I< J<C<:K@E> I<:LII@E> @EMF@:<J PFL :8E 8CJF <;@K | Edit CQEKBRRKF >F KF K?< I<LI@E> @QEMF@ < ;<=@E@K@FE J:

Caution

L@KJ D8;< ;LI@E> K?< J<C<:K@FE GIF:<JJ 8==<K K?< I<:LII@E> @EMF@:< @KJ<C= EFK K?< JK8E;8I; @EMF@:< PFL 8I< ><
=IFD @K 07?<I<=FI< 8CC =LKLI< J8C<J @EMF@:<J :I<8K<; =IFD K?< I<:LII@E> J8C<J @EMF@:< N@CC I<=C<:K K?< :?8E><J [
<;@K@E> GIF:<JJ @QE:CL;@E>8EP @EMF@:< PFL :I<8K< @DD<;@8K<CP /F @= PFL N8EK KF :?8E>< FECP K?< :LII<EK @E
I<BK@E> :C( Batch Create =@IJK 8E; <;@K K?< I<JLCK@E> @EN Sales Invoices K89
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8E:<C 8 I</LII@E> @QEMF@:<

3?7<E :@I:LDJKBE:<J :?8E>< JL:? 8] N?<E 8 :LIJKFD<I :8E:<CJ 8 JL9J:I@GK@FE PFL D8P N8EK KF :8E:<C =LKLI< I<LII@E> @EMF@:<J C@
Edit =FIK?<I<LII@QE> @EMF( Settings K?<E Delete

0?< I<LI@E> @EMF@:< N@CC 9< I<DFM<; =IFD K?< C@JK 8E; EF E<N @EMF@:<J N@CC 9< :I<8K<; =IFD @K 8E:<CC<; I<:LII@E> @EMF
I<IKFI<; 0?<P DLJK 9< I<:I<8K<; =IFD J:I8K:?

/IB@G 8E @EMF@:<

%= I<:LII@E> @EMF@:<J DLIK 9< I B@GG<; 9LK IFLK@E< @EMF@:@E> N@CC I<! Edit 'ERXK> KLIH@ED®EMF( Settings
/<K 8 E<NNext issue date K?<E :C@ Update KF J8M< K?< :?8E><

Example
5FLI :LJKFD<I[J E<OK I<:LII@E> J8C<J @EMF@:< =FI DFEK?CP J<IM@:< J?FLC; 9< ><E<I8K<; FE &LCP

SFLI :LIKFD<I G8LJ<J K?< JI<KIM@:< JL9J:I@GK@FE =FI FE< DFEK? K?<I<=FI< EF @QEMF@:< J?FLC; 9< @JJL<; FE &LCP 07<
@EMF@:< J?FLC; 9< @JJL<; FE L>LJK JF PFL <;@K K?< I<:LII@E> J8C<J Settings : BHE:C@:| Update

5FL EFN J<< K?< E<OK J8C<J @EMF@:< @J ;L< L>LJK

)FE@KFI J8C<J @EMF@:< JK8KLJ

)BE8><I ?<CGJ PFLmonitor sales invoice status N@K? 8 :FEM<E@xEK :FCLDE @E K Sales Invoices K89 C@JK@E>
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/K8KLJ @J ;<=@EZ<; 8J FE< F= =FLI :FCFI :F;<; :8K<>FI@<J

U +M<IG8@; >I8P

U L<@E4;8PJ P<CCFN
U 5;8PJFM<IL< I<;

U ,8@; @E =LCC >I<<E

*F LI<I 8:K@FE @J <M<I I<KHL@I<; FI GFJIJ@9C< KF ;<J@>E8K< JK8KLJ %K @J ;<K<ID@E<; 8LKFD8K@:8CCP ;<G<E;@E> FE K?< =FCCFI

U %JJL< ;8K< F=K?< J8C<J @QEMF@:<
U L<;8K<
U LI<EK98CS8E:< ;L<

/K8KLJ :FEKIFCJ K?< ;<=8LCK ;@JGCS8P FI;<I F= J8C<J @EMF@:<J 8::FI,@E> KF K?< =FCCFN@E> GI@QFI@K@<J 3@K?@E <8:? GI@QFI@K}
I<M<1J<;8K< Fl;<l E<N<IK =@1JK

Overpaid. 0?<J< @EMF@:<J 8I< K?< I<JLCK F= 8::FLEK@E> <IIFIJ 9P PFL FI PFLI :LJKFD<I 8E; I<HL@I< :FlI<:K@FE

Unpaid. %E:CL;<J 9FK? :FD@E> ;L< 8E; FM<I;L< @EMF@:<J ,8IK@8CCP G8@; @EMF@:<J 8I< I<>8I;<; 8] LEG8@; /<< =FI <O8DGC
@EMF@:<@E K?< @CCLJKISBK@FE 89FM<

Paid in full.

%JJL< PFLI =@1JK @QEMF@:< KF 8 :LJKFD<I

5FL ?8M< ALJK JK8IK<; PFLI E<N 9LJ@E<JJ 8E; :FDGC<K<; PFLI =@1JK AF9 FI JFC; PFLI =@I1JK D<I:?8E;@J< *FN PFL NS8EK&F 9< G8@; 9L
customer has requested an invoice fromyou  3?8K @J K?8K %K @J 98J@:8CCP 8 C@JK F=>FF;J J<EK FI I<IM@:<J GIFM@;<; @QE;@:8K@
L< =FI K?<J< 5FL D@>?K K?@EB F= @K 8J 8 9@CC "FI 8::FLEK@E> GLIGFJ<J D8EP :LJKFD<IJ NFE[K G8P LEK@C 8 J8C<J @EMF@:< @.

IF C<K[J J8P PFL 8I< ILEE@E> 8 :FDGLK<I I<G8@| 9LI@E<JJ <=FI< PFL :8E JK8IK@E> @JIL@E> @EMF@:<J KF :LJKFD<IJ PFL E<<; KF J:
8 ILIJ@E<JJ @E )8ES8><I

I<8K< 8 9LI@E<JJ

%E K7 Businesses K89 :C@ Add Business 8E; J<C<:IKCreate New Business
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IEK<I PFLI 9LJ@E<JJ E8D< 0?7@J N@CC 9< K?< E8D< F= PFLI 9LJ@E<JJ ;¢ Add Business B

5FLI 9LI@E<JJI N@CC 9< :I<8K<; 9LK @K N@CC CFFB E<8ICP <DGKP N@K? FECP 8 =<N K89J J?FN@E> 8K K?< C<=K

*FN :C@:B FI Settings K?<E Business Details

IEK<I PFLI 9LI@E<JJ @E=FIDS8K@FE 8J PFL N8EK @K KF 8GG<8I FE K?< J8C<J @QEMF@:<

C@:| Update

LIKFD@Q@E> C<=K ESBM@>8K@FE

|@E:< <M<IP 9LI@E<JJ @J ;@==<I<EK 8CC 9LK K?FJ< =FLI DF;LC<J N@CC 9<;:@J89C<; 9P ;<=8LCK OF @JJL< 8 J8C<J @EMF@:< KF 8 :L.
KF <E89C< K' Customers 8E; Sales Invoices K89J

C@:l Customize  9<CFN K?< C<=K EBM@>8K@FE G8E< 8E; <E89C< K?<J< KNF K89J
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<JLIKKF :C@: Update 8K K?<9FKKFD KF J8M< PFLI :?F@:<J

*EN PFL 8I< ><KK@E> JFD<N?<I< 5FLI C<=K ESBM@>8K@FE G8E< N@CC :FEK8 Customers |&B9. Sales Invoices

@E> 8 :LIJKFD<I

<=FI< PFL :8E @JJL< PFLI =@I1JK @EMF@:< FBDCIRIK FE< :LIKFD<C@:B FE K Customers K89 K?<E :C{ New Customer

IEK<I K?< :LJKFD<I[J ;<K8@CJ

C@:| Create  5FLI:LIKFD<I @J EFN J8M<; 8E; :8E 9< J<<E @QE K?< C@JK F=:LJKFD<IJ
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*FN PFL 8I< I<8;P KF @JJL< 8E @EMF@:< KF K?@J :LIKFD<I
%JIL@E> 8E @QEMF@:<

%E K% Sales Invoices K89 :C@ New Sales Invoice

J8C<J @EMF@:< =FID N@CC FG<E N?<I< PFL E<<; KF J<C<:K FI =@CC @E 8K C<8JK =FLI =@<C;J

U cCustomer N?@:? :8LJ<J GIKM@FLJCP <EK<I<; :LIKFD<I ;<K8@CJ KF GFGLC8K< K?< =FID
U Account KF N?@:? K?<J8C< N@CC 9< GFJK<;
U Description F=N?8K @J 9<@E> JFC;

U Unit price

C@:| Create KFJBM<K?<@EMF@:< 5FL N@CC 9< @EJKBEKCP K8B<E KF 8 GI<M@<N F= PFLI @EMF@:<
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Notes

U Unit price ;F<JE[K J?FN FE K?< :FDGC<K<; @EMF@:< 9<:8LJ< PFL ;@;E[K <&EK<)&ER><| N@CC 8CN8PJ KIP KF
D8B< K?< @EMF@:< 8] J@DGC< 8] GFJJ@9C< %= PFL 8I<OBEFK@X@EYBKE3x=<| NFE[K J?EN, 8E; Unit
price. :FCLDEJ FE K?< @QEMF@:< %K N@CC J?ENd&ECIFBRRE

U %= PFL 8I<:?8I>@E> K80 JL:?8J#/0 20 J8C<J K80 FIJ@D@CS8I Settings K89 K?<| Tax Codes  8E;
1<8K< I<C<MBEK K80 :FO2XE Edit K?@J @EMF@:<KF J<C<:K K?<I@>7K K80 :F;<

U %= PFL N8EK KF J?FN G8PD<EK K<IDJ FE K?< @EMF@:< PFL B8&ei<I8ms :LIKFD =@<C;
U %= PFL NFLC; C@BXHFPFLI 9LI@E<JJ CF>F KF Settings K?<E Business Logo

OF :?8E>< K?< FM<I8CC CFFB F= PFLI @EMF@:< 18 <89FLKN?@:? 8CCFN PFL KF M8IP K?< 8GG<8I8E:< F= PFLI @EMF@:< 8E; FK?<I =FIDJ

=K< 8GGCP@E> 8 K80 :F;< 8E; :?8E>@E> K?< K?<D< PFLI @EMF@:< :FLC; CFFB C@B< K?@J

0?<E LI< K?< Email 9LKKFE KF <D8@C K?< @EMF@:< KF PFLI :LJKFD<I PDF :H{XKKFE KF ><E<I8K< 8, " @D8>< KF 9< J8M<; FI
GI@EK<;
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+==<| <8ICP G8PD<EK ;@J:FLEKJ FE J8C<J @EMF@:<J

