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�?8GK<I��� "@IJK�/K<GJ

0?<J<�#L@;<J�N@CC�><K�PFL�JK8IK<;��GIFM@;@E>�@E=FID8K@FE�FE�?FN�KF�<JK89C@J?�9LJ@E<JJ<J�8E;�LJ<IJ��J<K�@E@K@8C�GI<=<I<E:<J��8E;�:?FFJ<�K?<

=LE:K@FE8C�DF;LC<J�8E;�8::FLEK@E>�D<K?F;�PFL�N@CC�@E@K@8CCP�LJ<
��5FL�:8E�8CN8PJ�8;;�DFI<�FI�:?8E><�C8K<I
��#L@;<J�89FLK�CF:8C@Q@E>

)8E8><I�=FI�PFLI�:FLEKIP�8I<�8CJF�=FLE;�@E�K?@J�>IFLG


�
� %E@K@8C�/<KLG

�
�
� %EJK8CC�FI�LG;8K<�;<JBKFG�<;@K@FE�FE�3@E;FNJ

Install or update the desktop edition F=�)8E8><I�FE�8�3@E;FNJ�98J<;�:FDGLK<I�@E�<O8:KCP�K?<�J8D<�N8P
�3?<E�LG;8K@E>��;F�EFK�;<C<K<

FI�LE@EJK8CC�8EPK?@E>�=@IJK
�0?<�)8E8><I�@EJK8CC<I�N@CC�?8E;C<�<M<IPK?@E>�=FI�PFL


0F�;FNECF8;�K?<�:LII<EK�M<IJ@FE�F=�)8E8><I��:C@:BFree Download FE�K?<)8E8><I
@F?FD<�G8><
�0?<E�J<C<:KFree Download N@K?@E

K?<�3@E;FNJ�K@C<�

�

�� Note

%=�PFL�GC8E�KF�@EJK8CC�)8E8><I�FE�8����9@K�3@E;FNJ�D8:?@E<��9<�JLI<�KF�;FNECF8;�K?<�:FII<:K�@EJK8CC<I�9P�:C@:B@E>

alternative download 


0F�@EJK8CC�FI�LG;8K<�)8E8><I��;FL9C<�:C@:B�FI�ILE�K?<�;FNECF8;<;�@EJK8CC<I�=@C<
�1EC@B<�DFJK�3@E;FNJ�@EJK8CC<IJ��K?@J�FE<�@J�J<K�LG�KF�ILE�=FI�8

EFID8C�LJ<I��JF�EF�8;D@E@JKI8KFI�G8JJNFI;�@J�I<HL@I<;�

�::<GK�K?<�J<:LI@KP�N8IE@E>�9P�:C@:B@E>Run �

Manager Guides
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3?<E�K?<�)8E8><I�/<KLG�3@Q8I;�J:I<<E�8GG<8IJ��:C@:BNext �

�?FFJ<�N?<K?<I�PFL�N8EK�KF�8;;�8�;<JBKFG�J?FIK:LK��K?<E�:C@:BNext �

�FE=@ID�K?<�;@I<:KFIP�N?<I<�PFL�N@CC�@EJK8CC�)8E8><I
�0?<�;<=8LCK�CF:8K@FE�@J�K?<�3@E;FNJ�LJ<I[J�GI@M8K<��?@;;<E��;@I<:KFIP
��C@:BNext KF

:FDGC<K<�@EJK8CC8K@FE�
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�� Notes

%EJK8CC8K@FE�@E�3@E;FNJ�GIFK<:K<;�GIF>I8D�;@I<:KFI@<J�JL:?�8JC:\Program Files FI�8::<JJ�9P�DLCK@GC<�N@E;FNJ�LJ<IJ�@J

EFK�:FM<I<;�9P�K?@J�>L@;<


)LCK@GC<�M<IJ@FEJ�F=�)8E8><I�:8E�9<�@EJK8CC<;�FE�8�3@E;FNJ�:FDGLK<I�9P�CF>>@E>�@E�8J�;@==<I<EK�3@E;FNJ�LJ<IJ


 LI@E>�@EJK8CC8K@FE��PFL�:8E�8CJF�:?FFJ<�8EP�FK?<I�@EJK8CC8K@FE�;@I<:KFIP�=FI�N?@:?�K?<�:LII<EK�3@E;FNJ�LJ<I�?8J�NI@K<

G<ID@JJ@FE
�)8E8><I�N@CC�I<D<D9<I�K?<�@EJK8CC8K@FE�;@I<:KFIP�:?FJ<E�E<OK�K@D<�K?8K�G8IK@:LC8I�3@E;FNJ�LJ<I�@EJK8CCJ

)8E8><I


�
�
� %EJK8CC�FI�LG;8K<�;<JBKFG�<;@K@FE�FE�D8:+/

.<8;@E>�89FLK�@EJK8CC@E>�FI�LG;8K@E>�)8E8><I�FE�D8:+/�K8B<J�CFE><I�K?8E�;F@E>�<@K?<I


%E@K@8C�@EJK8CC8K@FE

�<=FI<�@EJK8CC@E>�)8E8><I��>F�KF�PFLI�:FDGLK<I[J�/PJK<D�,I<=<I<E:<J�8E;�:C@:B�FE�/<:LI@KP���,I@M8:P�

%E�K?<�#<E<I8C�K89�F=�K?<�/<:LI@KP���,I@M8:P�GI<=<I<E:<J�G8E<��J<C<:K�K?<�FGK@FE�KF�8CCFN�8GGJ�;FNECF8;<;�=IFD�K?<��GG�/KFI<�8E;�@;<EK@=@<;

;<M<CFG<IJ��)8E8><I�@J�GL9C@J?<;�9P�8E�@;<EK@=@<;��GGC<�;<M<CFG<I��

*<OK��KF�@EJK8CC�K?<�;<JBKFG�<;@K@FE�F=�)8E8><I�FE�D8:+/��;FNECF8;�K?<�GIF>I8D�=IFD?KKGJ���NNN
D8E8><I
@F
��C@:B�FEFree Download �

K?<E Free Download @E�K?<�)8:�K@C<�
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�

��;@JB�@D8><�=@C<��N@K?�8�
;D>�<OK<EJ@FE��N@CC�8GG<8I�@E�PFLI�;<J@>E8K<;�;FNECF8;J�=FC;<I�

�� NOTE:  F�EFK�KIP�KF�@EJK8CC�K?<�;@JB�@D8><
�%K�N@CC�EFK�C8LE:?�)8E8><I


 FL9C<�:C@:B�KF�FG<E�K?<�;@JB�@D8><
���)8E8><I�;@JB�@:FE�N@CC�8GG<8I�

+G<E�K?<�;@JB�=FC;<I�@=�@K�;F<J�EFK�FG<E�8LKFD8K@:8CCP�

 I8>�K?<�)8E8><I�8GGC@:8K@FE�@:FE =IFD�K?<�)8E8><I�;@JB�=FC;<I�@EKF�K?<��GGC@:8K@FEJ�=FC;<IFE�K?<�:FDGLK<I


�� Note

 F�EFK�;I8>�K?<�)8E8><I�@:FE�KF�8EP�@:FE�=FI�PFLI��GGC@:8K@FEJ�=FC;<I�K?8K�D8P�8GG<8I�@E�K?<� F:B
�/L:?�8E�@:FE�@Jnot

PFLI��GGC@:8K@FEJ�=FC;<I��@K�@J�ALJK�8E�8C@8J


%EJK8CC8K@FE�@J�:FDGC<K<


/<:LI@KP�N8IE@E>J

)8:+/�@E:CL;<J�=<8KLI<J�KF�I<;L:<�K?<�:?8E:<�F=�C8LE:?@E>�D8C@:@FLJ�JF=KN8I<
�0?<�=@IJK�K@D<�PFL�C8LE:?�)8E8><I��PFL�D8P�J<<�8�N8IE@E>

C@B<�K?@J�
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�C@:BOpen 
�3?<E�C8LE:?@E>�K?<�J8D<�M<IJ@FE�F=�)8E8><I�8>8@E��PFL�N@CC�EFK�J<<�K?<�N8IE@E>


�� Note

)8:+/�M<IJ@FEJ���
�����8K8C@E8��8E;���
�����@>�/LI��@E:CL;<�DFI<�I@>FIFLJ�J<:LI@KP�K?8E�GI<M@FLJ�M<IJ@FEJ�F=�K?<�FG<I8K@E>

JPJK<D��@E:CL;@E>�8�JF=KN8I<�EFK8I@Q8K@FE�=<8KLI<
�%=�PFL�J<<�K?<�=FCCFN@E>�D<JJ8><�J8P@E>�K?<�8GGC@:8K@FE�:8EEFK�9<

FG<E<;�

PFL�?8M<�EFK�;FNECF8;<;�8�:LII<EK�M<IJ@FE�F=�)8E8><I�=IFD�K?<�F==@:@8C�N<9J@K<


1G;8K@E>�)8E8><I

�CN8PJ98:B�LG�PFLI�8::FLEK@E>�;8K8KF�8�I<DFK<�JKFI8><�;<M@:<�9<=FI<�LG;8K@E>


 F�EFK�;<C<K<�FI�LE@EJK8CC�8EPK?@E>�9<=FI<�LG;8K@E>
�1G;8K@E>�)8E8><I�@J�J@D@C8I�KF�@E@K@8C�@EJK8CC8K@FE
��=K<I�;FNECF8;@E>�K?<�GIF>I8D�

FG<E@E>�K?<�;@JB�@D8><��8E;�;I8>>@E>�K?<�)8E8><I�@:FE�KF�K?<��GGC@:8K@FEJ�=FC;<I��K?<�D8:+/�"@E;<I�N@CC�;@JGC8P�8�N8IE@E>�

/<C<:K@E>Keep Both N@CC�I<K8@E�K?<�<O@JK@E>�M<IJ@FE�F=�)8E8><I�8E;�J8M<�K?<�E<N�M<IJ@FE�N@K?�8�ELD9<I�8GG<E;<;�KF�K?<�8GGC@:8K@FE

E8D<
�0?@J�FGK@FE�8CCFNJ�PFL�KF�I<M<IK�KF�8E�FC;�M<IJ@FE�@=�PFL�<E:FLEK<I�8�GIF9C<D�N@K?�K?<�E<N�FE<
��/<<Caution 9<CFN
���FK?�M<IJ@FEJ

N@CC�8GG<8I�@E�K?<��GGC@:8K@FEJ�=FC;<I�

/<C<:K@E>Stop N@CC�K<ID@E8K<�K?<�@EJK8CC8K@FE�N@K?FLK�8==<:K@E>�K?<�;FNECF8;<;�=@C<


/<C<:K@E>Replace N@CC�8LKFD8K@:8CCP�I<DFM<�K?<�FC;�M<IJ@FE�8E;�@EJK8CC�K?<�E<N�FE<�@E�@KJ�GC8:<
�%=�8E�8C@8J�F=�)8E8><I�@J�G<ID8E<EKCP�B<GK

@E�K?<� F:B��K?8K�8C@8J�N@CC�EFN�C8LE:?�K?<�E<N�M<IJ@FE�F=�)8E8><I
��%=�9FK?�M<IJ@FEJ�N<I<�B<GK��K?<� F:B�8C@8J�N@CC�C8LE:?�K?<�FC;�M<IJ@FE�

9<:8LJ<�K?<�E<N�M<IJ@FE�?8J�8�;@==<I<EK�E8D<
�

.<>8I;C<JJ�F=�N?@:?�@EJK8CC8K@FE�FGK@FE�@J�:?FJ<E��8CC�M<IJ@FEJ�N@CC�:8CC�;8K8�=IFD�K?<�J8D<�;8K8�=@C<��JF�EF�=LIK?<I�8:K@FE�@J�I<HL@I<;�KF�8::<JJ

8::FLEK@E>�;8K8


0?<�=@IJK�K@D<�)8E8><I�@J�C8LE:?<;�8=K<I�LG;8K@E>��K?<�J8D<�J<:LI@KP�N8IE@E>�K?8K�8GG<8I<;�8=K<I�@E@K@8C�@EJK8CC8K@FE�D8P�J?FN�8>8@E
�,IF:<<;

8J�;<J:I@9<;�89FM<
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�� Caution

1G;8K<J�F=�)8E8><I�:8E�8::<JJ�8E;�LJ<�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�9LJ@E<JJ�N@K?�8�E<N<I�M<IJ@FE��GIF9C<DJ�D@>?K�8I@J<�@=�K?<�J8D<�9LJ@E<JJ�@J�FG<E<;�N@K?�8E�FC;<I�M<IJ@FE


%=��=FI�8EP�I<8JFE��PFL�E<<;�KF�I<KLIE�KF�8E�FC;<I�M<IJ@FE�F=�)8E8><I�I<JKFI<�K?<�9LJ@E<JJ�=IFD�8�98:BLG�=@C<K?8K�GI<;8K<J

K?<�LG;8K<


�
�
� �;;�8�E<N�9LJ@E<JJ

Adding a new business KF�)8E8><I�@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<I��>F�KF�K?<Businesses K89��:C@:BAdd Business ��8E;�J<C<:KCreate New Business@E�K?<�;IFG;FNE�9FO�

�

!EK<I�K?<Business NameBusiness Name PFL�N8EK�KF�8GG<8I�@E�PFLI�C@JK�F=�9LJ@E<JJ<J
��CountryCountry N@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�9LJ@E<JJ�FI�K8O�I<>@JKI8K@FE


�C@:B@E>Add Business N@CC�8;;�8EP�8M8@C89C<�:FLEKIP�JG<:@=@:�CF:8C@Q8K@FEJ�8E;�:I<8K<�8�9LJ@E<JJ�;8K8�=@C<�=FI�K?<�E<N�<EK@KP�

/<C<:K@E>�8�:FLEKIP�>@M<J�PFL�8�>FF;�JK8IK�FE�J<KK@E>�LG�PFLI�9LJ@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�K8@CFI<;�=FI�K?<�:FLEKIP��N@K?�8::FLEKJ�E<:<JJ8IP�KF�D8K:?�D8E;8KFIP�JKIL:KLI<J�8E;�8::FDDF;8K<�CF:8C@Q<;

I<HL@I<D<EKJ

U 08O�:F;<J

U ,8PJC@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;FNE�D<EL��PFL�N@CC

E<<;�KF�J<K�K?@E>J�LG�PFLIJ<C=


� Summary G8><�=FI�PFLI�8;;<;�9LJ@E<JJ�N@CC�8GG<8I
�"FLI�LE@M<IJ8C�K89J�N@CC�9<�8:K@M8K<;��9<:8LJ<�8CC�9LJ@E<JJ<J�E<<;�K?<D�
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*FN�PFL�:8E�

U �LJKFD@Q<�:8G89@C@K@<JKF�D<<K�PFLI�E<<;J

U �L@C;�8�:?8IK�F=�8::FLEKJ

U 1J<�FK?<I�=<8KLI<J�;<J:I@9<;�@E�K?<#L@;<J

�� Note

3?<E�K?<�;8K8�=@C<�F=�8�9LJ@E<JJ�@J�FG<E<;�;@I<:KCP�@E�K?<�;<JBKFG�<;@K@FE�I8K?<I�K?8E�9P�J<C<:K@E>�K?<�9LJ@E<JJ�@E�K?<

Businesses K89��K?8K�9LJ@E<JJ�@Jnot 8;;<;�KF�K?<�C@JK
�0?<�C@JK�FE�K?<Businesses G8><�:FEK8@EJ�FECP�K?FJ<

9LJ@E<JJ<J�JKFI<;�@E�K?<�8GGC@:8K@FE�;8K8�=FC;<I
�/<<K?@J�#L@;<=FI�8;;@K@FE8C�@E=FID8K@FE


�� Caution

)8E8><I�N@CC�EFK�GI<M<EK�8;;@E>�FI�@DGFIK@E>�9LJ@E<JJ<J�N@K?�@;<EK@:8C�E8D<J
�0F�8MF@;�:FE=LJ@FE��JL:?�8J�N?<E

I<E8D@E>�8E;�I<JKFI@E>�8�98:BLG�=@C<�9P�<C@D@E8K@E>�K?<�;8K<�JK8DG��:FEJ@;<I�I<DFM@E>�FK?<I�9LJ@E<JJ<J�N@K?�K?<�J8D<

E8D<�=IFD�K?< Businesses K89�=@IJK
��/<<�@EJKIL:K@FEJ�@E8EFK?<I�#L@;<
�

�
�
� *8D<�FI�I<E8D<�8�9LJ@E<JJ

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

U %E@K@8C�J<KLG

U �?8E><�F=�=FID8C�9LJ@E<JJ�E8D<

U �?8E><�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=�E8D@E>�

U /<KK@E>�K?<�9LJ@E<JJ�=@C<�E8D<�K?8K�8GG<8IJ�@E�)8E8><I[JBusinesses K89

U /<KK@E>�K?<�9LJ@E<JJ�FI�KI8;@E>�E8D<�FE�KI8EJ8:K@FE�=FIDJ��JL:?�8J�J8C<J�@EMF@:<J��I<:<@GKJ��GLI:?8J<�FI;<IJ��<K:
��8E;�FE�JK8K<D<EKJ

8E;�I<GFIKJ
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�� Note

3?@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<�N8P�8J�K?<

9LJ@E<JJ�KI8;@E>�E8D<
���GIFG<ICP�<EK<I<;�9LJ@E<JJ�KI8;@E>�E8D<�N@CC�I<D8@E�=@O<;�K?IFL>?;8K8�98:BLGJ��I<JKFI8K@FEJ��8E;

KI8EJ=<IJ
�%K�N@CC�8GG<8I�FE�KI8EJ8:K@FE�=FIDJ�8E;�I<GFIKJ�EF�D8KK<I�N?8K�9LJ@E<JJ�=@C<�E8D<�@J�LJ<;
�0?<�9LJ@E<JJ�=@C<�E8D<�

?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@FE�F=�8

9LJ@E<JJ�;8K8�=@C<�@J�@E�LJ<


/<K�K?<�9LJ@E<JJ�=@C<�E8D<

3?<E�8�9LJ@E<JJ�@J�=@IJK�8;;<;�KF�)8E8><I�LJ@E>�K?<Add Business 9LKKFE��8�;@8CF>�9FO�8CCFNJ�PFL�KF�<EK<I�K?<�9LJ@E<JJ�E8D<�LE;<I

N?@:?�8CC�;8K8�=FI�K?<�9LJ@E<JJ�N@CC�9<�8::<JJ@9C<
�5FL�:8E�<EK<I�K?<�=FID8C�C<>8C�E8D<��8�KI8;@E>�E8D<��FI�JFD<K?@E>�J?FIK�8E;�:FEM<E@<EK


0?@J�E8D<�J?FLC;�9<�JFD<K?@E>�K?8K�8CCFNJ�PFL�KF�;@JK@E>L@J?�K?<�9LJ@E<JJ�=IFD�FK?<IJ�@E�K?<Businesses K89


/<K�K?<�9LJ@E<JJ�KI8;@E>�E8D<

#F�KF Settings � Business Details �

�

!EK<I�PFLI�;<J@I<;�E8D<�@E�K?<Business Name =@<C;�

�� Note

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


.<E8D<�8�9LJ@E<JJ

0?<�KI8;@E>�E8D<�F=�8E�<O@JK@E>�9LJ@E<JJ�:8E�9<�:?8E><;�8K�8EP�K@D<�=FCCFN@E>�K?<�J8D<�GIF:<;LI<J�;<J:I@9<;�89FM<�=FI�@E@K@8C�E8D@E>


�C@:BUpdate KF�J8M<�K?<�E<N�KI8;@E>�E8D<


��9LJ@E<JJ�=@C<�E8D<��LE;<I�N?@:?�K?<�9LJ@E<JJ�8GG<8IJ�@E�K?<Businesses K89��:8E�9<�:?8E><;�9P�:C@:B@E>Rename 9<J@;<�K?<�9LJ@E<JJ

E8D<�8K�K?<�KFG�F=�K?<�)8E8><I�N@E;FN�

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

�?8E>@E>�<@K?<I�8�9LJ@E<JJ�=@C<�FI�9LJ@E<JJ�KI8;@E>�E8D<�8==<:KJ�EF�8::FLEK@E>�;8K8
�*FI�;F<J�@K�:?8E><�;8K8�=@C<�E8D<J�F=

GI@FI��<O@JK@E>�98:BLGJ�FI�K?<�KI8;@E>�E8D<J�K?<P�:FEK8@E


�
�
� !EK<I�9LJ@E<JJ�;<K8@CJ

0F�:LJKFD@Q<�J8C<J�@EMF@:<J��:8J?�I<:<@GKJ��GLI:?8J<�FI;<IJ��8E;�FK?<I�KI8EJ8:K@FE�=FIDJ��:C@:BBusiness Details @E�K?<Settings K89�

�

!EK<I�@E=FID8K@FE�PFL�N8EK�KF�8GG<8I�FE�KI8EJ8:K@FE�=FIDJ�8E;�9<�LJ<;�9P�K?<�GIF>I8D�

U Business NameBusiness Name @J�K?<�E8D<�PFL�FG<I8K<�K?<�9LJ@E<JJ�LE;<I
�0?@J�;F<J�EFK�E<:<JJ8I@CP�E<<;�KF�9<�K?<�J8D<�8J�PFLI�C<>8C�9LJ@E<JJ

E8D<
�*FI�;F<J�@K�E<<;�KF�D8K:?�K?<�9LJ@E<JJ�E8D<�LJ<;�KF�@;<EK@=P�PFLI�8::FLEK@E>�=@C<�@E�)8E8><I


U AddressAddress N@CC�LJL8CCP�:FEK8@E�PFLI�8;;I<JJ��G?FE<�ELD9<I��<D8@C�8;;I<JJ��8E;�JF�=FIK?
�%K�D@>?K�8CJF�:FEK8@E�8�9LJ@E<JJ�;<EK@=@<I�

JL:?�8J�8�K8O�@;<EK@=@:8K@FE�ELD9<I��98EB@E>�ELD9<I��FI�FK?<I�KPG<�F=�@E=FID8K@FE


U CountryCountry C<KJ�PFL�J<C<:K�8�ALI@J;@:K@FE��:8LJ@E>�K?<�GIF>I8D�KF�D8B<�CF:8C@Q8K@FEJ�8M8@C89C<�8K�I<C<M8EK�GC8:<J�@E�K?<�GIF>I8D��@=�K?<I<

8I<�8EP�=FI�K?<�:FLEKIP�J<C<:K<;


�� Notes

(F:8C@Q8K@FEJ�8I<�EFK�:LII<EKCP�8M8@C89C<�=FI�8CC�:FLEKI@<J


%=�8�9LJ@E<JJ�N8J�:I<8K<;�GI@FI�KF�)8E8><I�M<IJ@FE���
��
����EF�CF:8C@Q8K@FEJ�:FLC;�9<�J<C<:K<;�FE�K?<Business Details

G8><
��LK�K?<Country =@<C;�:8E�9<�<;@K<;�8K�8EP�K@D<
�0?@J�N@CC�D8B<�:FLEKIP�JG<:@=@:�:LJKFD�=@<C;J��I<GFIK�KI8EJ=FID8K@FEJ�

8E;�<OK<EJ@FEJ�8M8@C89C<
��?8E>@E>�K?<�:FLEKIP�:FLC;�D8B<�;@==<I<EK�CF:8C@Q8K@FEJ�8M8@C89C<


%=�PFL�@E:CL;<;�@E=FID8K@FE�@E�K?<�J<G8I8K<Business identifier =@<C;�F=�FC;<I�M<IJ@FEJ�F=�)8E8><I��K?8K�:FEK<EK�N8J�EFK

;@J:8I;<;��<M<E�K?FL>?�K?<�J<G8I8K<�=@<C;�EF�CFE><I�<O@JKJ
�0?<�@E=FID8K@FE�N8J�8GG<E;<;�@E�K?<Address =@<C;�8E;�8GG<8IJ

FE�KI8EJ8:K@FE�=FIDJ�@E�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;<IJ�N@K?FLK�:I<8K@E>�8�:LJKFD

K?<D<
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�� Example

0?<�J@DGC<�LJ<�F=�K?<�$0)(<br> K8>�@E�K?<Business Identifier =@<C;�F=�K?<�@CCLJKI8K@FE�89FM<�8;;J�8�C@E<�9I<8B�KF�N?8K

NFLC;�FK?<IN@J<�9<�8�:CFJ<CP�JG8:<;�<EKIP
�0?<�8;;I<JJ�@E=FID8K@FE�J?FNE�FE�K?<�C<=K�8GG<8IJ�FE�KI8EJ8:K@FE�=FIDJ�8J�8K

K?<�I@>?K�

�

�
�
� /<K�98J<�:LII<E:P

�P�;<=8LCK��)8E8><I�FG<I8K<J�N@K?FLK�8EP�;<J@>E8K<;�:LII<E:P
�*F�:LII<E:P�JPD9FCJ�8I<�;@JGC8P<;�FE�=FIDJ�FI�I<GFIKJ
�%=�PFLI�9LJ@E<JJ

FG<I8K<J�<EK@I<CP�@E�8�J@E>C<�:LII<E:P��K?@J�D8P�9<�JL==@:@<EK
�5FL�:8E��?FN<M<I�set a base currency 
�5FL must J<K�8�98J<�:LII<E:P�@=�PFL�N@CC

;<J@>E8K<�=FI<@>E�:LII<E:@<J�=FI�

U �8EB�8::FLEKJ

U �8J?�8::FLEKJ

U !OG<EJ<�:C8@DJ

U �LJKFD<IJ

U /LGGC@<IJ

U !DGCFP<<J

U &FLIE8C�<EKI@<J

U /G<:@8C�8::FLEKJ

�� Note

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

:LII<E:P


0F�J<K�8�98J<�:LII<E:P��>F�KF�K?<Settings K89��K?<E�:C@:BBase Currency �

�

 <=@E<�PFLI�98J<�:LII<E:P�

U CodeCode N@CC�9<�LJ<;�KF�899I<M@8K<�K?<�:LII<E:P�@E�M8I@FLJ�=@<C;J�K?IFL>?FLK�K?<�GIF>I8D�N?<I<�DLCK@GC<�:LII<E:@<J�D8P�9<�8M8@C89C<
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*FID8CCP��K?@J�N@CC�9<�8�K?I<<�C<KK<I�JK8E;8I;�:F;<


U NameName@J�K?<�=LCC�E8D<�F=�K?<�:LII<E:P


U SymbolSymbol @J�K?<�;<J@>E8KFI�=FI�K?<�:LII<E:P�K?8K�N@CC�8GG<8I�FE�:FDGC<K<;�KI8EJ8:K@FEJ�N?<E�M@<N<;


U Decimal placesDecimal places @J�GI<=@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>�GI<=<I<E:<J
�1J<�@K�FECP�KF�;<=@E<�:?8I8:K<I@JK@:J�F=�PFLI�98J<

:LII<E:P


�C@:BUpdate 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�;@JGC8P�K?<

8GGIFGI@8K<�JPD9FC�=FI�K?<�:LII<E:P


�� Example

�I@CC@8EK�%E;LJKI@<J�J<KJ�@KJ�98J<�:LII<E:P�KF�K?<��LJKI8C@8E�;FCC8I�

��I<GI<J<EK8K@M<�KI8EJ8:K@FE�J?FNJ�K?<�I<JLCK�

�� Note

!JK89C@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:P

:FEM<IJ@FEJ�8I<�:FDGLK<;


�
�
�  <=@E<�=FI<@>E�:LII<E:@<J

)8E8><I�8CCFNJ�PFL�KFdefine foreign currencies 
�0?<J<�:8E�@E:CL;<�E8K@FE8C�:LII<E:@<J��:IPGKF:LII<E:@<J��FI�:LJKFD@Q<;�=FIDJ�F=

<O:?8E><
���CC�8I<�I<=<II<;�KF�8J�=FI<@>E�:LII<E:@<J�N@K?@E�K?<�GIF>I8D�8E;�KI<8K<;�J@D@C8ICP
�0?<�K<ID@EFCF>P�@J�LJ<;�=FI�8CC�:LII<E:@<J�K?8K

8I<�EFK�K?<98J<�: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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U �8J?�8::FLEKJ

U !OG<EJ<�:C8@DJ

U �LJKFD<IJ

U /LGGC@<IJ

U !DGCFP<<J

U &FLIE8C�<EKI@<J

U /G<:@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<;><I�KF�FK?<I�KI8EJ8:K@FEJ
�"FI�<O8DGC<��N?<E

8�:LJKFD<I�@J�;<EFD@E8K<;�@E�8�=FI<@>E�:LII<E:P��8CC�J8C<J�@EMF@:<J�=FI�K?8K�:LJKFD<I�N@CC�8LKFD8K@:8CCP�9<�@E�K?<�=FI<@>E�:LII<E:P


0F�;<=@E<�8�=FI<@>E�:LII<E:P��>F�KF�K?<Settings K89��K?<E�:C@:BForeign Currencies �

�

 <=@E<�K?<�=FI<@>E�:LII<E:P�

U CodeCode N@CC�9<�LJ<;�KF�899I<M@8K<�K?<�:LII<E:P�@E�M8I@FLJ�=@<C;J�K?IFL>?FLK�K?<�GIF>I8D�N?<I<�DLCK@GC<�:LII<E:@<J�D8P�9<�8M8@C89C<


*FID8CCP��K?@J�N@CC�9<�8�JK8E;8I;��K?I<<�C<KK<I�:F;<


U NameName@J�K?<�=LCC�E8D<�F=�K?<�:LII<E:P


U SymbolSymbol @J�K?<�;<J@>E8KFI�=FI�K?<�:LII<E:P�K?8K�N@CC�8GG<8I�FE�:FDGC<K<;�KI8EJ8:K@FEJ�N?<E�M@<N<;


U Decimal placesDecimal places @J�GI<=@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>�GI<=<I<E:<J
�1J<�@K�FECP�KF�;<=@E<�:?8I8:K<I@JK@:J�F=�K?<�=FI<@>E

:LII<E:P�@KJ<C=


�C@:BUpdate KF�8:K@M8K<�K?<�=FI<@>E�:LII<E:P


"FI�8CC�KI8EJ8: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
�0I8EJ8:K@FE�=FIDJ�LJ@E>�@K�N@CC

EFN�;@JGC8P�K?<�8GGIFGI@8K<�JPD9FC�=FI�K?<�=FI<@>E�:LII<E:P
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�� Example

�I@CC@8EK�%E;LJKI@<J�J<KJ�@KJ�98J<�:LII<E:P�KF�K?<��LJKI8C@8E�;FCC8I
��LK�@K�8CJF�;<=@E<J�K?<�!LIF�

��I<GI<J<EK8K@M<�KI8EJ8:K@FE�J?FNJ�K?<�I<JLCK�

�� Note

!JK89C@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�:LII<E:P

:FEM<IJ@FEJ�8I<�:FDGLK<;


�
�
� /<K�C8E>L8><

�P�;<=8LCK��)8E8><I�N@CC�FG<E�8E;�FG<I8K<�@E�!E>C@J?
�%=�PFL�GI<=<I�KF�NFIB�N@K?�)8E8><I�@E�8�;@==<I<EKlanguage ��PFL�:8E�<8J@CP�JN@K:?


(8E>L8><�GI<=<I<E:<�@J�J<K�9P�K?<�@E;@M@;L8C�LJ<I�8E;�8==<:KJ�8CC�9LJ@E<JJ<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?<I�C8E>L8><J��PFL�N@CC�8CJF�J<<�K?FJ<�FGK@FEJ�9P�;<=8LCK
�"FI�<O8DGC<��@=�PFLI�N<9�9IFNJ<I�@J

:FE=@>LI<;�KF�8::<GK�!E>C@J?��2@<KE8D<J<��8E;��I89@:��PFL�N@CC�J<<�K?@J�

0F�JN@K:?�KF�8E�8M8@C89C<�C8E>L8><��J@DGCP�:C@:B�FE�@KJ�C@EB
�*F�D8KK<I�N?@:?�C8E>L8><�PFL�:LII<EKCP�?8M<�J<C<:K<;��PFL�:8E�8CJF�:C@:B�K?<+

9LKKFE�@E�K?<�=FFK<I��

(@EBJ�KF�8CC�8M8@C89C<�C8E>L8><J�N@CC�8GG<8I
��?FFJ<�PFLI�GI<=<II<;�C8E>L8><�9P�:C@:B@E>�@KJ�C@EB�
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�� Example

*FIK?N@E;�0I8;<IJ�DFM<J�KF�K?<�*<K?<IC8E;J�8E;�;<:@;<J�KF�JN@K:?�C8E>L8><J
�%K�=FCCFNJ�K?<�GIF:<;LI<J�;<J:I@9<;�89FM<�

:C@:B@E>�FENederlands 8E;�EFN�J<<J�@E=FID8K@FE�@E�K?<�E<N�C8E>L8><�

!==<:KJ�F=�C8E>L8><�:?8E><J

)8E8><I�@DGC<D<EKJ�KI8EJC8K@FE�M@8�8�CFFBLG�K89C<�@E:CL;@E>�K<IDJ�LJ<;�@E�K?<�GIF>I8D
�0?@J�K89C<�:FM<IJ�GI<;@:K89C<�NFI;J��JL:?�8J�

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?<�K89C<�;F<J�EFK�@E:CL;<�:FEK<EK�PFL�<EK<I�8EPN?<I<�@E�K?<�GIF>I8D
�0?<I<=FI<��)8E8><I�N@CC�EFK�KI8EJC8K<�
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�)8E8><I�:8E�?8E;C<�K?<

JN@K:?�<8J@CP


�?FFJ@E>�FM<I8CC�8::FLEK@E>�98J@J

0F�:?8E><�9<KN<<E�8::IL8C�8E;�:8J?�98J@J�8::FLEK@E>�@E�)8E8><I��:C@:BEdit 8K�K?<�KFG�F=�K?<Summary G8><�

Manager Guides

34



/<C<:K�FE<�F=�K?<�KNF�8::FLEK@E>�D<K?F;J�@E�K?<�;IFG;FNE�9FO�8E;�:C@:BUpdate �

�� Note

�8C8E:<J�F=�D8EP�8::FLEKJ�D8P�:?8E><�FI�;@J8GG<8I�=IFD�K?<Summary N?<E�:8J?�98J@J�8::FLEK@E>�@J�J<C<:K<;�9<:8LJ<

<C<D<EKJ�:FEKI@9LK@E>�KF�K?<D�?8M<�EFK�9<<E�I<:F>E@Q<;�K?IFL>?�I<:<@GK�FI�G8PD<EK�F=�=LE;J
�)8E8><I�N@CC�JK@CC�D8B<�8CC

E<:<JJ8IP�:8C:LC8K@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<;
�*F

@E=FID8K@FE�@J�CFJK�N?<E�JN@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;��I<>8I;C<JJ�F=�N?@:?�?8J�9<<E�:?FJ<E�=FI�<M<IP;8P�LJ<


3?<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<GFIK�N@CC�;@JGC8P�K?<�8::FLEK@E>�D<K?F;�LJ<;�@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<;�@E�K?<

Reports K89�

�
�
�  @JGC8P�8::FLEK�:F;<J�FE�K?<�/LDD8IP�G8><

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
�0F�;@JGC8P�8::FLEK

:F;<J�FE�K?< Summary G8><��:C@:BEdit @E�K?<Summary K89�

Manager Guides

35



�?<:B�K?<�9FO�KFShow account codesShow account codes 8E;�:C@:BUpdate �

�� Notes

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


0?@J�J<C<:K@FE�8GGC@<J�FECP�KF�K?<Summary 
�28I@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�

0LIE�F==�;@JGC8P�F=�8::FLEK�:F;<J�9P�LE:?<:B@E>�K?<�9FO


.<>8I;C<JJ�F=�N?<K?<I�8::FLEK�:F;<J�8I<�;@JGC8P<;��K?<P�N@CC�8GG<8I�@E�K?<Account =@<C;�;IFG;FNE�9FO�N?<E�<EK<I@E>�C@E<�@K<DJ�FE

KI8EJ8:K@FEJ��@E:CL;@E>�:8J?�I<:<@GKJ��J8C<J�@EMF@:<J��AFLIE8C�<EKI@<J��8E;�JF�=FIK?�

�
�
� !O: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
�0?@J�@J�><E<I8CCP�N?8K�PFL�E<<;�N?<E�JK8IK@E>�8

9LJ@E<JJ
��LK�FE:<�PFL�?8M<�LJ<;�)8E8><I�=FI�DFI<�K?8E�8�J@E>C<�8::FLEK@E>�G<I@F;��e.g.��8�=@E8E:@8C�P<8I���PFL�D8P�?8M<�8::FLEKJ�K?8K�8I<

EF�CFE><I�LJ<;�:CLKK<I@E>�PFLISummary G8><


%=�K?<P�?8M<�EF�KI8EJ8:K@FEJ�GFJK<;�KF�K?<D�8::FLEKJ�:8E�9<�;<C<K<;
�%=�PFL�?8M<�LJ<;�K?<D��9LK�K?<P�EFN�?8M<�Q<IF�98C8E:<J��PFL�:8E

exclude them from the SummarySummary 


�C@:BEdit @E�K?<Summary K89�

�?<:B�K?<�9FO�KFExclude zero balances �
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�C@:BUpdate 


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


�
�
� �C<8I�KI8EJ8:K@FEJ�@E�/LJG<EJ<�8::FLEK

Suspense@J�8�9L@CK�@E�8::FLEK�N?<I<�)8E8><I�GFJKJ�KI8EJ8:K@FEJ�@K�:8EEFK�GIFG<ICP�I<JFCM<
Suspense?8J�J<M<I8C�LE@HL<�:?8I8:K<I@JK@:J�

U %K�:8E�E<@K?<I�9<�:I<8K<;�EFI�;<C<K<;�9P�8�LJ<I


U %K�8GG<8IJ�8LKFD8K@:8CCP�FE�K?<��8C8E:<�/?<<K�@E�K?<�!HL@KP�>IFLG@E>�N?<E<M<I�@K�?8J�8�EFE�Q<IF�98C8E:<


U %K�@K�EFK�C@JK<;�@E�K?<��?8IK�F=��::FLEKJ�LE;<ISettings ��JF�@K�:8EEFK�9<�<;@K<;�FI�DFM<;�KF�8�;@==<I<EK�8::FLEK�>IFLG


U )8EP�KI8EJ8:K@FE�=@<C;J�@E�)8E8><I�;<=8LCK�KFSuspenseLEK@C�M8C@;�<EKI@<J�8I<�D8;<�@E�K?<D


�EP�98C8E:<�@ESuspenseJ@>E8CJ�8�GIF9C<D
Never attempt to clear the Suspenseaccount with a journal entry. 0?8K�FECP�?@;<J�GIF9C<DJ

8E;�LJL8CCP�D8B<J�9FK?�PFLI��8C8E:<�/?<<K�8E;�,IF=@K�8E;�(FJJ�/K8K<D<EK�@E8::LI8K<
�,IF9C<DJ�K?8K�:8LJ<;�KI8EJ8:K@FEJ�KF�GFJK�KFSuspense

must 9<�@;<EK@=@<;�8E;�:FII<:K<;


"@E;@E>�GIF9C<DJ�@ESuspense

0F�@;<EK@=P�KI8EJ8:K@FEJ�N@K?�GIF9C<DJ��;I@CC�;FNE�9P�:C@:B@E>�FE�K?<�9CL<�98C8E:<�=FI�K?<Suspense8::FLEK�FE�K?< Summary G8><�

�CC�KI8EJ8:K@FEJ�:FEKI@9LK@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�KI8EJ8:K@FE�@J�;@DD<;��9<�JLI<�)8E8><I�@J�J<K�=FI�8::IL8C�98J@J�8::FLEK@E>
�.<KLIE�KF�K?<Summary G8><�8E;

:C@:BEdit �

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

0?<E�;I@CC�;FNE�8>8@E�FE�K?<Suspense98C8E:<
��5FL�:8E�I<KLIE�KF�:8J?�98J@J�8::FLEK@E>�8=K<I�GIF9C<DJ�N@K?Suspense?8M<�9<<E�:C<8I<;
�

Manager Guides

37



�� 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�D8B<J

8CC�E<:<JJ8IP�:8C:LC8K@FEJ�=FI�8::IL8C�98J@J
�5FL�D@>?K�EFK�9<�89C<�KF�8::<JJ�8CC�KI8EJ8:K@FEJ�:FEKI@9LK@E>�KFSuspenseLEC<JJ

8::IL8C�98J@J�@J�J<K


"@O@E>�GIF9C<DJ�@ESuspense

0?< Suspense8::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
�0F�=@O�FE<��:C@:B

FE�K?< Edit 9LKKFE�KF�K?<�C<=K�F=�K?<�KI8EJ8:K@FE


Problem 1: Unassigned expense claim

�<>@EE@E>�N@K?�K?<�DFJK�I<:<EK�KI8EJ8:K@FE�@E�K?<�<O8DGC<��8E�<OG<EJ<�:C8@D�;@;�EFK�@E:CL;<�8�,8P<I�

 <J@>E8K@E>�8,8P<I�=IFD�GI<;<=@E<;�:?F@:<J:C<8IJ�K?@J�KI8EJ8:K@FE�=IFDSuspense�

.<D<D9<I�KF�:C@:B�K?<Update 9LKKFE�KF�J8M<�<8:?�:FII<:K@FE


Problem 2: Payment not complete

��G8PD<EK�=FI�D<JJ<E><I�J<IM@:<J�I<:FI;<;�K?<�G8P<<��8�;<J:I@GK@FE��ELD9<I�F=�;<C@M<I@<J��8E;�GI@:<��9LK�;@;�EFK�@E:CL;<�GIFG<I�8CCF:8K@FE

KF�8E�<OG<EJ<�8::FLEK�

/<C<:K@FE�F=�K?<�8GGIFGI@8K<�8::FLEK�:FII<:KCP�:FDGC<K<J�K?<�KI8EJ8:K@FE�
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Problem 3: Capital contribution not properly allocated

0?<�E<OK�KI8EJ8:K@FE�I<:FI;<;�8�:FEKI@9LK@FE�F=�:8G@K8C�=IFD�8�G8IKE<I�KF�=LE;�8�I<DF;<C@E>�GIFA<:K
�%K�C@JK<;�K?<�G8IKE<I�8J�K?<�G8P<<�

GIFG<ICP�D8IB<;�K?<�I<:<@GK�8J�8�:FEKI@9LK@FE��9LK�E<>C<:K<;�KF�;@I<:K�K?<�I<:<@GK�KF�K?<�JG<:@=@:�G8IKE<I[J�JL98::FLEK�

�;;@E>�K?8K�;<K8@C�KF�K?<�I<:<@GK�=@O<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@9LK@FE�F=�<8IE@E>J
�0?@J�D@JK8B<�I<JLCK<;�@E�8E

LE98C8E:<;�KI8EJ8:K@FE�

!;@K@E>�K?<�D@JK8B<�GIFG<ICP�98C8E:<J�K?<�KI8EJ8:K@FE��I<DFM@E>�@K�=IFDSuspense�

Problem 5: Fixed asset purchase invoice

0?<�=@E8C�GIF9C<D�@E�K?<�<O8DGC<�@J�8�GLI:?8J<�@EMF@:<�=FI�8�;<C@M<IP�KIL:B�K?8K�;@;�EFK�GIFG<ICP�8JJ@>E�K?<�GLI:?8J<�KF�K?<�JG<:@=@:�=@O<;

8JJ<K�:I<8K<;�=FI�K?<�KIL:B��;<JG@K<�8JJ@>E@E>�@K�KF�K?<Fixed assets, at cost8::FLEK�
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0?<�:FII<:K<;�GLI:?8J<�@EMF@:<�I<JFCM<J�K?<�GIF9C<D�

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

)8E8><I�@J�;<J@>E<;�KF�GI<J<IM<�@E=FID8K@FE�I8K?<I�K?8E�I<A<:K�@E:FII<:K�<EKI@<J
��LK�N?<E�8EPK?@E>�@J�@E�PFLISuspense8::FLEK��PFLI

I<:FI;J�8E;�I<GFIKJ�8I<�8CDFJK�:<IK8@ECP�NIFE>


�
�
� �CFJ<�8E�8::FLEK@E>�G<I@F;

$@JKFI@: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?<I�8�DFEK?�

HL8IK<I��FI�P<8I
�%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?�AFLIE8C�<EKI@<J�

8E;�JF�=FIK?
�)FJK�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;�:FII<:K�<IIFIJ

U (@D@K�8::LDLC8K@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�LE8MF@;89C<�FD@JJ@FEJ��D<EK8C

D@J:8C:LC8K@FEJ��8E;�FM<IJ@>?KJ�N?<E�<EK<I@E>�8E;�GFJK@E>�?LE;I<;J�FI�K?FLJ8E;J�F=�KI8EJ8:K@FEJ�D8EL8CCP


)8E8><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@E8K@E>�8I@K?D<K@:�<IIFIJ

U �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�D8EL8C�AFLIE8C

<EKI@<J�N@K?�K?<@I�I<HL@I<D<EK�KF�;<;L:<�N?@:?�8::FLEKJ�KF�;<9@K�8E;�:I<;@K

U "LIE@J?@E>�I<8C�K@D<�=<<;98:B�N?<E�AFLIE8C�<EKI@<Jare D8;<��I<;L:@E>�K?<�GFJJ@9@C@KP�F=�LE98C8E:<;�KI8EJ8:K@FEJ

U (<8M@E>�@E:FII<:K��@E:FDGC<K<��FI�LE98C8E:<;�KI8EJ8:K@FEJ�@ESuspenseLEK@C�=@O<;

U �8IIP@E>�=FIN8I;�@E=FID8K@FE�=IFD�FE<�G<I@F;�KF�K?<�E<OK�@E�8�G<IG<KL8C�;8K898J<

U /<KK@E>�;@JGC8PJ�8E;�I<GFIKJ�KF�:FM<I�;<=@E<;�K@D<�G<I@F;J

�CFJ@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�9LJ@E<JJ<J��K?<J<�JK<GJ�8I<�FECP�G<I=FID<;�8EEL8CCP�
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�
 )8B<�E<:<JJ8IP�8;ALJK@E>�<EKI@<J��N?<E�LJ@E>�8::IL8C�98J@J�8::FLEK@E>��=FI�GI<G8@;�<OG<EJ<J�8E;�@E:FD<�@K<DJ


�
 )8B<�;<J@I<;�;@JKI@9LK@FEJ�F=�<8IE@E>J�KF�:8G@K8C�FI�<HL@KP�8::FLEKJ�LJ@E>�AFLIE8C�<EKI@<J


�
 ,8P�FLK�;<J@I<;�;@M@;<E;J�FI�;I8NJ


�
 �I<8K<�;<J@I<;�I<GFIKJ=FI�K?<�8::FLEK@E>�G<I@F;
�0?<J<�D@>?K�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�K8O�8LK?FI@K@<J
�.<GFIKJ�:8E�9<�GI@EK<;��JKFI<;

<C<:KIFE@:8CCP��FI�ALJK�J8M<;�@E�)8E8><I


�
 �FEJ@;<I�CF:B@E>�G8JK�KI8EJ8:K@FEJ�9PJ<KK@E>�K?<�CF:B�;8K<FE:<�<E;�F=�G<I@F;�8;ALJKD<EKJ�8I<�:FDGC<K<
�0?@J�GI<M<EKJ�:?8E><J�KF

KI8EJ8:K@FEJ�=FID@E>�K?<�98J@J�=FI�JK8KLKFIP�I<GFIK@E>�F9C@>8K@FEJ�8E;�K8O�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?<

9LJ@E<JJ�?8J�EF�GI<G8@;�@K<DJ
� <G<E;@E>�FE�K?<<HL@KP�JKIL:KLI<�F=�K?<�:?8IK�F=�8::FLEKJ��K?<�J<:FE;�8E;�K?@I;�JK<GJ

D@>?K�?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<<;<;


/<KK@E>�LG�K?<�E<OK�8::FLEK@E>�G<I@F;

0?<�FECP�<JJ<EK@8C�JK<G�GI@FI�KF�<EK<I@E>�KI8EJ8:K@FEJ�=FI�K?<�E<OK�G<I@F;�@J�I<J<KK@E>�K?<�G<I@F;�@E�K?<Summary K89
��C@:B�FEEdit �

�<�JLI<�K?<�9FO�@J�:?<:B<;�KFShow balances for specified period 
�+K?<IN@J<��8CC�KI8EJ8:K@FEJ�=IFD�K?<�;8K<�)8E8><I�N8J�=@IJK�LJ<;�N@CC

9<�@E:CL;<;
�!EK<I�K?<�=@IJK�;8P�F=�K?<�E<N�8::FLEK@E>�G<I@F;�@E�K?<From =@<C;
�*FID8CCP��J<C<:KToday8J�K?<To ;8K<�JF�K?< Summary @J

8CN8PJ�:LII<EK��9LK�EF�KI8EJ8:K@FEJ�<EK<I<;�@E�8;M8E:<�N@CC�9<�@E:CL;<;�LEK@C�K?<@I�<EKIP�;8K<J�8I<�I<8:?<;�

0F�9<>@E�8::FLEK@E>�NFIB�=FI�K?<�E<N�G<I@F;��:C@:BUpdate 


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?<E�E<<;<;
��LK

K?<P�:8E�8CJF�9<�:I<8K<;�C8K<I


�
� �LJ@E<JJ�(F:8C@Q8K@FE

�
�
� �;;�CF:8C@Q<;�J<KK@E>J�8E;�=<8KLI<J

)8EP�J<KK@E>J�8E;�=<8KLI<J�F=�)8E8><I�;<G<E;�FE�K?<�CF:8K@FE�N?<I<�8�9LJ@E<JJ�FG<I8K<J
�1J<IJ�:8Eadd localized settings and features

E<<;<;�=FI�K?<@I�9LJ@E<JJ�CF:8K@FEJ�@E�KNF�N8PJ�

U 3?<E�=@IJK�8;;@E>�8�E<N�9LJ@E<JJ��8J�<OGC8@E<;�@E8EFK?<I�#L@;<

U �P�J<C<:K@E>�8�:FLEKIP�FE�K?<Business Details G8><�F=�K?<Settings K89��8J�<OGC8@E<;�@E�K?@J�#L@;<
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�� Notes

(F:8C@Q<;�FGK@FEJ�8I<�LE@HL<�KF�8E�@E;@M@;L8C�9LJ@E<JJ
�%=�PFL�8::FLEK�=FI�DFI<�K?8E�FE<�9LJ@E<JJ�@E�)8E8><I��CF:8C@Q<;

FGK@FEJ�8I<�J<G8I8K<�=FI�<8:?�FE<


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


0F�D8B<�CF:8C@Q<;�FGK@FEJ�8M8@C89C<�@E�8E�<O@JK@E>�9LJ@E<JJ��>F�K?<Settings K89�8E;�:C@:BBusiness Details �

�

%E�K?<CountryCountry =@<C;��PFL�N@CC�J<<�8�;IFG;FNE�D<EL�C@JK@E>�:FLEKI@<J�=FI�N?@:?�CF:8C@Q<;�FGK@FEJ�<O@JK��>IFLG<;�9P�C8E>L8><�F=�K?<�@E;@M@;L8C

:FLEKI@<J�

�=K<I�:?FFJ@E>�8�:FLEKIP��:C@:BUpdate KF�<E89C<�8M8@C89C<�J<KLG�GI<=<I<E:<J��K8O�:F;<J:LJKFD�=@<C;J��I<GFIK�KI8EJ=FID8K@FEJ��8E;

<OK<EJ@FEJ�=FI�K?8K�:FLEKIP
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�� Notes

%=�EF�CF:8C@Q8K@FEJ�8I<�8M8@C89C<�=FI�PFLI�:FLEKIP��PFL�N@CC�E<<;�KF�:I<8K<�PFLI�FNE�CF:8C@Q<;�J<KK@E>J�8E;�=<8KLI<J


(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=FID8K@FE�89FLK�8�G8IK@:LC8I�CF:8C@Q8K@FE��M@J@K?KKGJ���NNN
D8E8><I
@F
�%E�K?<�=FFK<I��:C@:B�FELocalizations �

/G<:@=@:�;<K8@CJ�F=�CF:8C@Q8K@FEJ�N@CC�9<�;@JGC8P<;�

�� Caution

�?8E>@E>�K?<Country J<KK@E>�=FI�8E�<JK89C@J?<;�9LJ@E<JJwill not LG;8K<�FI�8;;�K8O�:F;<J��9<:8LJ<�;F@E>�JF�D@>?K

:?8E><�8CI<8;P�<O@JK@E>�K8O�KI8EJ8:K@FEJ
�/F�PFL�N@CC�E<<;�KF�:I<8K<�K8O�:F;<J�PFLIJ<C=
�5FL�:8E��?FN<M<I��LJ<�K?<�K8O�:F;<J

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�KI8EJ=FID8K@FEJ

Report transformations 8I<�:LJKFD@Q<;�M<IJ@FEJ�F=�9L@CK�@E�=@E8E:@8C�I<GFIKJ�K8@CFI<;�KF�K?<�I<HL@I<D<EKJ�F=�JG<:@=@:�CF:8K@FEJ
�+=K<E��K?<P

GLK�8�I<GFIK�C@B<�K?<�08O�/LDD8IP�@EKF�8�=FID�E<<;<;�=FI�F==@:@8C�K8O�=@C@E>�@E�8�ALI@J;@:K@FE


3?<E�8�I<GFIK�KI8EJ=FID8K@FE�@J�@DGIFM<;��8CC�LJ<IJ�F=�@K�J?FLC;�LJ<�K?<�E<N�M<IJ@FE��F=�:FLIJ<
��LK�EF�;@I<:K�8:K@FE�@J�E<:<JJ8IP�<O:<GK�KF

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;�LG;8K<�KF�K?<

C8K<JK�M<IJ@FE
��CC�@EJK8CC<;�I<GFIK�KI8EJ=FID8K@FEJ�N@CC�8LKFD8K@:8CCP�9<�LG;8K<;


�
� 1J<IJ

�
�
� �I<8K<�LJ<IJ

Users 8I<�;@J:I<K<�@;<EK@K@<J�8LK?FI@Q<;�KF�CF>�@EKF�8�9LJ@E<JJ�?FJK<;�@E�<@K?<I�K?<�J<IM<I�FI�:CFL;�<;@K@FEJ�F=�)8E8><I
�0?<P�D@>?K�9<

@E;@M@;L8C�G<IJFEJ��FI��K?<P�D@>?K�9<�>IFLGJ�F=�:FNFIB<IJ�J?8I@E>�8E�8::FLEK
�0?<P�8I<�>I8EK<;�G<ID@JJ@FEJ�9P�8E�8;D@E@JKI8KFI�:FEJ@JK<EK

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@;<
��JJ@>ED<EK�F=�LJ<I�G<ID@JJ@FEJ�@J�:FM<I<;�@E

8EFK?<I�#L@;<
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�� Examples

U �E�8::FLEK8EK�D@>?K�?FJK�)8E8><I�J<IM@:<J�=FI�J<M<I8C�:C@<EKJ�LE;<I�FE<�:CFL;�8::FLEK
�/?<�:FLC;�:I<8K<�J<G8I8K<

LJ<IJ�8K�<8:?�:C@<EK�9LJ@E<JJ�8E;�8JJ@>E�K?<D�8::<JJ�KF�FECP�K?<�9LJ@E<JJ�N?<I<�K?<P�8I<�<DGCFP<;


U ��?FC;@E>�:FDG8EP�D@>?K�FNE�K?I<<�9LJ@E<JJ<J�8E;�?8M<�K?<D�J?8I<�8�)8E8><I�J<IM<I�@EJK8CC8K@FE
��LK�8::<JJ�KF

<8:?�9LJ@E<JJ�NFLC;�9<�I<JKI@:K<;�KF�K?<�8::FLEK@E>�G<IJFEE<C�;<J@>E8K<;�8J�LJ<IJ�=FI�K?8K�9LJ@E<JJ


U ��J@E>C<�:FDG8EP�D@>?K�:I<8K<�8CC�@KJ�G<IJFEE<C�?8E;C@E>�J8C<J��GLI:?8J@E>��GIF;L:K@FE��G8PIFCC��8E;�@EM<EKFIP�8J

LJ<IJ��>@M@E>�K?<D�8::<JJ�KF�E<:<JJ8IP�=FIDJ�8E;�KI8EJ8:K@FEJ�K?IFL>?�@KJ�CF:8C�E<KNFIB


�I<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@JJ@FEJ�=FI�<O@JK@E>�LJ<IJ��<E89C<�E<N�K89J��:I<8K<

8E;�I<M@<N�8CC�I<GFIKJ��8E;�8;ALJK�J<KK@E>J
�0?<I<�8I<�KNF�KPG<J�F=�8;D@E@JKI8KFI�LJ<IJ�

U The default user named Administrator 9L@CK�@EKF�K?<�GIF>I8D
�0?@J�8;D@E@JKI8KFI�LJ<I�:8E�:FEKIFC�K?<�)8E8><I�J<IM<I�FI�:CFL;

8::FLEK��8E;�:8EEFK�9<�;<C<K<;�FI�I<E8D<;
�0?@J�LJ<I[J�G8JJNFI;�:8E�8E;�J?FLC;�9<�LG;8K<;��?FN<M<I��=IFD�K?<�FE<�8JJ@>E<;�8K

@E@K@8C�J<KLG


U Optional, additional administrator users :I<8K<;�8=K<I�@E@K@8C�J<KLG�9P�8EP�FK?<I�8;D@E@JKI8KFI�LJ<I
�0?<J<�LJ<IJ�:8E�9<�I<E8D<;

8E;�;<C<K<;
�+=�:FLIJ<��K?<@I�G8JJNFI;J�:8E�9<�:?8E><;
�0?<P�N@CC�?8M<�K?<�J8D<�8LK?FI@KP�8J�K?<�;<=8LCK�8;D@E@JKI8KFI


�� Caution

�;D@E@JKI8KFI�LJ<IJ�N@CC�?8M<�8::<JJ�KF�8CC�9LJ@E<JJ<J�LE;<I�K?<�J<IM<I�FI�:CFL;�8::FLEK
�0?<I<=FI<��K?<P�J?FLC;not 9<

:I<8K<;�KF�8;D@E@JK<I�8�J@E>C<�9LJ@E<JJ�N?<E�DLCK@GC<�9LJ@E<JJ<J�8I<�?FJK<;�LE;<I�FE<�8::FLEK��JL:?�8J�9P�8E�8::FLEK8EK

FI�9FFBB<<G<I
�%EJK<8;��8�I<JKI@:K<;�LJ<I�N@K?�=LCC�8::<JJ�J?FLC;�9<�:I<8K<;
��/<<�9<CFN
�

0F�J<K�LG�8�E<N�8;D@E@JKI8KFI��PFL�DLJK�=@IJK�9<�CF>><;�@E�8J�8E�8;D@E@JKI8KFI�LJ<I
�#F�KF�K?<Users K89�8K�K?<�KFG�F=�K?<�)8E8><I

N@E;FN��K?<E�:C@:BNew User �

�

!EK<I�K?<�8;D@E@JKI8KFI[JNameName� UsernameUsername ��8E; PasswordPassword 
�/<C<:KAdministrator @E�K?<�;IFG;FNE�9FO�=FIRoleRole 
��C@:BCreate �
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�� Note

�FK? Username 8E; Password 8I<�:8J<�J<EJ@K@M<


�� Example

0?<�8;D@E@JKI8KFI�F=�8�:CFL;�8::FLEK�:I<8K<J�'I@JK@E�8J�8�J<:FE;�8;D@E@JKI8KFI�LJ<I�
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�I<8K<�8�I<JKI@:K<;�LJ<I

Restricted users ?8M<�C@D@K<;�8LK?FI@KP�N@K?@E�8�J@E>C<�9LJ@E<JJ�FI�DLCK@GC<�9LJ@E<JJ<J
�5FL�:8E�:FEKIFC�EFK�FECP�N?8K�K?<P�:8E�J<<��9LK�8CJF

N?8K�K?<P�:8E�;F��@E�>I<8K�;<K8@C
�0PG@:8CCP��PFL�J?FLC;�:I<8K<�DFJK�E<N�LJ<IJ�8J�I<JKI@:K<;�LJ<IJ
�3?<E�:I<8K@E>�8�I<JKI@:K<;�LJ<I��J<C<:K

Restricted user@E�K?<Role =@<C;
�0?<E�J<C<:K�9LJ@E<JJ<J�K?<P�J?FLC;�?8M<�8::<JJ�KF
�)LCK@GC<�9LJ@E<JJ<J�:8E�9<�J<C<:K<;


�� Example

'I@JK@E��:I<8K<;�@E�K?<�<O8DGC<�89FM<�8J�8E�8;D@E@JKI8KFI�LJ<I��EFN�?8J�:FEKIFC�FM<I�KNF�9LJ@E<JJ<J��*FIK?N@E;�0I8;<IJ

8E;��I@CC@8EK�%E;LJKI@<J
�0?<J<�9LJ@E<JJ�J?8I<�:FDDFE�FNE<IJ?@G��9LK�8I<�J<G8I8K<�C<>8C�<EK@K@<J
�/?<�:I<8K<J�&<==I<P�8J�8

I<JKI@:K<;�LJ<I�=FI�9FK?�

'I@JK@E�8CJF�:I<8K<J��D@E8K8�8E;�&<EE@=<I�8J�I<JKI@:K<;�LJ<IJ�=FI�*FIK?N@E;�0I8;<IJ�FECP


3?<E�I<JKI@:K<;�LJ<IJ�8I<�:I<8K<;��8;D@E@JKI8KFI�LJ<IJ�:8E�J<<�K?<D�LE;<I�K?<Users K89�N@K?�K?<�E8D<J�F=�9LJ@E<JJ<J�KF�N?@:?�K?<P�8I<

8CCFN<;�8EP�=FID�F=�8::<JJ
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�� Example

'I@JK@E�I<KLIEJ�KF�K?<Users K89�KF�I<M@<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��G8JJNFI;J��8E;�9LJ@E<JJ�8::<JJ�9P�:C@:B@E>�FE�8�E8D<�LE;<I�K?<Users K89
�5FL�N@CC�9<�I<KLIE<;�KF�K?<

LJ<I�=FID�N?<I<�PFL�FI@>@E8CCP�:I<8K<;�K?<�LJ<I
�!;@K�8E;�LG;8K<�K?<�LJ<I�K?<I<


�;D@E@JKI8KFI�LJ<IJ�:8E�@DG<IJFE8K<�8�I<JKI@:K<;�LJ<I�9P�:C@:B@E>Impersonate 
� F@E>�JF�9PG8JJ<J�K?<�I<JKI@:K<;�LJ<I�CF>@E�GIF:<JJ�8E;

8CCFNJ�K?<�8;D@E@JKI8KFI�KF�J<<�8E;�;F�N?8K�K?<�I<JKI@:K<;�LJ<I�:8E


�� Note

�=K<I�@DG<IJFE8K@E>�8�I<JKI@:K<;�LJ<I��PFL�:8EEFK�I<KLIE�KF�K?<Users K89��9<:8LJ<�I<JKI@:K<;�LJ<IJ�:8EEFK�J<<�K?8K�K89


5FL�N@CC�E<<;�KF�CF>�FLK�8J�K?<�I<JKI@:K<;�LJ<I
�$FN<M<I��PFL�N@CC�8LKFD8K@:8CCP�9<�CF>><;�98:B�@E�8J�K?<�8;D@E@JKI8KFI�LJ<I


 LGC@:8K<�LJ<IJ

)8E8><I�N@CC�EFK�GI<M<EK�8E�8;D@E@JKI8KFI�=IFD�:I<8K@E>�;LGC@:8K<�LJ<IJ
�$FN<M<I��K?<�GIF>I8D�N@CC�?@>?C@>?K�;LGC@:8K<�LJ<IE8D<J�@E�I<;�KF

?<CG�=@E;�8E;�:FII<:K�GIF9C<DJ


�� Example

'I@JK@E�:I<8K<J�8�J<:FE;�LJ<I�N@K?�K?<NameJeffrey8E; Username jeffrey
��LK�J?<�;F<J�EFK�P<K�8JJ@>E�K?<�J<:FE;�FE<�KF�8EP

9LJ@E<JJ�

0?<�GI<J<E:<�F=�;LGC@:8K<J�;F<J�EFK�E<:<JJ8I@CP�@E;@:8K<�8�GIF9C<D
�"FI�<O8DGC<��LEI<C8K<;�9LJ@E<JJ<J�?FJK<;�LE;<I�8�:FDDFE�J<IM<I�FI

:CFL;�8::FLEK�D8P�8:KL8CCP�?8M<�LJ<IJ�N@K?�@;<EK@:8C�E8D<J�8E;�D8P�;<J@I<�K?<�J8D<�LJ<IE8D<J�KF�9<�8JJ@>E<;
�3?@C<�JL:?�8�J@KL8K@FE

:FLC;�9<�:FE=LJ@E>��8JJ@>ED<EK�F=�K?<�I<JKI@:K<;�LJ<IJ�KF�;@==<I<EK�9LJ@E<JJ<J�J?FLC;�><E<I8CCP�I<JFCM<�8EP�GIF9C<D
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�
�
� /<K�LJ<I�G<ID@JJ@FEJ

User permissions :FEKIFC�N?8K�I<JKI@:K<;�LJ<IJ�F=�K?<�J<IM<I�FI�:CFL;�<;@K@FEJ�:8E�J<<�8E;�;F�@E�)8E8><I
��I<8K@FE�8E;�D8E8><D<EK�F=

LJ<IJ�@J�:FM<I<;�9P8EFK?<I�#L@;<
�.<8;�@K�=@IJK


+E:<�I<JKI@:K<;�LJ<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@FEJ�?8M<�9<<E

:I<8K<;��8�I<JKI@:K<;�LJ<I�N@CC�J<<�8�N8IE@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@>?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;�:I<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<IJ�D@>?K�9<�89C<�KF�M@<NCapital Accounts 


U $LD8E�I<JFLI:<J�G<IJFEE<C�D@>?K�9<�>@M<E�8::<JJ�FECP�KFEmployees 


0F�J<K�LJ<I�G<ID@JJ@FEJ��>F�KF�K?<Settings K89��:C@:BUser 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?<�9LJ@E<JJ
�0?<�C@JK�@E:CL;<J�=LE:K@FE8CTabsTabs K?<DJ<CM<J�

ReportsReports ��8E; SettingsSettings 
��P�;<=8LCK��8CC�G<ID@JJ@FEJ�8I<�J<K�KFNo accessKF�GI<M<EK�8�I<JKI@:K<;�LJ<I�=IFD�J<<@E>�FI�;F@E>�8EPK?@E>

LE8LK?FI@Q<;�
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!EK<I�K?<UsernameUsername =FI�K?<�I<JKI@:K<;�LJ<I


�� Note

1J<IE8D<J�8I<�:8J<�J<EJ@K@M<�8E;�DLJK�D8K:?�K?<�LJ<IE8D<�:I<8K<;�=FI�8�I<JKI@:K<;�LJ<I�9P�8E�8;D@E@JKI8KFI�LJ<I�@E�K?<

Users K89


%=�K?<�LJ<I�N@CC�?8M<�=LCC�8::<JJ�KF�<M<IPK?@E>�@E�K?<�9LJ@E<JJ�including the ability to set permissions for other users ��:?<:B�K?<FullFull

accessaccess 9FO
���I<JKI@:K<;�LJ<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�8CC�FK?<I

I<JKI@:K<;�LJ<IJ��J<C<:K�G<ID@JJ@FEJ�@E�K?<�M8I@FLJ�;IFG;FNE�D<ELJ
�+GK@FEJ�=FI�8CC�G<ID@JJ@FEJ�8I<�K?<�J8D<�

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


U View, Create C<KJ�K?<�LJ<I�J<<�8CC�J:I<<EJ�F=�K?<�KPG<�8E;�:I<8K<�E<N�FE<J
��LK�<O@JK@E>�I<:FI;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;�0I8;<IJ�?8J�:I<8K<;�8�I<JKI@:K<;�LJ<I�E8D<;Jeffrey
�$@J�LJ<IE8D<�@Jjeffrey
�&<==I<P�@J�8E�8::FLEKJ�I<:<@M89C<

:C<IB��JF�?<�;<8CJ�N@K?�98EB�8::FLEKJ��*FIK?N@E;�?8J�KNF���:LJKFD<IJ��I<:<@GKJ��G8PD<EKJ��8E;�J8C<J�@EMF@:<J�KF�FE<�;<>I<<

FI�8EFK?<I
�$@JTabs G<ID@JJ@FEJ�8I<�J<K�K?@J�N8P�

$<�N@CC�EFK�9<�89C<�KF�J<<�K?<�:FDG8EP[J�FM<I8CC�GFJ@K@FE�8E;�G<I=FID8E:<�FE�K?<Summary G8><
��LK�?<�N@CC�9<�89C<�KF

;F�8EPK?@E>�N@K?�9FK?�98EB�8::FLEKJ�<O:<GK�;<C<K<�K?<D
�$<�N@CC�9<�89C<�KF�M@<N�8E;�:I<8K<�9FK?�I<:<@GKJ�8E;�G8PD<EKJ�

9LK�*FIK?N@E;[J�GFC@:@<J�N@CC�EFK�8CCFN�?@D�KF�LG;8K<�K?<D�C8K<I
�/@E:<�?<�:8CCJ�:LJKFD<IJ��?<�:8E�M@<N�K?<D
��LK�@K�@J

JFD<FE<�<CJ<[J�I<JGFEJ@9@C@KP�KF�:I<8K<�E<N�FE<J�8E;�D8@EK8@E�K?<D
�/@D@C8ICP��?<�:8E�J<<�J8C<J�@EMF@:<J��9LK�EFK�;F

8EPK?@E>�N@K?�K?<D
�$FN<M<I��9<:8LJ<�?<�?8J�I<JGFEJ@9@C@KP�=FI�:FCC<:K@FE�8:K@M@KP��K?<�:FDG8EP�8CCFNJ�?@D�>I<8K<I

=C<O@9@C@KP�N@K?�:I<;@K�EFK<J�8E;�C8K<�G8PD<EK�=<<J


&<==I<P[JReports G<ID@JJ@FEJ�:FII<JGFE;�KF�?@J�;LK@<J�

$<�@J�>@M<E�EF�8::<JJ�KF�8EPK?@E>�@E�K?<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�E8M@>8K@FE�G8E<�8E;�K?<�8LK?FI@Q<;�I<GFIKJ�@E�K?<Reports K89�

�� Notes

1J<I�G<ID@JJ@FEJ�:8E�9<�:I<8K<;�=FI�8�I<JKI@:K<;�LJ<I�9<=FI<�K?<P�8I<�8;;<;�KF�K?<�9LJ@E<JJ��8J�CFE>�8J�K?<�GIFG<I

LJ<IE8D<�@J�<EK<I<;
�0?<J<�G<ID@JJ@FEJ�N@CC�?8M<�EF�<==<:K��K?FL>?��LEK@C�8E�8;D@E@JKI8KFI�LJ<I�8;;J�K?<�9LJ@E<JJ�KF�K?<

I<JKI@:K<;�LJ<I[J�GIF=@C<


3?<E�8�I<JKI@:K<;�LJ<I�N@CC�D8E8><�8E�<EK@I<�9LJ@E<JJ��@E:CL;@E>�J<KK@E>J�G<ID@JJ@FEJ�=FI�FK?<I�LJ<IJ��K?<P�J?FLC;�9<�>@M<E

=LCC�8::<JJ
�3@K?FLK�=LCC�8::<JJ��8�LJ<I�:8EEFK�J<<�K?<User Permissions G8><�@ESettings 


3?<E�I<JKI@:K<;�LJ<IJ�?8M<�=LCC�8::<JJ��K?<P�:8E�;FNE>I8;<�K?<@I�FNE�LJ<I�G<ID@JJ@FEJ
��LK�K?<P�:8EEFK�I<JKFI<�FI�LG>I8;<

K?<D��9<:8LJ<�K?<P�N@CC�EF�CFE><I�?8M<�8::<JJ�KF�K?<User Permissions G8><
�0?<P�N@CC�J<<�8�N8IE@E>�C@B<�K?@J�8=K<I

;FNE>I8;@E>�
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�?8GK<I��� /KIL:KLI@E>��::FLEKJ

+E:<�PFL�?8M<�<JK89C@J?<;�8�9LJ@E<JJ�@E�)8E8><I��K?<�DFJK�@DGFIK8EK�K8JB�@J�JKIL:KLI@E>�PFLI�8::FLEKJ�KF�D8K:?�PFLI�=FID�F=�FI>8E@Q8K@FE�

D<K?F;�F=�FG<I8K@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�CFE>�8J�PFL�ILE

PFLI�9LJ@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�9LJ@E<JJ�<EK@KP[J�=@E8E:@8C�I<:FI;J
��E�8::FLEK�@J�N?<I<�8�=@E8E:@8C�KI8EJ8:K@FE�@J

:C8JJ@=@<;��8CCF:8K<;��FI�GFJK<;
��0?<J<�K<IDJ�8CC�D<8E�K?<�J8D<�K?@E>
�

!M<IP�8::FLEK�?8J�8�98C8E:<�98J<;�FE�8;;@K@FEJ�8E;�JL9KI8:K@FEJ�D8;<�J@E:<�@K�N8J�FG<E<;��FI�;LI@E>�8�JG<:@=@<;�G<I@F;�F=�K@D<�
�/F

JLDD8I@<J�FI�KFK8CJ�F=�98C8E:<J�F=�M8I@FLJ�KPG<J�FI�>IFLGJ�F=�8::FLEKJ�8I<�F=K<E�@E:CL;<;�N?<E�;@JGC8P@E>�8�:?8IK�F=�8::FLEKJ
��LK�JKI@:KCP

JG<8B@E>��FECP�K?<�8::FLEKJ�K?<DJ<CM<J�D8B<�LG�K?<�:?8IK�F=�8::FLEKJ


0?<�:?8IK�F=�8::FLEKJ�N@CC�

U #FM<IE�?FN�<M<IP�J@E>C<�KI8EJ8:K@FE�8�9LJ@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=FID8K@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=�KI8EJ8:K@FEJ�8I<�GFJK<;�KF�<8:?

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�KI8@E@E>�E<N�LJ<IJ�FI�I<D@E;@E>

<JK89C@J?<;�FE<J


�CK?FL>?�K?<�<==FIK�F=�9L@C;@E>�8�>FF;�:?8IK�F=�8::FLEKJ�GIF;L:<J�EF�;@I<:K�I<M<EL<��@K�:FJKJ�C@KKC<�FI�EFK?@E>��9LK�N@CC�@DGIFM<�FG<I8K@FEJ�=8I

@EKF�K?<�=LKLI<
���N<CC�;<J@>E<;�:?8IK�F=�8::FLEKJ�LCK@D8K<CP�D8B<J�PFLI�9LJ@E<JJ�<8J@<I�KF�D8E8><�8E;�:8E�J8M<�K@D<�8E;�DFE<P


1E;<IJK8E;@E>�JFD<�98J@:J�N@CC�?<CG�PFL�;<M<CFG�8�>FF;�FE<


0PG<J�F=�8::FLEKJ

�::FLEKJ�?8M<�9<<E�:C8JJ@=@<;�K?<�J8D<�N8P�9P�8::FLEK8EKJ�8E;�9FFBB<<G<IJ�<M<IPN?<I<�=FI�FM<I�����P<8IJ
��*F9F;P�J8@;�8::FLEK@E>�N8J

<O:@K@E>
���C8JJ@=@:8K@FE�;<G<E;J�FE�N?<K?<I�8::FLEKJ�;<G@:K�PFLI�:LII<EK�=@E8E:@8C�GFJ@K@FE�FI�;<K<ID@E<�PFLI�G<I=FID8E:<�FM<I�8�G<I@F;�F=

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;�CFJJ��,���(�

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?<P�8I<�8CJF

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?<I
�3?<E�LG�KF

;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>�:8J?��@EM<EKFIP��=@O<;�8JJ<KJ��8E;�FK?<I�K?@E>J


U Liability 8::FLEKJ�I<GI<J<EK�N?8K�PFL�FN<�KF�FK?<IJ�FLKJ@;<�K?<�9LJ@E<JJ��@E:CL;@E>�CF8EJ��<DGCFP<<�N8><J�<8IE<;�9LK�EFK�P<K

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<;
�!HL@KP�:8E�9<

K?FL>?K�F=�8J�K?<�E<K�NFIK?�F=�8�9LJ@E<JJ
��*<K�NFIK?�@J�;@==<I<EK�=IFD�M8CL<��N?@:?�@J�N?8K�JFD<FE<�D@>?K�G8P�KF�9LP�K?<

9LJ@E<JJ
�
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�::FLEKJ�;<K<ID@E@E>�G<I=FID8E:<�8I<�:8CC<;�GIF=@K�8E;�CFJJ�FI�@E:FD<�JK8K<D<EK�8::FLEKJ��9<:8LJ<�K?<P�8GG<8I�FE�I<GFIKJ�F=�K?<�J8D<

E8D<
��5FL�GIF989CP�GI<;@:K<;�K?8K
���8C8E:<J�=FI�K?<J<�8::FLEKJ�8I<�:8C:LC8K<;�FM<I�8�JG<:@=@<;�K@D<=I8D<�FI�8::FLEK@E>�G<I@F;��JL:?�8J�8

DFEK?��HL8IK<I��FI�P<8I


Profit and loss accounts

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

U Expense8::FLEKJ�I<:FI;�8DFLEKJ�JG<EK�FE�9LJ@E<JJ�8:K@M@K@<J��EFK�@E:CL;@E>�8EP�N@K?;I8N8CJ��;@M@;<E;J��FI�;@JKI@9LK@FEJ�KF�FNE<IJ

FI�J?8I<?FC;<IJ�

�LJ@E<JJ<J�D8P�JL9;@M@;<�K?<@I�8::FLEKJ�@EKF�<C89FI8K<�?@<I8I:?@<J
��LK�8CC�8::FLEKJ�8I<�FE<�F=�K?FJ<�=@M<�98J@:�KPG<J
�0?<I<�8I<�EF

<O:<GK@FEJ
��0?8K�NFLC;�9<�KFF�<O:@K@E>
�

�::FLEK@E>�<HL8K@FEJ

�::FLEK@E>�9<>@EJ�N@K?�K?<�J@DGC<�<HL8K@FE�

AssetsWLiabilities � Equity

0?@J�@J�ALJK�8E�8::FLEK8EK[J�N8P�F=�J8P@E>�K?<�;@==<I<E:<�9<KN<<E�N?8K�8�9LJ@E<JJ�FNEJ�8E;�N?8K�@K�FN<J�@J�@KJ�E<K�NFIK?
��5FL�8CI<8;P�BE<N

K?8K��I@>?K��0?@J�@J�><KK@E>�J@DGC<I
�

0F�D8B<�K?@E>J�J<<D�DPJK<I@FLJ�JF�K?<P�:8E�B<<G�K?<@I�AF9J��8::FLEK8EKJ�C@B<�KF�J:I8D9C<�K?8K�<HL8K@FE�8�C@KKC<�9P�DFM@E>Liabilities KF�K?<

I@>?K�J@;<�F=�K?<�<HL8K@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�8::FLEK�98C8E:<J


 <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@E>�GIF:<;LI<J

D8B<�JLI<�K?<�KNF�J@;<J�F=�K?<�8::FLEK@E>�<HL8K@FE�8I<�8CN8PJ�<HL8C
�0?8K[J�N?8K�J?FNJ�FE�8�98C8E:<�J?<<K��EFK?@E>�DFI<��K?FL>?�JG<:@=@:

8::FLEKJ�@E�<8:?�KPG<�8E;�K?<@I�8II8E><D<EK�D8P�M8IP


�� Example

.8M@�?8J�8�98EB�8::FLEK�98C8E:<�F=��������KF�JK8IK�?@J�D<JJ<E><I�J<IM@:<
�0?8K�@J�8E�8JJ<K
��LK�������F=�K?8K�8DFLEK�N8J

F9K8@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;�GLK�@EKF�K?<

9LJ@E<JJ�M<EKLI<
�$@J�8::FLEK@E>�<HL8K@FE�@J�

�������� Assets����������� Liabilities��
�������� Equity�

�LK�?FN�:8E�8�9LJ@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<
�.<M<EL<�<8IE<;�9P�8

9LJ@E<JJ�8;;J�KFAssets��GFJJ@9CP�9P�@E:I<8J@E>�8�98EB�8::FLEK
�+I�@K�D@>?K�K8B<�K?<�=FID�F=�8�I<:<@M89C<��K?8K�@J��8E�8DFLEK�<8IE<;�8E;

@EMF@:<;�KF�8�:LJKFD<I�9LK�=FI�N?@:?�DFE<P�?8J�EFK�P<K�9<<E�I<:<@M<;�=IFD�K?<�:LJKFD<I
���I<:<@M89C<�@J�JK@CC�8E�8JJ<K��9<:8LJ<�@K�?8J�M8CL<

KF�PFLI�9LJ@E<JJ


%E�:FEKI8JK��<OG<E;@KLI<J�9P�K?<�9LJ@E<JJ�<==<:K@M<CP�;<:I<8J<�8JJ<KJ��I<;L:@E>�K?8K�98EB�8::FLEK�FI�:I<8K@E>�8�G8P89C<��FI�8DFLEK�FN<;�KF�8

JLGGC@<I
�0?<�8::FLEK@E>�<HL8K@FE�:8E�9<�<OK<E;<;�

Assets� Liabilities 
 Equity 
 IncomeWExpenses

!C<D<EKJ�F=�K?@J�<HL8K@FE�:8E�9<�>IFLG<;�N@K?FLK�:?8E>@E>�@KJ�D<8E@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=FID8E:<
�/F�K?<

<OK<E;<;�<HL8K@FE�:FD9@E<J�GFJ@K@FE�8E;�G<I=FID8E:<�@EKF�FE<�:8C:LC8K@FE��D<I>@E>�JK8KLJ�8K�8�DFD<EK�N@K?�:?8E><J�EFK�P<K�KI8EJ=<II<;

@EKF�K?<�G<ID8E<EK�8::FLEKJ


%=�PFL�JG<E;�C<JJ�K?8E�PFL�D8B<��PFL�8I<�GIF=@K89C<
�,IF=@KJ�:8E�@E:I<8J<�PFLIAssets
�+I�K?<P�:8E�I<;L:<�PFLI Liabilities
�!@K?<I�@E:I<8J<J

Equity
�0?<�:I<8K@M<�8JG<:K�F=�9LJ@E<JJ�@EMFCM<J�LJ@E>Assets� Liabilities��8E; Equity KF�><E<I8K<�GIF=@KJ
�!M<EKL8CCP��GIF=@KJ�8I<�:FEM<IK<;�KF

Equity 8E;�:8E�9<�DFM<;�FLK�F=�K?<�9LJ@E<JJ�8E;�@EKF�FNE<IJ[�GF:B<KJ
�0?<�:?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>
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�/F�N<�:C@:B�FE

K?<�;FL9C<�<E;<;�8IIFN�KF�K?<�I@>?K�F=�@K�

��C@JK�F=�>IFLGJ�<C@>@9C<�=FI�I<�FI;<I@E>�8GG<8IJ
���DLCK@�;@I<:K@FE8C�8IIFN�:LIJFI�8CCFNJ�>IFLGJ�KF�9<�;I8>><;�@EKF�E<N�GFJ@K@FEJ
�3<�;I8>

Short-term liabilities KF�K?<�KFG�F=�K?<�C@JK�8E;�:C@:BUpdate �
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+LI��8C8E:<�/?<<K�J?FNJ�K?<�:?8E><�

)FM@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<I�:C@:B@E>�FEEdit 9<J@;<�@K


U �;;�8 Cost of goods sold >IFLG
�/@E:<�K?@J�N@CC�9<�8�KFG�C<M<C�>IFLG��N<�;F�EFK�8JJ@>E�@K�KF�8EFK?<I�>IFLG
�1E;<ITypeType ��N<�J<C<:K

Expense group�

0?@J�N@CC�;@JGC8P�K?<�>IFLG�8E;�@KJ�JL9J@;@8IP�8::FLEKJ�LE;<I�K?<�?<8;@E>Less: Cost of goods sold��LJ@E>�GFJ@K@M<�ELD9<IJ


/<C<:K@E>Income groupN@CC�;@JGC8P�E<>8K@M<�ELD9<IJ
�0?<I<�@J�EF�8==<:K�FE�8::FLEK@E>�9<?8M@FI��FECP�FE�?FN�;@JGC8PJ�8I<

GI<J<EK<;


U �;;�8 Non-operating income >IFLG��8CJF�LE8JJ@>E<;

U .<8JJ@>E�K?<Interest received8::FLEK�KF�K?<�E<NNon-operating income >IFLG

U .<E8D< ExpensesKFOperating expenses 


U �;;�8 Non-operating expenses >IFLG��C<8M@E>�@K�LE8JJ@>E<;��9LK�:?<:B@E>�K?<Expenses 9FO
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�� Note

�=K<I�,IF=@K�8E;�(FJJ�/K8K<D<EK�>IFLGJ�8I<�:I<8K<;��=LIK?<I�>IFLGJ�:8E�8CJF�9<�8JJ@>E<;�8J�JL9>IFLGJ�F=�K?<D��ALJK

8J�=FI��8C8E:<�/?<<K�>IFLGJ
�$FN<M<I��K?<�GIF:<;LI<�@J�JC@>?KCP�;@==<I<EK
�0?<Type =@<C;�N@CC�J?FN�8E�8;;@K@FE8C

FGK@FE�Subgroup 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<I�:C@:B@E>Update ��FLI�GIF>I<JJ�JF�=8I�@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<�LJ<=LC�@E�8::FLEK@E>�;@JGC8PJ
��;;�K?<D�N@K?�K?<New Total 9LKKFE
�0FK8CJ�:8C:LC8K<�8�ILEE@E>

JLDD8K@FE�F=�8CC�>IFLGJ�89FM<�K?<D�@E�K?<�:?8IK�F=�8::FLEKJ
�0?<P�8I<�GFJ@K@FE<;�K?<�J8D<�N8P�8J�K?<�>IFLGJ��:C@:B@E>�FE�K?<�;FL9C<�

<E;<;�8IIFNJ�8E;�;I8>>@E>�K?<@I�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;ALJK�K?<@I�GFJ@K@FEJ�
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�� Note

��9FKKFD�C@E<��E<K�GIF=@K��CFJJ��KFK8C�:8E�9<�8;;<;��E8D<;�8J�;<J@I<;
�%=�FE<�@J�EFK�JG<:@=@:8CCP�:I<8K<;��)8E8><I�N@CC

8LKFD8K@:8CCP�8;;�FE<�C89<C<;Net profit N?<E�8�GIF=@K�<O@JKJ
�%=�K?<�9LJ@E<JJ�?8J�8�CFJJ�=FI�K?<�I<GFIK@E>�G<I@F;��K?<�;<=8LCK

KFK8C�N@CC�:?8E><�KFNet loss 
�0?@J�8LKFD8K@:�KFK8C�N@CC�EFK�J?FN�@E�K?<Settings K89��9LK�N@CC�8GG<8I�FE�K?<Summary

G8><�8E;�@E�=@E8E:@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@FE8C@KP�N?<E�K?<P�8I<�<E89C<;��FI�8J�JFFE�8J�K?<�=@IJK�<EKIP�@J�D8;<

LJ@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�=FCCFN@E>�GIF:<;LI<J�@E8EFK?<I

#L@;<
��LKFD8K@:�8::FLEKJ�8I<�JLDD8I@Q<;�@E�K?<�K89C<�9<CFN�
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�� Note

%=�8E�8LKFD8K@:�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�J<KLG�<EKIP


0?@J�N@CC�8CCFN�PFL�KF�GFJ@K@FE�K?<�8LKFD8K@:�8::FLEK�:FII<:KCP�@E�FI;<I��8;;�8::FLEK�:F;<J��8E;�<M<E�I<E8D<�K?<�8::FLEK


0?<�GC8:<?FC;<I�<EKIP�:8E�K?<E�9<�;<C<K<;
�3?<E�8�I<8C�<EKIP�@J�<EK<I<;�C8K<I��K?<�8::FLEK�N@CC�I<8GG<8I�@E�K?<�:FII<:K�FI;<I�

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


3<�<E89C<�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;�8II8E>@E>�@E�FI;<I�F=�C@HL@;@KP��K?<��8C8E:<�/?<<K�J@;<�F=�K?<�:?8IK�F=

8::FLEKJ�CFFBJ�C@B<�K?@J�

Manager Guides

62



�E;�K?<�,IF=@K�8E;�(FJJ�/K8K<D<EK�J@;<�CFFBJ�C@B<�K?@J�
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�;;�FK?<I�;<J@I<;�8::FLEKJ

"@E8CCP��8;;�8EP�I<D8@E@E>�8::FLEKJ�=IFD�PFLI�GC8E
��JJ@>E�K?<J<�KF�I<C<M8EK�>IFLGJ�FI�JL9>IFLGJ
�"FI�<O8DGC<��N<�N@CC�8;;�8::FLEKJ�=FI

J?FIK��8E;�CFE>�K<ID�CF8EJ�KF�K?<��8C8E:<�/?<<K
��E;�J@E:<��I@CC@8EK�%E;LJKI@<J�@J�8�JFC<�GIFGI@<KFIJ?@G��N<�N@CC�:?8E><�K?<�E8D<�F=Retained

earnings KFOwnerÕs equity
�*FK<�?FN�K?<�FI@>@E8C��8LKFD8K@:8CCP�8JJ@>E<;�E8D<�F=�K?@J�8::FLEK�I<D8@EJ�M@J@9C<�@E�K?<�:?8IK�F=�8::FLEKJ��@K�N@CC

EFK�J?FN�<CJ<N?<I<�@E�K?<�GIF>I8D�
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/@D@C8I�8;;@K@FEJ�:8E�9<�D8;<�FE�K?<�,IF=@K�8E;�(FJJ�/K8K<D<EK�J@;<


�
�
� �;;�8E�FI;@E8IP�8::FLEK

/FD<�8::FLEKJ�@E�PFLI�:?8IK�F=�8::FLEKJ�8I<�GI<J<EK�9P�;<=8LCK�N?<E�PFL8;;�8�9LJ@E<JJ8E;�:8EEFK�9<�;<C<K<;
+K?<IJ�8I<�8:K@M8K<;�8J

M8I@FLJ�K89J�8I<�<E89C<;8E;�I<D8@E�LEC<JJ�K?<�K89�@J�;@J89C<;��N?@:?�@J�FECP�GFJJ@9C<�@=�EF�KI8EJ8:K@FEJ�?8M<�9<<E�<EK<I<;�N@K?@E�@K�
�/K@CC

FK?<IJ�8I<:FEKIFC�8::FLEKJN@K?�JL9J@;@8IP�C<;><IJ
�3?<E�E<:<JJ8IP��PFL�:8Eadd an ordinary account KF�<@K?<I�PFLI��8C8E:<�/?<<K�FI

,IF=@K�8E;�(FJJ�/K8K<D<EK
�0?<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?<P�8I<

I<=<II<;�KF�8J�:LJKFD�8::FLEKJ��9<:8LJ<�PFL�:LJKFD@Q<�K?<D�8J�I<HL@I<;
�+I;@E8IP�8::FLEKJ�F==<I�DFI<�=C<O@9@C@KP�K?8E�8LKFD8K@:��:FEKIFC��FI

FK?<I�9L@CK�@E�8::FLEKJ


+I;@E8IP�8::FLEKJ�8I<�8;;<;�LE;<I Settings � Chart of Accounts �

�

�;;�8��8C8E:<�/?<<K��::FLEK

�C@:B�FENew Account FE�K?<��8C8E:<�/?<<K�J@;<�F=�K?<�:?8IK�F=�8::FLEKJ�

 <=@E<�K?<�8::FLEK�
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U NameNameJ?FLC;�9<�8�J?FIK�;<J:I@GK@FE�F=�K?<�8::FLEK[J�GLIGFJ<


U CodeCode @J�FGK@FE8C
�/<<8EFK?<I�#L@;<=FI�DFI<�@E=FID8K@FE�FE�8::FLEK�:F;<J


U �?FFJ<�K?<GroupGroup LE;<I�N?@:?�K?<�8::FLEK�N@CC�9<�I<GFIK<;
��#IFLGJ�DLJK�9<�;<=@E<;�9<=FI<�8::FLEKJ�:8E�9<�8JJ@>E<;�KF�K?<D
�

U Cash Flow StatementCash 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
�+GK@FEJ

@E:CL;<Operating activites� Investing activites��8E; Financing activities


�� Note

/FD<�8LKFD8K@:�FI�9L@CK�@E�8::FLEKJ�:8E�FECP�9<�I<GFIK<;�LE;<I�FE<�:8K<>FIP
�%E�JL:?�:8J<J��K?<Cash Flow

Statement D<EL�;F<J�EFK�8GG<8I


U /<C<:K�8Tax CodeTax Code @=�8CC�FI�DFJK�KI8EJ8:K@FEJ�GFJK<;�KF�K?@J�8::FLEK�N@CC�?8M<�K?<�J8D<�K8O�:F;<�8GGC@<;
�"FI��8C8E:<�/?<<K�8::FLEKJ�

K?@J�=@<C;�@J�F=K<E�C<=K�9C8EB
�0?<�=@<C;�N@CC�EFK�8GG<8I�LEC<JJ�8K�C<8JK�FE<�K8O�:F;<�?8J�8CI<8;P�9<<E�;<=@E<;�LE;<ISettings 


U /<C<:K�8� @M@J@FE�@=�K?<�98C8E:<�F=�K?@J�8::FLEK�N@CC�9<CFE>�KF�FECP�FE<�;@M@J@FE
�(<8M<�K?<�;<=8LCK�Optional��J<C<:K@FE�@=�K?<�98C8E:<

8GGC@<J�KF�K?<�<EK@I<�9LJ@E<JJ
�0?@J�=@<C;�8CJF�N@CC�EFK�8GG<8I�LEC<JJ�8K�C<8JK�FE<�;@M@J@FE�?8J�9<<E�;<=@E<;


U %=�D@>I8K@E>�KF�)8E8><I�=IFD�8E�<8IC@<I�8::FLEK@E>�JPJK<D��<EK<I�8Starting balanceStarting balance KPG<�8E;�8DFLEK
�0?<J<�=@<C;J�FECP�8GG<8I�@=

8 JK8IK�;8K<?8J�9<<E�J<K


�C@:BCreate KF�J8M<�K?<�E<N�8::FLEK


�;;�8�,IF=@K�8E;�(FJJ�/K8K<D<EK�8::FLEK

�C@:B�FENew Account FE�K?<�,IF=@K�8E;�(FJJ�/K8K<D<EK�J@;<�F=�K?<�:?8IK�F=�8::FLEKJ�

 <=@E<�K?<�8::FLEK�
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"@<C;J�8M8@C89C<�=FI�,IF=@K�8E;�(FJJ�/K8K<D<EK�8::FLEKJ�?8M<�K?<�J8D<�GLIGFJ<�8J�J@D@C8ICP�E8D<;�=@<C;J�=FI��8C8E:<�/?<<K�8::FLEKJ
��TaxTax

CodeCode @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<

KI8EJ8:K@FEJ�GFJK<;�KF�K?<D�8I<�DFI<�=I<HL<EKCP�JL9A<:K�KF�K?<�J8D<�K8O<J
�0?<Tax Code =@<C;�@J��E<M<IK?<C<JJ��FGK@FE8C


�C@:BCreate N?<E�=@E@J?<;


�
�
� �;;�:LJKFD�: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?<<K

8::FLEK�:FEK8@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�N?<E�M8I@FLJ

K89J�8I<�<E89C<;�8I<�:FEKIFC�8::FLEKJ
�,<I?8GJ�K?<�DFJK�=8D@C@8I�<O8DGC<J�8I<Cash at bank8E; Cash on hand��K?<�;<=8LCK�:FEKIFC�8::FLEKJ

=FI�98EB�8E;�:8J?�8::FLEKJ
��EFK?<I�>FF;�<O8DGC<�@JAccounts receivable��D8;<�LG�F=�@E;@M@;L8C�:LJKFD<I�C<;><IJ


��:LJKFD�: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�NFLC;�FK?<IN@J<�9<

8JJ@>E<;�KF�8�9L@CK�@E�:FEKIFC�8::FLEK
���:LJKFD�:FEKIFC�8::FLEK�D8P�:FEK8@E�FECP�FE<�KPG<�F=�JL9J@;@8IP�C<;><I��@E:CL;@E>�

U �8EB�8::FLEKJ

U �8J?�8::FLEKJ

U �LJKFD<IJ

U /LGGC@<IJ

U %EM<EKFIP�@K<DJ

U !DGCFP<<J

U "@O<;�8JJ<KJ

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

U %EK8E>@9C<�8JJ<KJ

U %EK8E>@9C<�8JJ<KJ�8::LDLC8K<;�8DFIK@Q8K@FE

U �8G@K8C�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@CC@E>�D8:?@E<J
�$<�N8EKJ�J<<

K?<�M8CL<�F=�K?<J<�@DGFIK8EK�8JJ<KJ�FE�?@J�98C8E:<�J?<<K�J<G8I8K<CP�=IFD�FK?<I�=@O<;�8JJ<KJ�C@B<�NFIB9<E:?<J�8E;�F==@:<

=LIE@KLI<
�/F�?<�:I<8K<J�8�:LJKFD�:FEKIFC�8::FLEK�:8CC<;Digital machinery 8E;�8JJ@>EJ�K?FJ<�=@O<;�8JJ<KJ�KF�@K


*FIK?N@E;�0I8;<IJ�?8J�8�M8I@<KP�F=�98EB�8::FLEKJ�@K�LJ<J�=FI�;@==<I<EK�GLIGFJ<J
�.8K?<I�K?8E�C<8M<�K?<D�8CC�CLDG<;�KF><K?<I

LE;<I�K?<�9L@CK�@E�:FEKIFC�8::FLEK�Cash at bank��@K�;<:@;<J�KF�9I<8B�K?<D�8G8IK�=FI�9<KK<I�D8E8><D<EK�M@J@9@C@KP
�/F�K?<

:FDG8EP�I<E8D<J�K?8K�8::FLEK�8JCash deposits
�%K�:I<8K<J�KNF�E<N�:LJKFD�:FEKIFC�8::FLEKJ�Payroll accounts8E; Term

deposits
�*FIK?N@E;�C<8M<J�@KJ�M8I@FLJ�;<D8E;�;<GFJ@K�8::FLEKJ�@E�K?<�FI@>@E8C��I<E8D<;�:FEKIFC�8::FLEK
�%K�8JJ@>EJ�K?<

8::FLEKJ�8K�CF:8C�9I8E:?�98EBJ�LJ<;�KF�G8P�<DGCFP<<J�@E�M8I@FLJ�:@K@<J�KFPayroll accounts
��E;�@K�8JJ@>EJ�@KJ�CFE><I�K<ID

:<IK@=@:8K<J�F=�;<GFJ@K�KFTerm deposits
�*FN�K?<�98C8E:<�J?<<K�:C<8ICP�;@JK@E>L@J?<J�9<KN<<E�?@>?CP�C@HL@;�=LE;J��DFE<P

8M8@C89C<�=FI�K?<�N<<BCP�G8PIFCC��8E;�:8J?�I<J<IM<J�K?8K�8I<�EFK�I<8;@CP�8::<JJ@9C<
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�I<8K<�8�:LJKFD�:FEKIFC�8::FLEK

0F�:I<8K<�:LJKFD�:FEKIFC�8::FLEK��>F�KFSettings � Control Accounts �

�

5FL�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?@:?�K89J�8I<�<E89C<;
�5FL

N@CC�8CJF�J<<�K?<�ELD9<I�F=�JL9J@;@8IP�C<;><IJ�=FI�<8:?�:8K<>FIP�

�C@:BNew 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;J�KF

:FDGC<K<�8I<�J@D@C8I��8CK?FL>?�JFD<�;F�EFK�8GG<8I�@E�<M<IP�:8J<�

U NameNameK?<�8::FLEK�8J�PFL�N8EK�@K�KF�8GG<8I�FE�PFLI�98C8E:<�J?<<K


U !EK<I�8E�8CG?8ELD<I@:8CCodeCode @=�;<J@I<;


U /<C<:K�N?@:?GroupGroup K?<�:LJKFD�:FEKIFC�8::FLEK�N@CC�9<�@E�Assets� Liabilities��FI Equity��FI�8EP�JL9>IFLG�F=�FE<�F=�K?<J<


U "FI�8::FLEKJ�N?<I<�K?<�J<C<:K@FE�@J�8GGC@:89C<��:8K<>FI@Q8K@FE�@E�K?<Cash Flow StatementCash Flow Statement :8E�9<�:?FJ<E
�+GK@FEJ�8I<Operating

activies� Investing activities��FI Financing activities
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�C@:BCreate KF�8;;�K?<�:LJKFD�:FEKIFC�8::FLEK�KF�PFLI�:?8IK�F=�8::FLEKJ
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�� Example

�I@CC@8EK�%E;LJKI@<J�?8J�;<=@E<;�8�ELD9<I�F=�=@O<;�8JJ<KJ
��P�;<=8LCK��K?<�GLI:?8J<�:FJKJ�F=�8CC�=@O<;�8JJ<KJ�8I<�J?FNE�FE�K?<

98C8E:<�J?<<K�LE;<I�K?<Fixed assets8::FLEK��8�9L@CK�@E�:FEKIFC�8::FLEK�
�0?<�:FDG8EP�N8EKJ�KF�JGC@K�=@O<;�8JJ<KJ�@EKF

:8K<>FI@<J�8E;�?8M<�<8:?�:8K<>FIP�J?FN�J<G8I8K<CP�8J�

U Land & buildings

U Motor vehicles

U Furniture

0F�;F�K?@J��K?<�:FDG8EP�:I<8K<J�8�:LJKFD�:FEKIFC�8::FLEK�=FI�=@O<;�8JJ<KJ
�%K�8JJ@>EJ�K?@J�:LJKFD�:FEKIFC�8::FLEK�KF�8

JL9>IFLG�LE;<I AssetsE8D<; Plant, equipment, and property�

%K�:I<8K<J�8EFK?<I�:LJKFD�:FEKIFC�8::FLEK�E8D<;Motor Vehicles8E;�8�K?@I;�=FIFurniture
�%K�8JJ@>EJ�9FK?�KF�K?<�J8D<

JL9>IFLG�Plant, equipment, and property


�I@CC@8EK�%E;LJKI@<J�8CJF�N8EKJ�J<G8I8K<�8::LDLC8K<;�;<GI<:@8K@FE�:FEKI8�8::FLEKJ�=FI�<8:?�=@O<;�8JJ<K�:8K<>FIP
�/F�@K�8;;J

:LJKFD�:FEKIFC�8::FLEKJ�@E�K?<�8::LDLC8K<;�;<GI<:@8K@FE�:8K<>FIP
�%K�8JJ@>EJ�K?<�:FEKI8�8::FLEKJ�KF�K?<�J8D<�JL9>IFLG�8J

K?<�:FII<JGFE;@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@8EK�<;@KJ�@E;@M@;L8C�=@O<;�8JJ<KJ�LE;<I�K?<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::FLEKJ�=FI�8CC

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�@E�8::FLEKJ�Fixed assets, at cost8E; Fixed assets, accumulated depreciation��K?FJ<

8::FLEKJ�N@CC�EFK�8GG<8I�@E�K?<�:?8IK�F=�8::FLEKJ
�0?<P�N@CC�I<D8@E�8J�;<=8LCK�8JJ@>ED<EKJ�=FI�E<NCP�:I<8K<;�8JJ<KJ��K?FL>?


/F�EF�8JJ<K�N@CC�<M<I�9<�LE8JJ@>E<;


%E8:K@M8K<�8�:LJKFD�:FEKIFC�8::FLEK

%=�PFL�EF�CFE><I�LJ<�8�:LJKFD�:FEKIFC�8::FLEK��PFL�:8E�D8B<�@K�@E8:K@M<
�+E�<@K?<I�K?<Chart of Accounts FI Control Accounts G8><J

@E�K?<Settings K89��:C@:BEdit =FI�K?<�:FEKIFC�8::FLEK�PFL�EF�CFE><I�E<<;
�0?<E�:?<:B�K?<�9FO�

�C@:BUpdate KF�J8M<�K?<�:?8E><
�0?<�:FEKIFC�8::FLEK�N@CC�EF�CFE><I�8GG<8I�@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<I�8M8@C89C<�=FI�8LKFD8K@:8CCP�:I<8K<;�:FEKIFC�8::FLEKJ��JL:?�8J

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
�0F�J<K�8::FLEK�:F;<J�

>F�KF�K?< Settings K89��J<C<:KChart of Accounts 8E;�:C@:BEdit =FI�8E�8::FLEK�FI�>IFLG�

� �

!EK<I�K?<�;<J@I<;�8CG?8ELD<I@:�:FEK<EK�@E�K?<Code =@<C;�8E;�:C@:BUpdate �

�::FLEK�:F;<J�N@CC�J?FN�@E�FM8CJ�LE;<I�K?<Settings K89�

�� Note

�::FLEK�:F;<J�=FI�:FEKIFC�8::FLEKJ�:8E�8CJF�9<�<EK<I<;�@E�K?<Settings K89�FE�K?< Control Accounts G8><�9P

:C@:B@E>Edit =FI�8�: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�KI8EJ8:K@FEJ�8I<�GFJK<;�KF�K?<�8::FLEK


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


U 0?<�8::FLEK�N8J�EFK�8LKFD8K@:8CCP�8:K@M8K<;�N?<E�PFL�<E89C<;�8�K89


U 0?<�8::FLEK�@J�EFKRetained earnings��8�D8E;8KFIP�8::FLEK�GI<J<EK�9P�;<=8LCK�@E�8CC�9LJ@E<JJ<J


Manager Guides

72



1E;<I Settings ��:C@:B�FEChart of Accounts ��K?<E Edit E<OK�KF�K?<�8::FLEK�PFL�N8EK�KF�;<C<K<�

� �

�C@:BDelete 
�%=�K?<�=@IJK�:FE;@K@FE�C@JK<;�89FM<�?8J�EFK�9<<E�J8K@J=@<;��8�EFK@:<�8GG<8IJ�8E;�KI8EJ8:K@FEJ�GFJK<;�KF�K?<�8::FLEK�8I<�C@JK<;�

%=�EFDelete 9LKKFE�@J�8M8@C89C<��FE<�F=�K?<�FK?<I�:FE;@K@FEJ�?8J�EFK�9<<E�J8K@J=@<;
�%E�FK?<I�NFI;J��)8E8><I�N@CC�EFK�C<K�PFL�;<C<K<�8E

8::FLEK�E<<;<;�=FI�GIFG<I�=LE:K@FE@E>�F=�K?<�K89J�PFL�?8M<�<E89C<;�FI�E<:<JJ8IP�=FI�GIFG<I�D8@EK<E8E:<�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�9LJ@E<JJ�9P:LJKFD<IJ
�%E�)8E8><I��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<IJ�;<=@E<;�@E�K?<Customers K89
�*FID8CCP��K?@J�8::FLEK

J?FLC;not 9<�:I<8K<;�D8EL8CCP�@E�K?<�:?8IK�F=�8::FLEKJ


�� CAUTION

%=Accounts receivable@J�:I<8K<;�D8EL8CCP�@E�K?<�:?8IK�F=�8::FLEKJ��D8EP�9L@CK�@E�=LE:K@FEJ�N@CC�9<�CFJK
�)8E8><I�N@CC�EFK�9<

89C<�KF�8JJF:@8K<�J8C<J�@EMF@:<J�N@K?�JG<:@=@:�:LJKFD<IJ
��E;�@K�N@CC�EFK�9<�89C<�KF�8GGCP�:LJKFD<I�8;M8E:<J��;<GFJ@KJ��FI

FM<IG8PD<EKJ�KF�J8C<J�@EMF@:<J


�:K@M8K<Accounts receivable

0F�8:K@M8K<Accounts receivable��<E89C<�K?<Customers K89
��C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:?<:B�K?<�9FO�=FI

Customers ��8E;�:C@:BUpdate 9<CFN�K?<�C@JK


� �

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

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

%=�D8B@E>�8�KI8EJ@K@FE�KF�)8E8><I�=IFD�8�GI<M@FLJ�8::FLEK@E>�JPJK<D��=FCCFNK?@J�#L@;<KF�J<K�LG�JK8IK@E>�98C8E:<J�=FI�:LJKFD<IJ


�
�
� /<K�LG�8::FLEKJ�G8P89C<

Accounts payable @J�8�C@89@C@KP�8::FLEK�K?8K�I<:FI;J�8DFLEKJ�K?<�9LJ@E<JJ�FN<J�KFJLGGC@<IJ
�%E�)8E8><I��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�JLGGC@<IJ�;<=@E<;�@E�K?<Suppliers K89
�*FID8CCP��@K�J?FLC;not 9<�:I<8K<;

D8EL8CCP�@E�K?<�:?8IK�F=�8::FLEKJ
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�� CAUTION

%=Accounts payable@J�:I<8K<;�D8EL8CCP�@E�K?<�:?8IK�F=�8::FLEKJ��D8EP�9L@CK�@E�=LE:K@FEJ�N@CC�9<�CFJK
�)8E8><I�N@CC�EFK�9<

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��;<GFJ@KJ��FI

FM<IG8PD<EKJ�G8@;�KF�JLGGC@<IJ�KF�GLI:?8J<�@EMF@:<J


�:K@M8K<Accounts payable

0F�8:K@M8K<Accounts payable��<E89C<�K?<Suppliers K89
��C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:?<:B�K?<�9FO�=FI

Suppliers ��8E;�:C@:BUpdate 9<CFN�K?<�C@JK


� �

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

/<K�LG�JK8IK@E>�98C8E:<J

%=�D8B@E>�8�KI8EJ@K@FE�KF�)8E8><I�=IFD�8�GI<M@FLJ�8::FLEK@E>�JPJK<D��=FCCFNK?@J�#L@;<KF�J<K�LG�JK8IK@E>�98C8E:<J�=FI�JLGGC@<IJ


�
� �8G@K8C��::FLEKJ

�
�
� /<K�LG�8E;�LJ<�:8G@K8C�8::FLEKJ

Capital accounts KI8:B�:FEKI@9LK@FEJ�=IFD��;@JKI@9LK@FEJ�F=�<8IE@E>J�KF��8E;�;I8N@E>J�F=�FNE<IJ�FI�FK?<IJ�N@K?�=@E8E:@8C�@EK<I<JKJ�@E�8

9LJ@E<JJ�<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��:FDG8E@<J��KILJKJ��8E;�=LE;J


0F�J<K�LG�:8G@K8C�8::FLEKJ��<E89C<�K?<Capital Accounts K89��=FCCFN@E>�@EJKIL:K@FEJ�@E8EFK?<I�#L@;<
�0?<�K89�N@CC�8GG<8I�@E�K?<�C<=K

E8M@>8K@FE�G8E<
�0?<�ELD9<I�@E�K?<�N@E;FN�@E;@:8K<J�K?<�ELD9<I�F=�:8G@K8C�8::FLEKJ�<JK89C@J?<;�

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

U NameName@J�K?<�FNE<I�F=�K?<�:8G@K8C�8::FLEK
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U CodeCode @J�FGK@FE8C�8E;�:8E�9<�8EP�8CG?8ELD<I@:�<EKIP


U Starting balanceStarting balance =@<C;J�8GG<8I�@=�8�JK8IK�;8K<�?8J�9<<E�J<K��8CCFN@E>�:8G@K8C�8::FLEK�98C8E:<J�KF�9<�D@>I8K<;�=IFD�GI@FI

8::FLEK@E>�JPJK<DJ
�0?<�;IFG;FNE�D<EL�8CCFNJ�8�:?F@:<�F=�N?<K?<I�K?<�:8G@K8C�8::FLEK�FNE<I�?8JPaid in advance�8�:I<;@K

98C8E:<��FI�K?<I<�@J�8E�8EAmount to pay 9P�K?<�9LJ@E<JJ��8�;<9@K�98C8E:<�


�C@:BCreate KF�J8M<


/FC<�GIFGI@<KFIJ?@GJ�I<HL@I<�FECP�8�J@E>C<�:8G@K8C�8::FLEK
�,8IKE<IJ?@GJ�I<HL@I<�8�:8G@K8C�8::FLEK�=FI�<8:?�G8IKE<I
�0ILJKJ�I<HL@I<�FE<�=FI�<8:?

9<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<<E�<JK89C@J?<;�

%=�:8G@K8C�8::FLEK�D<D9<IJ�C<8M<�K?<�:FDG8EP��K?<P�:8EEFK�J@DGCP�9<�;<C<K<;��9<:8LJ<�K?<I<�8I<�KI8EJ8:K@FEJ�K?8K�I<=<I<E:<�K?<D
�%EJK<8;�

D8B<�K?<D�@E8:K@M<�9P�<;@K@E>�K?<D�8E;�:?<:B@E>�K?<InactiveInactive 9FO�

%E8:K@M<�D<D9<IJ�8GG<8I�@E�>I8P�8K�K?<�<E;�F=�K?<Capital Accounts C@JK
�0?<P�:8E�9<�I<8:K@M8K<;�8=K<I�:C@:B@E>�K?<Edit 9LKKFE


�P�;<=8LCK��8CC�:8G@K8C�8::FLEKJ�8I<�:FD9@E<;�8JCapital accounts@E�K?<Equity J<:K@FE�F=�K?<��8C8E:<�/?<<K�

/FD<K@D<J��@K�@J�E<:<JJ8IP�KF�I<E8D<�K?<�8::FLEK
�"FI�<O8DGC<��@=�K?<�9LJ@E<JJ�FG<I8K<J�8J�8�JFC<�GIFGI@<KFIJ?@G��K?<�8::FLEK�:8E�9<

I<E8D<;�8J OwnerÕs equity
��C@:BEdit LE;<I Chart of Accounts @E�K?<Settings K89
�0?<�E<N�E8D<�N@CC�J?FN��9LK�K?<�;<=8LCK

E8D<�N@CC�9<�M@J@9C<�@E�K?<�/<KK@E>J�K89�

�� Note

%E�JFD<�J@KL8K@FEJ��JFC<�GIFGI@<KFIJ�E<<;�EFK�8;;�K?<�:FDGC<O@KP�F=�:8G@K8C�8::FLEKJ�KF�K?<@I�9LJ@E<JJ�I<:FI;J
�/<<K?@J

#L@;<=FI�8�;@J:LJJ@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<8E@E>�K?<P�?8M<�EF�J?8I<?FC;<IJ
�0?<@I�:8G@K8C�8::FLEKJ�:8E�9<�J<K�LG�8J�;<J:I@9<;

@E�K?@J�#L@;<
��LK�:FDG8E@<J�FI�:FIGFI8K@FEJ��K<ID@EFCF>P�M8I@<J�@E�;@==<I<EK�ALI@J;@:K@FEJ���KILJKJ��8E;�=LE;J�8I<�J<G8I8K<�C<>8C�<EK@K@<J


 <G<E;@E>�FE�K?<�C<>8C�JKIL:KLI<�F=�8�9LJ@E<JJ��@K�D8P�9<�E<JJ<JJ8IP�KF�:?8E><�K?<�:C8JJ@=@:8K@FE�F=Capital accounts=IFD Equity KFAssets@=

K?<P�?8M<�;<9@K�98C8E:<J�FILiabilities @=�K?<P�?8M<�:I<;@K�98C8E:<J
�3?<E�@E�;FL9K��:FEJLCK�N@K?�8�CF:8C�8::FLEK8EK�KF�9<�JLI<


�
�
� 1J<�:8G@K8C�JL98::FLEKJ

!8:?�:8G@K8C�8::FLEK�PFL�:I<8K<�8LKFD8K@:8CCP�?8J�K?<�=FCCFN@E>subaccounts �

U Drawings

U Funds contributed

U Share of profit

/L98::FLEKJ�8I<�LJ<=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@E<JJ<J��9LK

PFL�:8E�8;;��I<DFM<�FI�I<E8D<�JL98::FLEKJ�LE;<I�K?< Settings K89�9P�J<C<:K@E>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
�3?<E�PFL�KI8EJ=<I�=LE;J�=IFD�8�98EB�8::FLEK�KF�8

D<D9<I��FI�@=�K?<�9LJ@E<JJ�G8PJ�8�GI@M8K<�<OG<EJ<�FE�9<?8C=�F=�8�D<D9<I��K?<�KI8EJ8:K@FE�J?FLC;�9<�GFJK<;�KF�K?<Drawings JL98::FLEK�

Funds contributed

Funds contributedKI8: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�9LJ@E<JJ

8::FLEK��K?<�KI8EJ8:K@FE�J?FLC;�9<�GFJK<;�KF�K?<Funds contributedJL98::FLEK�

Share of profit

Share of profit@J�LJ<;�KF�8CCF:8K<�E<K�GIF=@K�=IFDRetained earningsKFCapital accounts
�+ECP�:<IK8@E�KPG<J�F=�C<>8C�<EK@K@<J�8I<�I<HL@I<;�KF

;@JKI@9LK<�GIF=@K�KF�FNE<IJ
�/L:?�;@JKI@9LK@FEJ�8I<�F=K<E�;FE<�9P�8E�8::FLEK8EK�8K�K?<�<E;�F=�8�=@E8E:@8C�G<I@F;�LJ@E>�AFLIE8C�<EKI@<J�

0?<P�GI<M<EK�<8IE@E>J�=IFD�8::LDLC8K@E>�<E;C<JJCP�@ERetained earnings
�/L:?�;@JKI@9LK@FEJ�J?FN�K?8K�=LE;J�8I<�EF�CFE><I�8M8@C89C<�=FI

><E<I8C�9LJ@E<JJ�FG<I8K@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><I��JL9J@;@8IP�C<;><IJ�8I<�LJ<;�KF�I<:FI;�I<C8K<;�KI8EJ8:K@FEJ��JL:?�8J�K?FJ<

G<IK8@E@E>�KF�8�J@E>C<�:LJKFD<I��JLGGC@<I��FI�KPG<�F=�8JJ<K�FI�C@89@C@KP
�0?<P�8I<�JLDD8I@Q<;�@E�8�><E<I8C�C<;><I�:FEKIFC�8::FLEK
�+ECP�K?<

:FEKIFC�8::FLEK�@J�I<GFIK<;�FE�K?<��8C8E:<�/?<<K�KF�I<;L:<�:FDGC<O@KP
�0?<�98C8E:<�F=�8�:FEKIFC�8::FLEK�<HL8CJ�K?<�JLD�F=�98C8E:<J�F=�@KJ

:FEJK@KL<EK�JL9J@;@8IP�C<;><I�8::FLEKJ


)8E8><I�@E:CL;<J�J<M<I8C�@E�9L@CK�:FEKIFC�8::FLEKJ�K?8K�8I<�8:K@M8K<;�8J�M8I@FLJ�=LE:K@FE8C�K89J�8I<�<E89C<;


�� Examples

Accounts receivable@J�8E�@E�9L@CK�:FEKIFC�8::FLEK��N?<I<�:LJKFD<I�8::FLEKJ�8I<�K?<�JL9J@;@8IP�C<;><IJ�FI�JL98::FLEKJ��8E;

K?<�JLD�F=�8CC�:LJKFD<IJ[�98C8E:<J�<HL8CJ�K?<�98C8E:<�F=�K?<Accounts receivable8::FLEK�FE�K?<��8C8E:<�/?<<K


Inventory on hand @J�8EFK?<I�@E�9L@CK�:FEKIFC�8::FLEK
�%KJ�JL9J@;@8IP�C<;><IJ�FI�JL98::FLEKJ�8I<�K?<�M8I@FLJ�@EM<EKFIP�@K<DJ


���8C8E:<�/?<<K�NFLC;�9<�KFF�CFE>�@=�K?<�M8CL<�F=�<M<IP�@K<D�@E�@EM<EKFIP�8GG<8I<;�@E;@M@;L8CCP


/FD<�9LJ@E<JJ<J�D8P�I<HL@I<�JG<:@8C�8::FLEKJ�9<:8LJ<�K?<�@E�9L@CK�:FEKIFC�8::FLEKJ�N@K?�K?<@I�JL9J@;@8IP�C<;><IJ�8I<�EFK�JL@K89C<
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�� Examples

��I<8C�<JK8K<�D8E8><I�D@>?K�I<HL@I<�:LJKFD�JL9J@;@8IP�C<;><IJ�KF�D8E8><�KILJK�8::FLEKJ�=FI�M8I@FLJ�GIFG<IK@<J�@E�8

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�9<

JLDD8I@Q<;�@E�8�:FEKIFC�8::FLEK�E8D<;Trust funds payable
�5<K�=LE;J�8JJF:@8K<;�N@K?�;@==<I<EK�GIFG<IK@<J�8I<�J<G8I8K<CP

@;<EK@=@<;�@E�K?<@I�FNE�JG<:@8C�8::FLEKJ


��;<J@>E<I�8E;�D8EL=8:KLI<I�F=�IF9FK@:�=89I@:8K@FE�<HL@GD<EK�I<:<@M<J�C8I><�8;M8E:<�;<GFJ@KJ�N@K?�J8C<J�FI;<IJ
��<:8LJ<

;<C@M<IP�F=�@KJ�:LJKFD@Q<;�GIF;L:KJ�KPG@:8CCP�K8B<J����KF����DFEK?J��K?<�:FDG8EP�GI<=<IJ�DFI<�M@J@9@C@KP�@EKF�:LJKFD<IJ[

;<GFJ@KJ�K?8E�@J�=LIE@J?<;�9P�)8E8><I[JEFID8C�?8E;C@E>�LE;<IAccounts receivable
�/F�@K�:I<8K<J�8�:LJKFD�:FEKIFC�8::FLEK�

Customer deposits@E�K?<Liabilities >IFLG�8E;�LJ<J�JG<:@8C�8::FLEKJ�8J�JL9J@;@8IP�C<;><IJ�=FI�M8I@FLJ�:LJKFD<IJ[�;<GFJ@KJ


*F�D8KK<I�?FN�D8EP�:LJKFD<I�;<GFJ@KJ�8I<�I<:<@M<;�8E;�<M<EKL8CCP�:FEJLD<;��K?<��8C8E:<�/?<<K�JKIL:KLI<�I<D8@EJ�=@O<;

=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�/K8K<D<EK�J@;<�F=�K?<�:?8IK�F=

8::FLEKJ
�0?<P�:8E�FECP�9<�LJ<;�=FI��8C8E:<�/?<<K�8::FLEKJ�@E�K?<Assets� Liabilities��FI Equity >IFLGJ


!E89C<�K?< Special accounts K89

0F�:I<8K<�8�:LJKFD�JL9J@;@8IP�C<;><I��=@IJK�<E89C<�K?<Special Accounts K89
��<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:C@:BCustomize ��:?<:B�K?<

9FO�=FI Special Accounts ��8E;�:C@:BUpdate �

� �

.<E8D<�FI�:I<8K<�K?<�:FEKIFC�8::FLEK

/G<:@8C�8::FLEKJ�N@CC�8LKFD8K@:8CCP�9<�8JJ@>E<;�KF�8�;<=8LCK�:FEKIFC�8::FLEK�E8D<;Special accounts
�5FL�: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�PFL�J?FLC;�EFID8CCP:I<8K<�8�E<N�:FEKIFC�8::FLEKFE

K?<��8C8E:<�/?<<K�=FI�<M<IP�E<N�:8K<>FIP�F=�JG<:@8C�8::FLEK
�#F�KFSettings ��:C@:B�FEControl Accounts ��K?<E

New Control Account =FI�K?<�JG<:@8C�8::FLEKJ�:8K<>FIP�

� �

�� Example

0?<�I<8C�<JK8K<�GIFG<IKP�D8E8><I�:I<8K<J�8�:FEKIFC�8::FLEK�E8D<;Trust funds payable�

5FL�:8E�?8M<�DLCK@GC<�:FEKIFC�8::FLEKJ�D8;<�LG�F=�JG<:@8C�8::FLEKJ
�0?@J�@J�LJ<=LC�@=�PFL�I<HL@I<�DFI<�K?8E�FE<�:8K<>FIP�F=�:LJKFD

JL9J@;@8IP�C<;><IJ
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�I<8K<�JG<:@8C�8::FLEKJ

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

�

 <=@E<�<8:?�JG<:@8C�8::FLEK�

U NameNameK?<�8::FLEK


U �E�FGK@FE8C��8CG?8ELD<I@:CodeCode :8E�9<�:?FJ<E


U %=�8�:LJKFD�:FEKIFC�8::FLEK�?8J�9<<E�:I<8K<;��K?<Control accountControl account =@<C;�N@CC�9<�8M8@C89C<
�+K?<IN@J<��K?<�JG<:@8C�8::FLEK�N@CC

8LKFD8K@:8CCP�9<�8JJ@>E<;�KF�K?<Special Accounts:FEKIFC�8::FLEK


�� Example

0?<�GIFG<IKP�D8E8><I�:I<8K<J�8�E<N�JG<:@8C�8::FLEK�=FI�<8:?�GIFG<IKP�J?<�D8E8><J
�0?<J<�8CC�J?FN�LE;<I�K?<

Special Accounts K89�

/G<:@8C�8::FLEKJ�:8E�9<�LJ<;�=FI�DFJK�KI8EJ8:K@FEJ�8J�@=�K?<P�8I<�I<>LC8I�8::FLEKJ
�3?<E�K?<�:FEKIFC�8::FLEK�@J�J<C<:K<;�=FI�8�C@E<�@K<D�FE�8

KI8EJ8:K@FE�<EKIP�=FID��8EFK?<I�=@<C;�8GG<8IJ�=FI�K?<�G8IK@:LC8I�JG<:@8C�8::FLEK
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�� Example

0?<�GIFG<IKP�D8E8><I�I<:<@M<J�I<EK�=IFD�8�K<E8EK�8E;�I<:FI;J�K?<�KI8EJ8:K@FE�LE;<I�K?<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<�KI8EJ8:K@FEJ�K?8K�I<=<I<E:<�K?<D
�%EJK<8;��D8B<�K?<D

@E8:K@M<�9P�<;@K@E>�K?<D�8E;�:?<:B@E>�K?<InactiveInactive 9FO�

%E8:K@M<�JG<:@8C�8::FLEKJ�8GG<8I�@E�>I8P�8K�K?<�<E;�F=�K?<Special Accounts C@JK
�0?<P�:8E�9<�I<8:K@M8K<;�8=K<I�:C@:B@E>�K?<Edit

9LKKFE


+K?<I�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�@E;@M@;L8CCP�FE�8�98C8E:<

J?<<K��PFL�:8E�:I<8K<�8CC�CF8EJ�8J�JG<:@8C�8::FLEKJ�N@K?@E�K?<@I�FNE�JL9J@;@8IP�C<;><IJ��JLDD8I@Q@E>�K?<D�@E�8�J@E>C<�:FEKIFC�8::FLEK�E8D<;

Loans
�0?@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


5FL�:FLC;�8CJF�LJ<�:LJKFD�JL9J@;@8IP�C<;><IJ�KF�KI8:B�JKFI<�:I<;@KJ�>@M<E�KF�:LJKFD<IJ��e. g.��>@=K�:8I;J�FI�:LJKFD<I�CFP8CKP�GIF>I8D

9FELJ<J�
�3?<E�8�:LJKFD<I�N8EKJ�KF�LJ<�JKFI<�:I<;@K��PFL�:8E�<8J@CP�:?<:B�K?<�8M8@C89C<�98C8E:<�@E�K?<Special Accounts K89��K?<E�8GGCP

@K�KF�8�I<:<@GK
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�� Example

&F?E�/D@K?�9LPJ�8������@K<D��9LK�?8J�8������>@=K�:8I;��<EK<I<;�8J�8�JG<:@8C�8::FLEK�LE;<I�8Store credit:LJKFD�:FEKIFC

8::FLEK
�!M<E�K?FL>?�&F?E�=FI>FK�KF�9I@E>�K?<�>@=K�:8I;�N@K?�?@D��K?<�JKFI<�:8E�CFFB�LG�?@J�98C8E:<�8E;�8GGCP�@K�FE�8�J8C<J

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@;�8LKFD8K@:�: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�G8PD<EKJ�KF�JLGGC@<IJ�KF�K?<�J8C<J�FI�GLI:?8J<�@EMF@:<�N@K?�K?<�FC;<JK

;L<�;8K<�@=�8�JG<:@=@:�@EMF@:<�@J�EFK�:?FJ<E�;LI@E>�8::FLEK�J<C<:K@FE�

%=�K?<I<�@J�EF�LEG8@;�@EMF@:<��K?<�I<:<@GK�FI�G8PD<EK�8DFLEK�@J�GFJK<;�KFAccounts receivable�=FI�8�:LJKFD<I��FIAccounts payable�=FI�8

JLGGC@<I��8E;�8LKFD8K@:8CCP�8GGC@<;�KF�K?<�E<OK�J8C<J�FI�GLI:?8J<�@EMF@:<�@JJL<;�=FI�K?<�:LJKFD<I�FI�JLGGC@<I�@EMFCM<;
�0?@J�8LKFD8K@:�:I<;@K

8CCF:8K@FE�@J�K?<�;<=8LCK�GIF:<JJ�=FI�?8E;C@E>;<GFJ@KJ�=IFD�:LJKFD<IJFI�8;M8E:< G8PD<EKJ�KF�JLGGC@<IJ


5FL�:8E avoid automatic credit allocations 9P�:I<8K@E>�8�JG<:@8C�8::FLEK�=FI�K?<�:LJKFD<I�FI�JLGGC@<I�KF�?FC;�:I<;@KJ�LEK@C�K?<P�8I<

<M<EKL8CCP�8CCF:8K<;�D8EL8CCP
�0?@J�N8P��PFL�:8E�9<�JLI<�I<:<@GKJ�8E;�G8PD<EKJ�8I<�8GGC@<;�FECP�KF�JG<:@=@:�@EMF@:<J


�� Note

0?<�GIF:<JJ�;<J:I@9<;�@E�K?@J�#L@;<�@J�KFK8CCP�FGK@FE8C
��;M8E:<J��;<GFJ@KJ��8E;�I<=LE;J�8I<�?8E;C<;�8LKFD8K@:8CCP�;LI@E>

EFID8C�FG<I8K@FE�F=�)8E8><I
��LK�JFD<�LJ<IJ�GI<=<I�KF�KI8:B�K?<D�J<G8I8K<CP�=IFD�FI;@E8IPAccounts receivableFI

Accounts payable��<@K?<I�=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

!E89C<�K?< Special Accounts K89�9P�:C@:B@E>Customize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:?<:B@E>�K?<�9FO�=FISpecial Accounts �

8E;�:C@:B@E>Update 9<CFN�K?<�C@JK�

�

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

�

 <=@E<�K?<�JG<:@8C�8::FLEK�
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U NameNameK?<�8::FLEK�KF�D8K:?�K?<�:LJKFD<I�FI�JLGGC@<I


U �JJ@>E�8E�8CG?8ELD<I@:CodeCode��@=�;<J@I<;


U (<8M<�K?<�;<=8LCKControl accountControl account 8J Special Accounts��FI�J<C<:K�8:LJKFD�:FEKIFC�8::FLEKPFL�?8M<�8CI<8;P�:I<8K<;
�0?@J�=@<C;�N@CC

EFK�8GG<8I�LEC<JJ�FE<�FI�DFI<�:LJKFD�:FEKIFC�8::FLEKJ�?8M<�9<<E�:I<8K<;


�C@:BCreate 


�� Example

*FIK?N@E;�0I8;<IJ�?8J�8�:LJKFD<I�E8D<;�)FI><EJK<IE�#<JLE;BFJK
��<:8LJ<�*FIK?N@E;�<OG<:KJ�;<GFJ@KJ�KF�9<�G8@;�N@K?