E early payment discount @J 8 I<;L:K@FE F= K?<98C8E:< ;L< FE 8 J8C<J @QEMF@:< F==<I<; KF 8 :I<;@K :LIJKFD<I =FI GBPD<EK 9P 8 ;<8;C
<8IC@<I K?8E K?< I<>LC8I ;L< ;8K< !8ICP G8PD<EK ;@J:FLEKJ 8I< LILBCCP F==<I<; KF @E:<EK@M@Q< =8JK<| GBPD<EK 8E; D@QE@D@C
<:<@M89C<J

Note

E <8ICP G8PD<EK ;@J:FLEK @J EFK 8E FI/@EBIFE=18] K?8K K<ID @J ><E<I8CCP LJ<; K?IFL>?FLK )8E8><| *FID8CCP 8
:@J:FLEK @J 8 G<I:<EK8>< FI =@0<; 8DFLEK GI@:< I<;L:K@FE FE 8E QE;@M@;L8C C@E< @K<D E <8ICP G8PD<EK ;@J:FL!
8E <EK@I< @EMF@:<

Example
|I@CC@8EK %E;LIKI@<J I<>LC8ICP <OK<E;J :I<;@K KF :LIKFD<IJ 9P @JIL@E> J8C<J @QEMF@:<J E<K ;8PJ %E FK?<I NFI;J
FE <8:? E<N @QEMF@:< @J ;8PJ @E K?<=LKLI< LK @K F==<1J8 <8ICP G8PD<EK ;@J:FLEK @=:LIJKFD<IJ G8P N@QK?@E

J @JJL<I| F=8J8C<J @EMF@:< PFL :8EEFK BEFN @E 8;M8E:< N?<K?<I| 8 :LIJKFD<I N@CC K8B< 8;M8EK8>< F= PFLI <8ICP G8PD<EK ;@J:F
K?< ;L< ;8K< KF G8P K?< =LCC 8DFLEK /F PFLI J8C<J @EMF@:< :8EEFK 8;ALIK GI@:<J @E 8EK@:@G8K@FE *FI @J @K >FF; GI8:K@:< K
8=K<I K?< =8:K @= K?< :LJKFD<I| G8PJ <8ICP 5<K N?<E 8 :LJKFD<I| G8PJ <8ICP 8E; I<;L:<J G8PD<EK PFL JK@CC DLJK :C<8l K?< =LCC 98C
K?< J8C<J @EMF@cc@ifds receivable0?<l<=FI< PFL DLJK F==<| K?< <8ICP G8PD<EK ;@J:FLEK FE K?< J8C<J @EMF@:< 9LK 8;ALJK PFLI
8::FLEK@E> FECP @= K?< :LJKFD<I G8PJ <8ICP

OF F==<I 8E <8ICP G8PD<EK ;@J:FLEK :?<:BakKy?gayment discount 9FO E<8l K?< 9FKKFD F= K?< J8C<J @EMF@:< <EKIP J:I<<E :IFG;FNE
9FO =FPercentageFI| Exact amount 8 =@<C; =FI K?< :FII<JGFE;@E> I8K< FI 8DFLEK 8E; 8EFK?<I| #@=Cpitkh  days N@CC 8CC
8GG<8I

?FFJ< 8 D<K?F; =@CC @E K?< G<I:<EK8>< ;@J:FLEK I8K< FI =@0<; 8DFLEK 8J 8GGIFGI@8K< 8E; <EK<| K?< ELD9<I F=;8PJ LEK@C K?<
<8:C@E< 0?7< I<JLCK@E> J8C<J @EMF@:< N@CC @E:CL;< K?< <8ICP G8PD<EK ;:@J:FLEK 8DFLEK K?< G8PD<EK :<8;:C@E< 8E; K?< I<;L
G8PD<EK @J I<:<@M<; 9P K?< :<8;C@E<
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Example
|I@CC@8EK @JJL<J 8 J8C<J @EMF@:< KF F9[J $8I;N8I< =FI 8 C8DG B@K F==<I@E> @KJ JK8E;8I; <8ICP G8PD<EK ;@J:FLEK
89FM< 07<J8C<J @EMF@:< <EKIP @J :FDGC<K<; 8] 9<CFN

0?<J8C<J @QEMF@:< 8GG<8lJ C@B< K?@J

<=I<J? LE@K Gl@:<J FE J8C<J @EMF@:<J

3?<E 8 :LIKFD<I GLI:?8J<J @K<DJ FE 8 I<>LC8I 98J@J @EJK<S8; F=:I<BK@E> 8 E<N J8C<J @EMF@:< =IFD J:I8K:? =FI <M<IP J8C< @K D8F
'FEM<E@<EK KF LJ< Clone FI Copyto 9LKKFEJKF I<GC@:8K< 8 GIKM@FLJ @EMF@:<

IM<IPK?@E> @J :8ll@<; =FIN8I; FEKF K?< E<N @EMF@:< @E:CL;@E> HLSEK@K@<J LE@K GI@:<J ;@J:FLEKJ 8E; K80 :F;<J

0?@J D8P EFK 9< :FDGC<K<CP ;<J@I89C< @= PFLI @K<D GI@:<J ?8M< 9<<E LG;8K<; J@QE:< PFL @JJL<; K?< GI@FI @EMF@:< LK K?<I<
I<D<;P K?< GIF9C<D %= PFL E<<; KF I<=1<J? K?< LE@QK GI@:< F= 8E @EM<EKFIP FI EFE @QEM<EK X ’ @KI® @B K&@<C; KF :C<8l @K
0?<E J<C<:K K?< J8D< @K<D 8>8@E
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0?7@J I<=1<J?<J K2t price =@<C; KF K?< :LII<EK J8C< Gl@BE; Discount =@<C;J N@CC EFK :?8E%=x Aikount 8E; 9FK? Total =@<C;J
N@CC I<:8C:LC8K<

J 8CN8PJ 8EP 8JG<:K F= K?< E<N @EMF@:< :8E 9< <;@K<; 9<=F Create Q@DEPK?<J8D< GIF:<;LI< NFIBJ N?<E <;@K@E> 8E @EMF@:<
K?8K ?78J 8CI<8;P 9<<E :I<8K<;

Note
0?< J8D< GIF:<;LI< NFIBJ FE 8EP KIS8EJ8:K@FE =FID @E )8E8><I

<JFCM< FM<IG8@; JK8KLJ FE J8C<J @EMF@:<J

%E )8E8><I J8C<J @EMF@:<J :8E 9<0@®paid N?<E DFI< ?8J 9<<E I<:<@M<; FI GFJK<; 8>8@EJK @K K?8E K?< FI@>@E8C KFK8C F= K?< (
0?@J I<JLCKJ @EdPse due =FI K?< @EMF@:< J?FN@E> 8J 8 E<>8K@M< 8DFLEK )8E8><| Q@GQaiddE&a8Rtus FCLDE F=K?<
D8@I Sales Invoices K89 C@IJK@E>

0?<I< 8I< D8EP I<8JFEJ 8E @EMF@:< :FLC; 9<:FD< FM<IG8@;

0?< :LIKFD<I G8@; DFI< K?8E K?< @QEMF@:< KFK8C

U
U I<:<@GK =IFD 8 :LJKFD<I N8J 8CCF:8K<; KF K?< NIFE> @EMF@:<
U :I<;@K EFK<N8J GFJK<; KF 8E 8CI<8;P G8@; @EMF@:<

U

I<:<@GK N8J GFJK<; KF 8 :FlI<:K @EMF@:< KF N?@:? )8E8><I ?8; 8CI<8;P ;@JKI@ILK<; DFE<P 8LKFD8K@:8CCP 9<:8LJ< 8E @EN
EFK J<C<:K<; :LI@E> 8 GI<KM@FLJ I<:<@GK <EKIP

+M<IG8@; @EMF@:<J 8I< :FEJ@;<I<; 9FFBB<<G@E> <IIFIJ )8E8><I N@CC ;@JGC8P FM<IG8@; @E Sales Invoices KBFE@IK@E> JF
PFL :8E J<< 8E; I<JFCM< K?<D 5FL J?FLC; I<JFCM< FM<IG8@; JK8KLJ 9<=FI< J<E;@E> FLK :LJKFD<I| JK8K<D<EKJ

2@<N@E> K?< J8C<J @QEMF@:< C<;><]|

OF ;<K<ID@E< K?< JG<:@=@: I<8JFE 8 J8C<J @EMF@:< @J FM<IG8@; M@<N K?< C<;><| =FI K?8K @QEMF@:< OF 8::<JJ K?< C<;><| :C@:E
LE;<I K?<Balance due :FCLDE @E K?< K89 C@JK

0?@J N@CC I<M<8C 8CC KI8EJ8:K@FEJ GFJK<; 8>8@EJK K?< JG<:@=@: @EMF@:< @E:CL;@E> K?< @EMF@:< @KJ<C= 8E; 8 ILEE@E>

<JFCM@E> FM<IG8@; JK8KLJ

<JFCM< FM<IG8@; JK8KLJ 9P <;@K@E> FE< FI DFI< F= K?< KISEJ8:K@FEJ @QE K?< @QEMF@:< C<;><]|
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Example

5FL @JJL<; 8 J8C<J @EMF@:< KF F9[J $8I;N8I< =FI P D@JK8B< F9 G8@; PFL I<ILCK@E> @E FM<IG8PD<EK F= FE
K?< @EMF@:< OF IIFCM< K?@J @JJL< PFL <;@K K?< KI8BEJ8:K@FE N?<I< PFL I<:FIl;<; K?< I<:<@GK F= 8E; JGC@K K?< &
FECP @J 8CCF:8K<; KF K?< @EMF@:< 8E; I<D8@EJLE8SCCF:8K<;

=K<I K?< KI8EJ8:K@FE @J LG;8K<; K?< @EMF@:< JhaHd ihJRifNJ

0?< LE8BCCF:8K<; @J8GGC@<; KF 8EP FK?<I LEG8@; @EMF@:<J F9[J $8I;N8I< ?8J) FC;<JK ;L<;8K< =@IJK FI I<D8@EJ 8J ¢
KF 9< 8GGC@<; KF =LKLI< @EMF@:<J

81<C<JJ D@O@E> F= 8LKFD8K@: 8E; <OGC@:@K 8CCF:8K@FEJ :8E 8CJF I<JLCK @E FM<IG8PD<EK F= 8 J8C<J @EMF@:< 3?<E PFL I<:}
'LIKFD<I 9LK ;F EFK JG<:@=P K?< @EMF@:< )8E8><| 8LKFD8K@:8CCP 8CCF:8K<J K?< KIBEJ8:K@FE KF K?< LEG8@; @EMF@:< N@K? K
@= K?< KISEJ8:K@FE N8J @EK<E;<; =FI 8 JG<:@=@: @QEMF@:< @K J?FLC; EFID8CCP 9< I<:FI;<; K?8K N8P ,IFO9C<DJ :8E 8l@J< 8J C8K<I |
<EK<I<; 9<:8LJ< 8LKFD8K@: 8CCF:8K@FEJ :FLC; 9< 8;ALIK<; N@QK?FLK 8EP 8:K@FE FE PFLI G8IK N@K? :FE=LJ@E> I<JLCKJ /F :CFJ< 8k
@EMF@:< 8CCF:8K@FEJ @J >FF; GI8:K@:< N@K? <OGC@:@K 8CCF:8K@FE LIJL8CCP 9LK EFK 8CN8PJ 9<@E> K?< 9<JK 8GGIF8:? <CF
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Example