FI;<IJ��@K�<JK89C@J?<J�8�JG<:@8C�8::FLEK�=FI�)FI><EJK<IE�#<JLE;BFJK
�0?<�@E@K@8C�98C8E:<�F=�K?<�8::FLEK�@J�Q<IF�

1J<�K?<�JG<:@8C�8::FLEK

0F�8MF@;�8LKFD8K@:�:I<;@K�8CCF:8K@FEJ��GFJK�KI8EJ8:K@FEJ�KF�K?<�JG<:@8C�8::FLEK�@EJK<8;�F=Accounts receivableFI Accounts payable8J�PFL

EFID8CCP�NFLC;
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�� Example

)FI><EJK<IE�#<JLE;BFJK�:LII<EKCP�?8J�KNF�LEG8@;�@EMF@:<J�

)FI><EJK<IE�G8PJ�*FIK?N@E;�0I8;<IJ�8�;<GFJ@K�F=��������FE�8�E<N�FI;<I
�%=�*FIK?N@E;�GFJK<;�DFE<P�I<:<@M<;�=IFD�K?<D

KF�K?<@I�FI;@E8IP�:LJKFD<I�8::FLEK���������NFLC;�9<�@EJK8EKCP�8GGC@<;�KF�K?<@I�KNF�FLKJK8E;@E>�@EMF@:<J��C<8M@E>�8�:I<;@K

98C8E:<�@EAccounts receivable


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

�=K<I�K?<�KI8EJ8:K@FE�@J�:I<8K<;��)FI><EJK<IE[J�@EMF@:<J�I<D8@E�LEG8@;�8E;�K?<@I�98C8E:<�LE;<I�K?<Special Accounts

K89�J?FNJ�8�:I<;@K�F=��������

�CCF:8K<�K?<�:I<;@K�D8EL8CCP

0F�8GGCP�K?<�:I<;@K�D8EL8CCP�KF�8E�@EMF@:<��J@DGCP�8;;�8�E<N�C@E<�@K<D�N@K?�8�E<>8K@M<�8DFLEK�<HL8C�KF�K?<�;<GFJ@K�@E�K?<�JG<:@8C�8::FLEK
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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�;<J:I@9<;

89FM<�

0?@J�I<JLCKJ�@E�8�E<N�@EMF@:<�=FI�K?<�;@==<I<E:<�9<KN<<E�GLI:?8J<;�@K<DJ�8E;�K?<�<8IC@<I�;<GFJ@K
�0?<�98C8E:<�LE;<I

Special accounts >F<J�KF�Q<IF�

�� Notes

�P�;<=8LCK�Special accounts8GG<8IJ�@E�K?<Assets>IFLG�F=�K?<��8C8E:<�/?<<K�N?<E�K?<�=@IJK�JG<:@8C�8::FLEK�@J�:I<8K<;


�LJKFD<I�;<GFJ@KJ�F=�K?<�KPG<�@CCLJKI8K<;�@E�K?<�<O8DGC<J�89FM<�:FEKI@9LK<�KF�K?<�8::FLEK�98C8E:<�8J�E<>8K@M<�8DFLEKJ


 <GFJ@KJ�G8@;�KF�JLGGC@<IJ�8GG<8I�8J�GFJ@K@M<�8DFLEKJ
�%=�PFLISpecial accounts98C8E:<�@J�LJL8CCP�E<>8K@M<��PFL�D8P�N8EK�KF

DFM<�@K�KF�K?<Liabilities >IFLG�9P�<;@K@E>�K?<�8::FLEK�LE;<ISettings � Chart of Accounts 


0?<�<O8DGC<J�J?FNE�@CCLJKI8K<�8�;<GFJ@K�9P�8�:LJKFD<I�8E;�8GGC@:8K@FE�KF�8�J8C<J�@EMF@:<
�,IF:<;LI<J�=FI�;<GFJ@KJ�KF

JLGGC@<IJ�8E;�8GGC@:8K@FE�KF�GLI:?8J<�@EMF@:<J�8I<�J@D@C8I��9LK�K?<�@E@K@8C�;<GFJ@K�@J�8�G8PD<EK�I8K?<I�K?8E�8�I<:<@GK


�
� �FDDFE��LJ@E<JJ�/@KL8K@FEJ

�
�
� /@DGC@=P�<HL@KP�8::FLEK@E>�=FI�JFC<�KI8;<IJ���GIFGI@<KFIJ

)8EP�JD8CC�9LJ@E<JJ<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�JKIL:KLI<

8::FDDF;8K<J�FK?<I��DFI<�@EKI@:8K<�9LJ@E<JJ�FI>8E@Q8K@FEJ
�/F�@K�D8P�<E:FLI8><�DFI<�:FDGC<O@KP�@E�K?<�:?8IK�F=�8::FLEKJ�K?8E�E<:<JJ8IP
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!M<IP�E<N�9LJ@E<JJ�:I<8K<;�@E�)8E8><I�8LKFD8K@:8CCP�@E:CL;<J�8Retained earnings8::FLEK��<JJ<EK@8CCP�K?<�E<K�F=�8CC�@E=CFNJ�8E;�FLK=CFNJ�

8;ALJK<;�=FI�M8I@FLJ�KI8EJ=<IJ��;@M@;<E;J��<K:
��J@E:<�:I<8K@FE�F=�K?<�9LJ@E<JJ
�%E�D8EP�:8J<J��K?<Capital Accounts K89�@J�8CJF�<E89C<;�

N?<I<�D<D9<IJ��FNE<IJ�F=�:8G@K8C�8::FLEKJ��8I<�;<J@>E8K<;��@EM<JKD<EK�:FEKI@9LK@FEJ�8E;�;I8NJ�8I<�I<:FI;<;��8E;�JF�=FIK?
�"I<HL<EKCP�

AFLIE8C�<EKI@<J�KI8EJ=<I�8DFLEKJ�9<KN<<ERetained earnings8E;�M8I@FLJ�JL98::FLEKJ�F=Capital accounts
��E;�9FK? Retained earnings8E;

Capital accounts8I<�@E:CL;<;�LE;<I�K?<Equity ?<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�FNEJ�K?<Retained earnings8::FLEK
�/F�EF�I<8C�I<8JFE�=FI�J<G8I8K<�:8G@K8C�8::FLEK@E>�<O@JKJ


Retained earnings:8E�9<�I<E8D<;�8J OwnerÕs equity��<C@D@E8K@E>�K?<�E<<;�=FI�FK?<I�<HL@KP�8::FLEKJ
��<E<=@KJ�@E:CL;<�=<N<I�K89J�<E89C<;�@E

)8E8><I�8E;�I<;L:K@FE�F=�<HL@KP�KI8EJ=<IJ�N@K?�AFLIE8C�<EKI@<J
�1EE<:<JJ8IP�I<GFIKJ�;@J8GG<8I�=IFD�K?<Reports K89
��EP�KI8EJ8:K@FEJ

K?8K�D@>?K�?8M<�@EMFCM<;Capital accounts:8E�@EJK<8;�9<�8CCF:8K<;�;@I<:KCP�KFOwnerÕs equity��9PG8JJ@E>�E<<;C<JJ�JK<GJ


!C@>@9@C@KP�=FI�J@DGC<�<HL@KP�8::FLEK@E>

5FL�DLJK�J8K@J=P�KNF�I<HL@I<D<EKJ�KF�LJ<�K?@J�J@DGC<�<HL@KP�8::FLEK@E>�

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


�
 5FL�DLJK�G<IJFE8CCP�9<entitled to all profits 8E; liable for all debts F=�K?<�9LJ@E<JJ
��(F8EJ�8I<�G<ID@JJ@9C<��9LK�FLKJ@;<�@EM<JKFIJ

N@K?�:8G@K8C�@EK<I<JKJ�8I<�EFK
�

/<KK@E>�LG�J@DGC<�<HL@KP�8::FLEK@E>

.<E8D< Retained earningsLE;<I Settings � Chart of Accounts �

�

�C@:BEdit KF�K?<�C<=K�F=�K?<Retained earnings8::FLEK�E8D<�

.<E8D<�K?<�8::FLEK�8JOwnerÕs equity
��;;�8E�8::FLEK�:F;<�@=�;<J@I<;
��C@:BUpdate N?<E�=@E@J?<;�

5FLI�:?8IK�F=�8::FLEKJ�N@CC�EFN�J?FN�K?<�E<N�E8D<��N@K?�K?<�FI@>@E8C��;<=8LCK�E8D<�@E�>I8P�JKI@B<�K?IFL>?�K<OK��I<M<8C@E>�K?<�8LKFD8K@:

FI@>@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�<JJ<E:<�OwnerÕs equityJ?FNJ�?FN�DL:?�M8CL<�PFL�?8M<�@EM<JK<;�@E�PFLI�9LJ@E<JJ�8K�8�>@M<E�DFD<EK��K8B@E>�@EKF�8::FLEK�8CC�=FIDJ�F=

8JJ<KJ�8E;�C@89@C@K@<J��@E:CL;@E>�LE9@CC<;�K@D<�8E;�<OG<EJ<J��:8J?�8E;�<HL@M8C<EKJ��=@O<;�8JJ<KJ��CF8EJ��8::FLEKJ�G8P89C<�8E;�I<:<@M89C<��8E;�JF

=FIK?


�� Note

+E<�:?8I8:K<I@JK@:�F=�K?@J�J@DGC<�<HL@KP�JKIL:KLI<�@J�89J<E:<�F=�8�;I8N@E>�8::FLEK�I<M<8C@E>�?FN�DL:?�PFL�?8M<�;I8NE�=IFD

K?<�9LJ@E<JJ�J@E:<�K?<�GI<M@FLJ�8::FLEK@E>�G<I@F;�:CFJ<;
�� I8N@E>�8::FLEKJ�8I<�EFID8CCP�Q<IF<;�FLK�8K�K?<�<E;�F=�<8:?

G<I@F;��I<HL@I@E>�DFI<�KI8EJ8:K@FEJ
����;I8N@E>�8::FLEK�@J�LEE<:<JJ8IP�9<:8LJ<�K?<�@E=FID8K@FE�@J�DFI<�I<8;@CP�8M8@C89C<�@E

)8E8><I�@E�K?<Statement of Changes in Equity I<GFIK
�"FCCFN�K?I<<�J@DGC<�JK<GJ�

�
 ,FJK�8CC�;I8NJ�KFOwnerÕs equity


�
 !EK<I�K?<�;<J:I@GK@FEDraw =FI�N@K?;I8N8C�C@E<�@K<DJ


�
 �I<8K<�8�/K8K<D<EK�F=��?8E><J�@E�!HL@KP�I<GFIK�@E�K?<Reports K89�:FM<I@E>�K?<�=LCC�8::FLEK�G<I@F;


0?<�JLD�F=�PFLI�;I8NJ�KF�;8K<�;LI@E>�K?<�8::FLEK@E>�G<I@F;�N@CC�8GG<8I�8J�8�J@E>C<�KFK8C�@E�K?<�I<GFIK
��LII<EK�@E=FID8K@FE

N@CC�8CN8PJ�9<�ALJK�8�=<N�:C@:BJ�8N8P


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

)8EP�J<C=�<DGCFP<;�@E;@M@;L8CJ�GI@D8I@CP�GIFM@;<�J<IM@:<J�KF�K?<@I�:LJKFD<IJ�FI�:C@<EKJ
�0?<P�D8@EK8@E�EF�@EM<EKFIP��?8M<�EF�<DGCFP<<J��G8P

=FI�GLI:?8J<J�8J�K?<P�8I<�D8;<��8E;�FG<I8K<�8J�JFC<�KI8;<IJ�FI�GIFGI@<KFIJ��K?8K�@J��K?<P�?8M<�EF�G8IKE<IJ�FI�FK?<I�J?8I<?FC;<IJ�
�5<K�K?<P

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�K8O<J�8JJ<JJ<;

FE�K?<@I�J<IM@:<J��8E;�N8EK�KF�JL9D@K�GIF=<JJ@FE8C�HLFK<J�8E;�@EMF@:<J�KF�K?<@I�:LJKFD<IJ
�!O8DGC<J�F=�JL:?�@E;@M@;L8CJ�@E:CL;<�

U �::FLEK8EKJ��C8NP<IJ��8E;�FK?<IJ�GIFM@;@E>�GIF=<JJ@FE8C�J<IM@:<J

U �8IG<EK<IJ��GCLD9<IJ��8E;�I<G8@I�K<:?E@:@8EJ

U �FEJLCK8EKJ

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

0?@J�#L@;<�FLKC@E<Jbasic steps for setting up business as a self-employed services provider 
�.8K?<I�K?8E�=LIE@J?@E>�;<K8@C<;�@EJKIL:K@FEJ

8K�<M<IP�G?8J<��@K�C@EBJ�KFFK?<I�)8E8><I�#L@;<J
�/L>><JK@FEJ�8I<�F==<I<;�=FI�8::FDDF;8K@E>�8;;@K@FE8C�E<<;J�8E;�=FI�=LIK?<I�J@DGC@=@:8K@FE


�I<8K<�K?<�9LJ@E<JJ

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

J<C<:KCreate New Business�

�

"FI�GLIGFJ<J�F=�@CCLJKI8K@FE��K?@J�#L@;<�N@CC�=FCCFN�:I<8K@FE�F=�8�9LJ@E<JJ�E8D<;Sample Consulting
�0?<�=@IJK�JK<G�@J�KF�<EK<I�K?<�E8D<�F=�K?<

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

�C@:B�FE�K?<Settings K89�8E;<EK<I�9LJ@E<JJ�;<K8@CJ
�%=�PFL�?8M<�FE<�8;;�8�9LJ@E<JJ�CF>F
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�LJKFD@Q<�=LE:K@FE8C�K89J

*FN�<E89C<�8;;@K@FE8C�=LE:K@FE8C�K89J�PFL�N@CC�E<<;�=FI�PFLI�9LJ@E<JJ
��C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<�8E;<E89C<�K?<J<

8;;@K@FE8C�K89J�

U Bank and Cash Accounts

U Receipts

U Payments

U 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<<;�KF�KI8EJ=<I

DFE<P�9<KN<<E�K?<D�

U Expense Claims

U Customers

U Sales Quotes

U Sales Invoices

U Billable Time

U Billable Expenses

U Fixed Assets

%=�8CC�PFLI�NFIB�N@CC�:FD<�N@K?FLK�E<<;@E>�KF�>@M<�:LJKFD<IJ�HLFK<J��GIFGFJ8CJ��FI�9@;J��;F�EFK�<E89C<Sales Quotes 
�%=�PFL�N@CC��=FI�JFD<

I<8JFE��9<�9LP@E>�=IFD�JLGGC@<IJ�FE�:I<;@K��8;;Purchase Invoices KF�K?<�C@JK
�%=�PFL�8I<�EFK�JLI<��C<8M<�9FK?�K?FJ<�K89J�F==�K?<�C@JK
�0?<P

:8E�<8J@CP�9<�8;;<;�C8K<I
�(@B<N@J<��@=�PFL�8I<�EFK�JLI<�N?<K?<I�PFL�N@CC�FNE�;<GI<:@89C<�=@O<;�8JJ<KJ��;F�EFK�<E89C<�K?8K�K89�LEC<JJ�PFL�E<<;

@K�C8K<I


�;;�98EB�8E;�:8J?�8::FLEK�J�

!M<IP�9LJ@E<JJ�E<<;J�8K�C<8JK�FE<98EBFI :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
�0?<�@CCLJKI8K@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@CC�?8M<8�9LJ@E<JJ�:I<;@K�:8I;��J<K�@K�LG�EFN
��0?@J�<O8DGC<�;F<J�EFK�@E:CL;<�FE<
�

/<K�LG�PFLI�:?8IK�F=�8::FLEKJ

/<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�<EKI@<J�

U %E�K?<Customers K89�:I<8K<�8�:LJKFD<I:8CC<;Setup Customer
�(<8M<�8CC�=@<C;J�9C8EB�<O:<GKName


U %E�K?<Billable Time K89�:I<8K<�8�9@CC89C<�K@D<�<EKIP
��?FFJ< Setup Customer��9LK�C<8M<�8CC�FK?<I�=@<C;J�@E�K?<@I�;<=8LCK�JK8K<J


U %E�K?<Fixed Assets K89�:I<8K<�8�=@O<;�8JJ<K
�"@CC�@EItem name 8J Setup Fixed Asset
�(<8M<�8CC�FK?<I�=@<C;J�9C8EB


U 1E;<I Settings � Tax Codes � 8:K@M8K<�FI�:I<8K<�8�K8O�:F;<K?8K�N@CC�8GGCP�KF�PFLI�J<IM@:<J
�0?@J�N@CC�8CJF�I<HL@I<�PFL�KF

:I<8K<�8�K8O�C@89@C@KP�8::FLEK
�3<�N@CC�E8D<�FLIJTax payable


�� Note

%=�PFLI�9LJ@E<JJ�N@CC�FNE�EF�GIFG<IKP�HL8C@=P@E>�8J�=@O<;�8JJ<KJ�FI�PFLI�J<IM@:<J�8I<�EFK�K8O89C<�@E�PFLI�ALI@J;@:K@FE��FD@K�FE<

FI�9FK?�F=�K?<�C8JK�KNF�J<KLG�<EKI@<J�89FM<


*FN�:C@:B�FE Settings ��K?<E Chart of Accounts ��N?<I<�8CC�8:K@M<�8::FLEKJ�N@CC�9<�C@JK<;�
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�C@:BEdit E<OK�KFRetained earnings
��?8E><�K?<�E8D<�F=�K?@J�8::FLEK�KFOwnerÕs equity
 0?@J�9L@CK�@E�8::FLEK�N@CC�=LE:K@FE�@E�K?<�J8D<

N8P��9LK�K?<�;<=8LCK�K@KC<�N8J�DFI<�8GGIFGI@8K<�KF�:FIGFI8K<�FNE<IJ?@G�JKIL:KLI<J


�C@:BEdit 9LKKFEJ�E<OK�KF�@E:FD<�8::FLEKJ�KF�I<E8D<�FI;<C<K<�K?<D
��LKFD8K@:8CCP�:I<8K<;�8::FLEKJ�:8EEFK�9<�;<C<K<;�N?@C<�K?<@I�K89J

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?<E�<;@K@E>
�;;�8EP�8;;@K@FE8C�@E:FD<

8::FLEKJPFL�K?@EB�PFL�N@CC�E<<;


�� Example

�<:8LJ<�/8DGC<��FEJLCK@E>�<OG<:KJ�KF�G<I=FID�JFD<�NFIB�FE�8E�?FLICP�98J@J�8E;�JFD<�FE�8�=@O<;�GI@:<�98J@J��N<�N@CC

I<E8D< SalesKFFixed rate sales
�/@E:<�EF�@EK<I<JK�9<8I@E>�8::FLEKJ�FI�@EM<JKD<EKJ�8I<�8EK@:@G8K<;��N<�N@CC�:?8E><�K?<

Interest received8::FLEK�KFOther income��GIFM@;@E>�8�GC8:<�KF�GFJK�D@J:<CC8E<FLJ�@E:FD<�@K<DJ


(8JKCP�Edit <OG<EJ<�8::FLEKJ�KF�I<E8D<�FI;<C<K<�K?<D
�#FF;�GI8:K@:<�@J�KF�D8K:?�I<HL@I<;�<OG<EJ<�I<GFIK@E>�:8K<>FI@<J�=FI�K8O�=@C@E>�@E

PFLI�ALI@J;@:K@FE
�;;�8::FLEKJ @=�E<:<JJ8IP
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�� Note

 <=8LCK�<OG<EJ<�8::FLEKJ�8I<�FECP�GC8:<?FC;<IJ
�3?<E�K?<@I�E8D<J�8I<�<;@K<;��FI@>@E8C�E8D<J�8I<�EF�CFE><I�M@J@9C<�@E�K?<

Settings K89
�0?@J�9<?8M@FI�@J�;@==<I<EK�=IFD�FK?<I�8::FLEK�:8K<>FI@<J


�� Example

 FE8K@FEJ�8I<�EFK�8CCFN89C<�9LJ@E<JJ�<OG<EJ<J�@E�/8DGC<��FEJLCK@E>[J�ALI@J;@:K@FE��JF�N<�N@CC�;<C<K<�K?<Donations 8::FLEK


�FDGLK<I�<HL@GD<EK�@J�EFK�KI<8K<;�;@==<I<EKCP�=IFD�FK?<I�KFFCJ�8E;�<HL@GD<EK��JF�N<�N@CC�I<E8D<Computer equipment8J

Equipment
�0?<�FNE<I�F=�/8DGC<��FEJLCK@E>�GC8EJ�KF�NFIB�=IFD�?FD<��JF�N<�N@CC�:?8E><RentKFOther expenses


3@K?�8CC�:?8E><J�D<EK@FE<;��/8DGC<��FEJLCK@E>[J�:?8IK�F=�8::FLEKJ�@J�:FDGC<K<
�%K[JSummary G8><�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<8I�K?<�J<KLG�<EKI@<J
��0?<J<�N<I<�FECP�D8;<�JF�PFL�:FLC;�J<<�8E;

<;@K�8CC�8::FLEKJ
�

U  <C<K<�K?<�9@CC89C<�K@D<�<EKIP�9P�:C@:B@E>Edit @E�K?<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<�<EKIP�89FM<
�

U  <C<K<Setup Fixed Asset9P�:C@:B@E>Edit @E�K?<Fixed Assets K89


/FD<�8::FLEKJ�N@CC�K<DGFI8I@CP�;@J8GG<8I�=IFD�PFLISummary 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�K8O�:F;<�N8J�FE<�PFL�N@CC�8:KL8CCP�LJ<��C<8M<�@K�@E�GC8:<


�<>@E�FG<I8K@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�

U /<E; J8C<J�HLFK<J

U ,LI:?8J<�FI�I<:FI; =@O<;�8JJ<KJ

U .<:FI;�8E;�@EMF@:<9@CC89C<�K@D<8E; <OG<EJ<J

U /<E; J8C<J�@EMF@:<J

U %JJL<:LJKFD<I�JK8K<D<EKJ

U )8B<�G8PD<EKJ8E; I<:<@M<�DFE<P

U #<E<I8K<8::FLEK@E>�I<GFIKJ

0?<�E<OK�JK<G�@J�KF<EK<I�8EP�<OG<:K<;�:LJKFD<IJ
�+K?<IJ�N@CC�?FG<=LCCP�=FCCFN
�!EK<I�FK?<I�KI8EJ8:K@FEJ�8J�K?<P�F::LI


�
� /K8IK@E>��8C8E:<J

�
�
� !EK<I�JK8IK@E>�98C8E:<J

Starting balances 8I<�LJ<; only N?<E�D@>I8K@E>�8::FLEK@E>�=FI�8E�<EK@KP�KF�)8E8><I�=IFD�8�GI@FI�8::FLEK@E>�JPJK<D
�0?<P�:8E�9<�J<K�FECP

=FI�98C8E:<�J?<<K�8::FLEKJ�FI��N?<E�8GGIFGI@8K<��=FI�K?<@I�JL9J@;@8IP�C<;><IJ
��/<<�@E=FID8K@FE�9<CFN
��0?<P�8I<�EFK�LJ<;�=FI�E<N�9LJ@E<JJ<J

ALJK�9<>@EE@E>�FG<I8K@FE
�/K8IK@E>�98C8E:<J�FE�K?<�;8K<�PFL�9<>@E�LJ@E>�)8E8><I�J?FLC;�<HL8C�<E;@E>�98C8E:<J�=FI�<HL@M8C<EK�8::FLEKJ�@E

K?<�FC;�8::FLEK@E>�JPJK<D
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�� Notes

2<IJ@FEJ�F=�)8E8><I�GI@FI�KF���
�
���@E:CL;<;�M8I@FLJ�J:?<D<J�=FI�<EK<I@E>�JK8IK@E>�98C8E:<J�K?8K�I<HL@I<;�<JK89C@J?@E>�8

;<=@E<;�JK8IK�;8K<�@E�K?<Settings K89
�0?<�I<HL@I<D<EK�=FI�8�;<=@E<;�JK8IK�;8K<�EF�CFE><I�<O@JKJ
��J�LJ<;�@E�K?@J�#L@;<�

start date I<=<IJ�KF�K?<�;8K<�PFL�9<>@E�I<:FI;@E>�PFLI�;8P�KF�;8P�KI8EJ8:K@FEJ�@E�)8E8><I
��J�;<J:I@9<;�9<CFN��:<IK8@E

KI8EJ8: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�<EK<I<;�@E

PFLI�GI@FI�8::FLEK@E>�JPJK<D


/K8IK@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:<J�F=

8::FLEKJ�FE�K?<�GIF=@K�8E;�CFJJ�JK8K<D<EK�;<G<E;�FECP�FE�KI8EJ8:K@FEJ�;LI@E>�K?<�:LII<EK�=@E8E:@8C�G<I@F;


0?<�JK8IK@E>�98C8E:<�F=�K?<Retained earnings8::FLEK�@J�;<K<ID@E<;�8LKFD8K@:8CCP�9P�K?<�GIF>I8D�8J�FK?<I�JK8IK@E>

98C8E:<J�8I<�<EK<I<;
�0?@J�<EJLI<J�K?<�8::FLEK@E>�<HL8K@FE��Assets = Liabilities + Equity��@J�8CN8PJ�@E�98C8E:<
�%=�K?<�JK8IK@E>

98C8E:<�F=Retained earnings@E�)8E8><I�;F<J�EFK�D8K:?�K?<�:CFJ@E>�98C8E:<�F=�PFLI�GI@FI�8::FLEK@E>�JPJK<D�8=K<I�8CC�FK?<I

JK8IK@E>�98C8E:<J�8I<�<EK<I<;��PFL�?8M<�FE<�FI�9FK?�F=�KNF�GIF9C<DJ
�!@K?<I�����PFL�?8M<�<EK<I<;�8EFK?<I�JK8IK@E>�98C8E:<

@E:FII<:KCP�@E�)8E8><I�FI�����PFLI�GI@FI�8::FLEK@E>�JPJK<D�98C8E:<�J?<<K�N8J�FLK�F=�98C8E:<
�%;<EK@=P�8E;�:FII<:K�K?<�JFLI:<

GIF9C<D
� F�EFK�8KK<DGK�8EP�8;ALJKD<EK�KF�K?<Retained earnings8::FLEK��8J�K?8K�@J�EFK�GFJJ@9C<


/K8IK@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;@E8IP�8::FLEKJ

U /L9J@;@8IP�C<;><IJ�F=�:FEKIFC�8::FLEKJ

U ,<E;@E>�@EMF@:<J�8E;�98EB�KI8EJ8:K@FEJ

)8E8><I�8CCFNJ�FECP�FE<�D<K?F;�=FI�8EP�8::FLEK��JL9J@;@8IP�C<;><I��FI�KI8EJ8:K@FE��JF�PFL�:8EEFK�:?FFJ<�@E:FII<:KCP


/K8IK@E>�98C8E:<J�=FI�FI;@E8IP�8::FLEKJ

�E�FI;@E8IP�8::FLEK�@J�FE<�PFL8;;�PFLIJ<C=@E�K?<Settings K89��=IFD�K?< Chart of Accounts G8><�

�

+I;@E8IP�8::FLEKJ�;F�EFK�@E:CL;<�K?FJ<�8;;<;�8LKFD8K@:8CCP�9P�)8E8><I�N?<E�:<IK8@E�=LE:K@FE8C�K89J�8I<�:I<8K<;
�*FI�;F�K?<P�@E:CL;<

:FEKIFC�8::FLEKJ�:I<8K<;�=IFD�K?<Control Accounts G8><�@ESettings 
�"FI�8::FLEKJ�N@K?�8EEdit 9LKKFE�E<OK�KF�K?<@I�E8D<J�@E

K?<�:?8IK�F=�8::FLEKJ��:C@:B�K?<�9LKKFE
�%=�K?<P�8I<�FI;@E8IP�8::FLEKJ��8Starting balanceStarting balance =@<C;�N@CC�9<�8M8@C89C<�

/<C<:K�N?<K?<I�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<�ELD9<I���8E;�:C@:B

Update 


�� Note

/K8IK@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�LJL8CCP�E<>8K@M<�
�/K8IK@E>�98C8E:<J�=FI�C@89@C@KP�8::FLEKJ�8I<�LJL8CCP�:I<;@KJ��LEC<JJ�K?<�8::FLEK�@J�8�:FEKI8�C@89@C@KP

8::FLEK
�/K8IK@E>�98C8E:<J�=FI�<HL@KP�8::FLEKJ�8I<�:I<;@KJ�N?<E�K?<�9LJ@E<JJ�FN<J�DFE<P�8E;�;<9@KJ�N?<E�K?<�9LJ@E<JJ�@J

FN<;�DFE<P
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�� Example

/8DGC<��FEJLCK@E>��8�JFC<�KI8;<I��JN@K:?<J�@KJ�8::FLEK@E>�KF�)8E8><I�8K�K?<�9<>@EE@E>�F=�K?<�:8C<E;8I�P<8I
�+E�K?<�;8P�@K

9<>@EJ�LJ@E>�)8E8><I��/8DGC<��FEJLCK@E>�?8J�8�C@89@C@KP�@E�@KJTax payable8::FLEK�=FI�2�0�:FCC<:K<;�=IFD�:LJKFD<IJ�9LK

EFK�P<K�G8@;�KF�K?<�K8O�8LK?FI@KP
�/F�@K�<EK<IJ�8�JK8IK@E>�98C8E:<�:I<;@K�9P�<;@K@E>�K?<Tax payable8::FLEK�@E

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

/K8IK@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�:<IK8@E

=LE:K@FE8C�K89J�8I<�<E89C<;
�0?<P�D8P�8CJF�9<:LJKFD�:FEKIFC�8::FLEKJPFL�;<=@E<�FE�K?<Control Accounts G8><�@E�K?<Settings

K89
�0?<P�@E:CL;<�

U Accounts receivable8E; Accounts payable

U Cash at bank8E; Cash on hand

U Fixed assets, at cost8E; Intangible assets, at cost

U Inventory on hand

U Employee clearing account

U Capital accounts

U �LJKFD�:FEKIFC�8::FLEKJ

/K8IK@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�@E;@M@;L8C�JL9J@;@8IP�C<;><IJ

�JL98::FLEKJ�
�0F�J<K�8�JK8IK@E>�98C8E:<�=FI�8�JL9J@;@8IP�C<;><I��>F�KF�K?<�K89�LJ<;�=FI�;<=@E@E>�K?8K�KPG<�F=�JL98::FLEK
� <=8LCK�I<C8K@FEJ?@GJ

8I<�

U Bank and Cash Accounts =FICash at bank8E; Cash on hand

U Customers =FIAccounts receivable�EFK�@E:CL;@E>�G<E;@E>�@EMF@:<J�

U Suppliers =FIAccounts payable�EFK�@E:CL;@E>�G<E;@E>�@EMF@:<J�

U Inventory Items =FIInventory on hand

U Employees =FIEmployee clearing account

U Fixed Assets =FIFixed assets, at cost8E; Fixed assets, accumulated depreciation

U Intangible Assets =FIIntangible assets, at cost8E; Intangible assets, accumulated amortization

U Capital Accounts =FICapital accounts

U 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�8I<�JK@CC

J<K�@E�K?<�;<=8LCK�K89J�C@JK<;


+E:<�PFL�8I<�@E�K?<�K89�N?<I<�K?<�JL9J@;@8IP�C<;><I�FI�JL98::FLEK�@J�;<=@E<;��:C@:BEdit =FI�K?8K�C<;><I�8E;�<EK<I�K?<�JK8IK@E>�98C8E:<
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�� Example

/8DGC<��FEJLCK@E>�?8J�FE<�=@O<;�8JJ<K��@KJ�F==@:<�:FDGLK<I
�/F�KNF�:FDG8E@FE�8::FLEKJ�8I<�@E:CL;<;�FE�@KJ�98C8E:<�J?<<K�

Fixed assets, at cost8E; Fixed assets, accumulated depreciation
�+E�K?<�JK8IK�;8K<��K?<�=@O<;�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�=@O<;�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�!O8DGC<J�J?FN�K?<@I�:FII<:K�JK8IK@E>�98C8E:<J�FE�K?<

Summary G8><�
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/K8IK@E>�98C8E:<J�=FI�G<E;@E>�@EMF@:<J�8E;�98EB�KI8EJ8:K@FEJ

0?<�=@E8C�:8K<>FIP�F=�JK8IK@E>�98C8E:<J�I<HL@I<J�8;;@K@FE8C�JK<GJ
���J@DGC<��JLDD8IP�98C8E:<�8K�K?<�JL9J@;@8IP�C<;><I�C<M<C�NFLC;�EFK�9<

JL==@:@<EK��9<:8LJ<�=LKLI<�KI8EJ8:K@FEJ�FI�<M<EKJ�D8P�9<�C@EB<;�KF�FE<J�=IFD�9<=FI<�PFL�9<>8E�LJ@E>�)8E8><I
�0?<I<=FI<��K?<�GI@FI

KI8EJ8:K@FEJ�K?<DJ<CM<J�DLJK�9<�<EK<I<;��N@K?�KI8EJ8:K@FE�;8K<J�9<=FI<�PFLI�)8E8><I�JK8IK�;8K<
�/L:?�KI8EJ8:K@FEJ�@E:CL;<�

U 1EG8@;�J8C<J�8E;�GLI:?8J<�@EMF@:<J

U ,<E;@E>�98EB�KI8EJ8: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<=FI<�PFLI�JK8IK�;8K<


%=�8E�@EMF@:<�?8J�9<<E�G8IK@8CCP�G8@;��FECP�@KJ�I<D8@E@E>�98C8E:<�;L<�@J�<EK<I<;
�)8E8><I�LJ<J�K?<J<�GI<�JK8IK�@EMF@:<J�KF�<JK89C@J?�JK8IK@E>

98C8E:<J�=FIAccounts receivable8E; Accounts payalbe


�<:8LJ<�PFL�N@CC�@E@K@8CCP�J<K�PFLII<GFIK@E>�G<I@F;KF�9<>@E�FE�PFLI�JK8IK�;8K<��GI<�JK8IK�@EMF@:<J�N@CC�EFK�8==<:K�PFLI�@E:FD<�FI�<OG<EJ<

8::FLEKJ
� LI@E>�C8K<I�I<GFIK@E>�G<I@F;J��K?<P�N@CC�8CJF�9<�J@D@C8ICP�@>EFI<;


�8I<=LCCP�:FEJ@;<I�@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?<�GI@FI�8::FLEK@E>�JPJK<D�

8;;�K?<�HL8EK@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�)8E8><I�K?<P�8I<�9<@E>

;<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��JL9KI8:K�K?<D�=IFD

JK8IK@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<:<@M<;�8>8@E
�%=�PFL�N@CC�9<

LJ@E>�;<C@M<IP�EFK<J�FI�>FF;J�I<:<@GKJ�KF�KI8:B�HL8EK@K@<J�F=�K?<�@K<DJ�@EMFCM<;��9<�JLI<�KF�8CJF�<EK<I�K?FJ<�KI8EJ8:K@FEJ
�� 8K<J�:8E�D8K:?

8:KL8C�;<C@M<IP�FI�I<:<@GK�;8K<J��<M<E�@=�K?<P�8I<�GI<�JK8IK
��5FLI�>F8C�@E�8;ALJK@E>�JK8IK@E>�98C8E:<J�=FI�@EM<EKFIP�@K<DJ�@J�KF�C<8M<�FECP�K?<

I<:<@M89C<�FI�G8P89C<�8JG<:K�F=�8E�@EMF@:<�FLKJK8E;@E>


�� Example

+E�@KJ�JK8IK�;8K<��/8DGC<��FEJLCK@E>�?8J�8E�FM<I;L<�J8C<J�@EMF@:<�@JJL<;�KF��I@CC@8EK�%E;LJKI@<J�C8JK�P<8I
�%K�<EK<IJ�K?<�@EMF@:<

LJ@E>�K?<�GIF:<JJ�;<J:I@9<;


0?< Accounts receivable:FEKIFC�8::FLEK�I<=C<:KJ�K?<�:?8E><�KF�K?<�JK8IK@E>�98C8E:<
��LK�K?<Sales@E:FD<�8::FLEK�KF�N?@:?