)! @IKI@ILK@E> ?8J KNF LEG8@; J8C<J @EMF@:<J 0?<=@IJK @J =FI 8E; K?<J<!FE;=FI 07< @EMF@:< ?8J K?<
FC;<I ;L< ;8K< F= K?< KNF

) G8PJ N@K?FLK ;<J@>ES8K@E> N?@:? @EMF@:< K?< GBPD<EK 8GGC@<J KF 5FL I<:FI; K?@J I<:<@GK 8CCF.:8K@E> @
K?<=@IJK FC;<l @EMF@:< 0?@J ;<:1<8J<J @KJ 98C8E:< ;L< =IFD ;FNE KF N?@C< B<<G@E> K?< 98C8E:< ;L< FE K?<
J<:FE; @EMF@:< LE:?8E><;

=<N ;8PJ C8K<I| PFL I<:<@M< N@K? 8 I<D@KKS8E:< 8;M@:< JG<:@=P@E> K?< G8PD<EK @J =FI K?< <8IC@<I| @EMF@:< !
KF K?<=@I1JK @EMF@:< PFL NFLC; <E; LG N@K? FM<IG8PD<EK F= FE =@IJK @EMF@:< 8E; K?< 98C8E:< ;L< JK@CC 9:
K?< J<:FE; @QEMF@:<

+OM@FLJICP )!;F<JE[K FN< PFL 8EPK?@E> 8E; ?8J EFK FM<IG8@; 5FLI D@JK8B< N8J 8CCF:8K@E> K?< I<:<@GK KF 8 JC
@EMF@:< N?<E K?< :LIJKFD<I ;@; EFK @EK<E; K?8K /F PFL J?FLC; :C@:B FEHKP=nE<x8K@ADELEK =@E; K?< GBPD<EK

F= 8E;;<C<K< K?< @EMF@:< 8CCF:8K@FE )8E8><I N@CC 8LKFD8K@:8CCP I<8CCF:8K< K?< KF K?<LEG8@; @QEMF@:<
@EMF@:< 98C8E:<J 8I< J?FNE :FlI<:KCP 8E; K?< :LIJK&i2eljdts receivablé98C8E:< @J :FlI<:K

<JFCM< 8LKFDS8K@: :I<;@K 8CCF:8K@FEJ FE J8C<J @QEMF@:<J

37?<E PFL <EK<I 8 E<N J8C<J FI GLI:?8J< @EMF@:< PFL D@>?K =@E; K?8K )8E8><| 8LKFD8K@:8CCP :I<;@KJ K?< @EMF@:< N@K? JFD<
K?<Balance due C<JJ K?8E K?< @ENIF@:<
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Example
5FL @JJL< 8 J8C<J @EMF@:< KF EKFE@F )FI<EF O8HL<IT8 =FlI 8E; )8E8><I| 8LKFD8K@:8CCP 8GGC@<J :I<;@K F=
C<8M@E> 8 98C8E:< ;L< F=

E S8LKFD8K@: :I<;@K 8CCF:8K@FE ?8GG<EJ N?<E K?< :LJKFD<I ?8J 8 GlI< <O@JK@E> :I<;@K 98C8E:< %E FK?<I NFI;J PFL FN< 8 :LJKFD:-

*FID8CCP K?@J @J K?< ;<J@I<; FLK:FD< 5FL N8EK 8EP :I<;@KJ KF 9< 8LKFD8K@:8CCP 8GGC@<; KF @EMF@:<J JF PFL 8I< EFK KIP@E:
:LIKFD<I DFI< K?8E @J I<8CCP FN<; KF PFL "FI <O8DGC< @= 8 :LJKFD<I ?8J 8 :I<;@K 98C8E:<F= ;L<KF 8 GI<M@FLJ :I<;@K EFK< )8E
N@CC I<D<D9<I K?@J LEK@C K?< E<OK @QEMF@:< @J @JJL<; KF K?8K :LIKFD<I 8E; N@QCC 8LKFD8K@:8CCP 8GGCP K?< :I<;@KKF @
B<<G KI8:B F= 8EPK?@E> LK @= PFL 8I< <IK8@E K?< :LIJKFD<I FI ILGGC@<I ;@;E[K ?8M< 8 :I<;@K 98C8E:< JL:? 8E 8LKFD8K@: :I<;@K &
@E;@:8K<J JFD<K?@E> 78J 9<<E I<:FI;<; @E:FlI<:KCP

Example

FEK@EL@E> N@K? K?< <O8DGC< 89FM< K?< GIF9C<D @J <8JP KF ;@8>EFJ< 0?7?< D@E@ JKB8K<D<EK 8K K?< 9FKKFD F= K
PFL 8 I<:<@GK N8J 8GGC@<; KF K?< J8C<J @EMF@:< 5FL :FLC; CFFB LG K?8K I<:<@GK @E )8E8><I ;<K<ID@E< N?F @K N8
<:@;< N?<K?<I 8E <IIFI N8J D8;< ,<I?8GJ K?< I<:<@GK N8J D@JK8B<ECP I<:Fl;<; 8J :FD@E> =IFD K?< NIFE> :LIKFD<I| +I

K?< :LJKFD<I D8P ?8M< J@DGCP FM<IG8@; @KJ 8::FLEK @E N?@:? :8J<)8E8><I JKFI<; K?< C<=KFM<I :I<;@K 8GGC@<; @K
J8C<J @EMF@:< 8E; <M<IPK?@E> @J 8] @K J?FLC; 9<

/IFD< 9FFBB<<G@E> <IIFIJ :8E 9< ;@J:FM<I<; @DD<;@8K<CP JFD< :8E K8B< N<<BJ FI <M<E DFEK?J KF ;@J:FM<I 1J<; GIFG<ICP )8E8><I[
;FLIC< <EKIP 8::FLEK@E> JPJK<D <EJLI<J 8CC <IIFIJ N@CC 9< LCK@D8K<CP ;@J:FM<I<;

%E K?< <O8DGC< 89FM< <M<E @= PFL ;@; EFK EFK@:< K?< 9FFBB<<G@E> <IIFI <M<EKL8CCP K?< :LJKFD<I N?F 8:KL8CCP G8@; F
NFLC; :FDGC8@E K?8K @KJ :LIKFD<I JK8K<D<EKJ ;@; EFK I<=C<:K K?< G8PD<EK +I PFLI ><; .<:<@M89C<J I<GFIK NFLC; J?FN K?8K :LJk
8::FLEK 9<:FD@E> DFI< 8E; DFI< FM<I;L< /FFE<I FI C8K<I PFL NFLC; ;@J:FM<| K?< G8PD<EK ?8M@E> 9<<E 8KKI@9LK<; KF K?< NIFE>
LIKFD<I

/FD< 8LKFD8K@: 8CCF:8K@FEJ 8I< EFK JF FOM@FLJ
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Example
FEJ@;<I 8 J8C<J @EMF@:< =FI K?< J8D< >FF;J KF EKFE@F )FI<EF 08HL<I@8 FE N?@:? K?< D@E@ JK8K<D<EK J?FNJ K?< =

078K I<:<@GK FE @J JK@CC K?<I< 9LK EFN J?FNJ FECP ?8BM@E> 9<<E 8GGC@<; KF K?@J J8C<J @EMF@:< E;K
8EFK?<I I<:<@GK FE +ECP @J ;L< FE K?<J8C<J @QEMF@:< 378K ?8GG<E<; 0?<=LCC 8EJN<I| @J EFK 8M8@C89C<
<O8D@E@E> K?< J8C<J @EMF@:<

ONF FK?<| JFLI:<J F= @E=FID8K@FE 8I< ?<CG=LC 0?<=@IJK @ Customers (K89 CF:8K< K?<:LJKFD<I 8E;:C@:B FE

K?<Accounts receivable =@>LI<

|I@CC@E> ;FNE I<M<8CJ <M<IP KIS8EJ8:K@FE :FEKI@ILK@E> KF K?< 98C8E:<

EFK?<I JFLI:< @J KF M@<N 8 LJKFD<I/K8K<D<EK O0I8EJ8:K@FEJ =F| K?< :LIJKFD<I

FK? J?FN K?< J8D< @E=FIDS8K@FE 9LK @QE ;@==<I<EK =FID8KJ 8E; FI;<IJ +E< B<P KF LE;<IJK8E;@E> N?8K ?8GG<E<; FE K*~

367



Manager Guides

JB8C<J @QEMF@:< @J K?< GI<JI<E:< F= 8 JKBIK@E> 98C8E:< @E;@:8K@E> 8 JK8IK ;8K< =FI K?< 9LI@E<JJ F= 0?<:LIKF
8 I<;@K 98C8E:< LE8JIF:@8K<; N@K? 8EP FK?<I KISEJ8:K@FE 8E; 8 GE;@E> GI< JK8IK ;8K< @QEMF@:< =FI LK N?<
8 I<:<@GK =FI K?8K J8C<J @EMF@:< N8J <EK<I<; FE @K N8J EFK 8CCF:8K<; JG<:@=@:8CCP KF K?< FC; @EMF@:< ((

I<:@K EFK< =FI I<KLIE F= JFD< F= K?< >FF;J FE K?8K @EMF@:< N8J EFK 8CCF:8K<; KF @K 9LK N8J C<=K LE:<J@>E8K<; /F
8GGC@<; 9FK? KF K?< E<OK J8C<J @EMF@:<

+M<I8CC K?<I< 8I< K?I<< <IIFIJ KF :Fll<:K  GIFG<I 8CCF:8K@FE F= K?< =@IJK I<:<@GK =FI K?< FC; @EMF@:< 8CCF:8K@
I<;@K EFK< KF K?< FC; @QEMF@:< 8E; GFIK@E> F= K?< J<!FE; I<:<@GK KF K?< :FlI<:K :LJKFD<I| 3?<E 8CC K?<J< ?8M< 9<:
8::FDGC@J7?<; K?<E<N J8C<J @QEMF@:< D@QE@ JK8K<D<EK J?FNJ

0?@J @J :Fll<:K <:8LI< K?< I<:<@GK 8E; :I<;@K EFK< =FI K?< FC; @EMF@:< 8I< EFN GIFG<ICP GFJK<; K?< JK8IK@E> :I<; @l
:8EEFK 9< 8LKFD8K@:8CCP 8JJ@>E<; <@K?<I KF @K FI 8EP FK?<| @EMF@:< 0?< JK8IK@E> :I<;@K 98C8E:< @J EFN :C<8I<;
KF K?< E<N J8C<J @EMF@:<

+==J<K J@DLCKS8E<FLJ J8C<J 8E; GLI:?8J< @QEMF@:<J

%= PFL ?8M< 8 :LJKFD<I N?F @J 8CJF 8 JLGGC@<I| PFL D8P JFD<K@D<J ?8M< J@DLCKB8E<FLJ FLKJKBE;@E> J8C<J 8E; GLI:?8J< @EMF
J8D< 9LI@E<JJ %E )8E8><| 8CC J8C<J @EMF@:<J 8I< JL9&deobK¥ FeceivableN?@C< GLI:?8J< @EMF@:<J 8I< JL98::FLAGCH s
payable

Example
5FL ?8M< 8 :LJKFD<I N?F FN<J PFL  =IFD 8 J8C<J @QEMF@:< 8J J?FNE ( Sales Invoices K89

K K?< J8D< K@D< PFL ?8M< D8;< 8 GLI:?8J< FE :I<;@K =FI =IFD K?@J J8D< 9LI@E<JJ @E @KJ IFC<8J 8 JLGGC@<I| 07?<
GLI:?8J< @EMF@:< J?FNJ @ Purchase Invoices K89

%EJK<S8; F= I<:<@M@E> DFE<P =IFD K?< FK?<| 9LJ@E<JJ =F| PFLI J8C<J @EMF@:< N?@C< G8P@E> =FI| K?< Giffst8thke@ EMF@:< PFL :8k
outstanding sales and purchase invoices ;<:/I<BJ@E> K?< 8DFLEK ;L< =IFD PFLI J8C<J @EMF@:< 9P K?< 8DFLEK F=K?< GLI:?8J< @QEMF@:
FLIJ< @=K?< GLI:?8J< @EMF@:< @J C8I><| PFL NFLC; 9< :<:I<8J@E> K?< 8DFLEK FN<; =IFD K?< GLI:?8J< @QEMF@:< 9P K?< 8DFLEK F=
@QEMF@:< 07<I< 8l< K?I<< D<K?F;J PFL :FLC; LJ<

U FEKI8 AFLIE8C <EKI@<J

U +==J<KK@E> I<:<@GKJ FI GBPD<EKJ

U /@DLCK8E<FLJ :I<;@K 8E; ;<9@K EFK<J
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0?< 8GGIF8:?<J GIF;L:< JC@>?KCP ;@==<I<EK =@E8E:@8C I<JLCKJ 9<:8LJ< JFD< FECP F==J<K FOC@>8K@FEJ N?@C< FE< 8CJF I<:FI;J
DFE<P 0?<P 8CC ?8M< K?<@I FNE 8;M8EK8><J 8E; ;@J8;M8EK8><J

FEKI8 AFLIESC <EKI@<J

%K D8B<J EF ;@==<I<E:< N?<K?<| K?< J8C<J FI GLI:?8J< @EMF@:< @J C8I><| K?< GIF:<;LI< @J @;<EK@:8C OF D8B< 8E F==J<KK@E> :F|
K?< Journal Entries K89 8E; :C@: New Journal Entry

%E PFLI AFLIESC <Eidifit Accounts payable =FI K?< JLGGC@<I 9P K?< JD8CC<I| F= K?< J8C<J FI GLI:?8J< @EMF@:< 98C8E:<J %= K?< GLI:
@EMF@:< ?8J 8 I<=<I<E:< ELD9<| @K :8E 9< J<C<:K<; +K?<IN@J<InCsi8M<¥K@<C; 9C8Efedit Accounts receivable =FI K?< :LIKFD<I
8E; K?< J8C<J @EMF@:< 9P K?< J8D< 8DFLEK

Example
07< JD8CC<I 8DFLEK @E K?< <0O8DGC< 89FM< @J K?< GLI:?8J< @EMF@:< /F 8 AFLIE8C <EKIP @J :I1<8K<;

%= K?<I< 8I< DFI< @EMF@:<J ;F EFK J<C<:K @EMF@:< ELD9<IJ %EJK<8; <EK<I 8J K?< :FEKI8 8DFLEK K?< AD8GDtd payabieKFK8C
Accounts receivable98C8E:<J =FI K?< FK?<I 9LI@E<JJ 7?<:B K?<J<( Customers 8E; Suppliers K89J )8E8><I N@CC 8LKFD8K@:8CCP
F==J<K FLKJK8E;@E> J8C<J 8E; GLI:?8J< @EMF@:<J FE K?< 98J@J F= FC;<JK ;L< ;8K<Actduits @8aHBBKI<;@KAccounts

receivable

Example
=K<I D8B@E> K?< AFLIE8SC <EKIP @CCLJKI8K<; 89FM< PFLI GLI:?8J< @EMF@:< N@CC 9< D8IB<; 8] G8@; @E =LCC <M<E K
G8PD<EK N8J 8:KL8CCP M@8 AFLIE8SC <EKIP

0?< 98C8E:< ;L< FE K?< J8C<J @EMF@:< N@CC ;<:I<8J< 9P

E 8;M8EK8>< F= K?@J D<K?F; @J F==J<KK@E> F= FOC@>8K@FEJ N@K? 8 J@QE>C< KIBEJ8:K@FE ;@J8;M8EK8>< @J K?8K 8 AFLIE8C <
I<:FI; 5FL ?8M< EF JL@K89C< KIBEJ8:K@FE KF J<E; KF K?< FK?<I 9LJ@E<JJ KF ;F:LD<EK K?< <==FIK 5FL DLJK I<CP LGFE DLKL8C 8>I<<I
K?< FK?<I 9LJ@E<JJ N@CC D8B< 8 :FlI<IGFE;@E> 8;ALJIKD<EK @E JFD< N8P 5FL ILE K?< |@JB F= D@JLE;<IJK8E;@E> <O:?8E>< F=I<D
FE K?< @QE@K@8C ;F:.LD<EKJ 8E; K?< E<<; =FI GFK<EK@8C I<=LE;J EFK?<| ;@J8;M8EK8>< @J K?8K 8 J<G8I8K< KISEJ8:K@FE @J JK@C
FE< F= K?< @QEMF@:<J @= @K N8J EFK :FDGC<K<CP F==J<K
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+==J<KK@E> I<:<@GKJ FI G8BPD<EKJ

%= J<KKC<D<EK F= 9FK? K?< J8C<J 8E; GLI:?8J< @EMF@:<J @EMFCM<; @J @DD@E<EK PFL :8E I<JFCM< K?< JQKLBK@FE N@K? 8 J@
=FID 0?@J 8GGIF8:? ?8J K?< 8;M8EK8>< F= GIFM@; @E> 8 C<>8C KIBEJ8:K@FE I<:FI; KF =LIE@J? K?< FK?<| 9LI@E<JJ %K 8CJF 8::FDGC
N@K? 8 J@E>C< KISEJ8:K@FE %K ?8J K?< ;@J8;M8EK8>< F= I<HL@I@E> JC@>7?KCP ;@==<I<EK <EKI@<J ;<G<E;@E> FE N?<K?<| K?< Jt
C8I><I

Caution

0?@J D<K?F; :8E FECP 9< 8::FDGC@J?<; @= K?< FK?<I 9LI@E<JJ 8>I<<J KF D8B< FI I<:<@M< G8PD<EK 8K K?< J8D< K@D<
+K?<IN@J< PFL N@CC ?8M< F==J<K K?< @EMF@:<J N?@C< K?< FK?<I 9LJI@E<JJI N@CC EFK 0?@J 18@J<J K?< GFJJ@9@
D<8EJ K?8K PFLI I<:FI;:J N@CC 9< @QE:FlI<:K LEK@C K?< FK?<| 9LI@E<JJ K8B<J :FlI<IJGFE;@E> 8:K@FE

OF LI< K?@J 8GGIF8:? ;<K<ID@E< N?<K?<| K?< 98C8E:< ;L< FE K?<J8C<J @EMF@:< J FI GLI:?8J< @QEMF@:<J @J C8I><| %= K?< 8DFLE
=FI K?< J8C<J @EMF@:<J @J C8I><| K?8E K?< 8DFLEK PFL FN< FE K?< GLI:?8J< @EMF Receipts KFKBRBE;:C@: New Receipt
JFC@; 8IIFN %= K?< 8DFLEK PFL FN< K?< FK?<| 9LJ@E<JJ FE K?< GLI:?8J< @QEMF@:<J @J Payments KB&B3E; :C@:B

New Payment  ;8J7<; 8IIFN

OR

+E K?< I<:<@GK FI G8PD<EK <EKIP J:I<<E GFJK FE< C@ Bcw@x®pdyable K?< FK?<| 9LI@E<JJ[ E8D< 8J 8 ILGGC@<I 8E; K?< I<C<M8EK
GLI:?8J< @QEMF@:< I<=<I<E:< ELD9<I ,FJK 8 J<:FE; C@QE< @i€ainkdreceivableK?< FK?<| 9LI@E<JJ[ E8D< 8J 8 :LJIKFD<I 8E; K?< I<C<M8EK
J8C<J @QEMF@:< I<=<I<E:< ELD9<I

$<I< @I N?<I< GIF:<;LI<] ;@==<1 98J<; FE I<C8K@M< 98C8E:<J ;L< F= K?< J8C<J 8E; GLI:?8J< @EMF@:<J %= K?<=FID @J 8 I<:<@GK 98J-
J<C<:K@FE 89FM< <EK<| K?<98C8E:< ;L< F=K?<J8C<J @QEMF@:< 8J 8 GFJ@K@M-AELMBHS BESKEDIIBE; K?< GLI:?8)J< @QEMF@:<
98C8E:< ;L< 8J 8 E<>8K@M< ELD9<I GFJKArK®&unts payable LK @=K?< =FID @J 8 GBPD<EK I<M<IJ< K?< J@>EJ <EK<I@E> K?< J8C<J @E
98C8E:< ;L< 8J 8 E<>8K@M< ELD9<I GFJIKAcK&unts receivable8E; K?< GLI:?8J< @QEMF@:< 98C8E:< ;L< 8J 8 GFJ@K@M< ELD9<| GFJK<; KF
Accounts payable /<< K?< K89C< 9<CFN
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Example
%E K?< J8D< J@KLBK@FE ;<J:1@9<; @E K?< <O8DGC<J 89FM< J@E:< K?<J8C<J @QEMF@:< 98C8E:< ;L< @J C8I><I| K?8E K?<
@EMF@:< 98C8E.:< ;L< 8 I<i<@GK @J J<C<:K<; 0?< @EMF@:< 98C8E:<J 8I< <EK<I<; N@K? J@>EJ 8] @E K?< K89C< 89FM<