K?<�@EMF@:<�N8J�GFJK<;�J?FNJ�EFK?@E>�=FI�K?<�:LII<EK�G<I@F;�

�� Note

)FI<�@E=FID8K@FE�89FLK�JK8IK@E>�98C8E:<J�=FI�:LJKFD<IJ�@J?<I<
�)FI<�@E=FID8K@FE�FE�JLGGC@<IJ�@J?<I<
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Pending bank transactions

,<E;@E>�98EB�KI8EJ8:K@FEJ�8I<�<EK<I<;�@E�K?<Receipts 8E; Payments K89J��LJ@E>�;8K<J�9<=FI<�PFLI�JK8IK�;8K<
�0?<StatusStatus =@<C;must

9<�J<K�KFPending
��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::FLEKJ��9<:8LJ<�K?<

KI8EJ8:K@FEJ�N@CC�9<�;8K<;�9<=FI<�K?<�9<>@EE@E>�F=�PFLI�I<GFIK@E>�G<I@F;


$FN<M<I��JK8IK@E>�98C8E:<J�=FI�98EB�8::FLEKJ�DLJK�9<�8;ALJK<;�LGN8I;J�FI�;FNEN8I;J�KF�:FDG<EJ8K<�=FI�K?<�GI<�JK8IK�I<:<@GKJ�8E;

G8PD<EKJ�PFL�<EK<I
��FE=@ID8K@FE�K?8K�PFLI�JK8IK@E>�98C8E:<J�=FI�98EB�8::FLEKJ�8I<�:FII<:K�F::LIJ�N?<ECleared balance � 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

&LJK�9<=FI<�@K�JK8IK<;�LJ@E>�)8E8><I��/8DGC<��FEJLCK@E>�I<:<@M<;�8E;�;<GFJ@K<;�@EKF�@KJ�98EB�DFE<P�=FI�8�J8C<J�@EMF@:<
�0?<

J8C<J�@EMF@:<�N8J�:FEJ@;<I<;�G8@;�@E�=LCC�@E�K?<�FC;�8::FLEK@E>�JPJK<D��JF�@K�N8J�EFK�<EK<I<;�8J�8�JK8IK@E>�98C8E:<�@E�K?<

:LJKFD<I[J�JL9J@;@8IP�C<;><I�LE;<IAccounts 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@>@E8C�;<GFJ@K�;8K<
Status N8J�J<K�KFPending
�0?<

Bank Accounts K89�8::LI8K<CP�I<=C<:KJ�K?<�:FDGC<K<�JK8KLJ�F=�K?<�98EB�8::FLEK�

�
�
� "@O�JK8IK@E>�98C8E:<J

!8ICP�M<IJ@FEJ�F=�)8E8><I�;@;�EFK�GIFG<ICP�8::FLEK�=FI�JK8IK@E>�98C8E:<J�@E�8CC�:8J<J�LE;<I�:8J?�98J@J�8::FLEK@E>
�0?@J�J?FIK:FD@E>�N8J

=@O<;�@E��L>LJK�������I<HL@I@E>�8CC�JK8IK@E>�98C8E:<J�KF�9<�<EK<I<;�FE�8�:8J?�98J@J��I<>8I;C<JJ�F=�K?<�KPG<�F=�8::FLEK@E>�LJ<;
�(8K<I�M<IJ@FEJ

F=�K?<�GIF>I8D�@E:CL;<�K?<�89@C@KP�KF�8LKFD8K@:8CCP�;<K<:K�JL:?�:8J<J�8E;fix starting balances 
�$FN<M<I��KF�GI<M<EK�LE<OG<:K<;

DF;@=@:8K@FE�F=�=@E8E:@8C�JK8K<D<EKJ��K?<�GIF:<JJ�I<HL@I<J�;@I<:K�@EMFCM<D<EK�F=�K?<�LJ<I
�0?@J�DLJK�FECP�9<�;FE<�FE:<


0F�:?<:B�N?<K?<I�:FII<:K@FEJ�8I<�I<HL@I<;�=FI�PFLI�9LJ@E<JJ��;I@CC�;FNE�=IFD�K?<Summary G8><�FE�K?<Retained earnings8::FLEK�98C8E:<�

�K�K?<�9FKKFD�F=�K?<�G8><��:C@:B�K?<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<�:FII<:K
�%=�EFK�

D8B<�D8EL8C�<;@KJ
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�?8GK<I��� �LJKFD@Q@E>�8��LJ@E<JJ

)8E8><I�@E:CL;<J�D8EP�=<8KLI<J�=FI�:LJKFD@Q@E>�PFLI�9LJ@E<JJ[�CFFB�KF�K?<�FLKJ@;<�NFIC;
�%K�8CJF�8CCFNJ�:LJKFD@Q8K@FE�F=�@EGLKJ�8E;�;@JGC8PJ

KF�JKI<8DC@E<�PFLI�@EK<IE8C�NFIBCF8;


�
� �LJ@E<JJ�(F>F

�
�
� �;;�FI�:?8E><�8�9LJ@E<JJ�CF>F

�;;�8�CF>F

0F add a logo KF�KI8EJ8:K@FE�=FIDJ��>F�KF�K?<Settings K89�8E;�:C@:BBusiness Logo �

�

�IFNJ<�KF�K?<�>I8G?@:�=@C<�:FEK8@E@E>�PFLI�CF>F�8E;�J<C<:K�@K
�)8E8><I�N@CC�8::<GK�DFJK�JK8E;8I;�>I8G?@:�=@C<�=FID8KJ�

�� Note

.<>8I;C<JJ�F=�PFLI�CF>F[J�=@C<�J@Q<��@K�J?FLC;�EFK�9<�C8I><I�@E�8EP�;@D<EJ@FE�K?8E�������G@O<CJ


�C@:BUpdate N?<E�PFLI�=@C<�?8J�9<<E�J<C<:K<;
�0?<�CF>F�@E�LJ<�N@CC�9<�;@JGC8P<;�FE�K?<Business Logo J:I<<E�

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

0F change a logo ��>F�KF�K?< Settings K89�8E;�:C@:BBusiness Logo 
��C@:BDelete 


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


�
� �LJKFD�"@<C;J

�
�
� 1J<�:LJKFD�=@<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�9<�8;;<;

KF�=FIDJ��8::FLEKJ��;<=@E@K@FEJ��8E;�;@JGC8PJ�KF�I<:FI;�8E;�GI<J<EK�@E=FID8K@FE�EFK�<JJ<EK@8C�KF�FG<I8K@FE�F=�K?<�GIF>I8D


�LJKFD�=@<C;J�:8E�9<�8;;<;�=FI�DFJK�=LE:K@FE8C�K89J�<E89C<;�@E�K?<�C<=K�E8M@>8K@FE�G8E<�

U �8EB�8E;�:8J?�8::FLEKJ

U .<:<@GKJ�8E;�G8PD<EKJ

U %EK<I�8::FLEK�KI8EJ=<IJ

U !OG<EJ<�:C8@DJ

U �LJKFD<IJ�8E;�JLGGC@<IJ

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  <C@M<IP�EFK<J�8E;�>FF;J�I<:<@GKJ

U �I<;@K�8E;�;<9@K�EFK<J

U %EM<EKFIP�@K<DJ

U %EM<EKFIP�KI8EJ=<IJ

U %EM<EKFIP�NI@K<�F==J

U ,IF;L:K@FE�FI;<IJ

U !DGCFP<<J

U ,8PJC@GJ

U �@CC89C<�K@D<�<EKI@<J

U "@O<;�8E;�@EK8E>@9C<�8JJ<KJ

U �8G@K8C�8::FLEKJ

U &FLIE8C�<EKI@<J

U "FC;<IJ

0?<P�:8E�8CJF�9<�8;;<;�=FI�J<M<I8C�:8K<>FI@<J�@E�K?<Settings K89�

U �LJ@E<JJ�;<K8@CJ
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U %EM<EKFIP�B@KJ

U *FE�@EM<EKFIP�@K<DJ

U ,8PJC@G�<8IE@E>J��;<;L:K@FE��8E;�:FEKI@9LK@FE�@K<DJ

U 08O�:F;<J

U 3@K??FC;@E>�K8O<J��=FI�K8O�N@K??<C;�8K�JFLI:<�not G8PIFCC�N@K??FC;@E>��N?@:?�@J�J<K�LG�8J�8�G8PJC@G�;<;L:K@FE�@K<D�

�� Notes

�LJKFD�=@<C;J�=FI�@E;@M@;L8C�C@E<�@K<DJ�:8E�8CJF�9<�:I<8K<;�=FI�JFD<�KI8EJ8:K@FE�=FIDJ
�0?FJ<�8I<�<OGC8@E<;�@E8EFK?<I

#L@;<


!8ICP�M<IJ@FEJ�F=�)8E8><I�@E:CL;<;�D8EP�EFE�<JJ<EK@8C�=@<C;J�FE�KI8EJ8:K@FE�<EKIP�=FIDJ
�0?@J�GI8:K@:<�KFFB�LG�LEE<:<JJ8IP�J:I<<E�JG8:<

8E;�8;;<;�E<<;C<JJ�:FDGC<O@KP�KF�K?<�GIF>I8D
�1GFE�LG;8K<�KF�C8K<I�M<IJ@FEJ��8EP�EFE�<JJ<EK@8C�=@<C;J�N@K?�:FEK<EK�8I<�:FEM<IK<;

8LKFD8K@:8CCP�KF�:LJKFD�=@<C;J�N@K?�K?<�J8D<�C89<CJ
�/F�EF�;8K8�@J�CFJK
�*FN��<EKIP�J:I<<EJ�:8E�:FEK8@E�FECP�@E=FID8K@FE�PFL�;<J@I<�FI�K?<

GIF>I8D�I<HL@I<J
��E;�PFL�?8M<�K?<�FGK@FE�KF�GLI><�LEE<:<JJ8IP�;8K8�=IFD�FC;�I<:FI;J


�LJKFD�=@<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@:8CCP

8M8@C89C<�FE�FK?<I�=FIDJ
�0?@J�J<G8I8K@FE�?<CGJ�PFL�:LJKFD@Q<�=FIDJ�N@K?FLK�LEE<:<JJ8I@CP�:CLKK<I@E>�FK?<IJ
�+E�K?<�FK?<I�?8E;��=@<C;J

:I<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<;
�.<>8I;C<JJ�F=�N?<I<

K?<P�8I<�:I<8K<;��K?FL>?��:LJKFD�=@<C;J�8I<�EFK�8M8@C89C<�@E�J@KL8K@FEJ�N?<I<�K?<P�NFLC;�9<�GF@EKC<JJ


&LJK�8J�:LJKFD�=@<C;J�;F�EFK�8LKFD8K@:8CCP�8GG<8I�FE�FK?<I�=FIDJ��:FEK<EKJ�<EK<I<;�@E�8�=@<C;�=FI�FE<�KI8EJ8:K@FE�;F�EFK�8LKFD8K@:8CCP�8GG<8I

@E�8�=@<C;�=FI�8�I<C8K<;�KI8EJ8:K@FE��<M<E�@=�K?<�=@<C;J�?8M<�K?<�J8D<�C89<C
�$FN<M<I��@=�8�KI8EJ8:K@FE�:FEK8@E@E>�:LJKFD�=@<C;J�@J:FG@<;�KF

8EFK?<I�KPG<�KI8EJ8:K@FE�=FI�N?@:?�:LJKFD�=@<C;J�N@K?�@;<EK@:8C�C89<CJ�?8M<�9<<E�:I<8K<;��:FEK<EKJ�F=�K?<�:LJKFD�=@<C;J�N@CC�9<�KI8EJ=<II<;


�� Note

%=�;<=8LCK�:FEK<EK�=FI�K?<�;<JK@E8K@FE�=FID�?8J�9<<E�J<K�LE;<IForm Defaults @E�K?<Settings K89��:FEK<EK�=IFD�K?<

JFLI:<�=FID�N@CC�FM<II@;<�;<=8LCK�:FEK<EK


�� Example 1

5FL�:I<8K<�8�:LJKFD�=@<C;�Delivery route ��=FI�J8C<J�@EMF@:<J�KF�?<CG�GC8E�;8@CP�;<C@M<IP�J:?<;LC<J
�5FL�8CJF�:I<8K<�8

:LJKFD�=@<C;�C89<CC<;Delivery route =FI�;<C@M<IP�EFK<J


5FL�E<OK�:I<8K<�8�J8C<J�@EMF@:<�8E;�<EK<IRoute#1 @EKF�K?<�:LJKFD�=@<C;
�0?<�:FEK<EK�F=�K?@J�=@<C;�N@CC�EFK�:8IIP�=FIN8I;�KF�8

;<C@M<IP�EFK<�:I<8K<;�@E�K?<�FI;@E8IP�N8P�@E�K?<Delivery Notes K89
��LK�@=�PFL�LJ<�K?<Copy to 9LKKFE�KF�:I<8K<�8

;<C@M<IP�EFK<�=IFD�K?<�J8C<J�@EMF@:<�Route#1 N@CC�KI8EJ=<I


Example 2

5FL�8;;�8�:LJKFD�=@<C;�Point of contact ��=FI�PFLI�:LJKFD<IJ��8E;�J<K�@K�KF�J?FN�FE�GI@EK<;�;F:LD<EKJ
�0?@J�=@<C;�N@CC�9<

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�EFK<J��<K:


0?<�=@<C;�@J�LE@HL<�KF�K?<�:LJKFD<I��EFK�8EP�J@E>C<�=FID
�*FK<��?FN<M<I��K?8K�9<:8LJ<�K?<�=@<C;�@J�EFK�8JJF:@8K<;�N@K?�8EP

=FID��@K�;F<J�EFK�8GG<8I�FE�K?<�@EGLK�J:I<<E�=FI�8�J8C<J�I<C8K<;�KI8EJ8:K@FE��FECP�FE�K?<�:FDGC<K<;�=FID�N?<E�@K�@J�M@<N<;


Example 3

5FL�;<=@E<�8�:LJKFD�=@<C;�=FI�@EM<EKFIP�@K<DJ�Country of origin 
�0?@J�=@<C;�:8E�8GG<8I�@E�K?<Inventory Items K89

C@JK@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<DJ�8I<�<EK<I<;�8J�C@E<

@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�@E=FID8K@FE�@E

K?<Description =@<C;�FI�8C@E<�@K<D�:LJKFD�=@<C;
�
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�I<8K@E>�:LJKFD�=@<C;J

0F�:I<8K<�8�:LJKFD�=@<C;��>F�KF�K?<Settings K89�8E;�:C@:BCustom Fields �

�

0?<�J:I<<E�N@CC�J?FN�8New Custom Field 9LKKFE�=FI�<8:?�=FID��8::FLEK��FI�@K<D�PFL�?8M<�<E89C<;


�C@:B�K?<�I<C<M8EKNew Custom Field 9LKKFE�8E;�:FDGC<K<�K?<�;<=@E@K@FE�

U NameName@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�;<J@>E8K<�K?<�=@<C;


/F�@K�J?FLC;�9<�JFD<K?@E>�PFL�8I<�N@CC@E>�=FI�:LJKFD<IJ�8E;�JLGGC@<IJ�KF�J<<


U PositionPosition :FEKIFCJ�K?<�FI;<I�@E�N?@:?�:LJKFD�=@<C;J�8GG<8I
�!EK<I�8�ELD9<I��@=�;<J@I<;
�+K?<IN@J<��:LJKFD�=@<C;J�N@CC�8GG<8I�@E

8CG?89<K@:8C�FI;<I


U TypeType C<KJ�PFL�:?FFJ<Single-line text� Paragraph text� Dropdown list� Image� Date��FI Number 8J�K?<�E8KLI<�F=�K?<�=@<C;
Dropdown list

@E�K?<TypeType =@<C;�9I@E>J�LG�8�E<N�=@<C;�Options for drop-down listOptions for drop-down list ��N?<I<�PFL�:8E�<EK<I�=@O<;�:?F@:<J�=FI�K?<�C@JK�
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U SizeSize 8CCFNJ�8�:?F@:<�F=Small� Medium FI Large=FI�<@K?<I�K<OK�KPG<
�5FLI�J<C<:K@FE�N@CC�8CK<I�K?<�J@Q<�F=�K?<�=@<C;�FE�K?<�<EKIP�J:I<<E

JF�PFL�BEFN�?FN�DL:?�K<OK�N@CC�=@K


U DescriptionDescription GIFM@;<J�8�GC8:<�KF�<OGC8@E�8�:LJKFD�=@<C;[J�GLIGFJ<�KF�LJ<IJ
�%E=FID8K@FE�<EK<I<;�?<I<�;F<J�EFK�8GG<8I�8EPN?<I<�FE

8�KI8EJ8:K@FE�=FID


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


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


U %=�K?<Show custom field on printed documents 9FO�@J�:?<:B<;��8EFK?<I�:?<:B9FO�8GG<8IJ�KF�@E;@:8K<�N?<K?<I�KFShow customShow custom

field at the top of printed documentsfield at the top of printed documents 
�%=�K?<�9FO�@J�EFK�:?<:B<;��:LJKFD�=@<C;J�8GG<8I�8K�K?<�9FKKFD


�C@:BCreate KF�J8M<�K?<�:LJKFD�=@<C;
�(8K<I��K?<�=@<C;�:8E�9<�<;@K<;
��<�JLI<�KF�:C@:BUpdate 8=K<I�<;@K@E>
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�� Example 4

.F><I��K?<�8::FLEK@E>�D8E8><I�8K�*FIK?N@E;�0I8;<IJ��N8EKJ�KF�:CFJ<CP�DFE@KFI�;<GI<:@8K@FE�8E;�;@JGFJ@K@FE�F=�=@O<;�8JJ<KJ

KF�9<�:<IK8@E�K?<�:FDG8EP�=FCCFNJ�GI<J:I@9<;�8::FLEK@E>�JK8E;8I;J
�$<�:I<8K<J�=FLI�:LJKFD�=@<C;J�=FI�K?<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��?<�J<<J�8�DFI<�:FDGC<K<�G@:KLI<�F=�K?<�:FDG8EP[J�=@O<;�8JJ<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
�0F�I<D@E;

?<IJ<C=�F=�;@J:FLEK�I8K<J�8E;�G8PD<EK�K<IDJ��8E;�KF�J@DGC@=P�D8IB<K@E>�:8DG8@>EJ��J?<�<JK89C@J?<J�8�:LJKFD�=@<C;�Customer

type ��@E�K?<Customers K89
�/?<�J<KJ�@K�KF�J?FN�8J�8�:FCLDE�

�<=FI<�D8@C@E>�8�E<N�9IF:?LI<�K8I><K@E>�I<J@;<EK@8C�:LJKFD<IJ��J?<�LJ<J�K?<Search =LE:K@FE�KF�=@CK<I�?<I�:LJKFD<I�C@JK�

Example 6

)F;0<B� <J@>E��JJF:@8K<J�N8EKJ�@KJ�:LJKFD<IJ�KF�BEFN�N?@:?�G8IKE<I�?8J�I<M@<N<;�8E;�8GGIFM<;�9@CC@E>J
�%K�:I<8K<J�8

Manager Guides

102



:LJKFD�=@<C;�=FI�K?<Sales Invoices K89��C89<CC@E>�@KApproved by 
�0?<�=@<C;�N@CC�J?FN�8K�K?<�9FKKFD�F=�K?<�J8C<J�@EMF@:<�

�� Notes

!EKIP�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�;@JGC8P�:FCLDEJ�FECP�N?<E�K?<P�:FEK8@E�8E�<EKIPand K?<�=@<C;�?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�:FEK8@E@E>�:LJKFD�=@<C;J�8I<�:FG@<;�KF

FK?<I�=FIDJ�N@K?�@;<EK@:8C�C89<CJ��K?<�KPG<�F=�=@<C;�;F<J�EFK�D8KK<I
�/F�=FI�<O8DGC<��8E�<EKIP�@E�8�J@E>C<�C@E<�K<OK�=@<C;�N@CC�9<

:FG@<;�KF�8�:LJKFD�=@<C;�F=�K?<�;IFG;FNE�C@JK�KPG<��I<>8I;C<JJ�F=�K?<�FGK@FEJ�EFID8CCP�8M8@C89C<�@E�K?<�;IFG;FNE�C@JK


(8JKCP��;<=8LCK�K<OK�K?8K�PFL�N8EK�KF�8GG<8I�@E�8�:LJKFD�=@<C;�FE�8CC�E<N�=FIDJ�J?FLC;�9<�<EK<I<;�LE;<I"FID� <=8LCKJ=FI

K?8K�KI8EJ8:K@FE�=FID


)8B@E>�:LJKFD�=@<C;J�@E8:K@M<

)8E8><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��:?<:B�K?<�9FO�KF�D8B<�@K

@E8:K@M<��K?<�9FO�;F<J�EFK�8GG<8I�N?<E�:LJKFD�=@<C;J�8I<�=@IJK�9<@E>�:I<8K<;��

%E8:K@M<�:LJKFD�=@<C;J�8GG<8I�@E�>I8P�8K�K?<�<E;�F=�C@JKJ
�0?<P�:8E�9<�I<8:K@M8K<;�9P�:C@:B@E>Edit 8E;�LE:?<:B@E>�K?<�9FO
��CN8PJ�:C@:B

Update 8=K<I�<;@K@E>
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�
�
� �;;�8E�@D8><�KF�8�:LJKFD�=@<C;

+E<�F=�K?<�=@<C;�KPG<J�8CCFN<;�=FI:LJKFD�=@<C;J@JImage 
��=K<I�K?<�=@<C;�@J�;<=@E<;�LE;<ISettings ��@D8><�:FEK<EK�:8E�9<�8;;<;�FE�K?<

I<C<M8EK�KI8EJ8:K@FE�=FID�FI�LE;<IForm Defaults =FI�K?<�=FID�=FI�N?@:?�PFL�?8M<�:I<8K<;�K?<�:LJKFD�=@<C;


.8K?<I�K?8E�@E:FIGFI8K<�K?<�@D8><�@KJ<C=�@EKF�)8E8><I[J�9LJ@E<JJ�;8K8�=@C<��K?<�@D8><�DLJK�9<�JKFI<;�8K�8�N<9�8::<JJ@9C<�CF:8K@FE
�$0)(

:F;<�@J�<EK<I<;�@EKF�K?<�:LJKFD�=@<C;�I<=<I<E:@E>�K?<�1.(�F=�K?<�JKFI<;�@D8><


�� Example

��:LJKFD�=@<C;�=FI�J8C<J�@EMF@:<J�@J�;<=@E<;��N@K?�8Label F=Photo.0?<�:LJKFD�=@<C;�@J�;<=@E<;�KF�J?FN�FE�GI@EK<;

;F:LD<EKJ
�+E�8�J8C<J�@EMF@:<��K?<�=FCCFN@E>�$0)(�:F;<�@J�@EJ<IK<;��I<=<I<E:@E>�8�G?FKF>I8G?�F=�8E�8GGC<�

0?<�I<JLCK@E>�J8C<J�@EMF@:<�J?FNJ�K?<�:LJKFD�=@<C;�N@K?�K?<�G?FKF>I8G?�

�� Notes

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


�LJKFD�=@<C;J�N@CC�8::<GK�8;;@K@FE8C�$0)(�JKPC<�8KKI@9LK<J


5FL�D8P�=@E;�K?8K�@D8><J�N@CC�EFK�;@JGC8P�FEJ:I<<E��9LK�8I<�I<GC8:<;�9P�8�JPD9FC�@E;@:8K@E>�@E89@C@KP�F=�K?<�JF=KN8I<�KF

;FNECF8;�K?<D�

0?@J�?8GG<EJ�N?<E�K?<�@D8><�?FJK�I<JKI@:KJ�89@C@KP�KF�?FKC@EB�@D8><J�KF�CF:8C�%,�8;;I<JJ127.0.0.1 
�%E�K?<J<�J@KL8K@FEJ��, "J

F=�8�KI8EJ8:K@FE�FI�<D8@CJ�J<EK�=IFD�K?<�GIF>I8D�><E<I8CCP�;@JGC8P�K?<�@D8><J�:FII<:KCP
��LK�K?<�FECP�I<C@89C<�JFCLK@FE�@J

LJ@E>�8�;@==<I<EK�?FJK�KF�JKFI<�@D8><J


�
�
� �;;�:LJKFD�=@<C;J�=FI�@E;@M@;L8C�C@E<�@K<DJ

5FL�:8E add custom fields for individual line items @E�8;;@K@FE�KF�K?FJ<:I<8K<;�=FI�M8I@FLJ�KI8EJ8:K@FE�=FIDJ
�0?@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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U /8C<J�8E;�GLI:?8J<�@EMF@:<J

U �I<;@K�8E;�;<9@K�EFK<J

U  <C@M<IP�EFK<J

U #FF;J�I<:<@GKJ

�� Caution

�CK?FL>?�C@E<�@K<D�:LJKFD�=@<C;J�8E;�K?<@I�:FEK<EKJ�8I<�I<GC@:8K<;�N?<E�8�KI8EJ8:K@FE�@J�:CFE<;��K?<Pdo not :8IIP�FM<I�KF

C@E<�@K<DJ�FE�FK?<I�=FIDJ��<M<E�N?<E�K?<Copy to =LE:K@FE�@J�LJ<;
�0?@J�@J�9<:8LJ<�KI8EJ=<II@E>�@E=FID8K@FE�@E�:LJKFD

=@<C;J�KF�;@==<I<EK�:@I:LDJK8E:<J�NFLC;�I8I<CP�9<�;<J@I89C<
�$FN<M<I��C@E<�@K<D�:LJKFD�=@<C;J�N@K?�@;<EK@:8C�E8D<J�:8E�9<

:I<8K<;�=FI�DFI<�K?8E�FE<�=FID��GIFM@;@E>�CF:8K@FEJ�=FI�D8EL8C�@E=FID8K@FE�KI8EJ=<I�N?<E�8GGIFGI@8K<


0F�:I<8K<�8�C@E<�@K<D�:LJKFD�=@<C;��>F�KF�K?<Settings K89��:C@:BCustom Fields ��K?<E�=@E;�K?<�C@JK�N@K?-Line 8GG<E;<;�KF�@KJ�E8D<�=FI

K?<�=FID�KF�N?@:?�PFL�8I<�8;;@E>�K?<�=@<C;
��C@:BNew Custom Field =FI�K?8K�C@JK�

� �

 <=@E<�K?<�:LJKFD�=@<C;�

U #@M<�K?<�:LJKFD�=@<C;�8NameName��N?@:?�N@CC�8GG<8I�8J�8�:FCLDE�?<8;@E>


U !EK<I�8E�FGK@FE8C��ELD<I@:8CPositionPosition 
��CC�:LJKFD�=@<C;J�8GG<8I�8=K<IDescription 8E;�9<=FI< Qty 


U /<C<:K�K?<TypeType 8E; SizeSize 


U Do not check K?<�9FO�KFShow custom field as a columnShow custom field as a column 
�%K�N@CC�?8M<�EF�<==<:K
��0?<�J8D<�<EKIP�=FID�@J�LJ<;�=FI�8CC�:LJKFD

=@<C;J��8E;�K?@J�=@<C;�@J�<==<:K@M<�FECP�=FI�KI8EJ8:K@FE�C<M<C�:LJKFD�=@<C;J
�

U 1EC<JJ�K?<�:LJKFD�=@<C;�@J�=FI�@EK<IE8C�GLIGFJ<J�FECP��:?<:B�K?<�9FO�KFShow custom field on printed documentsShow custom field on printed documents 


�C@:BCreate KF�J8M<�K?<�:LJKFD�=@<C;


�� Note

)LCK@GC<�C@E<J�F=�K<OK�:8E�9<�<EK<I<;�@E�C@E<�@K<D�:LJKFD�=@<C;J
�/@DGCP�?@K�K?<Return B<P�KF�8;;�8EFK?<I�C@E<
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�� Example

*FIK?N@E;�0I8;<IJ�J<CCJ�:8M@8I�8E;�E<<;J�KF�@E:CL;<�CFK�ELD9<IJ�FE�J8C<J�@EMF@:<J�=FI�N8II8EKP�GLIGFJ<J��9LK�;F<JE[K�N8EK

KF�@E:CL;<�K?<D�@E�;<J:I@GK@FEJ�F=�@EM<EKFIP�@K<DJ
�/F�*FIK?N@E;�:I<8K<J�8�C@E<�@K<D�:LJKFD�=@<C;�LE;<ICustom Fields 


*FIK?N@E;�E8D<J�K?@J�:LJKFD�=@<C;Lot # 8E;�:?<: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�:LJKFD�K?<D<J�
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�
�
� )FM<�8�:LJKFD�=@<C;�FE�KI8EJ8:K@FE�=FIDJ

�P�;<=8LCK�:LJKFD�=@<C;J8GG<8I�E<8I�K?<�9FKKFD�F=�:FDGC<K<;�KI8EJ8:K@FE�=FIDJ
�5FL�:8Emove a custom field JF�@K�8GG<8IJ�JFD<N?<I<

<CJ<�LJ@E>�8:LJKFD�K?<D<


�� Note

0?@J�#L@;<�8GGC@<J�KF�:LJKFD�=@<C;J�=FI�KI8EJ8:K@FE�=FIDJ
�%K�;F<J�EFK�:FM<IC@E<�@K<D�:LJKFD�=@<C;J��N?@:?�8GG<8I�FE

@E;@M@;L8C�C@E<J�F=�K?<�=FID�8E;�:8EEFK�9<�DFM<;�LJ@E>�K<:?E@HL<J�;<J:I@9<;�?<I<


�I<8K<�8�:LJKFD�=@<C;

"@IJK��:I<8K<�8�:LJKFD�=@<C;�=FI�K?<�;<J@I<;�=FID��=FCCFN@E>�@EJKIL:K@FEJ�@E8EFK?<I�#L@;<
�)8B<�JLI<�K?<�:LJKFD�=@<C;�@J�D8IB<;�KFShow on

printed documents 
�"FI�GLIGFJ<J�F=�@CCLJKI8K@FE��8�:LJKFD�=@<C;�C89<CC<;Some Custom Field N@CC�9<�LJ<;�9<CFN
�0?<�=@<C;�N@CC�J?FN�FE�K?<

I<C<M8EK�KI8EJ8:K@FE�<EKIP�J:I<<E��8E;�:FEK<EK�:8E�9<�<EK<I<;�9P�;<=8LCK�FI�D8EL8CCP�

�I<8K<�8�E<N�K?<D<

0?<E�>F�KF Themes LE;<I Settings 8E;�:I<8K<�8 E<N�:LJKFD�K?<D<
�5FL�:8E�:I<8K<�FE<�=IFD�J:I8K:?�8=K<I�:C@:B@E>�K?<New Theme

9LKKFE�FI View 8E�<O@JK@E>�K?<D<�8E;Copy to New Theme


(<K[J�8;8GK�K?<�9L@CK�@E��;<=8LCK�K?<D<�8E;�:8CC�FLI�E<N�K?<D<Plain (custom)
�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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0?<J<���C@E<J�8I<�I<JGFEJ@9C<�=FI�J?FN@E>�KI8EJ8:K@FE�;8K<J��I<=<I<E:<�ELD9<IJ��<K:
��8CC�F=�N?@:?�8I<�<C<D<EKJ�F=�8E�8II8P�E8D<;fields K?8K

@J�J<G8I8K<CP�;<=@E<;�=FI�<8:?�KI8EJ8:K@FE�KPG<
�%=�PFL�N8EK�KF�J?FN�:FEK<EK�F=�PFLI�:LJKFD�=@<C;�9<CFN�K?<J<�98J@:�=@<C;J��@EJ<IK�K?<�=FCCFN@E>

KNF�C@E<Jafter {% 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

3?<E�8;;@E>�C@E<J��JL9JK@KLK<�K?<�8:KL8C�C89<C�F=�PFLI�:LJKFD�=@<C;�=FISome Custom Field 


Create FI Update PFLI�:LJKFD�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�KI8EJ8:K@FE��PFLI�:LJKFD�=@<C;�N@CC�J?FN�9<CFN�K?<�98J@:�=@<C;J�@E�K?<�?<8;<I�

/LGGI<JJ�K?<�;LGC@:8K<�:LJKFD�=@<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�8K�K?<�9FKKFD�F=

K?<�=FID�N?<I<�:LJKFD�=@<C;J�EFID8CCP�8GG<8I
�0F�?@;<�K?<�J<:FE;�8GG<8I8E:<��>F�98:B�KF�<;@K�PFLI�:LJKFD�K?<D<�8E;�=@E;�K?<�=FCCFN@E>

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>

</td>

</tr>

{% endfor %}

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

/F�PFL�N@CC�?8M<�

{% for field in custom_fields %}

{% if field.label == 'Some Custom Field' %}{% 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>I8D�KF�9PG8JJ�PFLI�:LJKFD�=@<C;�N?<E�CFFG@E>�K?IFL>?�8E;�;@JGC8P@E>�8EP�FK?<IJ�PFL�D8P�?8M<�@E�K?<

custom_fields 8II8P


�� Note

3?<E�8;;@E>�K?<�C@E<��JL9JK@KLK<�K?<�8:KL8C�C89<C�F=�PFLI�:LJKFD�=@<C;�=FISome Custom Field 


�;;�:FE;@K@FE8C�CF>@:

%=�:LJKFD@Q8K@FE�@J�KF�9<�8GGC@<;�FECP�@E�:<IK8@E�J@KL8K@FEJ��PFL�E<<;�KF�8;;�:FE;@K@FE8C�CF>@:�KF�PFLI�K?<D<
�"FI�<O8DGC<��JLGGFJ<�PFL�?8M<

;<=@E<;�KNF�:LJKFD�=@<C;J��FE<�=FI�8Customer Reference ELD9<I�FE�J8C<J�@EMF@:<J��K?<�FK?<I�=FI�8Supplier Reference ELD9<I�FE

GLI:?8J<�@EMF@:<J
��LK�PFL�N8EK�KF�@EJ<IK�N?@:?<M<I�@J�8GGIFGI@8K<�=FI�8�KI8EJ8:K@FE�8K�?8E;�LJ@E>�K?<�J8D<�:LJKFD�K?<D<
�5FL�:8E�@EJ<IK

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"]

}}</div>

{% endif %}

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

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

}}</div>

{% endif %}

0?<�GIF>I8D�N@CC�K<JK�8CC�:LJKFD�=@<C;J�@E:FIGFI8K<;�@E�K?<�=FID�8J�@K�CFFGJ�K?IFL>?�K?<D�KF�J<<�@=�K?<P�8I<Customer Reference FI

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@CC�:FEK@EL<

N@K?FLK�8:K@FE


�
� "FFK<IJ

�
�
� �;;�JK8K@:�@E=FID8K@FE�KF�KI8EJ8:K@FE�=FIDJ�N@K?�=FFK<IJ

"FFK<IJ�8CCFN�PFL�KFadd static information to one or more transaction forms 
�"FFK<IJ�8I<�;@JK@E:KCP�;@==<I<EK�=IFD�:LJKFD�=@<C;J��9<:8LJ<

K?<P�8I<�@EK<E;<;�=FI�

U %E=FID8K@FE�K?8K�;F<J�EFK�LJL8CCP�:?8E><�=IFD�FE<�KI8EJ8:K@FE�KF�K?<�E<OK��JL:?�8J�JK8E;8I;�K<IDJ�8E;�:FE;@K@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<D<EKJ�89FLK

@E;LJKIP�:<IK@=@:8K@FEJ
��+E:<�8�=FFK<I�?8J�9<<E�:I<8K<;�=FI�FE<�KI8EJ8:K@FE�KPG<��@K�:8E�9<�:FG@<;�=FI�8EFK?<I�KPG<
�

0F�:I<8K<�8�=FFK<I��>F�KF�K?<Settings K89��K?<EFooters

�

��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<;�KI8EJ8:K@FE�KPG<J��PFL�:8E�:I<8K<�GI<�;<=@E<;�:FEK<EK�KF�8GG<E;�KF�KI8EJ8:K@FE�M@<N�J:I<<EJ��JL:?�8J�<DGKP�J@>E8KLI<�=@<C;J�

98EB�;<K8@CJ��K<IDJ�8E;�:FE;@K@FEJ��8E;�FK?<I�JK8K@:�:FEK<EK


�C@:B�FE�K?<�;<J@I<;�KI8EJ8:K@FE�KPG<��:C@:BNew Footer ��=@CC�FLK�K?<�;<K8@CJ��8E;�:C@:BCreate 


�� Example

0F�:I<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<IJ�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<�

�
� 0?<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><I
�0?<P�GIFM@;<�8�LE@=@<;�CFFB

=FI�

U ,8PD<EKJ��I<:<@GKJ��8E;�@EK<I�8::FLEK�KI8EJ=<IJ

U !OG<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  <9@K�8E;�:I<;@K�EFK<J

U  <C@M<IP�EFK<J�8E;�>FF;J�I<:<@GKJ

U %EM<EKFIP�KI8EJ=<IJ�8E;�NI@K<�F==J

U ,IF;L:K@FE�FI;<IJ

U ,8PJC@GJ

U &FLIE8C�<EKI@<J

Manager Guides

112



U �LJKFD<I�8E;�JLGGC@<I�JK8K<D<EKJ

�� Note

+K?<I�K?8E�:LJKFD<I�8E;�JLGGC@<I�JK8K<D<EKJ��K?<D<J�;F�EFK�8==<:K�K?<�C8PFLK�FI�;<J@>E�F=�I<GFIKJ


 <=8LCK�K?<D<

)8E8><I�@E:CL;<J�8�;<=8LCK�K?<D<
�0?@J�K?<D<�:8EEFK�9<�<;@K<;�FI�;<C<K<;
��LK�@K�:8E�9<�K8@CFI<;�N@K?�LE@HL<9LJ@E<JJ�;<K8@CJ8E;�8 CF>F


0?<�K@KC<�F=�K?<�G8IK@:LC8I�KI8EJ8:K@FE�=FID�9<@E>�;@JGC8P<;�FI�GI@EK<;�8GG<8IJ�8K�K?<�LGG<I�C<=K��8J�@E�K?@J�J8C<J�@EMF@:<�

�P�;<J@>E��)8E8><I�D@E@D@Q<J�;@JGC8P<;�@E=FID8K@FE
�/F�=@<C;J�EFK�GFGLC8K<;�;F�EFK�J?FN
�0?<�;<=8LCK�K?<D<�8CJF�@E:FIGFI8K<J�JK8KLJ

JK8DGJ�=FI�JFD<�KI8EJ8:K@FEJ��JL:?�8J�,8@;�@E�"LCC�8E;�+M<I;L<�YJK8DGJZ�K?8K�;@JGC8P�8K�K?<�9FKKFD�F=�J8C<J�@EMF@:<J�N?<E�8GGIFGI@8K<


�;;@E>�:LJKFD�K?<D<J

5FL�:8E�8;;�PFLI�FNE�:LJKFD�K?<D<J
�0?<D<J�8I<�:F;<;�@E�K?<�(@HL@;�K<DGC8K@E>�C8E>L8><
�%=�PFL�8I<�EFK�=8D@C@8I�N@K?�(@HL@;��:?<:B�FE<�F=

D8EP�<;L:8K@FE8C�N<9�J@K<J�FE�K?<�@EK<IE<K��JL:?�8J(@HL@;�K<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>�:LJKFD�K?<D<

0F�DF;@=P�K?<�;<=8LCK�K?<D<��J<C<:K�K?<Settings K89��K?<EThemes 8E; New Theme �
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0?<�:F;<�=FI�K?<�;<=8LCK�K?<D<�N@CC�8GG<8I�8J�8�JK8IK@E>�GF@EK
�#@M<�PFLI�E<N�K?<D<�8NameName8E;�DF;@=P�FI�NI@K<�E<N�:F;<�;@I<:KCP�@E�K?<

:F;<�9FO�

�C@:BCreate 
�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>�:LJKFD�K?<D<�J@D@C8I�KF�N?8K�PFL�E<<;
��0?8K�K?<D<�:8E�9<�=IFD�8EP�)8E8><I�9LJ@E<JJ
��%E�K?<

C@JK�F=�K?<D<J��:C@:B�FE�K?<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�ALJK�: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@:BCreate 
�5FLI�E<N�K?<D<�N@CC�9<:FD<�8:K@M<


,I<M@<N@E>�K?<D<J

0F�GI<M@<N�8�K?<D<��>F�KF�K?<Settings K89�8E;�:C@:BThemes �

�

�C@:BView 9<J@;<�8�K?<D<[J�E8D<�

��C8I><�J:I<<EJ?FK�F=�K?<�K?<D<��GFGLC8K<;�N@K?�I<GI<J<EK8K@M<�;8K8��N@CC�8GG<8I�

Manager Guides

114



�� Note

0?<D<�GI<M@<NJ�;F�EFK�I<GI<J<EK�8EP�JG<:@=@:�KI8EJ8:K@FE�=FID
�0?<P�FECP�;@JGC8P�K?<�><E<I8C�CFFB�F=�K?<�K?<D<�8E;

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�=FI�8EP�G8IK@:LC8I�KI8EJ8:K@FE�N?<E

LJ@E>�K?<�K?<D<


0F�;<8:K@M8K<��FI�8:K@M8K<��8�K?<D<��:C@:BEdit 8E;�:?<:B��FI�LE:?<:B��K?<�9FO�

1J@E>�K?<D<J

3?<E�8K�C<8JK�FE<�:LJKFD�K?<D<�9<J@;<J�K?<�;<=8LCK�K?<D<�@J�8:K@M<��KI8EJ8:K@FE�<EKIP�=FIDJ�@E:CL;<�8Custom themeCustom theme :?<:B9FO�

0F�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�

)8E8><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?<@I�=FID

KPG<J�@EForm Defaults LE;<I Settings LEC<JJ�PFL�:?8E><�K?<D


�
�
� �?8E><�8�=FID�K@KC<

� title @J�K?<�E8D<�F=�8�G8IK@:LC8I�KI8EJ8:K@FE�=FID�@E�)8E8><I
�0@KC<J�8GG<8I�E<8I�K?<�KFG�F=�=FIDJ�@E�;<=8LCK�K?<D<�N?<E�8�KI8EJ8:K@FE�FI

I<:FI;�@J�M@<N<;��9LK�:8E�9<�GC8:<;�<CJ<N?<I<


0I8EJ8:K@FEJ�K?8K�KPG@:8CCP�?8M<�<OK<IE8C�I<:@G@<EKJ�F==<I�FGK@FEJ�=FI�:LJKFD�K@KC<J�N?<E�K?<P�8I<�:I<8K<;
�)F;@=@:8K@FE�F=�K@KC<J�=FI�K?FJ<

=FIDJ�@J�:FDDFE��JFD<K@D<J�<M<E�9<@E>�I<HL@I<;�9P�C8N
�0?<J<�:8E�F::LI�@E�K?I<<�N8PJ�N@K?�9L@CK�@E�=<8KLI<J�

U /8C<J�8E;�GLI:?8J<�HLFK<J��J8C<J�@EMF@:<J��;<C@M<IP�EFK<J��I<:<@GKJ��8E;�G8PD<EKJ�@E:CL;<�K?<�89@C@KP�KF�J<K�8Custom title F=�PFLI

:?FFJ@E>�;@I<:KCP�FE�K?<�KI8EJ8:K@FE�<EKIP�J:I<<E
�0?@J�:8E�9<�;FE<�=FI�8E�@E;@M@;L8C�KI8EJ8:K@FE�FI�J<K�LE;<IForm Defaults KF

8GGCP�KF�8CC�KI8EJ8:K@FEJ�F=�8�KPG<


U ,LI:?8J<�HLFK<J�F==<I�K?<�FGK@FE�KF�I<K@KC<�8JRequest for quotation 9P�:?<:B@E>�8�9FO
�0?@J�?8J�<O8:KCP�K?<�J8D<�<==<:K�8J�LJ@E>

K?<Custom title FGK@FE


U 08O�:F;<�;<=@E@K@FEJ�@E:CL;<�:?<:B9FO�FGK@FEJ�=FICustom sales 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�:?FFJ@E>
�0?<�K@KC<�F=�I<JG<:K@M<�=FIDJ�N@CC�:?8E><�N?<E<M<I�K?<�K8O

:F;<�@J�8GGC@<;
�"FI�<O8DGC<��I<>LC8K@FEJ�@E�JFD<�ALI@J;@:K@FEJ�I<HL@I<�8�:?8E><�=IFDInvoiceFE�J8C<J�@EMF@:<J�KFTax Invoice


�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:K@FEJ�@E

8EFK?<I�#L@;<��K?<E�K?<J<�JK<GJ�
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U 1E;<I�K?< Settings K89��:C@:BThemes 
�0?<E�:C@:BEdit E<OK�KF�K?<�:LJKFD�K?<D<�PFL�N8EK�KF�DF;@=P�

� �

U 3?<E�K?<�:LJKFD�K?<D<[J�:FDGLK<I�:F;<�8GG<8IJ��CF:8K<�K?<�=FCCFN@E>�J<>D<EK�F=�:F;<�{{title}} 
��5FL�D8P�?8M<�KF�J:IFCC�KF�K?<

I@>?K�KF�J<<�:FDGC<K<�C@E<J
�

U .<GC8:<�K?8K�:F;<�N@K?{{title | replace: "Old Title", "New Title"}} 
�,I<J<IM<�8CC�FK?<I�:F;<�@E�K?<�J8D<�C@E<
�Y+C;�0@KC<Z

DLJK�9<�K?<�E8D<�F=�K?<�=FID�PFL�N8EK�KF�:?8E><��<O8:KCP�8J�@K�8GG<8IJ�N?<E�LJ@E>�K?<�;<=8LCK�K?<D<
�Y*<N�0@KC<Z�@J�K?<�K<OK�PFL

N@J?�KF�JL9JK@KLK<
Both are case sensitive, and the quotation marks must be included.