<:8LI< K?@J D<K?F; 8::FLEKJ =FI K?< 8:KL8C DFM<D<EK F= DFE<P 9FK? @EMF@:<J EFN J?FN 8J 9<@E> G8@; @E =LCC

Note

%= K?< J8C<J 8E; GLI:?8J< @EMF@:<J 98C8E:<J 8I< @;<EK@:8C @K ;F<J EFK D8KK<I N?<K?<I| PFL :?FFJ< 8 I<:<@GK FI G8P!
K?< J@>EJ FE <EKI@<J DLIK JK@CC =FCCFN K?< :FEM<EK@FE @E K?< K89C< 89FM< KI8EJ8:K@FE @E K?@J JQKL8K@I
M8CL<; I<:<@GK FI GBPD<EK

/@DLCKB8E<FLJ :I<;@K 8E; ;<9@K EFK<J

0?< =@E8C D<K?F, @EMFCM<J DFI< KISEJ8:K@FEJ K?8E <@K?<| F= K?< FK?<| KNF LK @K :8E 9< LJ<; N@QK?FLK :FFI;@E8K@E> J@DLC
F= K?< @QEMF@:<J N@K? K?< FK?<I| 9LI@E<JJ %E K?8K I<JG<:K @K @J J@D@C8I KF 8 :FEKI8 AFLIESC <EKIP $FN<M<I @K :8E GIF;L:<.
8::FLEK@E> KI8EJ8:K@FE KF J<E; KF K?< FK?<I 9LI@E<JJ %K @J DFJK LJ<=LC N7?<E K?< 98C8E:< F= K?< J8C<J @EMF@:< @J C8I><I K7~
GLI:?8J< @EMF@:<

%= K?< 98C8E:< F= K?< J8C<J @EMF@:< @J C8I><I @JJL< 8 :I<;@K EFK< KF K?< FK?<I 9LIJ@E<JJ 8J 8 :LIKFD<I =F| K?< 98C8E:< F= K?<
K K?<J8D< K@D< @JJL< PFLIJ<C=8 ;<9@K EFK< =IFD K?< FK?<I 9LI@E<JJ 8J 8 JLGGC@<I =FI K?<98C8E:< F= K?< GLI:?8J< @EMF@:<
K?< 8DFLEK K?< FK?<I 9LI@E<JJ FN<J KF PFL [<>81;C<JJ F= N?<E K?<P J<KKC< K?< J8C<J @QEMF@:< E; @K N@CC I<;L:< K?< 8DFLEK F
GLI:?8J< @EMF@:< KF Q<IF

%= K?< 98C8E:< F= K?< GLI:?8J< @QEMF@:< @J C8I><I @JJL< 8 :I<;@K EFK< KF K?< FK?<I 9LJ@E<JJ 8J 8 :LIJKFD<I =FI K?< =LCC 98C8E:<
@EMF@:< %JJL< PFLIJ<C= 8 ;<9@K EFK< =IFD K?< FK?<| 9LIJ@E<JJ 8J 8 ILGGC@<I =FI K?<98C8E:< F= K?< J8C<J @EMF@:< 0?@J N@
K?< FK?<I 9LIJ@E<JJ FN<J PFL KF Q<IF 8E; K?< 8DFLEK PFL FN< FE K?< GLI:?8J< @EMF@:< 9P K?< 8DFLEK F= K?< J8C<J @EMF@:<

Example

1J@E> K?< J8D< <0O8DGC< 8] 9<=FI< J@E:< K?<J8C<J @QEMF@:< 98C8E:< @J C8I><I 8:I<;@K EFK< @J @JJL<; =FI K?< 98
GLI:?8J< @EMF@:< 0?<98C8E:< ;L< FE K?< J8C<J @EMF@:< ;<:1<8J<J KF <9@K EFK< @J :1<8K<; =FI K?< J8D< 98CS8E:<
F=K?< GLI:?8J< @EMF@:< 0?< 98C8E:< ;L< FE K?< GLI:?8J< @EMF@:< ;<:1<8J<J KF Q<IF 0?<98C8E:< ;L< FE K?< J8C<J @EN
:8E 9< I<:<@M<; N?<E<M<I K?< FK?<| 9LJ@E<JJ G8PJ
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Note

+=K<E 8 ;<9@K EFK< @J :I<8K<; @E I<JGFEJ< KF 8 :I<;@K EFK< I<:<@M<; =IFD 8 ILGGC@<I| LK ;<9@K EFK<J :8E 8CJF 9< :I<
I<JGFEJ< KF C<JJ =FID8C :FDDLE@:8K@FEJ N@K? 8 JLGGC@<I JL:? 8] 8E <D8@C FI K<C<G?FE< :FEM<II8K@FE 5FL J?FLC(
N@K? K?< FK?<I 9LI@E<JJ KF ;<K<ID@E< N?8K GIF:<;LI< N@CC 9< =FCCFN<; 3?<E 8 =FID8C :I<;@K EFK< N@CC EFK 9< J<E
GI8:K@:< @J KF ;F.LD<EK K?< ;<9@K EFK< @E JFD< =8J?@FE

/LDD8IP

FEKI8 AFLIESC <EKI@<J 8;ALIJK FOC@>8K@FEJ @E 8 J@E>C< KIBEJ8:K@FE LK K?<P JK@CC I<HL@I< 8 I<:<@GK FI G8PD<EK KF I<:FlI;
DFE<P E; K?<P :8EEFK GIFM@;< 8 I<:F>E@Q89C< KI8EJ8:K@FE ;F:LD<EK KF 8EFK?<I 9LI@E<JJ

+==J<KK@E> I<:<@GKJ FI G8PD<EKJ 8::FDGC@J? <M<IPK?@E> N@K? FE< KISEJ8:K@FE LK K?<P I<HL@I< :CFJ< :FFl;@E8K@FE N@K?

/@DLCKB8E<FLJ :I<;@K 8E; ;<9@K EFK<J >@M< =I<<;FD KF 9FK? 9LJ@E<JJ<J ;F:LD<EK K?< KISEJ8:K@FEJ N<CC N@K? I<:F>E@Q89C< 8:
ILK JK@CC E<<; 8 J<G8I8K< I<:<@GK FI G8PD<EK N?<E DFE<P @J DFM<;

I<;@K *FK<J
1J<:I<;@K EFK<J =FI :LJKFD<I I<KLIEJ 8E; I<=LE;J

credit note I<:FI;J K?< I<KLIE F=>FF;J 9P 8 LJKFD<IFI 8 :I<;@K 8;ALIJKD<EK I<=LE; KF 8 :LJKFD<I[J 8::FLEK =FI >FF;J FI I<IM@:<J
GI<KM@FLJCP @EMF@:<; %K D8B<J 8CC E<:<JJ8IP :FlI<:K@FEJ KF @EM<EKFIP 8E; @E:FD< 8::FLEKJ :I<;@K EFK< ;F<J EFK I<:FI; 8:KL8(
DFE<P KF K?< :LJKFD<I 9LK FECP 8;ALJKJ K?< :LJKFD<I[J 98C8tceu@lE receivable :I<;@K EFK< :8E 9< :I<8K<; I<>8I;C<JJ F= N?<K?<I|
K?< :LIKFD<I ?8J P<K G8@; =FI K?< >FF;J Fl I<IM@:<J

Notes

I<;@K EFK< J?FLC; EFK EFID8CCP 9< LJ<; @= K?< FI@>@ES8C KISEIBIR GFEN8BBI< K?< JBC< N@CC EFK ?8M< 9<<E
I<:Fl;<; @E K?< :LJKFD<I[J JL98::FLEK @Ecounts receivable%E JL:? J@QKLSBK@FEJ 8 ;@I<:K I<=LE; J?FLC; LILBCCP 9< D8;< M@
8 98EB FI :8J? GBPD<EK LE;<I K? Payments K89 $FN<M<| @= K?<:8J? 9LP<I ?8J 8CJF 9<<E ;<=@E<; 8J 8 :LIJKFD<I 8E;
Gl<=<IJ 8E 8::FLEK :I<;@K I18K?<I K?8E 8 :8J7? I<=LE; 8 :I<;@K EFK< D8P 9< LJ<;

%= K" Delivery Notes K89 @J <E89C<; 8E; 8 ;<C@M<IP EFK< N8J @JJL<; KF I<:Fl; DFM<D<EK F=>FF;J JFC; 8 ;<C@M<IP EF
DLJK 8CJF 9< :I<8K<; KF I<:FI; I<:<@GK F= I<KLIE<; >FF;J @=8EP FE 8 :I<;@K EFK< %E K?8K :8J< <EK<I| 8 E<>8K@M< HLSE}
K?< ;<C@M<IP EFK<

IEB9C< K?« Credit Notes K89

<=FI< :I<;@K EFK<J :8E 9< :I<8K<; K' Credit Notes K89 DLJK 9< <E89C<; C( Customize 9<CFN K?< C<=K ESBM@>8K@FE G8E< :?<:B K"
9FO =FI| Credit Notes 8E; .C@:| Update 9<CFN K?<C@JK

)BE8><| F==<IJ KNF D<K?F;J =FI| :I<BK@E> :I<;@K EFK<J

U )S8EL8C <EKIP
U FGP@E>N@K? Copyto =<8KLI< LIL8CCP =IFD 8 J8C<J @EMF@:<

0?< J<:FE; D<K?F; @J <8J@<JK 8E; LJ<; DFJK =I<HL<EKCP 9LK D8ELS8C <EKIP N@CC 9< :@J:LJJ<; =@IIK KF <OGC8@E ><E<I8C @E=FID!
EFK<J

)8EL8C <EKIP

%= EF J8C<J @EMF@:< <O@JKJ FI :8E 9< =FLE; :I<8K< 8 :I<;@K EFK< D{ Credit Notes K89 :C@:B | New Credit Note
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FDGC<K< K?< =FID

c Cc cCc c cCc

c

P ;<=8LCK KF;8P[ssue date =~ @J GI<GFGLCB8K<;

Reference @J FGK@FES8C 8E; D8P 9< LJ<; =FI @EK<IE8C FI <OK<IE8C J<HL<E:<J %= K?<9FO N@K?@E K?< =@<C; @J :?<:B<; )8E
ELD9<I K?< KISBEJ8:K@FE S8LKFD8K@:8CCP 0?< GIF>I8D N@CC J<8I:? =FI K?< ?@>?<JK ELD9<I 8DFE> 8CC <O@JK@E> :I<;@K EF

GI<M@FLJCP ;<=@Ewmer DLJK 9< J<C<:K<; @E K?<;IFG;FNE 9FO

=K<I 8 :LIKFD<I @J J<C<:K<; K&ss Invoice ;IFG;FNE C@JK N@CC @E:CL;< K?8K :LJKFD<I[J J8C<J @EMF@:<J 8GG<8IJ %= K?<
8GGC@<JKF 8JG<:@=@: QEMF@:< J<C<K @K K?<I<

07?< :LIJKFD<I[JBIlling address @J =@CC<; SLKFD8K@:8CCP
#<E<I8C @E=FIDBK@FE 89FLK K?< :I<;@K EFK< :8E 9< <EK<ixsElpi?P< C@E<

(@E< @K<DJ :8E 9< :FDGC<K<; J<D@ 8LKFD8K@:8CCP 9P J<C<:K@E> GI<;<=@E<; @EM<EKFIP FI EFE @EM=@<IP8§EK<DJ @E K
<EK<I@E> HLSEK@K@<J +| K?<P D8P 9< <EK<I<; DSEL8CCP

%= 8E @K<D @J EFK J<C<:KspolkP<KF 9< :I<;@K<; DLIK 9< :?FJ<E
Qty 8E; Unit price 8I< J<C=<OGC8E8KFIP
E 8GGC@:89Cx Code :8E 9< J<C<K<;

%= @M@J@FEJ ?8M< 9<<E <=@E<; 8E; 8E 8::FLEK @J J<C<:K<; KF N?@:? ;@M @I@FiJ :SEBEGCRE BC 8GG<8I N?<I< PFL :8E
D8B< PFLI :?F@:<

T@K@FE8C C@E<J :8E 9< 8;:<; FI 8K 8 K@D<

%= 8E @EM<EKFIP @K<D @J J<C<:K<; 8E; @EM<EKFIP CF:8K@FEJ ?8M< 9<<E ;<=@E<; 8E EM<EKFIP CF:8K@FE =@<C; 8GG<¢
@K<D
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?<:B9FO<J 8K K?< 9FKKFD F= K?< =FID F==<I JFD< F= K?< J8D< FGK@FEJ&KPEE J8C<J @ENIZ&EIFD< F= K?<J< 9F0O<J 8I<
?<:B<; 8;;@K@FE8C =@<C;J 8GG<S8I

U Line decription 8;;,J 8 <JI@GK@FE =@<C; KF <8:? CQE< @K<D (@E< ;<J:I@GK@FEJ 8I< FGK@FES8C

U %Biscount @J :?<:B<; =LIK?<| FGK@FEJ 8GGI3¢rehtageF| Exact amount;@J:FLEKJ 0?@J J<C<:K@FE >FM<IEJ K?< <EK@I< :I<; @}
EFK< 9LK :@J:FLEKJ DLJK 9< <EK<I<; C@E< @K<D 9P C@E< @K<D

U EFK?<|I FGK@FE C<KJ PFL @BE;@I18ks<are tax inclusive %= K?@J 9FO @J :?<:B<; K80 8DFLEKJ 8I< ;<;L:K<; =IFD K?< LE@K GI(C
FK?<IN@J< K?<P 8I< 8::<; KF K?< @EMF@:<; 8DFLEK

U Withholding tax :8E 9< J<C<:K<; 9P :?<:B@E> K?< 9FO 8E; <EK<I@Rat€¢™ Amount 0?@J FGK@FE @J LJ<; FECP N?<E PFLI
‘LIKFD<I1J 8I< I<HL@I<; 9P C8N KF N@K??FC; 8E; G8P K80 8K K?< JFLI:< FE PFLI 9<?8C= ?<:B@E> K?@J 9FO 8:KJ KF I<M<lJ< N@
K80 K?8K D8P ?8M< 9<<E 8GGC@<; FI@>@E8CCP FE 8 J8C<J @EMF@:<

U  Customtheme :8E 9< @E;@:8K<;

/8M< K?< KISBEJ8:K@FE 9P :C( Create

FGP@E>

0?7< <8J@<JK N8P KF :I<8K< 8 :I<;@K EFK< @J 9P :FGP@E> 8EFK?<I KISBEJ8:K@FE 8CDFJK 8CN8PJ K?< FI@>@E8C J8C<J @QEMF@:< #F |

Sales Invoices K89

C@:B K" VvView 9LKKFE 8CFE>J@;< K?<J8C<J @QEMF@:< @JJL<; =FI K?<>FF;J FI I<IM@:<J 9<@E> I<KLIE<; FI 8;ALJK<;

0?<E:C@:BK Copyto 9LKKFE 8E; J<CNew Credit Note KF FG<E 8 :I<;@K EFK< =IFD K?< <O@JK@E> J8C<J @QEMF@:<
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1<;@K EFK< <EKIP J:I<<E N@CC FG<E Gl<=@CC<; N@K? @E=FIDS8K@FE =IFD K?< J8C<J @EMF@:< 0?@J 8MF@:J I< <EK<I@E> @E=FI
G8IK@:LC8I Kustomer 8E; Sales Invoice =@<C; N@CC 9< =@CC<; C@EB@E> K?<:I<;@K EFK< KF K?8K JG<:@=@: @QEMF@:<

%= K?< :LIKFD<I @J KF I<:<@M< 8 =LCC I<=LE; EF :?8E><J KF K?< :I<;@K EFK< 8I< IKHL@I<; 9<:8LJI< K?<:I<;@K EFK< N@CC D8K:? K?<F
@EMF@:<

%= 8 :LIKFD<I| @J KF I<:<@M< 8 G8IK@8C I<=LE; FI :I<;@K I<;L:< HLBEK@K@<J FI 8DFLEKJ FE K?< :I<;@K EFK< KF D8K:? .<DFM< C@E<
FI I<IM@:<J EFK 9<@E> 8;ALIK<; %= K?< Gl@:< F= 8E @EM<EKFIP @K<D @J 9<@E> G8IK@8CCP FI =LCCP I<=LE;<; 9LK K?< @K<D @K
<EK<I K?< I<=LE; 8DFLEK 8Ehange the quantity to be blank

3?<E =@E@J?<; <;@K@E: Create KF @JJL< K?<:I<;@K EFK<

0?7<:I<;@K 8DFLEK N@CC 9< 8GGC@<; KF K?< FI@>@E8C J8C<J @EMF@:< %= K?< :LJKFD<I ?8J EFK G8@; FI FECP G8IK@8CCP G8@; }
FE K?< @EMF@:< N@CC 9< I<;L:<; 9P K?< :I<;@K EFK< 8DFLEK %= 8 :I<;@K EFK< @J 8GGC@<; KF 8 =LCCP G8@; J8C<J @EMF@:< K?<:
9<:I<;@K<; KF K?< :LIJKFD<I[J JL98::FLEKA®@EOuUNts receivable EP <0:<JJ :I<;@K 98C8E:< N@CC 9< 8LKFD8K@:8CCP 8GGC@<; KF K?< LEG
@EMF@:< =F|I K?8K :LIKFD<I N@K? K?< FC;<JK ;L< ;:8K< %= K?<I< 8I< EF LEG8@; J8C<J @QEMF@:<J K?<:I<;@K N@CC 9< 8GGC@<; KF K
K?8K :LJKFD<I

,8P@E> FLK 8 I<=LE;
%= 8 :LIKFD<I I<HL<JKJ 8 I<=LE; F= K?< :I<;@K 98C8E:< I<:FI; 8 GBPD<EK =IFD 8 98EB FI :8J? 8::FLEK 8E; 8CCF:8K< K?AdecWEsKF

receivable8E; K?< :LJKFD<I[J JL98::FLEK 3?<E 8 I<=LE; G8BPD<EK @J I<:Fl;<; K?< 98C8E:A¢counts receivable=F| K?< :LJKFD<I N@CC
DFM< @E K?< GFJ@OK@M< ;@I<:K@FE 8J J?FNE 9P K?< >I<<E 8IIFN @E K?< @CCLJKIBK@FE 9<CFN

(8K< ,8PD<EK "<<J
JJ<JJ C8K< G8PD<EK =<<J

)BE8><I :8E 8LKFD8K@:8CCP ;<K<I|O@dpayment fees FE FM<I;L< J8C<J @EMF@:<J 5FL :8E 8CJF 8;; ;<C<K< FI <;@K C8K< G8PD<EK =<<,
DS8EL8CCP
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IES9C< K?« Late Payment Fees K89

(8K< GBPD<EK =<<J 8I< I<:FI;<; @E 8 J<G8I8K< Late Payment Fees "FI =<<J ;<K<ID@E<; SLKFD8K@:8CCP )8E8><I N@CC <E89C< K?@J |
N?<E K?< =@IJK C8K< G8PD<EK =<< @J 8JJ<JJ<; *F 8:K@FE 9P K?< LJ<| @J E<:<JJ8IP

%= C8K< G8PD<EK =<<J N@CC 9< 8;;<; ;<C<K<; FI <;@K<; DGEL8BCCP 9LK K?< K89 @J EFK P< Customize C&@E-NK?< C<=K
EBM@>8K@FE G8E< 7?<:B K?< 9E®:=FklIment fees 0?<E :C@ Update

<K<ID@E< C8K< G8PD<EK =<<J 8LKFD8K@:8CCP

LKFD8K@: :<K<ID@E8SK@FE F= C8K< G8PD<EK =<<J @J J<K LG N?<E :I<BK@E> FI <;@K@E> Sales Invoices <KBE HBCFN K?l<<
JK<GJ

IEK<I| 8 ;L< ;:8K<

0?<Due date =@<C; @J 9C8EB 9P ;<=8LCK 9LK F==<IJ KNF :?F@:<J 8 =@Ox<; :8C<E;8I ;8K< FI E<K G8PD<EK ;8PJ

OR

%= EF ;8K< @J <EK<I<; )8E8><I N@CC 8JJ@cik=Kar 8] K?<Due date N?<E PFL :I<8K< K?< J8C<J @EMF@:<
[<C<:K 8 :?78I1>@E> FGK@FE 8E; I8K<

P ;<=8LCK C8K< G8PD<EK =<<J 8I< EFK :?78I><; OF ;<K<ID@E< K?<D 8LKFD8K@:8CCRe [2ayBdices 9FO @E K?< C@JK F= FGK@FEJ
BLO@C@8IP I8K< =@<C; N@CC 8GG<8I EK<I K?< G<I:<EK8>< KF 9< LJ<; =FI| ;<K<ID@E@E> K?< C8K< =<<

)BE8><I N@CC EFN S8LKFD8K@:8CCP ><E<I8K< 8 EFK@:< K?8K 8 C8K< =<< @J ;L< FE K?< =@IJK ;8P 8=K<| K?< ;L< ;8K< %= K?<J8C<J @E
FM<IL< 8;;@K@FE8C C8K< G8PD<EK =<<J N@CC 9< ;<K<ID@E<; FE K?< J8D< ;8P F=<8:? =FCCFN@E> DFEK? LEK@C K?< @EMF@:< @.
‘FDGFLE;<; 9P 9<@E> :8C:LC8K<; FE K?< KFK8C 98C8E:< :L< F=K?< LEG8@; @QEMF@:< @E:CL;@E> 8EP GI@FI C8K< =<<J

Note
%= 8 C8K< G8PD<EK =<< NFLC; 9<:FD< ;L< FE 8 ;8P F= K?< DFEK? K?8K ;F<J EFK F::LI JL:? 8J K?< JKF=8 ;8P DFEK?
)BE8><I N@CC ;<K<ID@E< K?< =<< FE K?< C8K<JK ;8P K?8K ;F<J F::LI /F =FI <O8DGC< 8 C8K< =<<;L<FE +:KF9<l JKN@CC
9< :<K<ID@E<; FE *FM<D9<| K? /L9J<HL<EK =<<J N@CC 9< ;<K<ID@E<; <:<D9<| K? 8E; &8EL8IP K? K?<E FE "<9IL8IP

K? FI K? @E C<8G P<8IJ )8l:? K? <K: 0?7@J @J ;FE< JF FE< C8K< G8PD<EK =<< =8CCJ @E <M<IP :8C<E;8| DFEK?