U �C@:BUpdate 


�EP�K@D<�=FIDJ�8I<�M@<N<;�@E�K?<�G8IK@:LC8I�:LJKFD�K?<D<��FC;�K@KC<�K<OK�N@CC�9<�I<GC8:<;�9P�E<N�K@KC<�K<OK


�� Example

�E Expense Claim:FLC;�9<�KLIE<;�@EKF�8Travel Expense ReportN@K?�K?@J�JL9JK@KLK@FE�

{{title | replace: "Expense Claim", "Travel Expense Report"}}

GIF;L:@E>�

�
�
� �?8E><�=FEKJ�@E�:LJKFD�K?<D<J

)8E8><I�JLGGFIKJcustom font families =FI�J:I<<E�M@<N@E>��, "�><E<I8K@FE��8E;�GI@EK@E>�LJ@E>:LJKFD�K?<D<J
�0?<�:LJKFD�=FEKJ�DLJK�9<

@EJK8CC<;�FE�PFLI�D8:?@E<
�*F�<OK<IE8C�=FEK�CF8;@E>�@J�:LII<EKCP�8CCFN<;


"FI�<O8DGC<��PFL�:8E�:?8E><�K?<�9L@CK�@E�K?<D<�Bold Yellow��KF�LJ<�K?<Agency FB=FEK
�3?@C<�M@<N@E>�K?<�K?<D<��:FGP�@K�KF�8�E<N�K?<D<

8E;�J<K�K?<style 8KKI@9LK<�@E�K?<�=@IJK�C@E<�F=�(@HL@;�:F;<�KFfont-family: Agency FB �

��J8C<J�@EMF@:<�LJ@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�E<<;�KF�J<K�K?<font-family 8KKI@9LK<�FE�I<C<M8EK�K8>J


�� Caution

/L9JK@KLK@FE�F=�:LJKFD�=FEKJ�D8P�9<�;@==<I<EK�=FI�, "J�8E;�GI@EK<;�;F:LD<EKJ��9<:8LJ<�GI@EK@E>�F::LIJ�K?IFL>?�PFLI

FG<I8K@E>�JPJK<D
�,I@EK<;�;F:LD<EKJ�D8P�I<HL@I<�@EJ<IK@FE�F=�K?<font-family 8KKI@9LK<�8K�DLCK@GC<�GC8:<J�@E�K?<�(@HL@;

:F;<�F=�8�K?<D<
�!OG<I@D<EK�N@K?�PFLI�:LJKFD�K?<D<�KF�9<�JLI<�PFL�?8M<�K?<�;<J@I<;�=FEK�J?FN@E>�@E�8CC�K?<�I@>?K�GC8:<J


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:LC8K@FEJ�@E�:LJKFD�K?<D<J

0F include calculations in custom themes ��G8IK@:LC8ICP�LJ@E>�ELD9<IJ�<EK<I<;�@E:LJKFD�=@<C;J��LJ<�8I@K?D<K@:�=@CK<IJ�8M8@C89C<�@E�K?<(@HL@;

K<DGC8K@E>�C8E>L8><�

U abs X�I<KLIEJ�K?<�89JFCLK<�M8CL<�F=�8�ELD9<I

U at_least X�C@D@KJ�8�ELD9<I�KF�8�D@E@DLD�M8CL<

U at_most X�C@D@KJ�8�ELD9<I�KF�8�D8O@DLD�M8CL<

U ceil X�IFLE;J�K?<�@EGLK�LG�KF�K?<�E<8I<JK�N?FC<�ELD9<I

U divided_by X�;@M@;<J�8�ELD9<I�9P�K?<�JG<:@=@<;�ELD9<I

U floor X�IFLE;J�8�ELD9<I�;FNE�KF�K?<�E<8I<JK�N?FC<�ELD9<I

U minus X�JL9KI8:KJ�8�ELD9<I�=IFD�8EFK?<I�ELD9<I

U modulo X�I<KLIEJ�K?<�I<D8@E;<I�F=�8�;@M@J@FE�FG<I8K@FE

U plus X�8;;J�8�ELD9<I�KF�8EFK?<I�ELD9<I

U round 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=�;<:@D8C

GC8:<J

U times X�DLCK@GC@<J�8�ELD9<I�9P�8EFK?<I�ELD9<I

!O8DGC<��

(<K[J�J8P�PFL�?8M<�KNF�:LJKFD�=@<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�N8EK�KF�8CJF�J?FN�FE�@EMF@:<J�K?<�JLD�F=Field 1 8E; Field 2 
�5FL�;F�EFK�E<<;�KF�;<=@E<�8�K?@I;�:LJKFD�=@<C;�8E;�<EK<I�:FEK<EK

@EKF�@K
�%EJK<8;��@EA<:K�K?<�=FCCFN@E>�C@E<J�@EKF�PFLI�:LJKFD�K?<D<�8K�K?<�8GGIFGI@8K<�GC8:<��=FCCFN@E>�K?<�:F;<�K?8K�;@JGC8PJ�K?<

custom_fields 8II8P�

<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?<�=@IJK�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�KNF�:LJKFD�=@<C;J[

M8CL<J
�0?<�I<JLCK�@J�

!O8DGC<��

5FL�:8E�8CJF�:F;<�8�:LJKFD�K?<D<�KF�G<I=FID�:8C:LC8K@FEJ�@EMFCM@E>�9L@CK�@E�=@<C;J
�"FI�@EJK8E:<��@=�PFL�N8EK�KF�8;;�K?<�M8CL<�F=Field 1 KF

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"] }}

FI�

{{ table.totals["Balance due"] | plus: custom_fields["Field 1"] }}

�� Note

0?@J�#L@;<�@J�EFK�8�:FDGI<?<EJ@M<�KLKFI@8C�FE�8I@K?D<K@:�=@CK<I@E>��8E;�:<IK8@ECP�EFK�FE�(@HL@;�:F;@E>�@E�><E<I8C
�%K�@J�D<8EK

FECP�KF�@CCLJKI8K<�K?<�:FE:<GK�F=�LJ@E>�=@CK<IJ�KF�G<I=FID�:8C:LC8K@FEJ�@E�:LJKFD�K?<D<J
��;;@K@FE8C�(@HL@;�:F;<�N@CC�GIF989CP

9<�E<:<JJ8IP�KF�F9K8@E�;<J@I<;�I<JLCKJ
�1J<IJ�8I<�I<JGFEJ@9C<�=FI�K?<�G<I=FID8E:<�F=�K?<@I�FNE�:LJKFD�K?<D<J�8E;�J?FLC;

:FEJLCK�FEC@E<�JPEK8O�>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;�JK8K<D<EKJ�9P�@E:CL;@E>�8GGIFGI@8K<�:F;<�@E�8:LJKFD�K?<D<


0?@J�@J�@E�8;;@K@FE�KF�I<G<K@K@FE�F=�KI8EJ8:K@FE�?<8;<I�@E=FID8K@FE�@E:CL;<;�9P�;<=8LCK�FE�, "J�F=�8CC�K?<D<J


�� Notes

0?<�GLIGFJ<�F=�K?@J�#L@;<�@J�KF�=LIE@J?�98J@:�@E=FID8K@FE�89FLK�?FN�K?<�G8><�ELD9<I�=<8KLI<�@J�@DGC<D<EK<;
�3<�N@CC�EFK

=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@9C<�=FI

:F;@E>�8E;�;<9L>>@E>�K?<@I�FNE�:LJKFD�K?<D<J
�0?@J�#L@;<�F==<IJ�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�JK8K<D<EKJ�8I<�<O:<GK@FEJ��9<:8LJ<�K?<P�8I<�;@JGC8P<;�8::FI;@E>�KF�K?<�K?<D<�J<C<:K<;
�

3?<E�><E<I8K@E>�8�, "��)8E8><I�CFFBJ�=FI�K?<�<O8:K�$0)(�:FDD<EK�K8>�<!--Page CounterÑ><!--Page CounterÑ> ��@E�PFLI�K?<D<
��P�@E:FIGFI8K@E>�K?@J�K8>�@E

PFLI�(@HL@;�K?<D<��PFL�:8E�:FEKIFC�N?<I<�K?<�G8><�ELD9<IJ�N@CC�9<�GFJ@K@FE<;�8E;�?FN�K?<P�N@CC�9<�GI<J<EK<;��:FCFIJ��=FEK�J@Q<��8C@>ED<EK

<K:
��0?<�G8><�ELD9<IJ�N@CC�8GG<8I�@E�K?<�=FID8KPage X of Y


"FI�<O8DGC<��PFL�:8E�:LJKFD@Q<�K?<�;<=8LCK�Plain��K?<D<�9P�8;;@E>�K?<�=FCCFN@E>�K?I<<�C@E<J�9<KN<<E�K?<</tbody> 8E; </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>�KI8EJ8:K@FE�=FIDJ�LJ@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>@E8K<;�FE

J:I<<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<�LJ@E>�K?<Glossy GreenK?<D<�8E;�N8EK�KF�J?FN�K?<�G8><�:FLEK<I�@E�K?<�KFG�I@>?K�:FIE<I�@E�8�>I<<E�:FCFI��PFL�:FLC;�8;;

K?<<!--Page Counter--> :FDD<EK�K8>�KF�K?<�9<>@EE@E>�F=�K?<�K?<D<�

�
�
� %E:CL;<�FI�<O:CL;<�+2!. 1!�8E;�,�% �%*�"1((�JK8DGJ�FE�J8C<J�@EMF@:<J

/8C<J�@EMF@:<J�;@JGC8P<;�LJ@E>�K?<�9L@CK�@E�Plain��K?<D<�;@JGC8P�:FCFI<;�YJK8DGJZ�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��I<>8I;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;<;�=IFD�K?<Plain K?<D<�9P�:I<8K@E>�8�:LJKFD�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>��?FN<M<I��I<8;

8E;�LE;<IJK8E; K?@J�#L@;<


"@E;�K?<�:F;<

0F�@E:CL;<�FI�<O:CL;<�K?<�JK8DGJ��=@IJK�=@E;�K?<�:FDGLK<I�:F;<�K?8K�><E<I8K<J�K?<D
�#F�KF�K?<Settings K89�8E;�J<C<:KThemes �

�

�C@:BView 9<J@;<�K?<Plain K?<D<��K?<E Copy to 8E;�J<C<:KNew Theme�

3?<E�K?<�:FDGLK<I�:F;<�=FI�K?<�K?<D<�8GG<8IJ��CF:8K<�K?<J<�C@E<J�E<8I�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?<�=@IJK�K?I<<�C@E<J�:FEKIFC�8GG<8I8E:<�F=�K?<�>I<<E�,�% �%*�"1((�JK8DG
�0?<�C8JK�K?I<<�C@E<J�:FEKIFC�8GG<8I8E:<�F=�K?<�I<;�+2!. 1!

JK8DG


1J<�FI�DF;@=P�K?<�:F;<

0F�8;;�<@K?<I�FI�9FK?�JK8DGJ�KF�8EFK?<I�:LJKFD�K?<D<��:FGP�K?<�8GGIFGI@8K<�C@E<J�F=�:F;<�=IFD�K?@J�JFLI:<�K?<D<�8E;�G8JK<�K?<D�@EKF�K?<

FK?<I�;<JK@E8K@FE�K?<D<
�*FID8CCP��K?<J<�C@E<J�J?FLC;�9<�G8JK<;�@EKF�8�K?<D<�ALJK�9<=FI<�K?<</tbody> K8>
��?8I8:K<I@JK@:J�F=�K?<�JK8DGJ�

JL:?�8J�=FEK�:FCFI�FI�J@Q<��:8E�9<�<;@K<;


0?<I<�@J�EF�E<<;�KFCreate K?<�JFLI:<�K?<D<�FE:<�PFL�?8M<�:FG@<;�K?<�:F;<�=IFD�@K��9<:8LJ<�K?<Plain K?<D<�8CI<8;P�<O@JKJ�@E�<M<IP

M<IJ@FE�F=�)8E8><I


0F�<C@D@E8K<�<@K?<I�FI�9FK?�JK8DGJ�=IFD�K?<Plain K?<D<��;<C<K<�K?<�I<C<M8EK�C@E<J�F=�:F;<
�)F;@=P�K?<�E<N�K?<D<[J�E8D<�JF�PFL�:8E

;@JK@E>L@J?�@K�=IFD�K?<�;<=8LCK�Plain��K?<D<�8E;�:C@:BCreate 


/?FIK:LK�=FI�K?<�+2!. 1!�JK8DG

�EFK?<I�N8P�KF�<C@D@E8K<�FECP�K?<�+2!. 1!�JK8DG�@J�KF�JLGGI<JJ�K?<�J8C<J�@EMF@:<�;L<�;8K<
�3?<E�:I<8K@E>�FI�<;@K@E>�8�J8C<J�@EMF@:<��:?<:B

K?<�9FO�KFHide due date ��8E;�K?<�+2!. 1!�JK8DG�N@CC�EFK�8GG<8I�

0?<�;L<�;8K<�8CJF�N@CC�EFK�8GG<8I�FE�K?<�:FDGC<K<;�J8C<J�@EMF@:<
��LK�K?<�,�% �%*�"1((�JK8DG�N@CC�8GG<8I�N?<E�K?<�@EMF@:<�8DFLEK�?8J

9<<E�I<:<@M<;


�
�
� /<K�8�K?<D<�=FI�:LJKFD<I�FI�JLGGC@<I�JK8K<D<EKJ

0F 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?

:LJKFD<IJ�8E;�JLGGC@<IJ��K?<I<�8I<�KNF�KPG<J�

OR

Unpaid invoicesKPG<

0F�J<K�8�K?<D<�=FI�8EUnpaid invoicesJK8K<D<EK��:C@:BSet Date 8E;�:?FFJ<�8E�8:K@M<�K?<D<�=IFD�K?<�;IFG;FNE�C@JK�

�C@:BUpdate 
�0?<�K?<D<�N@CC�8GGCP�KF�8CC�JK8K<D<EKJ�F=�K?8K�G8IK@:LC8I�KPG<�LEK@C�:?8E><;
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TransactionsKPG<

0F�J<K�8�K?<D<�=FITransactionsKPG<�JK8K<D<EKJ��:C@:BSet Period 8E;�:?FFJ<�8E�8:K@M<�K?<D<�=IFD�K?<�;IFG;FNE�C@JK
��C@:BUpdate 


0?<�K?<D<�N@CC�8GGCP�KF�8CC�JK8K<D<EKJ�F=�K?8K�G8IK@:LC8I�KPG<�LEK@C�:?8E><;


�
�
� �;ALJK�I<:@G@<EK�@E=FID8K@FE�KF�=@K�N@E;FN<;�<EM<CFG<J

)8E8><I[J�:FDGC<K<;�=FIDJ�:8E�9<�:LJKFD@Q<;�JF�I<:@G@<EK�@E=FID8K@FE�=@KJ�8�N@E;FN<;�<EM<CFG<
�.<:@G@<EK�@E=FID8K@FE�@E:CL;<J��8DFE>

FK?<I�K?@E>J�

U �LJKFD<I�E8D<�8E;�8;;I<JJ�FE�J8C<J�@EMF@:<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 !OG<EJ<�:C8@DJ�G8P<IJ[�@E=FID8K@FE�FE�<OG<EJ<�:C8@DJ

/@E:<�K?<I<�@J�EF�JK8E;8I;�=FI�N@E;FN�CF:8K@FE��K?@J�N@CC�I<HL@I<�JFD<�J@DGC<�:LJKFD@Q8K@FE�F=�8�K?<D<


�� Example

�LJKFD@Q<�K?<�;<=8LCK�K?<D<��E8D<; 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<CJ�KF�K?<�I@>?K�8E;����G@O<CJ�KFN8I;�K?<�9FKKFD�F=�K?<�G8><
��;ALJK�K?<J<�ELD9<IJ�8J

I<HL@I<;�LEK@C�K?<�8;;I<JJ�=@KJ�PFLI�<EM<CFG<�N@E;FN�<O8:KCP


�
� "FID� <=8LCKJ

�
�
� /<K�=FID�;<=8LCKJ

Form defaults 8I<�FGK@FE8C
�0?<P�:8E�9<�LJ<;�KF�J<K�

U /K8E;8I;�:FEK<EK�=FI�8CDFJK�8EP�=@<C;��@E:CL;@E>:LJKFD�=@<C;J

U /K8E;8I;�:?<:B9FO�FGK@FEJ

U 1E@HL<�:LJKFD�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><I�K89�<O:<GK

Billable Expenses �9<:8LJ<�K?<I<�@J�EF�J<G8I8K<�=FID���@E:CL;@E>�I<:LII@E>�M<IJ@FEJ��N?<I<�8M8@C89C<�
�"FID�;<=8LCKJ�:8E�8CJF�9<�J<K�=FI

JL9J@;@8IP�C<;><IJ��JL:?�8J�:LJKFD<IJ�8E;�@EM<EKFIP�@K<DJ
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�� Note

"FID�;<=8LCKJ�:8E�FECP�9<�J<K�=FI�KI8EJ8:K@FE�=FIDJ�8E;�JL9J@;@8IP�C<;><IJ�I<C8K<;�KF=LE:K@FE8C�K89J8CI<8;P�<E89C<;

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�J8C<J

@EMF@:<


%=�FECP�FE<�98EB�FI�:8J?�8::FLEK�<O@JKJ��FI�@J�DFJK�I<>LC8ICP�LJ<;��@K�:8E�9<�GI<�J<C<:K<;�8J�8�=FID�;<=8LCK�=FI�I<:<@GK�8E;

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@D�G8P<I


(8K<�G8PD<EK�=<<J�FE�J8C<J�@EMF@:<J�:8E�9<�J<K�LG�@E�8;M8E:<


0?< Title F=�J8C<J�HLFK<J�:8E�9<�:?8E><;�=FI�8CC�=LKLI<�HLFK<J�9P�<EK<I@E>�8�E<N�FE<�8J�8�=FID�;<=8LCK


�LII<E:@<J�:8E�9<�:?FJ<E�@E�8;M8E:<�=FI�JG<:@=@:�KI8EJ8: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


/<KK@E>�FI�DF;@=P@E>�=FID�;<=8LCKJ

0F�J<K�FI�DF;@=P�8�=FID�;<=8LCK��:C@:BSettings ��K?<E Form Defaults �

�

�C@:BEdit 9<J@;<�K?<�=FID�FI�C<;><I�:8K<>FIP�=FI�N?@:?�PFL�N8EK�KF�J<K�FI�DF;@=P�;<=8LCK�:FEK<EK�FI�:LJKFD�K?<D<�

��:FGP�F=�K?8K�=FID�FI�C<;><I�<EKIP�8GG<8IJ
�!EK<I�:FEK<EK�@E�8EP�=@<C;�<O:<GKDate 


�� Note

.<>8I;C<JJ�F=�8EP�<EKIP�@E�K?<Date =@<C;��K?<�GIF>I8D�;<=8LCKJ�KF�K?<�:LII<EK�;8K<�N?<E�K?<�;<=8LCK�=FID�@J�J8M<;
��E;�K?<

:LII<EK�;8K<�@J�GI<GFGLC8K<;�FE�<M<IP�E<N�KI8EJ8:K@FE�:I<8K<;�<O:<GK�:CFE<J


�?<:B�8EP�FGK@FE�9FO
��;;�C@E<J��@=�8M8@C89C<�8E;�E<:<JJ8IP
��2@J@9C<�=@<C;J�8E;�FGK@FEJ�;<G<E;�LGFE�K89J�PFL�?8M<�<E89C<;�8E;�J<KK@E>J�PFL

?8M<�<EK<I<;�<CJ<N?<I<�@E�K?<�GIF>I8D��ALJK�8J�K?<P�NFLC;�N?<E�<EK<I@E>�8�EFID8C�8::FLEK@E>�I<:FI;
�
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5FL�:8E�J<K�8�;<=8LCKCustom theme =FI�8�KI8EJ8:K@FE�=FID�@=�PFL�?8M<�8:K@M8K<;�8K�C<8JK�FE<�K?<D<�9<J@;<J�K?<�;<=8LCKPlain K?<D<
��?<:B

K?<�9FO�8E;�:?FFJ<�8E�8:K@M<�K?<D<�@E�K?<�;IFG;FNE�C@JK�

�C@:BUpdate KF�J8M<�PFLI�E<N�;<=8LCKJ


�GGCP@E>�=FID�;<=8LCKJ

"FID�;<=8LCKJ�8I<�8GGC@<;�8LKFD8K@:8CCP
�!O8:K�9<?8M@FI�;<G<E;J�FE�K?<�JG<:@=@:�8:K@FE�

U 3?<E<M<I�8�E<N�KI8EJ8:K@FE�=FID�@J�:I<8K<;��K?<�;<=8LCK�:FEK<EK�8E;�:LJKFD�K?<D<�8GG<8I
��FK?�:8E�9<�<;@K<;�FI�8L>D<EK<;�

<@K?<I�9<=FI<�:C@:B@E>Create FI�8=K<IN8I;J�9P�<;@K@E>
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.<M<IJ@E>�K?<�FI;<I�F=�NFI;J�I<KLIEJ�@;<EK@:8C�I<JLCKJ
�0F�@CCLJKI8K<��K?<�J<8I:?�8I>LD<EKJ�Y9F9�N8I<Z�8E;�YN8I<�9F9Z�I<KLIE�
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AND

�
�
� /FIK�C@JKJ�8E;�K89C<J

5FL�:8E sort lists and tables @E�)8E8><I�KF�?<CG�=@E;�@E=FID8K@FE�8J�PFLI�8::FLEK@E>�I<:FI;J�<OG8E;
�!M<IP�C@JK�FI�K89C<�?8J�8�;<=8LCK�FI;<I�

N?@:?�:8E�;<G<E;�FE�G8I8D<K<IJ�C@B<�

U %JJL<�;8K<

U �C<8I8E:<�;8K<

U ,8PD<EK�JK8KLJ

U �CG?89<K@:8C�FI;<I�F=�E8D<J�FI�;<J:I@GK@FEJ

%E�DFJK�:8J<J��K?<�;<=8LCK�FI;<I�@J�DFJK�:FEM<E@<EK��9<:8LJ<�@K�N8J�;<J@>E<;�N@K?�:FEK<OK�@E�D@E;
��LK�@=�@K�;F<J�EFK�NFIB�=FI�PFL��JFIKJ�:8E

9<�G<I=FID<;�FE�8EP�:FCLDE�@E�K?<�C@JK�FI�K89C<
��E;�K?<P�:8E�9<�@E�8J:<E;@E>�FI�;<J:<E;@E>�FI;<I


0F�JFIK�8�C@JK�FI�K89C<��:C@:B�FE�K?<�?<8;@E>�=FI�K?<�:FCLDE�9P�N?@:?�PFL�N8EK�KF�JFIK
�0F�I<M<IJ<�FI;<I��:C@:B�K?<�?<8;@E>�8>8@E
���JD8CCFI

JPD9FC�N@CC�8GG<8I�9<J@;<�K?<�:FCLDE�?<8;@E>�KF�@E;@:8K<�8E�8J:<E;@E>�FI�;<J:<E;@E>�JFIK�;@I<:K@FE


/FIKJ�8I<�GI<J<IM<;�;LI@E>�J<8I:?<J
�(@B<N@J<��J<8I:?�I<JLCKJ�:8E�9<�JFIK<;�N@K?FLK�;@JKLI9@E>�K?<�J<8I:?�I<JLCKJ
�/F�K?<�JFIK�8E;�J<8I:?

=LE:K@FEJ�:8E�9<�LJ<;�J@DLCK8E<FLJCP�KF�8DGC@=P�K?<�<==<:K@M<E<JJ�F=�<8:?
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�� Examples

�CC�JFIK�<O8DGC<J�9<CFN�8I<�98J<;�FE�K?<�=FCCFN@E>��;<=8LCK�C@JK�F=�J8C<J�@EMF@:<J
�*FK@:<�K?8K�FM<IG8@;�@EMF@:<J�8I<�C@JK<;

=@IJK��K?<E�:FD@E>�;L<�@EMF@:<J��K?<E�FM<I;L<�8::FI;@E>�KF�8><�

�C@:B@E>�FE�K?< ?<8;@E>�8CG?89<K@Q<J�K?<�C@JK�

�C@:B@E>�K?<�I<=<I<E:<�ELD9<I�JPD9FC�KN@:<�C@JKJ�FC;<JK�@EMF@:<J�=@IJK�

0?<�@EMF@:<J�:8E�8CJF�9<�JFIK<;�9P�98C8E:<�;L<�
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��JFIK�9P�@EMF@:<�KFK8C��=FCCFN<;�9P�J<8I:?�=FI�Y(LD<EZ�GIF;L:<J�8E�FI;<I<;�C@JK�F=�@EMF@:<J�KF�(LD<E�(@>?K@E>�

�
�
� �I<8K<�EFE�@EM<EKFIP�@K<DJ

Non-inventory items 8I<�J?FIK:LKJ�=FI�<EK<I@E>�C@E<�@K<DJ�@E�D8EP�J8C<J��8E;�GLI:?8J<�I<C8K<;�KI8EJ8:K@FE�=FIDJ�@E�)8E8><I
�0?<P�8I<

:FDGC<K<CP�FGK@FE8C
�1EC@B<�@EM<EKFIP�@K<DJ��K?<P�8I<�EFK�I<HL@I<;�=FI�8EP�KI8EJ8:K@FE�<EKIP
��LK�FE:<�;<=@E<;��K?<P�?<CG�

U /K8E;8I;@Q<�K<ID@EFCF>P�9P�8CN8PJ�I<=<II@E>�KF�8�GIF;L:K�FI�J<IM@:<�N@K?�@;<EK@:8C�C8E>L8><

U %DGIFM<�8::FLEK@E>�8::LI8:P�9P�8CN8PJ�GFJK@E>�J@D@C8I�@E:FD<�FI�<OG<EJ<�@K<DJ�KF�K?<�J8D<�8::FLEKJ

U /KFI<�8E;�8GGCP�:FEJ@JK<EK�GI@:<J�KF�:FDDFECP�JFC;�FI�GLI:?8J<;�>FF;J�FI�J<IM@:<J

U /G<<;�LG�<EKI@<J�9P�8LKFD8K@:8CCP�=@CC@E>�@E=FID8K@FE�FE�=FIDJ

�� Note

*FE�@EM<EKFIP�@K<DJ�:8E�9<�LJ<;�=FI�J8C<�8E;�GLI:?8J<�F=�G?PJ@:8C�>FF;J��9LK�K?<P�;F�EFK�JLGGFIK�:FLEK@E>�HL8EK@K@<J�FE

?8E;��DFE@KFI@E>�JKF:B�DFM<D<EK��FI�:8C:LC8K@E>�GIF=@K89@C@KP
�"FI�K?FJ<�=LE:K@FEJ��LJ<@EM<EKFIP�@K<DJ


�I<8K@E>�EFE�@EM<EKFIP�@K<DJ

�<=FI<�EFE�@EM<EKFIP�@K<DJ�:8E�9<�<DGCFP<;��K?<P�DLJK�9<�:I<8K<;
��E;�K?<P�:8E�FECP�9<�:I<8K<;�@=�8K�C<8JK�FE<�J8C<J��FI�GLI:?8J<�I<C8K<;

K89�K?8K�:8E�D8B<�LJ<�F=�K?<D�@J�<E89C<;��J<<�C@JK�9<CFN�@E�J<:K@FE�FEUsing non-inventory items�


3@K?�8K�C<8JK�FE<�JL:?�K89�<E89C<;��>F�KF�K?<Settings K89��:C@:B�FENon-inventory Items ��K?<E New Non-inventory Item �

� �
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�FDGC<K<�K?<�;<=@E@K@FE�

U CodeCode :8E�9<�8EPK?@E>�K?8K�?<CGJ�=@E;��JFIK��FI�:8K<>FI@Q<�K?<�@K<D
�%=�LJ<;�Code N@CC�8GG<8I�FE�=FIDJ


U NameNameN@CC�8GG<8I�N?<E�J<8I:?@E>�=FI�8�EFE�@EM<EKFIP�@K<D�KF�:FDGC<K<�8�C@E<�@K<D
�%=�EF�=LIK?<I�;<J:I@GK@FE�F=�K?<�@K<D�@J�<EK<I<;�

NameN@CC�8GG<8I�@E�K?<Description =@<C;�FE�:FDGC<K<;�=FIDJ��JL:?�8J�J8C<J�@EMF@:<J


U Unit NameUnit Name @J�FGK@FE8C��9LK�:8E�9<�LJ<;�KF�JG<:@=P�LE@KJ�9P�N?@:?�K?<�@K<D�N@CC�9<�JFC;�FI�GLI:?8J<;
�+ECP�FE<�LE@K�E8D<�@J�8CCFN<;�

@=�>FF;J�FI�J<IM@:<J�8I<�GLI:?8J<;�8E;�JFC;�@E�;@==<I<EK�LE@KJ��<@K?<I�8GGCP�:FEM<IJ@FEJ�9<=FI<�D8B@E>�<EKI@<J�FI�:I<8K<�J<G8I8K<

EFE�@EM<EKFIP�@K<DJ


U 0?< DescriptionDescription =@<C;�@J�=FI�DFI<�:FDGI<?<EJ@M<�@E=FID8K@FE
�%KJ�:FEK<EKJ�N@CC�8GG<8I�FE�=@E@J?<;�=FIDJ�@E�GC8:<�F=Item name 


�EPK?@E>�8�:LJKFD<I�FI�JLGGC@<I�J?FLC;�J<<�:8E�9<�GC8:<;�@EKF�K?@J�=@<C;


U 0?< DivisionDivision =@<C;�8GG<8IJ�FECP�@=�8EP�;@M@J@FEJ�8I<�;<=@E<;
�0?<�8JJ@>E<;�;@M@J@FE�N@CC�9<�8LKFD8K@:8CCP�GFGLC8K<;�FE�8EP

KI8EJ8:K@FE�=FID�N?<I<�8CCFN<;


U When soldWhen sold =@<C;J�8CCFN�PFL�KF�J<C<:K�K?<AccountAccount KF�N?@:?�8�J8C<�F=�K?<�EFE�@EM<EKFIP�@K<D�N@CC�9<�GFJK<;��8GGC@:89C<Tax CodeTax Code ��8E;

K?<Unit priceUnit price 
�*FK@:<�K?8K�FECP�K?<�8DFLEK�=@<C;�8CCFNJ�=I<<�K<OK
�0?<�FK?<I�=@<C;J�DLJK�9<�J<C<:K<;�=IFD�GI<M@FLJCP;<=@E<;

8::FLEKJFI K8O�:F;<J
�0?@J�@E=FID8K@FE�N@CC�9<�GI<=@CC<;�N?<E<M<I�K?@J�EFE�@EM<EKFIP�@K<D�@J�8;;<;�KF�8�J8C<J�I<C8K<;�=FID


U When purchasedWhen purchased =@<C;J�8CCFN�PFL�KF�J<C<:K�K?<AccountAccount KF�N?@:?�8�GLI:?8J<�F=�K?<�EFE�@EM<EKFIP�@K<D�N@CC�9<�GFJK<;��8GGC@:89C<TaxTax

CodeCode��8E;�K?<Unit priceUnit price 
�%E=FID8K@FE�@E�K?<J<�=@<C;J�@J�KI<8K<;�K?<�J8D<�N8P�FE�GLI:?8J<�I<C8K<;�=FIDJ�8J�K?8K�@EWhen sold =@<C;J

FE�J8C<J�I<C8K<;�=FIDJ


�C@:BCreate KF�J8M<�K?<�EFE�@EM<EKFIP�@K<D
��=K<I�K?<�@K<D�?8J�9<<E�:I<8K<;��PFL�:8E�:?<:B�K?<InactiveInactive 9FO�KF�GI<M<EK�8::@;<EK8C�LJ<

F=�F9JFC<K<�@K<DJ�
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�� Example

0?<�@CCLJKI8K@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�GL9C@:8K@FEJ
�*FK@:<

K?8K�K?<When sold =@<C;J�8I<�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<;�=FI�

U .<:<@GKJ�8E;�G8PD<EKJ

U !OG<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

U  <C@M<IP�EFK<J�8E;�>FF;J�I<:<@GKJ

3?<E�:FDGC<K@E>�8EP�F=�K?<J<�=FIDJ��8EItem =@<C;�N@CC�8GG<8I�8K�K?<�C<=K�<E;�F=�C@E<�@K<DJ�N?<E<M<I�8EP�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<DJ

?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<�=FIDJ�N@CC�@E:CL;<�K?<

Item =@<C;


0F�LJ<�8�EFE�@EM<EKFIP�@K<D��:C@:B�FE�K?<�;IFG;FNE�9FO�F=�K?<Item =@<C;
�+I��9<>@E�KPG@E>�K?<Item code FI Item name @E�K?<�=@<C;�KF�K8B<

8;M8EK8><�F=�K?<�8LKFJ<8I:?�:8G89@C@KP
�3?<E�8�EFE�@EM<EKFIP�@K<D�?8J�9<<E�J<C<:K<;��8CC�@KJ�G8I8D<K<IJ�N@CC�8LKFD8K@:8CCP�9<�=@CC<;�=FI�K?<

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�I<HL@I<;��JL:?�8J�N?<E�8�J<IM@:<�;<J:I@GK@FE�@J�8CK<I<;�FI�8�GI@:<�:?8E><�F::LIJ
�#F�KF

Settings � Non-inventory Items 8E;�:C@:BEdit =FI�K?<�@K<D�KF�9<�:?8E><;�

!;@K�K?<�@K<D�8J�;<J@I<;�8E;�:C@:BUpdate 
 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><I�N@CC�EFK�8CCFN�EFE�@EM<EKFIP

@K<DJ�KF�9<�;<C<K<;�@=�K?<P�?8M<�9<<E�LJ<;
�%E�K?8K�:8J<��:?<:B�K?<9FO��8E;�K?<�EFE�@EM<EKFIP�@K<D�N@CC�EF�CFE><I�9<�8M8@C89C<


%=�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<�PFL�N@CC�J<<�K?<�@K<D[J

E8D<�@E�C@>?K�>I<P�K<OK�N@K?�JKI@B<�K?IFL>?�D8IB@E>J�

�C@:BEdit E<OK�KF�K?<�@K<D[J�E8D<
�1E:?<:B�K?< 9FO�8E;�K?<�@K<D�N@CC�FE:<�8>8@E�9<�8M8@C89C<
�.<D<D9<I�KF�:C@:BUpdate

N?<E�=@E@J?<;�<;@K@E>


�
�
� 1J<�I<=<I<E:<�ELD9<IJ

)FJK�KI8EJ8:K@FE�=FIDJ�@E�)8E8><I�8CCFN�PFL�KF�<EK<I�8reference number KF�@;<EK@=P�@E;@M@;L8C�KI8EJ8:K@FEJ
�+E�KI8EJ8:K@FE�<EKIP�=FIDJ�

K?@J�=@<C;�@J�C89<C<;�J@DGCP�8JReferenceReference �

%E�KNF�:8J<J��@K�@J�>@M<E�8�C89<C�DFI<�@E�B<<G@E>�N@K?�KI8;@K@FE8C�8::FLEK@E>�LJ8><�FE�:FDGC<K<;�KI8EJ8:K@FEJ
�"FCCFN@E>�@J�8�C@JK�F=�=FIDJ�K?8K

@E:CL;<�K?<Reference =@<C;
�3?<I<�8�;@==<I<EK�C89<C�@J�LJ<;��K?@J�@J�J?FNE�@E�G8I<EK?<J<J�

U .<:<@GKJ�8E;�G8PD<EKJ

U %EK<I�8::FLEK�KI8EJ=<IJ

U !OG<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��%EMF@:<�ELD9<I�

U �I<;@K�EFK<J�8E;�;<9@K�EFK<J

U  <C@M<IP�EFK<J�8E;�>FF;J�I<:<@GKJ

U %EM<EKFIP�KI8EJ=<IJ�8E;�@EM<EKFIP�NI@K<�F==J

U ,IF;L:K@FE�FI;<IJ

U ,8PJC@GJ

U &FLIE8C�<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<IE8CCP�><E<I8K<;�J<HL<E:<�ELD9<IJ

U �LJKFD<I�FI�JLGGC@<I�I<=<I<E:<�ELD9<IJ��JL:?�8J�GLI:?8J<�FI;<I�FI�J8C<J�@EMF@:<�ELD9<IJ

U �8EB�KI8EJ8:K@FE�FI�:?<HL<�ELD9<IJ

U %E=FID8K@M<�GI<=@O<J�:FD9@E<;�N@K?�J<HL<E:<�ELD9<IJ

5FL�?8M<�:FDGC<K<�:FEKIFC
��E;��LJ@E>"FID� <=8LCKJ��PFL�:8E�GI<=@CC�GFIK@FEJ�F=�K?<Reference =@<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?<�9FO�N@K?@E�K?<Reference =@<C;�

3?<E�K?<�=FID�@J�:I<8K<;��FI�LG;8K<;�@=�8LKFD8K@:�J<HL<E:@E>�@J�J<C<:K<;�;LI@E>�<;@K@E>���)8E8><I�N@CC�=@E;�K?<�?@>?<JK�ELD9<I�8DFE>

existing forms of the same type 8E;�8;;���KF�@KJ�I<=<I<E:<�ELD9<I
��LKFD8K@:�I<=<I<E:<�ELD9<I@E>�:8E�8CJF�9<�J<K�LE;<I�"FID� <=8LCKJ


%E�K?8K�:8J<��K?<Reference =@<C;�N@CC�J?FN�K?<�:?<:B9FO�K@:B<;�8E;Automatic
�)8E8><I�N@CC�8JJ@>E�K?<�ELD9<I�N?<E�PFL�:C@:BCreate 


�=K<IN8I;J��FECP�K?<�8JJ@>E<;�ELD9<I�J?FNJ�@=�K?<�KI8EJ8:K@FE�@J�<;@K<;
�.<>8I;C<JJ�F=�?FN�I<=<I<E:<J�8I<�FI@>@E8CCP�J<K��K?<P�:8E�9<

FM<II@;;<E�9P�<;@K@E>�8�KI8EJ8:K@FE


�� Warnings

3?<E�J<8I:?@E>�=FI�<O@JK@E>�I<=<I<E:<�ELD9<IJ��)8E8><I�@>EFI<J�8CG?89<K@:�:FEK<EK�8E;�GLE:KL8K@FE�D8IBJ
�"FI�<O8DGC<�

@=�K?<�?@>?<JK�ELD9<I<;�J8C<J�@EMF@:<�@E:CL;<J�8�GI<=@O��JL:?�8JINV2018-45��K?<�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�8LKFD8K@:�J<HL<E:<�ELD9<I��K?8K�=FID�@J�@E:CL;<;�@E