JJ<JJ C8K< G8PD<EK =<<J

3?<E FE< FI DFI< J8C<J @QEMF@:<J 8I< <C@>@9C< KF 9< :?8I><; C8K< G8PD<EK =<<J 8 EFK@:< { Sales Invoices K89 @J <EK<I<;

C@:B FE K?< P<CCFN 98EE<I KF J<< 8 C@JK F=J8C<J @EMF@:<J N@K? G<E;@E> C8K< G8PD<EK =<<J
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C@:l Create  KF 8JJ<JJ K?<=<<]J =FIK?<=@IIK DFEK? F=<C@>@9@C@KP %-=8;;@K@FE8C C8K< G8PD<EK =<<J 8I< G<E;@E> K?<(
K?< EFK@:< N@CC 8GG<8I 8>8@E .<G<8K K?< GIF:<JJ LEK@C 8CC G<E;@E> C8K< G8PD<EK =<<J ?8M< 9<<E 8JJ<JJ<; 8E; K?< EFK@:< |
0?@J I<G<K@K@M< 8GGIF8:? @J E<:<JJ8IP 9<:8LJ< <M<IP DFEK?CP ;<K<ID@EBK@FE F= C8K< G8PD<EK =<<J ;<G<E;J FE K?< GI@FI 8J.

Note
%= DFI< K?8E FE< J8C<J @EMF@:< @J J?FNE 8 C8K< G8PD<EK =<< N@CC 9< ><E<I8K<; =F| <8:? FE< Create @D<PFL:C@

Example
+E &LE< 8 J8C<J @EMF@:< @J 1I8@J<; =FI N@K? G8PD<EK K<IDJ F= E<K ;8PJ 8E; 8 DFEK?CP C8K< G8PD<EK =<<F

0?7< ;8P K?< @EMF@:< 9<:FD<J FM<I;L< K?< G<E;@E> C8K< G8PD<EK =<< EFK@:< 8GG<8lJ C8K< G8PD<EK =<< @J 8JJ<JJ
F= K?<KFK8C @J 8;;<; 0?< @EMF@:< @J J<EK KF K?< :LJKFD<I 8>8@E N@K? 8 E<N 98C8E:< ;L< F= +E< DFEK? C8K<I
@EMF@:< I<D8@EJ LEG8@; JF 8EFK?<I C8K< G8PD<EK =<< @J 8JJ<JJ<; 8;;@E> F= =FI KFK8C C8K< =<<J F=

<K<ID@E< C8K< G8PD<EK =<<J DSEL8CCP

(8K< G8PD<EK =<<J :8E 9< 8;;<; ;<C<K<; FI <;@K<; DBEL8CCP ( Late Payment Fees K89
8 C8K< G8PD<EK =<«

(8K< G8PD<EK =<<J :8E 9< 8;;<; DBEL8CCP FE 8EP ;<J@I<; J:?<;LC< ;8@CP N<<BCP <K: OF 8;; 8 New Late Payment Fee

FDGC<K< K?< =FID 8E; :C(¢ Create = +E K?@J =FID =@<C;J 8GG<8| J<HL<EK@8CCP 8J FK?<IJ 8I< :FDGC<K<;
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Example
07<J8C<J @EMF@:< =IFD K?< GI<KM@FLJ <O8DGC< :FEK@EL<J KF 8::IL< C8K< G8PD<EK =<<J =FI <@>?K DFEK?J 8:: IL@E>

=<<J IM<EKL8CCP K?< :LJKFD<I 8JBJ N?<K?<| K?< @EMF@:< :8E 9< J<KKC<; =FlI @E KFK8C C8K< =<<J @= G8PD<EK @J
:8PJ 0?7<9LJ@E<JJ 8>I<<J FE K?< :FE,;@K@FE K?8K N@CC 9< 8JJ<JJ<; @= G8PD<EK @J C8K< 8>8@E DS8EL8C C8K< G8

@J <EK<lI<;

Note
3?<E 8 C8K< G8PD<EK =<< @J 8;;<; DBEL8CCP @K N@CC 9< J?FNE FE K?< J8C<J @EMF@:< N2k Pkl fEdK K?<

9FO @J :?<:B<;

<C<K< 8 C8K< G8PD<EK =<«

OF ;<C<K< 8 C8K< G8PD<EK =<< >F| Late Payment Fees K89 8E; :C@: Edit 9<J@;<K?<=<<KF 9<:<C<K<; C@ Delete
9LKKFE

Example
<:8LJ< 8CC K?< 8LKFD8K@:8CCP ;<K<ID@E<; C8K< G8PD<EK =<<J @E K?< GI<M@FLJ <O8DGC<J N@CC 9< I<GCS8:<; 9P K?<

=<< K?<P 8I<;<C<K<; 8J ;<J:1@9<; 89FM< *FK<' Batch Delete :8E 9< LJ<; +ECP K?< D8EL8CCP <EK<I<; C8K<
G8PD<EK =<< I<D8@EJ

@K 8 C8K< GBPD<EK =<<

OF <;@K 8 C8K< G8PD<EK =<< >F Late Payment Fees K89 8E; :.C@: Edit 9<J@;< K?<I<C<M8EK KI8BEJ8:K@FE )F;@=P 8EP =@<C; 8E; :

Update
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Example
07< G8PD<EK @E K?< GI<KM@FLJ <O8DGC< @J C8K< /F K?< C8K< G8PD<EK =<< K?8K N8J <EK<I<; D8ELBCCP @J <;@K<;

Caution
%= K?< =@IJK C8K< G8BPD<EK =<< @J DSEL8CCP <EKX<I<; )8E8><I N@CC EFK ;<K<ID@E< FI EFK@=P PFL F=JL9J<HL<EK 8l
G8PD<EK =<<J

%= 8 C8K< G8PD<EK =<< @J ;<C<K<; 8=K<I JL9I<HL<EK =<<J ?8M< 9<<E 8LKFD8K@:8CCP ;<K<ID@E<; 8E; 8JJ<JJ<; )8E8><I
I<;<K<ID@E< K?< ;<C<K<; =<< $FN<M<| @= K?< C8K<JIK =<< @J ;<C<K<; )8E8><I N@CC I<;<K<ID@E< @K 8LKFD8K@:8CCP
@K @J G<E;@E>

37<I< 8l< C8K< =<<J GFJK<;

(8K< =<<J 8I< GFJK<; 8LKFD8K@:8CCP KF 8E LE:8K<>FI@Q<; @E:FD< 8::RldK 8Dwent fees0?@J 8::FLEK 8GG<8IJ @E PFLI :?8IK F=
8::FLEKJ N?<E K?< =@I1JK C8K< =<< @J 8JJ<JJ<;

*F 8:K@FE FE PFLI G8IK @J I<KHL@I<; LEC<JJ PFL N@J? KF I<E8D< K?< 8::FLEK FI GC8:< @K @EKF 8E <O@JK@E> >IFLG FK? JK<GJ 8I<

<;@K@E> K?< 8::FLEK LI Settings Chart of Accounts 8=K<| @K 8GG<8IJ

<C@M<IP *FK<J
|<8K< ;<C@M<IP EFK<J

Delivery notes ;F:LD<EK K?<;<C@M<IP F=>FF;J JFC; KF ;<=@EZ<; :LJKFD<IJ 0?7<P :8E 9< LJ<; 8J

U ,?PJ@:8C 8J FGGFJ<; KF =@E8E:@8C I<:FI;J F=J8C<J KISBEJ8:K@FEJ
U ,8:.B@E>C@JKJ

U <C@M<IP IFLK< @EJKIL:K@FEJ

U FE=@IDBK@FE F= I<:<@GK N?<E 8:BEFNC<;><; 9P 8 :LJKFD<I

0?<P ?8M< EF =@E8E:@8C @DG8:K %E;<<; K?<P @E:CL;< EF =@E8SE:@8C @QE=FIDSBK@FE <C@M<IP EFK<J 8I< :FDGC<K<CP FGK@FE!
N7?<E K?< Delivery Notes K89 @J EFK <E89C<; ;<C@M<IP F=>FF;J @J 8JJLD<; KF F::LI 8] JFFE 8J K?< J8C<J @QEMF@:< Fl I<:<@GK @J
3?<E K?< K89 @J <E89C<; ?FN<M<I ;<C@M<IP EFK<J J<G8I8K< K?< =@E8E: @8C 8E; HLBEK@K8K@M< 8JG<:KJ F= 8 J8C< =IFD FE< 8EFK

0?@J #L@;< GIFM@;<J @E=FIDS8K@FE FE :I<8K@E> ;<E@NXPHRK<3LIE@J?<J @QEJKIL:K@FEJ FE ?FN K?<P 8I< LJ<;
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IES9C< K?« Delivery Notes K89

OF LJ< ;<C@M<IP EFK<J =@IJK <E! Delivery Notes K89 C@ Customize

Delivery Notes 8E; .C@:| Update 9<CFN K?<C@JK

|1<8K< 8 ;<C@M<IP EFK<
<C@M<IP EFK<]J :8E 9< :I<8K<; K?I<< N8PJ

U )8EL8C <EKIP
U CFE@E>
U FGP@E>

)8ELSC <EKIP

%E K% Delivery Notes K89 :C@ New Delivery Note

FDGC<K< K?< ;<C@M<IP EFK< <EKIP =FID

U Delivery date

380
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‘FEK8@EJ KF;8P[J ;8K< 9P ;<=8LCK 9LK D8P 9< <;@K<;
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U Reference @JFGK@FES8C 8E; D8P 9< LJ<; =FI @EK<IE8C FI <OK<IE8C J<HL<E:<J %= K?<9FO N@K?@E K?< =@<C; @J :?<:B<; )8E
ELD9<I K?< KIBEJ8:K@FE S8LKFD8K@:8CCP 0?< GIF>I8D N@CC J<8I:? =FI K?< ?@>?<JK ELD9<I| 8DFE> 8CC <O@JK@E> ;<C@M<IF