)8E8><I[J�J<8I:?
�/F��@=�J8C<J�HLFK<347 @J�<;@K<;�KF�@E:CL;<�8E�8LKFD8K@:�I<=<I<E:<�ELD9<I��@K�N@CC�9<:FD<348 N?<E

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�<EKI@<J�N@CC

9<:FD<�K?<�:I@K<I@8�=FI�;<K<ID@E@E>�8LKFD8K@:�ELD9<I�8JJ@>ED<EKJ
�$FN<M<I��K?<�J<8I:?�GIF:<JJ�=FI�<8:?�KI8EJ8:K@FE

KPG<�@J�J<G8I8K<�=IFD�8CC�FK?<IJ
�/F�LJ@E>�=I<<�K<OK�@EMF@:<�ELD9<IJ�FE�GLI:?8J<�@EMF@:<J�8E;�8LKFD8K@:�FE<J�FE�J8C<J

@EMF@:<J�NFLC;�9<�G<I=<:KCP�8::<GK89C<


�
�
� /?FN�C@E<�;<J:I@GK@FEJ�FE�KI8EJ8:K@FE�<EKIP�=FIDJ

0F�J8M<�J:I<<E�JG8:<�8E;�I<;L:<�?FI@QFEK8C�J:IFCC@E>��JFD<�)8E8><I�KI8EJ8:K@FE�<EKIP�=FIDJ�;F�EFK�J?FNDescription =@<C;J�=FI�@E;@M@;L8C

C@E<�@K<DJ�9P�;<=8LCK
�0?<J<�@E:CL;<�

U .<:<@GKJ�8E;�G8PD<EKJ

U !OG<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�K?<�9FO�=FILine descriptionLine description �
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.<>8I;C<JJ�F=�N?<K?<I�K?<�9FO�@J�:?<:B<;��@=�K?<Description =@<C;�=FI�8EP�C@E<�@K<D�FE�K?<�=FID�@E:CL;<J�:FEK<EK��8�:FCLDE�N@CC�8GG<8I�FE

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<�KI8EJ8:K@FE�=FIDJ�I<C8K<;�KF�J8C<J��GLI:?8J<J��8E;�I<=LE;J
�0?<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�:LJKFD<IJ�;@J:FLEKJ�PFL�8I<�<OK<E;@E>�KF�K?<D
�%K�8CJF�C<KJ�PFL�I<:FI;�?FN�DL:?�F=�8�;@J:FLEK��@=�8EP��8�JLGGC@<I

?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�=FID�

%=�K?<�:?<:B9FO�@J�8:K@M8K<;��PFL�:8E�:?FFJ<�9<KN<<EPercentageFI Exact amountFGK@FEJ�

/<C<:K@E>�K?<PercentageFGK@FE�N@CC�8;;�8Discount :FCLDE�N?<I<�PFL�N@CC�9<�89C<�KF�<EK<I�K?<�G<I:<EK8><


�?FFJ@E>�K?<Exact amountFGK@FE�8CCFNJ�PFL�KF�<EK<I�8�=@O<;�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<D


 @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:?�C@E<

@K<D
�0?<I<=FI<��K?<P�8I<�<==<:K@M<CP�K?<�J8D<�8J�:?8E><J�KF�LE@K�GI@:<J


�
�
� !EK<I�8�;@J:FLEK�8J�8�J<G8I8K<�C@E<�@K<D

Discounts can be entered as separate line items I8K?<I�K?8E�8J�8;ALJKD<EKJ�KF�K?<�GI@:<�F=�@E;@M@;L8C�C@E<�@K<DJ�FE�KI8EJ8:K@FE�=FIDJ

I<C8K<;�KF�J8C<J��GLI:?8J<J��8E;�I<=LE;J
�0?<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
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0?<�FGK@FE�C<KJ�PFL�J?FN�:LJKFD<IJ�FM<I8CC�;@J:FLEKJ�PFL�8I<�<OK<E;@E>
�%K�8CJF�C<KJ�PFL�I<:FI;�J<G8I8K<CP�8�;@J:FLEK�8�JLGGC@<I�?8J

<OK<E;<;�KF�PFL
�.8K?<I�K?8E�8JJF:@8K@E>�8�;@J:FLEK�N@K?�8�JG<:@=@:�C@E<�@K<D��K?@J�=<8KLI<�D8P�9<�?<CG=LC�;@JK@E>L@J?@E>�K?<�<==<:KJ�F=

GIFDFK@FE8C�;@J:FLEKJ�=IFD�:FJKJ�8E;�J8C<J�GI@:<J�@E�GIF=@K�D8I>@E�:8C:LC8K@FEJ�=FI�@EM<EKFIP�@K<DJ


0F�<EK<I�8�;@J:FLEK�8J�8�J<G8I8K<�C@E<�@K<D��:?<:B�K?<DiscountDiscount 9FO�N?<E�:I<8K@E>�8�KI8EJ8:K@FE
�/<C<:K�K?<Exact amountFGK@FE�

�;;�8�C@E<�@K<D�=FI�<EKIP�F=�K?<�;@J:FLEK�

U (<8M<�K?<ItemItem =@<C;�9C8EB�LEC<JJ�PFL�?8M<�;<=@E<;�K?<�;@J:FLEK�8J�8�EFE�@EM<EKFIP�@K<D


U /<C<:K�8E�8GGIFGI@8K<AccountAccount N?<I<�K?<�;@J:FLEK�N@CC�9<�GFJK<;��JL:?�8JDiscounts� Advertising and promotion��FI Miscellaneous

expenses
�0?<�:?F@:<�F=�8::FLEK�D8P�;<G<E;�FE�K?<�KI8EJ8:K@FE�KPG<


U  <J:I@9<�K?<�;@J:FLEK�@E�K?<DescriptionDescription =@<C;
�+E�JFD<�=FIDJ��PFL�N@CC�E<<;�KF�:?<:B�K?<Line description =@<C;�KF�;@JGC8P�K?<

=@<C;


U (<8M<Qty 8E; Unit price =@<C;J�9C8EB


U !EK<I�K?<�DFE<K8IP�8DFLEK�F=�K?<�;@J:FLEK��@E�K?<�:LII<E:P�F=�K?<�KI8EJ8:K@FE��@E�K?<DiscountDiscount =@<C;�8J�8�GFJ@K@M<�ELD9<I


U � TaxTax :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@CC�9<��9<:8LJ<

;@J:FLEKJ�8I<�I<;L:K@FEJ�KF�GI@:<J
�%=�FE<�@J��9<�JLI<�K?8K�8CC�C@E<�@K<DJ�FE�K?<�@EMF@:<�8I<�K8O89C<�8K�K?<�J8D<�I8K<


�� Notes

)8E8><I�N@CC�EFK�:8C:LC8K<�K?<�;@J:FLEK�8DFLEK�=FI�PFL�=IFD�FK?<I�C@E<�@K<DJ�FI�K?<�KI8EJ8:K@FE�JL9KFK8C
�5FL�DLJK

;<K<ID@E<�K?<�;@J:FLEK�D8EL8CCP�FI�<EK<I�K?<�:8C:LC8K@FE�;@I<:KCP�@EKF�K?<Discount =@<C;


 @J:FLEKJ�F=�JG<:@=@:�8DFLEKJ�8E;�;<J:I@GK@FEJ�:8E�9<�J<K�LG�8JEFE�@EM<EKFIP�@K<DJ


0?<�;@J:FLEK�8DFLEK�N@CC�8GG<8I�FE�K?<�:FDGC<K<;�KI8EJ8:K@FE�@E�8Discount :FCLDE
�0?<�8DFLEK�9<@E>�JL9KI8:K<;�=IFD�K?<�KFK8C�N@CC

8GG<8I�8J�8�E<>8K@M<�ELD9<I�@E�K?<Amount :FCLDE
� @J:FLEKJ�<EK<I<;�K?@J�N8P�N@CC�9<�GFJK<;�KF�K?<�8::FLEK�J<C<:K<;�N@K?FLK�8==<:K@E>

FK?<I�C@E<�@K<DJ


�� Example

�I@CC@8EK�%E;LJKI@<J�J<CCJ�=@M<�:<I8D@:�C8DGJ��@EM<EKFIP�:F;<������KF�8�N?FC<J8C<�:LJKFD<I��JF�EF�J8C<J�K8O�@J�;L<
�1E;<I�K<IDJ

F=�K?@J�:LJKFD<I[J�@E:<EK@M<�GC8E���I@CC@8EK�<OK<E;J�8E�FM<I8CC�;@J:FLEK�F=�����
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�
�
� �CFE<�KI8EJ8:K@FEJ�8E;�I<GFIKJ

Create a clone @E�)8E8><I�N?<E�PFL�N8EK�8�KI8EJ8:K@FE�FI�I<GFIK�J@D@C8I�KF�FE<�K?8K�8CI<8;P�<O@JKJ
�0F�:I<8K<�8�:CFE<��:C@:B�K?<Clone

9LKKFE�E<8I�K?<�KFG�F=�K?<�)8E8><I�N@E;FN�N?@C<�M@<N@E>�8�KI8EJ8:K@FE�FI�I<GFIK�

�CFE@E>�8�KI8EJ8:K@FE

�CFE@E>�><E<I8K<J�8E�<O8:K�;LGC@:8K<�F=�8�KI8EJ8:K@FE
��CC�JK8E;8I;�8E;�:LJKFD�=@<C;�:FEK<EKJ��:?<:B9FO�FGK@FEJ��8E;�:LJKFD�K?<D<J�N@CC

8GG<8I�FE�8�E<N�KI8EJ8:K@FE�<EKIP�=FID�<O8:KCP�8J�K?<P�N<I<�=FI�K?<�G8I<EK�KI8EJ8:K@FE��N@K?�FE<�<O:<GK@FE
�0?8K�<O:<GK@FE�@J�K?<I<=<I<E:<

ELD9<I =@<C;��N?@:?�N@CC�=FCCFN�K?<�J<KLG�=FI�K?8K�=FID�KPG<�LE;<IForm 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<8IJ��8EPK?@E>�:8E�9<�<;@K<;�FI�8;;<;�KF�@K
��C@:BCreate KF�J8M<�K?<�E<N�KI8EJ8:K@FE
�%=�K?<�;<=8LCK�@J�=FI

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<;�KI8EJ8:K@FE�N@CC�8GG<8I


�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�J:I<<E
��J�N@K?

KI8EJ8:K@FEJ��8EPK?@E>�:8E�9<�<;@K<;�FI�8;;<;��ALJK�8J�@=�8�E<N�I<GFIK�N<I<�9<@E>�:I<8K<;�=IFD�J:I8K:?
�0?@J�=<8KLI<�@J�<JG<:@8CCP�?<CG=LC�N?<E

:I<8K@E>�I<GFIKJ�=FI�E<N�I<GFIK@E>�G<I@F;J�FI�;<J@>E@E>�J@D@C8I��9LK�EFK�@;<EK@:8C��:LJKFD�I<GFIKJ
��C@:BCreate KF�J8M<�K?<�E<N�I<GFIK

;<=@E@K@FE
�0?<�E<NCP�:CFE<;�I<GFIK�N@CC�8GG<8I


�
�
� 1J<�K?<��FGP�KF�=LE:K@FE

/<M<I8C�=FIDJ�8E;�I<GFIKJ�@E�)8E8><I�I<C8K@E>�KF�:LJKFD<IJ�8E;�JLGGC@<IJ�F==<I�8Copy toCopy to 9LKKFE�@E�K?<@I�?<8;<IJ��8CCFN@E>�FE<

KI8EJ8:K@FE��;<=@E@K@FE��FI�I<GFIK�KF�9<�:FEM<IK<;�;@I<:KCP�KF�8�E<N�FE<�@E�8�NFIB=CFN
�0?@J�=<8KLI<�:8II@<J�FM<I�@DGFIK8EK�@E=FID8K@FE��JL:?�8J

:LJKFD<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
��FGP@E>�KF�8�E<N

=FID�

U /8M<J�K@D<

U ,I<M<EKJ�D@JK8B<J

3?<E�8�=FID�FI�I<GFIK�@J�:FG@<;��8�E<N�<EKIP�J:I<<E�=FI�K?<�;<JK@E8K@FE�=FID�8GG<8IJ��9LK�K?<�E<N�KI8EJ8:K@FE�@J�EFK�@DD<;@8K<CP�:I<8K<;
��CC

<EKI@<J�:8E�9<�<;@K<;��;<C<K<;��FI�8L>D<EK<;�=@IJK
�0?<�;<JK@E8K@FE�=FID�@J�=@E8C@Q<;�FECP�N?<E�K?<Create 9LKKFE�@J�:C@:B<;


0?<�K89C<�9<CFN�J?FNJ�N?@:?�FI@>@E8C�=FIDJ�8E;�I<GFIKJ�:8E�9<�:FG@<;�KF�M8I@FLJ�;<JK@E8K@FE�=FIDJ�
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�� Notes

Copy to FGK@FEJ�8GG<8I�FECP�=FI�K89J�K?8K�8I<�<E89C<;
�%=�EF�K89J�8I<�<E89C<;�<O:<GK�K?<�FE<�=FI�K?<�FI@>@E8C�=FID��K?<

Copy to 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�@E;@M@;L8C�KI8EJ8:K@FEJ


3?<E�9FK?�FI@>@E8C�8E;�;<JK@E8K@FE�=FIDJ�@E:CL;<�:LJKFD�=@<C;J�N@K?�@;<EK@:8C�C89<CJ��:FEK<EK�F=�FI@>@E8C�:LJKFD�=@<C;J�N@CC

:FGP�KF�K?<�;<JK@E8K@FE�:LJKFD�=@<C;J�overriding any default content for the destination form J<K�LE;<I�"FID� <=8LCKJ


$FN<M<I��@=�8E�FI@>@E8C�:LJKFD�=@<C;�@J�<DGKP��;<=8LCK�;<JK@E8K@FE�:FEK<EK�N@CC�9<�LJ<;


(@E<�@K<D�:LJKFD�=@<C;J�8I<�EFK�:FG@<;�KF�FK?<I�KI8EJ8: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�FM<I


3?<E�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<DJ�8I<�@E:CL;<;�FE�8�=FID��GFJK@E>�8::FLEKJ�8E;�GI@:<J�:?8E><�KF�K?FJ<�8GGIFGI@8K<

=FI�K?<�;<JK@E8K@FE�=FID


�
�
�� 1J<�$0)(�:F;<�@E�=@<C;J

�CDFJK�8CC�=@<C;J�@E�)8E8><I�8::<GKHypertext Markup Language (HTML) code 
�0?@J�8CCFNJ�PFL�KF�:FEKIFC�8GG<8I8E:<�F=�K<OK�:FEK<EK�8E;

J?FN�@D8><J�FE�;F:LD<EKJ�C@B<�@EMF@:<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�@EMF@:<�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

0F�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?<�<O8DGC<

89FM<�@J�8�1.(�N?<I<�K?<�@D8><�@J�JKFI<;


5FL�D8P�=@E;�K?8K�@D8><J�N@CC�EFK�;@JGC8P�FEJ:I<<E��9LK�8I<�I<GC8:<;�9P�8�JPD9FC�@E;@:8K@E>�@E89@C@KP�F=�K?<�JF=KN8I<�KF

;FNECF8;�K?<D�

0?@J�?8GG<EJ�N?<E�K?<�@D8><�?FJK�I<JKI@:KJ�89@C@KP�KF�?FKC@EB�@D8><J�KF�CF:8C�%,�8;;I<JJ127.0.0.1 
�%E�K?<J<�J@KL8K@FEJ��, "J

F=�8�KI8EJ8:K@FE�FI�<D8@CJ�J<EK�=IFD�K?<�GIF>I8D�><E<I8CCP�;@JGC8P�K?<�@D8><J�:FII<:KCP
��LK�K?<�FECP�I<C@89C<�JFCLK@FE�@J

LJ@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;�E8D<;

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�LEF9KILJ@M<�=@E<�GI@EK�FE�J8C<J�@EMF@:<J��9LK�;F�EFK�N8EK�K?<�KIFL9C<�F=

:I<8K@E>�8�:LJKFD�K?<D<
�/F�PFL�:I<8K<�8�:LJKFD�=@<C;�=FI�J8C<J�@EMF@:<J��C89<C<;Terms and Conditions
�%E�@K��PFL�<EK<I�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

)8E8><I�:8E perform calculations @E�9L@CK�@E�ELD9<I�=@<C;J�8J�HL8EK@K@<J�FI�GI@:<J�8I<�<EK<I<;
�0?<�I<JLCK�F=�K?<�:8C:LC8K@FE�@J�JKFI<;��EFK

K?<�:8C:LC8K@FE�@KJ<C=


3?<E�<EK<I@E>�8�KI8EJ8:K@FE��J@DGCP�@E:CL;<�8E�8I@K?D<K@:�<OGI<JJ@FE�@E�8�ELD9<I�=@<C;
��CCFN<;�:?8I8:K<IJ�@E:CL;<�

U *LD<I8CJ����������������������������8E;��

U +G<I8KFIJ�
�����	�����8E;�7

U ,8I<EK?<J<J���8E;���@E�D8K:?@E>�G8@IJ��@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:LC8K@FE��)8E8><I�N@CC�;@JGC8P�K?<�<EK<I<;�:?8I8:K<IJ
�%=�K?<�<OGI<JJ@FE

@J�@E:FDGC<K<�FI�LE8CCFN89C<��K?<�=@<C;�@J�FLKC@E<;�@E�I<;
�3?<E�8�M8C@;�<OGI<JJ@FE�?8J�9<<E�<EK<I<;��@KJ�I<JLCK�@J�J?FNE�@E�I<8C�K@D<�8E;

@E:CL;<;�@E�FK?<I�:8C:LC8K@FEJ�G<I=FID<;�9P�K?<�GIF>I8D
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�� Examples

0?<�=FCCFN@E>�<EKIP�@J�@EM8C@;�9<:8LJ<�F=�8�D@JJ@E>�G8I<EK?<J@J�GI<:<;@E>�K?<�ELD<I8C��
�*FK<�?FN�K?<Total =@<C;�I<D8@EJ

Q<IF�

3?<E�K?<�<OGI<JJ@FE�@J�:FII<:K<;��@KJ�I<JLCKJ�8I<�LJ<;�@E�K?<�KI8EJ8:K@FE�

8E;�=CFN�K?IFL>?�KF�K?<�:FDGC<K<;�=FID�

�8C:LC8K@FEJ�:8E�9<�<EK<I<;�@EKF�DLCK@GC<�=@<C;J�@E�K?<�J8D<�C@E<
�0?<P�:8E�8CJF�9<�HL@K<�<C89FI8K<
�0?<�=FCCFN@E>

:8C:LC8K@FEJ�

GIF;L:<�

3?<E�I<KLIE@E>�KF�K?<�<EKIP�J:I<<E�9P�:C@:B@E>Edit ��K?<�I<JLCKJ�F=�K?<�:8C:LC8K@FE�?8M<�9<<E�JKFI<;�not the formulae �

�� Caution

�8C:LC8K@FEJ�:8EEFK�9<�G<I=FID<;�@E�ELD9<I�KPG<�:LJKFD�=@<C;J
�%=�8E�8I@K?D<K@:�<OGI<JJ@FE�@J�<EK<I<;�@E�JL:?�8�=@<C;��K?<

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><I�D8B<J�;8K8�8M8@C89C<�@E�K89�J<G8I8K<;�M8CL<��0/2��=FID8K�=FI�C@JKJ�8E;�I<GFIKJ
�0/2�

=FID8KK<;�;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?<�D8IB<K
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�� Notes

�FDGC<K<;�KI8EJ8:K@FE�=FIDJ��JL:?�8J�J8C<J�@EMF@:<J��<OG<EJ<�:C8@DJ��AFLIE8C�<EKI@<J��FI�GLI:?8J<�FI;<IJ��:8EEFK�9<�:FG@<;


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�=@O<;�8JJ<K

C<;><IJ��FE�K?<�FK?<I�?8E;��8I<�;8K8�C@JKJ�8E;�:8E�9<�:FG@<;


�FGP�;8K8�=IFD�K?<�J:I<<E�;@JGC8P

�EP�C@JK�K?8K�:8E�9<�:FG@<;�?8J�8Copy to clipboard 9LKKFE�8K�K?<�CFN<I�I@>?K�:FIE<I�9<CFN�K?<�C@JK�

�EP�I<GFIK�K?8K�:8E�9<�:FG@<;�?8J�8Copy to clipboard 9LKKFE�E<8I�K?<�KFG�F=�K?<�N@E;FN�

0?<�:FGP�=LE:K@FE�:FG@<J�FECP�K?<�;8K8�;@JGC8P<;�FE�J:I<<E
�%K�GI<J<IM<J�8EP�J<8I:?�FI�JFIK�FG<I8K@FEJ�G<I=FID<;�FE�K?<�;8K8�GI@FI�KF

:FGP@E>


�� Example

*FIK?N@E;�0I8;<IJ�N8EKJ�KF�:I<8K<�8�JGI<8;J?<<K�F=�<OG<EJ<�:C8@D�@E=FID8K@FE�KF�JLGGFIK�8�DFEK?CP�D8E8><D<EK�I<M@<N


0?<�D8@E�C@JK@E>�F=�K?<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@E8K@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<;�;8K8�@J

LJL8CCP�9<JK�G8JK<;�@EKF�8�GI<�=FID8KK<;�K89C<�@E�8�NFI;�GIF:<JJ@E>�;F:LD<EK
�%K�:8E�LJL8CCP�9<�G8JK<;�@EKF�K?<�=@IJK�:<CC�F=�8�JGI<8;J?<<K�

N?<I<�@K�N@CC�8LKFD8K@:8CCP�9<�G8IJ<;�@EKF�@E;@M@;L8C�:<CCJ
��!O8:K�9<?8M@FI�@E�K?<�;<JK@E8K@FE�;F:LD<EK�;<G<E;J�FE�PFLI�FG<I8K@E>�JPJK<D�

8GGC@:8K@FE��8E;�M<IJ@FE
��0/2�=FID8KK@E>�@J�LJ<;�9P�)8E8><I�9<:8LJ<�@K�@J�K?<�DFJK�=C<O@9C<
�"LE:K@FEJ�8M8@C89C<�@E�K?<�;<JK@E8K@FE

8GGC@:8K@FE�:8E�9<�8GGC@<;�KF�K?<�<OGFIK<;�;8K8�=FI�8E8CPJ@J�FI�GI<J<EK8K@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@K89C<�GI<J<EK8K@FE�

%=�;<J@I<;��*FIK?N@E;�:FLC;�8CJF�:I<8K<�:?8IKJ�FI�>I8G?J�=IFD�K?<�;8K8�LJ@E>�JGI<8;J?<<K�:8G89@C@K@<J


�� Note

3?<E�G8JK@E>�@EKF�8�JGI<8;J?<<K��;8K<�8E;�ELD9<I�=FID8KK@E>�@E�)8E8><I�8E;�PFLI�JGI<8;J?<<K�GIF>I8D�DLJK�9<

:FDG8K@9C<�KF�8:?@<M<�:FDDFE�;8K8�@EK<IGI<K8K@FE
�0PG@:8CCP��@=�ELD9<I�FI�;8K<�=FID8KJ�8I<�EFK�:FDG8K@9C<��G8JK<;�:FEK<EK

N@CC�9<�@EK<IGI<K<;�8J�K<OK�9P�K?<�JGI<8;J?<<K�8GGC@:8K@FE
�0<OK�=FID8K�D8P�9<�8::<GK89C<�@=�EF�:8C:LC8K@FEJ�8I<�I<HL@I<;
��LK

@=�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?<<K

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@C@KP
�,8P�G8IK@:LC8I

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@FE�89FLK

@E;@M@;L8C�<EKI@<J�>IFNJ��;@JGC8PJ�F=K<E�<O:<<;�J:I<<E�N@;K?
��E;�K?8K�JFD<K@D<J�D<8EJ�8�CFK�F=�J:IFCC@E>�98:B�8E;�=FIK?�KF�<EK<I��<;@K��FI

I<8;�;8K8


�:K@M8K@E>�:FDG8:K�DF;<

%=�PFLI�J:I<<E�N@;K?�@J�C@D@K<;��)8E8><I[J�E8M@>8K@FE�G8E<�:8E�9<�D@E@D@Q<;�KF�>8@E�M8CL89C<�JG8:<�9P�:C@:B@E>�K?<JPD9FC�8K�K?<�9FKKFD

:FIE<I�F=�K?<�)8E8><I�N@E;FN��<C@D@E8K@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@:B 8>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@;<�E8M@>8K@FE

G8E<�@J�I<GC8:<;�9P�8�J:IFCC89C<�?FI@QFEK8C�98I�=FI�K89�J<C<:K@FE�E<8I�K?<�KFG�F=�K?<�N@E;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�@E=FID8K@FE

3?<E�)8E8><I�DLJK�I<D8@E�FG<E�@E�J@KL8K@FEJ�N?<I<�LE8LK?FI@Q<;�G<IJFEE<C�D@>?K�9<�89C<�KF�M@<N�J<EJ@K@M<�:FEK<EK��PFL�:8Eobscure

onscreen information 
�!O8DGC<J�@E:CL;<�

U .<K8@C�JKFI<J�N?<I<�K?<�8::FLEK@E>�J:I<<E�:8EEFK�9<�?@;;<E�=IFD�:LJKFD<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<=<I�KF�@K�;LI@E>�8�D<<K@E>

�C@:B�K?<�<P<�@:FE�8K�K?<�9FKKFD�F=�K?<�J:I<<E�KF�9CLI�=@E8E:@8C�8E;�HL8EK@KP�;8K8�

 8K8�@J�9CLII<;��8E;�K?<�@:FE�:?8E><J�:FCFI�
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�� Example

*FIK?N@E;�0I8;<IJ[ Summary G8><�EFID8CCP�CFFBJ�C@B<�K?@J�

3?<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�LE8LK?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=�LE8LK?FI@Q<;�M@<N<IJ
�(@B<N@J<�Edit 8E; View J:I<<EJ�F=

KI8EJ8: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�JK@CC�9<�M@<N<;�N@K?FLK�I<M<8C@E>�FK?<I�@E=FID8K@FE�9P�J:IFCC@E>�FM<I�@K�FI�@EKF�K?<�K89C<�:<CC�:FEK8@E@E>�@K
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�� Example

�I@CC@8EK�%E;LJKI@<J�:?<:BJ�K?<Accounts receivable98C8E:<�=FI��F9[J�$8I;N8I<�9P�GC8:@E>�K?<�:LIJFI�@EKF�K?<�8GGIFGI@8K<�:<CC

@E�K?<Customers K89�N?@C<�9CLII@E>�@J�KF>>C<;�FE
��8C8E:<J�F=�FK?<I�:LJKFD<IJ�8E;�K?<�KFK8C�F=Accounts receivable8I<

EFK�I<M<8C<;�

�
�
�� *8M@>8K<�KI8EJ8:K@FE�C@JKJ�N@K?�GI<M@FLJ�8E;�E<OK�8IIFNJ

3?<E<M<I�)8E8><I�;@JGC8PJ�8�:FDGC<K<;�KI8EJ8:K@FE�=FID�FI�K?<D<��8EPK?@E>�M@J@9C<�9P�:C@:B@E>�8View 9LKKFE�<O:<GK�8�I<GFIK��

navigation arrows and information 8GG<8I�@E�K?<�KFG�I@>?K�:FIE<I�F=�K?<�=FID�;@JGC8P�=I8D<��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=�;I@CC�;FNEJ�
�/G<:@=@:8CCP��K?<�JPD9FCJ�8E;

ELD9<IJ�D<8E�

2@<N�I<:FI;�8K�9<>@EE@E>�F=�C@JK

2@<N�GI<M@FLJ�I<:FI;�@E�C@JK

*FN�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�I<:FI;�@E�C@JK

2@<N�I<:FI;�8K�<E;�F=�C@JK

�� Note

(@JK�ELD9<I@E>�8E;�FI;<I@E>�GI<J<IM<J�K?<�I<JLCKJ�F=�8EP�GI@FI�J<8I:?�FI�JFIK�FG<I8K@FEJ
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�� Example

*FIK?N@E;�0I8;<IJ�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:K

GLI:?8J<;�GI<M@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<8I:?�=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<I�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�@EMF@:<��*FIK?N@E;

J@DGCP�:C@:BJ�K?<9LKKFE��:FEK@EL@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�)8E8><I��:CFJ@E>�8E�8::FLEK@E>�G<I@F;�@J�EFK�I<HL@I<;��9LK�8lock date :8E�9<�J<K�KF�GI<M<EK�8EP�:?8E><J�K?8K�8==<:K�=@E8E:@8C�C<;><IJ�FE

FI�9<=FI<�8�;<J@I<;�;8K<


#F�KF�K?< Settings K89�8E;�:C@:BLock Date �

�

�?<:B�K?<�9FO�KFLock accounting periodsLock accounting periods 8E;�<EK<I�K?<�;<J@I<;�CF:B�;8K<
�0?<E�:C@:BUpdate 
���:CFJ<;�CF:B�@:FE�N@CC�8GG<8I�8K�K?<�KFG

F=�K?<�)8E8><I�N@E;FN�

�C@:B@E>�FE�K?<�@:FE�N@CC�K8B<�PFL�98:B�KF�K?<Lock Date G8><�@E�K?<Settings K89


�� Example

)8I@8�N8EKJ�KF�GI<M<EK�8EP�:?8E><J�KF�=@E8E:@8C�JK8K<D<EKJ�9<=FI<���&8EL8IP�����
�/?<�J<KJ�K?<�CF:B�;8K<�KF���� <:<D9<I

�����

%=�PFL�KIP�KF�<;@K�FI�;<C<K<�8EP�KI8EJ8:K@FE�;8K<;�FE�FI�9<=FI<�K?<�CF:B�;8K<��8�N8IE@E>�D<JJ8><�C@B<�K?@J�N@CC�8GG<8I�
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5FL�:8E�K<DGFI8I@CP�I<DFM<�K?<�CF:B�;8K<�@=�PFL�E<<;�KF�<;@K�FI�;<C<K<�8�KI8EJ8:K@FE�9P�:C@:B@E>�FE�K?<�CF:B�@:FE
�%=�PFL�LE:?<:B�K?<�9FO��K?<

CF:B�;8K<�@J�I<DFM<;�8E;�K?<�@:FE�;@J8GG<8IJ
�$FN<M<I��@=�PFL�C<8M<�K?<�9FO�:?<:B<;��9LK�;<C<K<�K?<�;8K<��8E�FG<E�CF:B�@:FE�8GG<8IJ
�!EK<I

K?<�CF:B�;8K<�8>8@E�N?<E�PFL�?8M<�:FDGC<K<;�K?<�:?8E><J�KF�GI<M@FLJCP�CF:B<;�KI8EJ8:K@FEJ


�� Notes

Lock Date @J�LJ<=LC�@E�DLCK@�LJ<I�<;@K@FEJ�F=�)8E8><I�KF�GI<M<EK�KPG@:8C�I<JKI@:K<;�LJ<IJ�=IFD�DF;@=P@E>�CF:B<;

KI8EJ8:K@FEJ
�3@K??FC;�8::<JJ�KF�K?<Lock Date =<8KLI<�KF�GI<M<EK�K?<D�=IFD�LECF:B@E>�I<JKI@:K<;�KI8EJ8:K@FEJ�8E;

:?8E>@E>�;8K8
�"FI�8;D@E@JKI8KFIJ�FI�I<JKI@:K<;�LJ<IJ�N@K?�=LCC�8::<JJ��K?<�=<8KLI<�N@CC�JK@CC�8:K�8J�8�I<D@E;<I�KF�GI<M<EK

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<;�;8K8


0?<�9<JK�GI8:K@:<�=FI�K<DGFI8I@CP�JLJG<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�E<<;�KF

E8M@>8K<�98:B�KF�K?<Lock Date G8><�KF�I<:?<:B�K?<�9FO
��LK�K?<�;8K<�N@CC�JK@CC�9<�@E�GC8:<
� <C<K@E>�K?<�;8K<�GC8:<J�8

M@JL8C�I<D@E;<I�FE�<M<IP�G8><�JF�PFL�:8E�DFI<�HL@:BCP�E8M@>8K<�98:B�KF�K?<Lock Date G8><
��LK�PFL�DLJK�I<�<EK<I�K?<

;8K<�KF�I<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>�98EB

KI8EJ8:K@FEJ�=IFD�9<@E>�:C<8I<;


�
� 08O��F;<J

�
�
� �I<8K<�8E;�LJ<�K8O�:F;<J

Tax codes 8I<�LJ<;�9P�)8E8><I�KF�:8C:LC8K<�8E;�I<:FI;�K8O<J�@EMF@:<;��:FCC<:K<;��G8@;��8E;�FN<;
�0?<P�:8E�9<�LJ<;�=FI�J8C<J�K8O<J��>FF;J

8E;�J<IM@:<J�K8O<J��M8CL<�8;;<;�K8O<J��8E;�FK?<I�K8O<J�@DGFJ<;�9P�8�:FLEKIP�FI�I<>@FE8C�K8O�8LK?FI@KP
�0?<P�8I<�8GGC@<;��J<G8I8K<CP�8E;

;@JK@E:KCP��@=�E<:<JJ8IP��KF�@E;@M@;L8C�C@E<�@K<DJ�FE�

U .<:<@GKJ�8E;�G8PD<EKJ

U !OG<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  <9@K�8E;�:I<;@K�EFK<J

U &FLIE8C�<EKI@<J

08O�8DFLEKJ�:8C:LC8K<;�=IFD�K8O�:F;<J�8I<�GFJK<;�KF�K?<�8::FLEK�J<C<:K<;�N?<E�;<=@E@E>�8�JG<:@=@:�K8O�:F;<��I<>8I;C<JJ�F=�N?<K?<I�K?<P�8I<

;<9@KJ�FI�:I<;@KJ
�0?@J�8::FLEK�DLJK�9<�8;;<;�KF�PFLI�:?8IK�F=�8::FLEKJ�9<=FI<�8�K8O�:F;<�@J�LJ<;
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�� Note

��K8O�:F;<�8::FLEK�F==J<KJ�K8O<J�:FCC<:K<;�FI�I<:<@M<;�LE;<I�@KJ�K8O�:F;<�J��8>8@EJK�K8O<J�G8@;�LE;<I�K?<�J8D<�K8O�:F;<�J��

I<>8I;C<JJ�F=�KI8EJ8:K@FE�KPG<
�3?<K?<I�K8O<J�8I<�:FCC<:K<;�=IFD�:LJKFD<IJ��G8@;�KF�JLGGC@<IJ��I<=LE;<;�9P�FI�I<D@KK<;�KF

K8O�8LK?FI@K@<J��K?<P�8CC�GFJK�KF�K?<�J8D<�8::FLEK�8E;�F==J<K�FE<�8EFK?<I
�0?@J�?8J�@DGFIK8EK�I8D@=@:8K@FEJ�=FI�?FN�K8O�:F;<J

8I<�8GGC@<;�FE�=FIDJ
�0?<�;<K<ID@E@E>�GI@E:@GC<J�8I<�N?<K?<I�8E;�?FN�K?<�G8IK@:LC8I�KI8EJ8:K@FE�8==<:KJ�K?<�8DFLEK�PFL

FN<�KF�8�K8O�8LK?FI@KP


�� Example 1

&F?8EE8�:?8I><J�8E;�:FCC<:KJ�2�0�=IFD�:LJKFD<IJ�FE�8I:?@K<:KLI8C�;<J@>E�J<IM@:<J
�"FI�K8O�=@C@E>��2�0�J?<�:FCC<:KJ�=IFD

:LJKFD<IJ�@J�F==J<K�9P�2�0�J?<�G8PJ�KF�?<I�JLGGC@<IJ
�/F�J?<�DLJK�LJ<�K?<�J8D<�2�0�K8O�:F;<�FE�J8C<J�8E;�GLI:?8J<

@EMF@:<J
�&F?8EE8[J�K8O�C@89@C@KP�98C8E:<�N@CC�9<�K?<�;@==<I<E:<�9<KN<<E�2�0�:FCC<:K<;�8E;�2�0�G8@;
�3?<E�J?<�I<D@KJ�K?8K

8DFLEK�KF�?<I�K8O�8LK?FI@KP��8GGCP@E>�K?<�J8D<�K8O�:F;<�FE�K?<�G8PD<EK��K?<�98C8E:<�N@CC�;IFG�KF�Q<IF


Example 2

.F9<IKF�:FCC<:KJ�J8C<J�K8O�=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�K8O�?<�G8PJ�KF

JLGGC@<IJ
��%E�JFD<�ALI@J;@:K@FEJ��.F9<IKF�NFLC;�EFK�9<�8JJ<JJ<;�J8C<J�K8O�9P�?@J�JLGGC@<IJ�FE�@K<DJ�?<�N@CC�I<J<CC
��.F9<IKF

J?FLC;�8GGCP�K?<�J8C<J�K8O�:F;<�FE�I<:<@GKJ�8E;�J8C<J�@EMF@:<J
��LK�N?<E�?<�GLI:?8J<J�K8O89C<�JLGGC@<J��?<�J?FLC;�@E:CL;<

J8C<J�K8O�G8@;�KF�?@J�JLGGC@<IJ�@E�K?<�GI@:<�F=�K?<�JLGGC@<J�8E;�8GGCP�EF�K8O�:F;<�FE�GLI:?8J<�@EMF@:<J�FI�G8PD<EKJ
�$@J�K8O

C@89@C@KP�98C8E:<�N@CC�I<=C<:K�FECP�J8C<J�K8O�:FCC<:K<;�LEK@C�?<�I<D@KJ�K?8K�8DFLEK�KF�?@J�K8O�8LK?FI@KP��;IFGG@E>�?@J�K8O�C@89@C@KP

98C8E:<�KF�Q<IF
�/8C<J�K8O�?<�G8PJ�KF�JLGGC@<IJ�N@CC�9<�@E:CL;<;�8J�8E�<OG<EJ<�@E�K?<�:FJK�F=�JLGGC@<J��I<;L:@E>�E<K�@E:FD<


�LK�@K�N@CC�EFK�I<;L:<�K?<�8DFLEK�?<�DLJK�I<D@K�KF�?@J�K8O�8LK?FI@KP


+E�JFD<�KI8EJ8:K@FE�=FIDJ��8E�FGK@FE�@J�8M8@C89C<�8J�KF�N?<K?<I�8DFLEKJ�8I<�K8O�@E:CLJ@M<�FI�K8O�<O:CLJ@M<�

3?<E�K8O�@E:CLJ@M<��)8E8><I�:8C:LC8K<J�<==<:K@M<�GI@:<J�K?8K��N?<E�:FD9@E<;�N@K?�K8O�8K�K?<�JG<:@=@<;�I8K<��<HL8C�K?<�8DFLEK�<EK<I<;
�%E

FK?<I�NFI;J��K?<�K8O�8DFLEK�@J�<==<:K@M<CP�98:B<;�FLK�F=�K?<�KFK8C
�3?<E�K8O�<O:CLJ@M<��)8E8><I�8GGC@<J�K?<�K8O�I8K<�KF�K?<�<EK<I<;�8DFLEK

8E;�8;;J�K?<�I<JLCK@E>�K8O�KF�F9K8@E�8�?@>?<I�KFK8C


/<KK@E>�LG�K8O�C@89@C@KP�8::FLEKJ

08O�C@89@C@KP�8::FLEKJ�:8E�9<�J<K�LG�9<=FI<�FI�8=K<I�8;;@E>�K8O�:F;<J
��LK�@K�@J�EFID8CCP�=8JK<I�KF�J<K�K?<D�LG�=@IJK�JF�K8O�:F;<J�:8E�9<�8;;<;

@E�8�J@E>C<�JK<G


#F�KF Settings 8E;�:C@:BChart of Accounts �

�

+E�K?<�98C8E:<�J?<<K�J@;<��:C@:BNew Account �

 <=@E<�K?<�8::FLEK�
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U #@M<�K?<�8::FLEK�8NameName
�%E�K?@J�<O8DGC<��K?<�E8D<�@JTax payable��9LK�8JJ@>E@E>�8�DFI<�;<J:I@GK@M<�E8D<�@J�>FF;�GI8:K@:<


U !EK<I�8CodeCode��@=�;<J@I<;��KF�D8K:?�8E�FM<I8CC�J:?<D<�=FI�K?<�:?8IK�F=�8::FLEKJ


U �JJ@>E�K?<�8::FLEK�KF�8GroupGroup 
�*FID8CCP��K8O�8::FLEKJ�8I<�GC8:<;�@E�K?<Liabilities >IFLG��9<:8LJ<�DFI<�K8O�N@CC�9<�G8P89C<�KF�K?<

K8O�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<
��%=��LE;<I�LELJL8C

:@I:LDJK8E:<J��PFL�<OG<:K�KF�8CN8PJ�9<�G8@;�8�I<:FM<I89C<�K8O�9P�K?<�8LK?FI@KP�@EJK<8;�F=�I<D@KK@E>�K8O��:C8JJ@=P�K?<�K8O�:F;<�LE;<I

Assets
��?FFJ<�K?<�:8K<>FIP�F=�K?<Cash Flow StatementCash Flow Statement N?<I<�PFL�NFLC;�C@B<�K8O�C@89@C@KP�KI8EJ8:K@FEJ�I<GFIK<;
�*FID8CCP�

Operating activities @J�LJ<;


U �?FFJ<�8 DivisionDivision �@=�8EP�8I<�;<=@E<;��@=�K?<�C@89@C@KP�8::FLEK�N@CC�9<CFE>�KF�FECP�FE<�;@M@J@FE
�+K?<IN@J<��C<8M<�9C8EB


U *FID8CCP��C<8M<Autofill - Line descriptionAutofill - Line description LE:?<:B<;
�0?<�<O:<GK@FE�NFLC;�9<�N?<E�8CC�FI�DFJK�KI8EJ8:K@FEJ�GFJK<;�KF�K?<

K8O�C@89@C@KP�8::FLEK�8I<�<OG<:K<;�KF�9<�=FI�K?<�J8D<�K?@E>��I<HL@I@E>�K?<�J8D<�E8II8K@M<


U (<8M<�K?<Autofill - Tax CodeAutofill - Tax Code 9FO�LE:?<:B<;�FI�N@K?�K?<�;<=8LCK�No tax <EKIP
��=K<I�8CC��K8O<J�8I<�EFK�K8O<;
��0?@J�=@<C;�@J