U Order number @J K?<:FII<JGFE;@E> J8C<J Fl;<I ELD9<| @=8EP 0?7@J=@<C; @J =@CC<; 8LKFD8K@:8CCP @= K?< ;<C@M<IP EI
'FGP@E> 8 J8C<J FI;<I FI FK?<| KISEJ8:K@FE K?8K @E:CL;<J 8E FI;<I ELD9<I

U Invoice number ~ @J K?< :FII<JGFE;@E> J8C<J @EMF@:< ELD9<I @=8EP 0?@J =@<C; @J =@CC<; 8LKFD8K@:8CCP @= K?< ;<C(
'FGP@E> 8 J8C<J @EMF@:<

U Inventory location 8GG<8lJ @= @EM<EKFIP CF:8K@FEJ 8I< ;<= Settings ?FFI<N?@:? CF:8K@FE >FF;J 8I< ;<C@M<I<;
=IFD ;<C@MK<IP EFK< :8E :FEK8@E @EM<EKFIP @K<DJ =IFD FECP FE< CF:8K@FE

U Customer @J 8 GI<;<=@EZ<; :LJKFD<I|=IFD Customers K89 <C@M<IP EFK<J:8EEFK 9< :I1<8K<; =FI YN8CB @EZ 9LP<IJ

Note
=K<l 8 :LIKFD<I @J J<C<:K<; 8;;@K@FES8C ;IFG;FNE D<ELJ 8GG<8I C@JK@E> K?8K :LIJKFD<I[J J8C<J FI;<IJ 8E; J8C<.
@EMF@:<J

[<C<:K@E> :FII<IGFE;@E> J8C<J FI;<I 8E; J8C<J @EMF@:< ELD9<I1J ?<I< @J <JJI<EK@8C @= PFL 8I< LI@E> ;<C@MX<I
Kl18:B JK8KLJ F= K?< FK?<I KISBEJ8:K@FEJ

U Delivery address N@CC 9< =@CC<; 8LKFD8K@:8CCP @= K?< :LJKFD<I ?8J 8 GI<;<=@E<; ;<C@M<IP 8;;1<JJ %= EF ;<C@M<IP 8;;I<
‘LIKFD<I[J GIF=@C< )8E8¥ll not LJ< K?<:LIJKFD<I[J 9@CC@E> 8;;I<Jhe)?ry address DLIK 9< =@CC<; @E DBEL8CCP

U 0?<=@IdKscription @J =F| 8E FGK@FESC JLDDS8IP F= K?< <EK@I< ;<C@M<IP
U Item 8CCFNJ PFL KF J<C<:K @EM<EKFIP @K<DJ FI EFE @EM<EKFIP @K<DJ

U 07<J<!FE; 8E; 8CC JL9J<HL<EMscription = =@<C;J ;<J:1@9< @E;@M@;L8C C@E< @K<DJ %=K?@J =@<C; @J ;<=@E<; =FI 8E @EN
@EM<EKFIP @K<D K?8K ;<=@E@K@FE N@CC 8LKFD8K@:8CCP 9< :8ll@<; FM<| 0?< =@<C; D8P 9< <;@K<;

U Qty @J K?<HLBEK@KP F=K?< C@E< @K<D 9<d&b tns; D@ Moyt Name @J ;<=@E<; =FI K?< @K<D @K N@CC 8GG<8l @E K?< J?8
9FO E<OK KF K?< HLSEK@KP

Note
37?<E 8 ;<C@M<IP EFK< @J <EK<I<; @E :FEALE:K@FE N@K? &nter, @ KegBKye quantity

U Addline 8CCFNJPFL KF 8;; DFI< C@E< @K<DJ FI 8K 8 K@D<

U  Custom title :8E 9< JL9IK@KLK<; %= K?<9FO @J :?<:B<; 8 J<:FE;8IP =@<C; 8GG<8IJ N?<I< K?< K@KC< :8E 9< <EK<I<; ,FJI@9
@E:CL;Racking List Shipping Manifest FI Delivery Voucher

U Customtheme :8E 9<J<C<K<; @= 8EP 8I< ;<=@E<; 9P :?<:B@E> K?< 9FO 8E; :?FFJ@E> 8 K?<D< =IFD K?< ;IFG;FNE D<EL K?8K
8GG<8IJ

C@:l Create KF @JJIL<K?<;<C@M<IP EFK< CC E<:<JJ8IP 8;ALJIKD<EKJ KF @EM<EKFIP HLBEK@K@<J 8E; JK8KLJ 9P CF:8K@FE F::LI 8
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Example
*FIK?N@E; 0I8;<1J ?8J JFC; 9FO<J F==IFQ<E 9CL< :189 D<8K KF #I<8K (8B<J "FF; )8IB<K *FIK?N@E; @JJL<; J8C<J @EMF@:<
%K @JJIL<] ;<C@M<IP EFB%8 G8:B@E> C@JK =FI K?< J?@GD<EK

CFE@E>

%= 8 ;<C@M<IP EFK< =FI J@D@C8I @K<DJ 8CI<8;P <O@JKJ @K :8E 9<:CFE<; KF :I<8K< 8 E<N ;<C@M<IP 3?@C< M@<N@E> K?<<O@J!

Clone

FGP@E>

CC FK?<I D<K?F;J F= ;<C@M<IP EFK< :I<8K@FE Copyto =LE:K@FE 3?<E M@<N@E> 8E <C@>@9C< JB8C<J FI GLI:?8J< I<C8K<; =FID :C
Copy to E 8E; J<C<:KNew Delivery Note

‘FDGC<K<; :<C@M<IP EFK< <EKIP J:I<<E N@CC 8GG<8| CC I<C<MS8EK @E=FIDS8K@FE =IFD K?< :FG@<; =FID N@CC :8lIP FM<| KF K?< ;<
I<HL@I<; 8E; :C@ Create
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Caution

0?@EB :8I<=LCCP 9<=FI< <E89C( Delivery Notes K89 +E:< PFL JK8IK LI@E> @K PFL DLJK <@K?<I| :FEK@EL< FI LE;<IK8B
‘FEJ@;<I89C< <==FIK KF I<E;<I ;<C@M<IP EFK<J LEE<:<JJ8IP )8E8><I N@CC EFK 8CCFN PFL KF ;@J89C< K?< K89 8=K<I| PF]
;<C@M<IP EFK< @J :I<8K<; 0?< =LE:K@FEB8C@KP K?@J K89 GIFM@;<J :8E 9< M<IP @DGFIK8EK =FI JFD< 9LJ@E<JJ<J LK ¢
<EK8@C <OKI8 NFIB <M<IP K@D< 8E @EM<EKFIP @K<D @J GLI:?8J<; FI JFC; FEJ@;<I|:I<BK@E> 8 K<JK :FDG8EP KF <OGC
;<C@M<IP EFK<J 8I< KILCP E<:<JJ8IP =FI PFLI 9LJ@E<JJ 0?<P :8E 8CN8PJ 9< 8;;<; C8K<I

1J< ;<C@M<IP EFK<J
<C@MK<IP EFK<J :8E 9< LJ<; =FI KNF D8AFI =LE:K@FEJ

U -LBEK@K8K@M< KI8:B@E> F= @EM<EKFIP @K<DJ JFC; KF ;<=@E<; :LIJKFD<IJ
U 0I8:B@E> JK8KLJ F=J8C<J FI;<lJ @E:CL;@E> @EM<EKFIP @K<DJ

<C@M<IP EFK<J 8I< :I<8K<; =FCCFN@E> @QEJKEHK@EEL @<8; @K =@I1JK
OI8:B@E> @K<DJ JFC; KF :LIJKFD<IJ
<C@M<IP EFK<J :8E J<G8I8K< K?< =@EB8E:@8C 8JG<:K F= J<CC@E> @EM<EKFIP @K<DJ KF 8 :LIKFD<I =IFD K?<@| HLBEK@K8K@M< I<

<C@M<IP KF K?< :LJKFD<| LK K?@J J<G8ISK@FE @J EFK 8LKFD8K@: %K DLJK 9< :?FJ<E @E;<G<E;<EKCP =FI| <8:? @E;@M@;L8C @EI
K?< <C<:K@FE =FI 8E @EM<EKFIP @K<LC Inventory Items K89 8E; Edit K?<@EM<EKFIP @K<D

*<8l K?< 9FKKFD F= K?< J:I<<E :?<:B K?< 9FOrKikk quantity to deliver

0?<E :C@ Update *FN N?<E<M<I| K?< @EM<EKFIP @K<D @J JFC; KF 8 ;<=@EZ<; :LJIKFD<I 8 ;<C@M<IP EFK< @J I<HL@I<; KF :FDGC<K<
KISBEJ8:K@FE
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Example
|@CC@BEK %E;LIKI@<J ;<=@E<; FE< F= @KJ @EM<EKFIP @K<DJ 8 K89C< C8DG KF @E:CL;< K?< FGK@FE KF KI8:B K?< H
Inventory Items K89 C@IJK@E> J?FNJ KB89C< C8DGJ KF ;<C@M<I

I@CC@E> ;FNE FE K?< HLBEK@KP |I@CC@8EK J<<JK?8K 8CC 8N8@K ;<C@M<IP KF F9[J $8I;N8I<

I@CC@E> =LIK?<| |@CC@8EK J<<J K?< G<E;@E> ;<C@M<I@<J 8CC FI@>@E8K< =IFD K?< J8D< J8C<J @EMF@:<

|I@CC@8EK :FG@<J K?8K J8C<J @EMF@:< KF 8 ;<C@M<IP EFK<

0?< Inventory Items K89 C@JK @J 8LKFD8K@:8CCP 8;ALJK<;

*FK< ?FN<M<I| K?8K N?@C< HLSEK@K@<J FE ?8E; 8E; KF ;<C@M<I 8I< I<;L:<; K?< HLSEK@KP FNE<; 8M<I8>< :FJK 8E; KFK:
F= @EM<EKFIP I<D8@E LE:?8E><; 0?8K @J 9<:8LJ< K?FJ< =@>LI<J N<I< 8;ALJK<; 9P K?< J8C<J @EMF@:<
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%E K?< Gl<:<;@E> <O8DGC< HLBEK@KP KF ;<C@M<I N8J KI8:B<; 9<:8LJ< F9[J $8I;N8I< N8J 8 ;<=@E<; :LJKI Customers 'K89 LK @=
K?< J8C< ?78; 9<<E KF JFD<FE< FK?<| K?8E 8 ;<=@E<; :LIKFD<I K?<HL8EK@KP KF ;<C@M<I NFLC; EFK ?8M< 9<<E KI8:B<;

Example
=K<| :FDGC<K@E> ;<C@M<IP @E K?< <O8DGC< 89FM< |I@CC@8EK %E;LIKI@<J J<CCJ 8EFK?<| KB9C< C8DG KF 8 N8CB @
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0?< I<JLCK@ Custom Fields C@JIK J?FNJ K?< I<JLCK
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Note
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