8M8@C89C<�KF�LJ<�N?<E�FK?<I�KPG<J�F=�8::FLEKJ�8I<�9<@E>�;<=@E<;
�

�C@:BCreate 
�%=�PFL�N@CC�9<�J<G8I8K@E>�;@==<I<EK�K8O�:F;<J�@EKF�;@==<I<EK�98C8E:<�J?<<K�8::FLEKJ��I<G<8K�K?<�GIF:<JJ�89FM<�8J�D8EP�K@D<J

8J�E<:<JJ8IP


�� Note

,I@FI�KF�)8E8><I�M<IJ@FE���
��
����8�9L@CK�@E�8::FLEK�E8D<;Tax payableN8J�8:K@M8K<;�8LKFD8K@:8CCP�N?<E�K8O�:F;<J�N<I<

LJ<;
��CC�K8O�:F;<J�GFJK<;�KF�K?@J�8::FLEK�9P�;<=8LCK
�)L:?�>I<8K<I�=C<O@9@C@KP�@J�8:?@<M<;�9P�;<=@E@E>�PFLI�FNE�K8O�C@89@C@KP

8::FLEK�J�


"FI�9LJ@E<JJ<J�8CI<8;P�<JK89C@J?<;�N?<E�M<IJ@FE���
��
���N8J�I<C<8J<;��K?<�9L@CK�@ETax payable8::FLEK�N8J�:FEM<IK<;

8LKFD8K@:8CCP�KF�8�JK8E;8I;�8::FLEK��;<=@E<;�8J�@E�K?<�<O8DGC<�89FM<
�*F�8:K@FE�@J�I<HL@I<;�9P�K?<�LJ<I�=FI�K?<�:FEM<IJ@FE


�� Caution

%E�DFI<�I<:<EK�M<IJ@FEJ�F=�)8E8><I��K?<Tax payable8::FLEK�JK@CC�<O@JKJ�8J�8�GC8:<?FC;<I�KF�GI<M<EK�JF=KN8I<�<O<:LK@FE

GIF9C<DJ
��LK�PFL�:8EEFK�GFJK�KI8EJ8:K@FEJ�KF�@K
�/F�K?<P�N@CC�<E;�LG�@E�K?<Suspense8::FLEK
You must create your own

tax liability account.
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�;;@E>�8�K8O�:F;<

5FL�:8E�8;;�8J�D8EP�K8O�:F;<J�8J�PFL�E<<;�KF�LJ<
��K�8�98J@:�C<M<C��)8E8><I�8CCFNJ�KNF�KPG<J�F=�K8O�:F;<J�

U �LJ@E<JJ�CF:8C@Q8K@FE�K8O�:F;<J��N?@:?�8I<�GI<;<=@E<;�=FI�JG<:@=@:�:FLEKI@<J�FI�I<>@FEJ

U �LJKFD�K8O�:F;<J��N?@:?�PFL�;<=@E<�PFLIJ<C=

�LJ@E<JJ�CF:8C@Q8K@FE�K8O�:F;<J

(F:8C@Q8K@FE�J<KK@E>J�8E;�=<8KLI<J��@E:CL;@E>�GI<;<=@E<;�K8O�:F;<J��8I<�8M8@C89C<�@E�K?<�GIF>I8D�=FI�JFD<�CF:8K@FEJ
�0?<J<�8I<�8CN8PJ

GI<=<I89C<�@=�K?<P�D<<K�PFLI�E<<;J
�#<E<I8CCP��GI<;<=@E<;�K8O�:F;<J�<O@JK�FECP�N?<E�CF:8C@Q8K@FE�FGK@FEJ�@E:CL;<�8�I<GFIK�KI8EJ=FID8K@FE�K?8K

:8CCJ�;8K8�=FI�JG<:@=@:�K8O�:F;<J
�1EC<JJ�K?<�K8O�:F;<�@J�GI<;<=@E<;��K?<�I<GFIK�KI8EJ=FID8K@FE�:8EEFK�=@E;�E<:<JJ8IP�;8K8


%E�D8EP�:8J<J��DFI<�K?8E�FE<�K8O�I8K<�FI�KPG<�@J�8M8@C89C<�=FI�8�:FLEKIP
�0F�8:K@M8K<�CF:8C@Q8K@FE�K8O�:F;<J�=FI�PFLI�CF:8K@FE�J���=FCCFN

@EJKIL:K@FEJ�@EK?@J�#L@;<


3?<E�K?<�K8O�:F;<J�8I<�=@IJK�@DGFIK<;��K?<P�D8P�9<�8JJ@>E<;�KF�K?<Suspense8::FLEK�9P�;<=8LCK
�+E�K?<Tax Codes G8><�F=�K?<

Settings K89��:C@:BEdit =FI�8CC�K8O�:F;<J�8E;�8JJ@>E�<8:?�FE<�KF�K?<�;<J@I<;�K8O�C@89@C@KP�8::FLEK


�� Notes

%=�8�CF:8C@Q8K@FE�K8O�: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�9<@E>�C<M@<;��EF�K8O

C@89@C@KP�8::FLEK�8JJ@>ED<EK�N@CC�9<�GFJJ@9C<


+E:<�K8O�: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<�@DGFIK<;
�0?@J�N8P�

K8O�:F;<J�:8E�9<�8;;<;�=IFD�DFI<�K?8E�FE<�:FLEKIP


�� Example

/8DGC<�)8EL=8:KLI@E>��FDG8EP�FG<I8K<J�@E��LJKI8C@8
�%K�=FCCFNJ�@EJKIL:K@FEJ�=FI�@EJK8CC@E>�K?<�#/0��8C:LC8K@FE�3FIBJ?<<K


0?8K�@EJK8CC8K@FE�@E:CL;<J�J<M<I8C�K8O�:F;<J
��C@:B@E>Edit =FI�K?<GST 10%K8O�:F;<��/8DGC<�J<<J�K?<�K8O�:F;<�@J�J<K�LG�8J

8�J@E>C<�I8K<������K8O�K?8K�:?8E><J�K?<�K@KC<�F=�<M<IP�J8C<J�@EMF@:<�FE�N?@:?�@K�@J�8GGC@<;�KFTax Invoice
�/8DGC<�J<C<:KJ�K?<

GST payable8::FLEK�@K�GI<M@FLJCP�<JK89C@J?<;�=FCCFN@E>�@EJKIL:K@FEJ�89FM<�8E;�:C@:BJUpdate �
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�LJKFD�K8O�:F;<J

%=�PFLI�:FLEKIP�FI�K?<�JG<:@=@:�K8O�KPG<�8E;�I8K<�PFL�E<<;�8I<�EFK�8M8@C89C<�K?IFL>?�K?<�CF:8C@Q8K@FE�=<8KLI<��PFL�N@CC�E<<;�KF�:I<8K<�FE<�FI

DFI<�:LJKFD�K8O�:F;<J
�)8E8><I�GIFM@;<J�8�><E<I@:�=I8D<NFIB�=FI�:I<8K@E>�J@DGC<�FI�:FDGC<O�K8O�:F;<J�KF�?8E;C<�8CDFJK�8EP�K8O�J:<E8I@F


0F�J<K�LG�8�:LJKFD�K8O�:F;<��>F�KF�K?<Settings K89��K?<ETax Codes ��8E;�:C@:BNew Tax Code �

 <=@E<�K?<�K8O�: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�8NameName=FI�K?<�:LJKFD�K8O�:F;<


U �;;�8 LabelLabel ��F=K<E�8�J?FIK<E<;�M<IJ@FE�F=�K?<�=LCC�E8D<
�0?<Label N@CC�8GG<8I�FE�KI8EJ8:K@FE�=FIDJ


U /<C<:K�FE<�F=�K?I<<�FGK@FEJ�@E�K?<Tax rateTax rate 9FO
��?FFJ< Zero (0%)KF�:I<8K<�8�K8O�:F;<�=FI�K8O�<O<DGK�KI8EJ8:K@FEJ�N?<I<�@K�D8P�9<

E<:<JJ8IP�KF�J?FN�K?<�K8O�<O<DGK�JK8KLJ
�*F�K8O�N@CC�9<�:8C:LC8K<;��9LK�=FIDJ�N@CC�J?FN�K?<����I8K<�@J�9<@E>�8GGC@<;
��?FFJ<Pass-

through (100%)KF�:I<8K<�8�K8O�:F;<�=FI�C@E<�@K<DJ�K?8K�8I<�8CC�K8O
���:FDDFE�8GGC@:8K@FE�@J�N?<E�8�K8O�8LK?FI@KP�J<E;J�8�9@CC�=FI�K8O

;L<�FE�@DGFIK<;�>FF;J��K?<�K8O�@J�G8@;�KF�K?<�K8O�8LK?FI@KP�@EJK<8;�F=�K?<�JLGGC@<I�N?F�JFC;�PFL�K?<�>FF;J
�"FIDJ�N@CC�J?FN�K?<�K8O

8DFLEK�8J�8�I<>LC8I�C@E<�@K<D
�0?<�K8O�8DFLEK�N@CC�9<�@E:CL;<;�@E�K?<�JL9KFK8C�I8K?<I�K?8E�J?FN@E>�9<CFN�K?<�JL9KFK8C�8J�8E�8DFLEK

KF�9<�8;;<;
�0?<�<EK@I<�K8O�8DFLEK�N@CC�GFJK�KF�K?<�;<J@>E8K<;�K8O�C@89@C@KP�8::FLEK
�"FI�DFJK�:LJKFD�K8O�:F;<J��J<C<:KCustom %


%=�8�:LJKFD�I8K<�K8O�:F;<�@E:CL;<J�FECP�FE<�:FDGFE<EK�

U /<C<:KSingle rate@E�K?<TypeType ;IFG;FNE�9FO�K?8K�8GG<8IJ


U !EK<I�K?<�:LJKFDRateRate �

U �=K<I�K?<Rate @J�<EK<I<;��8EFK?<I�=@<C;�8GG<8IJ��N?<I<�PFL�:8E�J<C<:K�8EAccountAccount =IFD�K?FJ<�K8O�C@89@C@KP�8::FLEKJ�8CI<8;P�:I<8K<;


%=�8�K8O�:F;<�@E:CL;<J�DLCK@GC<�:FDGFE<EKJ�
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U /<C<:KMultiple rates @E�K?<TypeType =@<C;
�*<N�=@<C;J�=FI�K?<�=@IJK�:FDGFE<EK�N@CC�8GG<8I
�/FD<�=@<C;J�=FI�K?<�FM<I8CC�K8O�:F;<�N@CC

;@J8GG<8I
�1J<�K?<Add line 9LKKFE�KF�8;;�8;;@K@FE8C�:FDGFE<EKJ


U NameName<8:?�@E;@M@;L8C�K8O�:FDGFE<EK


U /G<:@=P�K?<RateRate =FI�<8:?�:FDGFE<EK
�!8:?�:FDGFE<EK[J�I8K<�@J�8GGC@<;�J<G8I8K<CP�KF�K?<�KFK8C�=FI�K?<�C@E<�@K<D
�%=�PFLI�K8O�:F;<

:FEK8@EJ�:FDGFE<EKJ�JL9A<:K�KF�:FDGFLE;@E>��<EK<I�K?<�:FDGFLE;<;�I8K<�@EKF�8GGC@:89C<Rate =@<C;�J�


U /<C<:K�8�K8O�C@89@C@KPAccountAccount =FI�<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@:BCreate KF�J8M<�K?<�K8O�:F;<
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�� Example

.F><I[J�:FEJLCK@E>�J<IM@:<J�8I<�JL9A<:K�KF�J8C<J�K8O�=IFD�J<M<I8C�ALI@J;@:K@FEJ
��LK�8CC�8I<�I<D@KK<;�KF�8�:<EKI8C�K8O�8LK?FI@KP


/F�?<�:I<8K<J�8�J@E>C<Tax payableC@89@C@KP�8::FLEK�8E;�8�:LJKFD�K8O�:F;<�N@K?�DLCK@GC<�I8K<J�

.F><I�8GGC@<J�K?<�:LJKFD�J8C<J�K8O�FE�8�J8C<J�@EMF@:<�=FI�8�;8P�F=�J<IM@:<J
�!8:?�K8O�:FDGFE<EK�@J�J<G8I8K<CP�C@JK<;�

�� Caution

08O<J�=IFD�:LJKFD�K8O�:F;<J�PFL�:I<8K<�8I<�EFK�@E:CL;<;�@E�=@>LI<J�:FDGLK<;�9P�CF:8C@Q<;�K8O�:8C:LC8K@FE�NFIBJ?<<KJ�@E

K?< Reports K89
�+ECP�GI<;<=@E<;�K8O�:F;<J�8JJF:@8K<;�N@K?�K?<�:FLEKIP�=FI�N?@:?�8�NFIBJ?<<K�N8J�;<M<CFG<;�8I<�K8B<E

@EKF�8::FLEK
�0?<I<=FI<��@=�PFL�:I<8K<�8EP�:LJKFD�K8O�:F;<J�8E;�N8EK�KF�LJ<�FE<�F=�K?<�K8O�:8C:LC8K@FE�NFIBJ?<<KJ��PFL

DLJK�D8EL8CCP�8;ALJK�M8CL<J�=IFD�K?<�NFIBJ?<<K�=FI�8CC�K8O<J�:FCC<:K<;�FI�G8@;�LE;<I�J<C=�:I<8K<;�K8O�:F;<J�N?<E�=@C@E>

@E=FID8K@FE�N@K?�PFLI�K8O�8LK?FI@KP


�GGCP@E>�K8O�:F;<J�KF�C@E<�@K<DJ

08O�:F;<J�8I<�8GGC@<;�KF�@E;@M@;L8C�C@E<�@K<DJ�FE�KI8EJ8:K@FE�=FIDJ
�!M<IP�C@E<�@K<D�:8E�?8M<�8�LE@HL<�K8O�:F;<�8::FI;@E>�KF�@KJ�K8O89@C@KP

LE;<I�CF:8C�C8N
�%=�8EP�K8O�:F;<�?8J�9<<E�;<=@E<;��K?<Tax Code =@<C;�8GG<8IJ�KF�K?<�I@>?K�F=�K?<Total =@<C;�FE�K?<�=FID�

08O�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>�@J�;<J@>E8K<;�KF�9<K8O�@E:CLJ@M<
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+E�:FDGC<K<;�=FIDJ��K8O�:F;<J�D8P�EFK�9<�J?FNE�=FI�@E;@M@;L8C�C@E<�@K<DJ�@=�8CC�8I<�JL9A<:K�KF�K?<�J8D<�:F;<
��0?@J�;<G<E;J�FE�FK?<I

J<C<:K@FEJ�D8;<�=FI�K?<�KI8EJ8:K@FE
���LK�K?<�K8O�8DFLEK�@J�8CN8PJ�J?FNE�@E�K?<�KFK8CJ�J<:K@FE�

$FN<M<I��N?<E�DFI<�K?8E�FE<�K8O�:F;<�8I<�8GGC@<;�FE�8�KI8EJ8:K@FE��K?<�@E;@M@;L8C�:F;<J�8I<�;@JGC8P<;�@E�8�J<G8I8K<�:FCLDE
��>8@E��KFK8C

K8O�8DFLEKJ�8I<�J?FNE�=FI�<8:?�K8O�:F;<�@E�K?<�KFK8CJ�J<:K@FE�F=�K?<�=FID�

�E�8;;@K@FE8C�=<8KLI<�@J�8M8@C89C<�=FI�AFLIE8C�<EKI@<J�KF�JLGGFIK�I<GFIK@E>�F=�K8O89C<�<M<EKJ�@E�ALI@J;@:K@FEJ�N?<I<�K?8K�@J�I<HL@I<;
�%=�8�K8O�:F;<

@J�J<C<:K<;�=FI�8EP�;<9@K�FI�:I<;@K��8�=@<C;�8GG<8IJ�KF�;<J@>E8K<�?FN�K?<�KI8EJ8:K@FE�J?FLC;�9<�:FEJ@;<I<;�

"C8K�I8K<�K8O�J:?<D<J

/FD<�ALI@J;@:K@FEJ�LJ<�N?8K�8I<�BEFNE�8J�=C8K�I8K<�J:?<D<J��LJL8CCP�KF�J@DGC@=P�I<:FI;�B<<G@E>�8E;�K8O�=@C@E>
�/L:?�J:?<D<J�=I<<�8�9LJ@E<JJ

=IFD�K?<�E<<;�KF�I<:FI;�8E;�F==J<K�K8O<J�G8@;�8>8@EJK�K?FJ<�:FCC<:K<;
�1E;<I�JL:?�J:?<D<J��8�JK8E;8I;�K8O�I8K<�@J�8GGC@<;�FE�J8C<J��9LK�8

CFN<I�I8K<�@J�I<D@KK<;�KF�K?<�K8O�8LK?FI@KP
�0?@J�CFN<I�I8K<�@J�:8C:LC8K<;�FE�K?<�KFK8C�8DFLEK�=FI�8�C@E<�@K<D�including standard tax 
�0?<

;@==<I<E:<�@J�B<GK�9P�K?<�9LJ@E<JJ�8J�8;;@K@FE8C�@E:FD<
�+=K<E��=C8K�K8O�I8K<J�M8IP�9P�9LJ@E<JJ�KPG<�8E;�J@Q<��98J<;�FE�8JJLDGK@FEJ�F=�8M<I8><

K8O�G8@;�KF�JLGGC@<IJ�9P�9LJ@E<JJ<J�N@K?�:<IK8@E�:?8I8:K<I@JK@:J
�/F�K?<P�DLJK�9<�J<K�LG�8J�:LJKFD�K8O�:F;<J�@E�)8E8><I


0F�8;;�8�=C8K�I8K<�K8O�:F;<��9<>@E�8�J@D@C8I�GIF:<;LI<�8J�=FI�8EP�FK?<I�:LJKFD�K8O�:F;<
NameNameK?<�K8O�:F;<�KF�=LCCP�;<J:I@9<�@K
LabelLabel @K�8J�PFL

N8EK�:LJKFD<IJ�KF�J<<�@K��EFID8CCP�N@K?�K?<�JK8E;8I;�K8O�I8K<[J�E8D<
�!EK<I�K?<�JK8E;8I;�K8ORateRate 
�/<C<:K�K?<�K8O�C@89@C@KPAccountAccount N?<I<

8JJ<JJ<;�K8O<J�N@CC�9<�GFJK<;


*FN�:FD<J�K?<�GFIK@FE�F=�K?<�=C8K�I8K<�K8O�:F;<�;<=@E@K@FE�K?8K�;@==<IJ�=IFD�JK8E;8I;�K8O�:F;<J
��;;�8EFK?<I�C@E<�KF�K?<�;<=@E@K@FE
Do not

give it a NameName��9<:8LJ<�PFL�;F�EFK�N8EK�8EPK?@E>�89FLK�K?@J�C@E<�KF�J?FN�FE�KI8EJ8:K@FE�=FIDJ
�"FI�K?<RateRate ��<EK<I�K?<�;@==<I<EK@8C�9<KN<<E

N?8K�PFL�:FCC<:K�8E;�N?8K�PFL�N@CC�G8P�KF�K?<�K8O�8LK?FI@KPas a negative numer 
�/<C<:K�K?<�J8D<�K8O�C@89@C@KP��::FLEK�8J�9<=FI<
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�� Example

��JD8CC�9LJ@E<JJ�FG<I8K<J�LE;<I�8�=C8K�I8K<�K8O�J:?<D<
�%KJ�J8C<J�8I<�JL9A<:K�KF�8�����#FF;J�8E;�/<IM@:<J�08O��8JJ<JJ<;�FE

@KJ�:LJKFD<IJ
�%EJK<8;�F=�F==J<KK@E>�@EGLK�8E;�FLKGLK�K8O��?FN<M<I��K?<�9LJ@E<JJ�I<D@KJ����C<JJ�KF�K?<�K8O�8LK?FI@KP�K?8E�@K

:FCC<:KJ�=IFD�@KJ�:LJKFD<IJ
�/F�@K�;<=@E<J�8�K8O�:F;<�8J�9<CFN�

�LJKFD<IJ�N@CC�J<<�K?<�JK8E;8I;�K8O�I8K<�FE�J8C<J�@EMF@:<J��8E;Accounts receivableN@CC�J?FN�K?<�=LCC�8DFLEK�8J�9<@E>�;L<
��LK�PFLI�K8O

C@89@C@KP�8::FLEK�N@CC�J?FN�8�C<JJ<I�8DFLEK
�0?<�;@==<I<E:<�N@CC�9<�8;;<;�KF�K?<�@E:FD<�8::FLEK�N?<I<�K?<�G8IK@:LC8I�C@E<�@K<D�FE�K?<�J8C<J

@EMF@:<�@J�GFJK<;
�%E�<==<:K��9P�I<D@KK@E>�C<JJ�K8O�K?8E�PFL�:FCC<:K��PFLI�E<K�GIF=@K�N@CC�@E:I<8J<��K?<�J8D<�N8P�@K�NFLC;�@=�PFL�N<I<�89C<�KF�:C8@D

@EGLK�K8O�FE�PFLI�GLI:?8J<J


�� Caution

3?<E�FG<I8K@E>�LE;<I�8�=C8K�I8K<�K8O�J:?<D<��EF�K8O�:F;<�J?FLC;�9<�8GGC@<;�FE�GLI:?8J<J��9<:8LJ<�K8O�G8@;�:8EEFK�9<

LJ<;�KF�F==J<K�K8O�FN<;
�%EJK<8;��LE@K�GI@:<J�F=�GLI:?8J<;�@K<DJ�J?FLC;�@E:CL;<�K8O�G8@;
�%E�K?<�:8J<�F=�GLI:?8J<;�@EM<EKFIP

@K<DJ��K8O�G8@;�N@CC�9<�@E:CL;<;�@E�8M<I8><�:FJK��ALJK�8J�@=�@K�N<I<�8�J?@GG@E>�:?8I><�FI�FK?<I�:FJK�F=�GLI:?8J@E>�K?<�@K<D


�LJKFD�K@KC<J

/FD<�ALI@J;@:K@FEJ�I<HL@I<�;@==<I<EK�K@KC<J�FE�KI8EJ8:K@FE�=FIDJ�@E:CL;@E>�K8O��JL:?�8JTax Invoice@EJK<8;�F=Invoice
�5FL�:8E�<EK<I�:LJKFD

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�K8O�:F;<
�0?<�;<=8LCK�K@KC<J�J?FN�@E�>I<P�

!;@K@E>�K8O�:F;<J

+E:<�8�K8O�:F;<�?8J�9<<E�8;;<;��@K�:8E�9<�<;@K<;
�%E�K?<Settings K89��>F�KF Tax Codes �

�
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�C@:BEdit 9<J@;<�K?<�K8O�:F;<�PFL�N8EK�KF�:?8E><
�)F;@=P�K?<�K8O�:F;<�;<=@E@K@FE�8E;�:C@:BUpdate 


�� Caution

!;@K@E>�8�K8O�:F;<�N@CC�I<KIF8:K@M<CP�:?8E><�<M<IP�GI@FI�KI8EJ8:K@FE�K?8K�LJ<;�K?8K�:F;<��8J�N<CC�8J�=LKLI<�KI8EJ8:K@FEJ


�FEJ@;<I�:8I<=LCCP�9<=FI<�<;@K@E>�8�:F;<


%E8:K@M8K@E>�K8O�:F;<J

3?<E�8�K8O�:F;<�@J�EF�CFE><I�M8C@;��JL:?�8J�N?<E�8�I8K<�@E:I<8J<J��PFL�:8EEFK�;<C<K<�@K�@=�@K�?8J�<M<I�9<<E�LJ<;
�*FI�J?FLC;�PFL�:?8E><�@K

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>�K?<�9FO�

�<�JLI<�KF�:C@:BUpdate 
�%=�K?<�K8O�:F;<�:FD<J�98:B�@EKF�LJ<��J@DGCP�LE:?<:B�K?<�9FO�8E;�:C@:BUpdate 


�
�
� �?FFJ<�9<KN<<E�K8O�<O:CLJ@M<�8E;�K8O�@E:CLJ@M<�GI@:<J

Tax-exclusive prices ;F�EFK�@E:CL;<�K8O
�08O<J�:8C:LC8K<;�8::FI;@E>�KF�8EPK8O�:F;<J8GGC@<;�8I<�8;;<;�KF�K?<Sub-total F=�8�KI8EJ8:K@FE�KF

F9K8@E�8Total 
 Tax-inclusive prices 8CI<8;P�?8M<�8EP�8GGC@:89C<�K8O<J�@E:CL;<;�@E�K?<@I�C@E<�@K<DUnit price 8E; Amount =@<C;J
�0?<

I<JLCK@E>�K8O�8DFLEK�DLJK�9<�98:B<;�FLK�F=�K?<Total 
�)8E8><I�:8E�?8E;C<�<@K?<I�J@KL8K@FE�N@K?�J<C<:K@FE�F=�K?<�J8D<�K8O�:F;<
��LK�K8O

8DFLEKJ�:8C:LC8K<;�N@CC��E<:<JJ8I@CP��9<�;@==<I<EK
�/F�N@CC�<==<:K@M<�LE@K�GI@:<J�=FI�K?<�J8D<�<EKIP�@E�K?<Unit price =@<C;


0?<�98J@:J

0?<�<C<:K@FE�F=�K8O�<O:CLJ@M<�M<IJLJ�K8O�@E:CLJ@M<�GI@:@E>�:8E�9<�D8;<�FE�

U .<:<@GKJ�8E;�G8PD<EKJ

U !OG<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<�@EForm Defaults LE;<I Settings 
�/L:?�;<=8LCKJ�:8E�9<�<;@K<;�FE�8�KI8EJ8:K@FE�9P�

KI8EJ8:K@FE�98J@J
�3?<E�8�=FID�?8J�8�=@E8E:@8C�@DG8:K��JL:?�8J�8�I<:<@GK��J8C<J�@EMF@:<��FI�;<9@K�EFK<��8DFLEKJ�:FEKI@9LK@E>�KF�K?<�LEK8O<;

JL9�KFK8C�8I<�GFJK<;�KF�8GGIFGI@8K<�@E:FD<�FI�<OG<EJ<�8::FLEKJ
��8C:LC8K<;�K8O<J�8I<�GFJK<;�KF�K?<�8GGIFGI@8K<�K8O�C@89@C@KP�8::FLEK��N?<I<

K?<P�F==J<K�FE<�8EFK?<I�8::FI;@E>�KF�N?<K?<I�K?<P�8I<�9<@E>�G8@;�FI�I<:<@M<;


�� Caution

%=�K?<�K8O�J:?<D<�@E�PFLI�ALI@J;@:K@FE�;F<J�EFK�F==J<K�K8O<J�G8@;�8>8@EJK�K8O<J�:FCC<:K<;�do not use tax codes on your

purchases
�%E:CL;<�K8O�@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


08O�D<K?F;FCF>P�=FI�K8O�<O:CLJ@M<�GI@:@E>

08O�<O:CLJ@M<�GI@:@E>�@J�K?<�DFJK�@EKL@K@M<
���K8O�8DFLEK�@J�:8C:LC8K<;�=FI�8CC�C@E<�@K<DJ�JL9A<:K�KF�8�JG<:@=@:�K8O�:F;<�9P�DLCK@GCP@E>�K?<

8DFLEK�=FI�K?8K�C@E<�@K<D�9P�K?<�G<I:<EK8><�8JJF:@8K<;�N@K?�K?<�K8O�:F;<
�0?<E��8CC�C@E<�@K<D�8DFLEKJ�=FI�8�JG<:@=@:�K8O�:F;<�8I<�JLDD<;�KF

F9K8@E�K?<�K8O�8DFLEK�=FI�K?8K�:F;<
�0?<�K8O�8DFLEKJ�=FI�8CC�K8O�:F;<J�8I<�8;;<;�KF�K?<�JL9�KFK8C�KF�;<I@M<�K?<�KFK8C�=FI�K?<�KI8EJ8:K@FE
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�� Example

5FL�9LP�8E�@K<D�=FI�������GCLJ�����>FF;J�8E;�J<IM@:<J�K8O
�%=�K?<�8DFLEK�F=�������@J�K8O�<O:CLJ@M<������K8O�@J�8;;<;�KF�@K�

@E:I<8J@E>�K?<�KFK8C�KF������
�0?<�K8O�J?FNJ�8J�8E�8;;@K@FE�N?<E�PFL�:I<8K<�8�GLI:?8J<�@EMF@:<�

/@E:<�K?<�KI8EJ8:K@FE�@J�8�GLI:?8J<�����
���@J�;<9@K<;�KF�8�K8O�C@89@C@KP�8::FLEK��N?<I<�@K�F==J<KJ�8DFLEKJ�PFL�?8M<�:FCC<:K<;

=IFD�:LJKFD<IJ�FE�9<?8C=�F=�PFLI�K8O�8LK?FI@KP
�0?<������
���JL9�KFK8C�@J�;<9@K<;�KF�K?<�;<J@>E8K<;�<OG<EJ<�8::FLEK
�0?<

<EK@I<�������@J�:I<;@K<;�KFAccounts payable


%=�K?@J�N<I<�8�J8C<J�@EMF@:<�@EJK<8;�F=�8�GLI:?8J<�@EMF@:<��<EKI@<J�NFLC;�9<�J@D@C8I��9LK�I<JLCKJ�NFLC;�9<�I<M<IJ<;
�)8E8><I

NFLC;�:I<;@K����
���KF�K?<�K8O�C@89@C@KP�8::FLEK�8E;�������KF�8E�@E:FD<�8::FLEK
�%K�NFLC;�;<9@KAccounts receivable9P������
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�� Notes

3?<E�DLCK@GC<�K8O�:F;<J�8I<�8GGC@<;�FE�K?<�J8D<�KI8EJ8:K@FE��GI<J<EK8K@FE�;@==<IJ�JC@>?KCP
��Tax :FCLDE�@J�8;;<;�

;<J@>E8K@E>�N?@:?�C@E<�@K<DJ�8I<�JL9A<:K�KF�N?@:?�K8O�:F;<J
��E;�KFK8CJ�=FI�<8:?�K8O�:F;<�8I<�J?FNE�J<G8I8K<CP�

.<:<@GKJ�8E;�G8PD<EKJ�LJ<�8�JC@>?KCP�;@==<I<EK�=FID8K�=IFD�K?8K�J?FNE�@E�K?<�<O8DGC<�89FM<
�3?<E�K?<�KI8EJ8:K@FE�@J�K8O�

<O:CLJ@M<��K?<Tax amount @J�;@JGC8P<;�=FI�<8:?�C@E<�@K<D�8J�N<CC�8J�K?<Tax rate 
�%=�K?<�GLI:?8J<�@E�K?<�@CCLJKI8K@FE

@DD<;@8K<CP�89FM<�?8;�9<<E�I<:FI;<;�N@K?�8�G8PD<EK�=FID�@EJK<8;�F=�8�GLI:?8J<�@EMF@:<��K?<�:FDGC<K<;�KI8EJ8:K@FE

NFLC;�CFFB�C@B<�K?@J�

08O�D<K?F;FCF>P�=FI�K8O�@E:CLJ@M<�GI@:@E>

3?<E�<EK<I@E>�K8O�@E:CLJ@M<�GI@:<J��K?<�J@KL8K@FE�@J�FGGFJ@K<
�)8E8><I�:8C:LC8K<J��9LK�;F<J�EFK�;@JGC8P��K?<�K8O�<O:CLJ@M<�LE@K�GI@:<�K?8K

NFLC;�?8M<�GIF;L:<;�K?<�K8O�@E:CLJ@M<�GI@:<after K8O�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<;�K8O<J�8I<�CFN<I�=FI�K8O�@E:CLJ@M<�GI@:@E>��8JJLD@E>�@;<EK@:8C�@EGLKJ
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�� Example

5FL�D8B<�K?<�J8D<�GLI:?8J<�8J�@E�K?<�GI<M@FLJ�<O8DGC<��LJ@E>�8�G8PD<EK�=FID��9LK�GI@:@E>�@J�K8O�@E:CLJ@M<
�0?<�I<JLCK@E>

Total ��:8C:LC8K<;�K8O��8E;�GI<J<EK8K@FE�:?8E><�

)8E8><I�;<9@KJ�FECP���
���KF�K?<�K8O�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?<�KI8EJ8:K@FE�@J�<EK<I<;


3<I<�K?@J�8�I<:<@GK��)8E8><I�NFLC;�:I<;@K���
���KF�K?<�K8O�C@89@C@KP�8::FLEK�8E;����
���KF�K?<�;<J@>E8K<;�@E:FD<�8::FLEK
�%K

NFLC;�;<9@K�8�98EB�FI�:8J?�8::FLEK�9P������
��

�?FFJ@E>�K8O�D<K?F;FCF>P

5FL�:8E�D8B<�LE@K�GI@:<J�K8O�@E:CLJ@M<�9P�:?<:B@E>�8�9FO
�0?<�:?F@:<�8GGC@<J�KF�K?<�<EK@I<�=FID�

5FL�:8E�J<K�PFLI�:?F@:<�8J�;<=8LCK�LJ@E>Form Defaults 


�� Caution

3?<E�GLI:?8J<�FI�J8C<J�GI@:<J�?8M<�9<<E�;<=@E<;�=FI@EM<EKFIPFI EFE�@EM<EKFIP@K<DJ��:?FFJ@E>�8�;@==<I<EK�K8O

D<K?F;FCF>P�;F<J�EFK�DF;@=P�K?<�LE@K�GI@:<�<EK<I<;�8LKFD8K@:8CCP�8J�K?<�@K<D�@J�J<C<:K<;
�/F�PFL�J?FLC;�8CN8PJ�9<�8N8I<

F=�?FN�PFLI�@EM<EKFIP�8E;�EFE�@EM<EKFIP�GI@:<J�N<I<�;<K<ID@E<;�8E;�:?FFJ<�K?<�D8K:?@E>�K8O�D<K?F;FCF>P


�
�
� 3FIB�N@K?�DLCK@�:FDGFE<EK�:LJKFD�K8O�:F;<J

Multi-component custom tax codes GI<J<EK�J<M<I8C�8::FLEK@E>�:?8CC<E><J
�%E;@M@;L8C�K8O�:FDGFE<EKJ�D8P�9<�

U (<M@<;�9P�;@==<I<EK�K8O�8LK?FI@K@<J

U ,8P89C<�KF�K8O�8LK?FI@K@<J�FE�;@==<I<EK�;8K<J

U /L9A<:K�KF�I8K<�:?8E><J�8K�;@==<I<EK�K@D<J

U �GGC@:89C<�KF�;@==<I<EK�:LJKFD<IJ

U !==<:K@M<�FECP�=FI�:<IK8@E�:8K<>FI@<J�F=�>FF;J�FI�J<IM@:<J

�8J@:�@EJKIL:K@FEJ�=FI�:I<8K@E>�DLCK@�:FDGFE<EK�:LJKFD�K8O�:F;<J�8I<�:FEK8@E<;@E�8EFK?<I�#L@;<
 Read that Guide first. 0?FJ<�@EJKIL:K@FEJ

8I<�8;<HL8K<�=FI�J@DGC<�J@KL8K@FEJ�N?<I<�8CC�:FDGFE<EKJ�

U �GGCP�J@DLCK8E<FLJCP�KF�>FF;J�FI�J<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<�:I@K<I@8�;F<J�EFK�8GGCP��I<8;�FE
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�E�<O8DGC<

0?@J�#L@;<�LJ<J�8�:LJKFD�K8O�:F;<�N@K?�K?I<<�:FDGFE<EKJ�8J�8E�<O8DGC<
�0?<�FM<I8CC�K8O�:F;<�@J�E8D<;Sales tax 6.25%
��FDGFE<EKJ�8I<

C<M@<;�9P�K?<�JK8K<��K?<�:FLEKP��8E;�8�JG<:@8C�KI8EJ@K�;@JKI@:K
�,<I:<EK8><�K8O�I8K<J�8I<�8J�J?FNE�

%E�K?<�J@DGC<�J@KL8K@FE�FLKC@E<;�89FM<��8CC�:FDGFE<EKJ�N<I<�8JJ@>E<;�KF�8�J@E>C<�K8O�C@89@C@KP�8::FLEK
��0?8K�J@KL8K@FE�@J�8CJF�@CCLJKI8K<;�@E�8E

<O8DGC<�@E�K?<�FK?<I�#L@;<
��+E�8�J8C<J�@EMF@:<�N@K?�8�C@E<�@K<D�KF�N?@:?�K?@J�K8O�:F;<�8GGC@<J��K?<�8GGC@:89C<�K8O�:F;<�@J�J<C<:K<;�

0?<�I<JLCK@E>�J8C<J�@EMF@:<�C@JKJ�K?<�@E;@M@;L8C�K8O�:FDGFE<EK�8DFLEKJ�I8K?<I�K?8E�K?<�8DFLEK�=FI�K?<�FM<I8CC�K8O�:F;<�

�JJLD@E>�EF�FK?<I�K8O89C<�KI8EJ8:K@FEJ�?8M<�9<<E�I<:FI;<;�P<K��K?<Summary J?FNJ�8CC�K8O<J�G8P89C<�@E�8�J@E>C<�8::FLEK�

0?<�M8I@FLJ�K8O�I<GFIKJ�@E�K?<Reports K89�8CJF�>IFLG�8CC�:FDGFE<EKJ�KF><K?<I
�"FI�<O8DGC<��K?<�08O�/LDD8IP�I<GFIK�@E:CL;<J�ALJK�FE<

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;<�FLKJ@;<�)8E8><I
�0?8K�8DFLEK�@J�K?<

I8K@F�F=�8�:FDGFE<EK�KF�K?<�KFK8C�K8O�I8K<�DLCK@GC@<;�9P�K?<�K8O�:FCC<:K<;
��LK�K?@J�8GGIF8:?�@J�:LD9<IJFD<
�)8E8><I�:8E�JKI<8DC@E<�K?<

GIF:<JJ


!JK89C@J?�J<G8I8K<�K8O�C@89@C@KP�8::FLEKJ

0F�B<<G�KI8:B�F=�@E;@M@;L8C�K8O�:FDGFE<EKJ�N?<E�K?<P�8I<�G8P89C<�KF�;@==<I<EK�8LK?FI@K@<J�FI�FE�;@==<I<EK�J:?<;LC<J��I<E8D<�<O@JK@E>�FI

:I<8K<�J<G8I8K<�E<N�K8O�C@89@C@KP�8::FLEKJ�=FI�<8:?
��FEK@EL@E>�N@K?�FLI�<O8DGC<��@E�K?<Settings K89��N<�J<C<:KChart of Accounts �

�

+E�K?<��8C8E:<�/?<<K�J@;<��N<�:C@:BEdit =FI�K?<�FI@>@E8CTax payable8::FLEK�8E;�:?8E><�@KJ�E8D<�KFState sales tax payable�

:FII<JGFE;@E>�KF�K?<�=@IJK�:FDGFE<EK�F=�K?<�K8O�:F;<
�"FI�GLIGFJ<J�F=�@CCLJKI8K@FE��N<�8CJF�8JJ@>E�8Code KF�K?<�K8O�C@89@C@KP�8::FLEK
�3<�:C@:B

Update KF�J8M<�FLI�:?8E><J�

�8:B�8K�K?<��?8IK�F=��::FLEKJ�J:I<<E��N<�:C@:BNew Account �

3<�<EK<I�8�E8D<�=FI�8�K8O�C@89@C@KP�8::FLEK�=FI�K?<�J<:FE;�K8O�:FDGFE<EK��@E�K?@J�:8J<�County sales tax payable��8E;�8JJ@>E�@K�K?<Code F=

����
�3<�I<G<8K�K?<�GIF:<JJ�=FI�K?<�K?@I;�:FDGFE<EK��:I<8K@E>�8Transit tax payable8::FLEK������
��CC�8::FLEKJ�8I<�GC8:<;�@E�K?<Liabilities

>IFLG��FI�K?<P�:FLC;�9<�8JJ@>E<;�KF�8�JL9>IFLG�LE;<I�K?8K�
�0?<Tax Code =@<C;J�8I<�8CC�C<=K�9C8EB


3<�K?<E�I<KLIE�KF Settings � Tax Codes 8E;�<;@K�K?<�K8O�:F;<J�9P�8JJ@>E@E>�<8:?�:FDGFE<EK�KF�@KJ�D8K:?@E>�K8O�C@89@C@KP�8::FLEK�
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*FN��K?< Summary J?FNJ�8�9I<8B;FNE�F=�?FN�DL:?�K8O�@J�FN<;�KF�<8:?�8LK?FI@KP�

.<HL@I<;�G8PD<EKJ�KF�M8I@FLJ�K8O�8LK?FI@K@<J�:8E�EFN�9<�;<K<ID@E<;�=IFD�K?<@I�8GGIFGI@8K<�8::FLEKJ��<C@D@E8K@E>�K?<�E<<;�KF�:8C:LC8K<

GIFI8K<;�J?8I<J�F=�8E�FM<I8CC�K8O�C@89@C@KP


�K�K?<�GI<J<EK�K@D<��K8O�I<GFIKJ�@E�)8E8><I�:8EEFK�9I<8B�FLK�@E;@M@;L8C�:FDGFE<EKJ


$8E;C@E>�;@==<I<EK�K8O89C<�J@KL8K@FEJ

"FI�J@KL8K@FEJ�N?<I<�8CC�K8O�:FDGFE<EKJ�;F�EFK�8GGCP��:I<8K<�E<N�K8O�:F;<J�KF�D8K:?
�%E�K?<�<O8DGC<��>FF;J�8E;�J<IM@:<J�;<C@M<I<;�FLKJ@;<

K?<�:FLEKP�8I<�<O<DGK�=IFD�:FLEKP�J8C<J�K8O��9LK�JK@CC�JL9A<:K�KF�K?<�FK?<I�KNF
��E;�=FF;�J8C<J�8I<�<O<DGK�9P�C8N�=IFD�K?<�KI8EJ@K�J8C<J�K8O


/F�KNF�E<N�K8O�:F;<J�8I<�:I<8K<;�@E�K?<�J8D<�D8EE<I�8J�K?<�=@IJK�

U �FLEKP�<O<DGK�J8C<J�K8O��
���

U 0I8EJ@K�<O<DGK�J8C<J�K8O��
���

�FDGFE<EK�8::FLEK�8JJ@>ED<EKJ�8I<�D8;<�KF�K?<�J8D<�K?I<<�K8O�G8P89C<�8::FLEKJ��8J�8GGC@:89C<
�08O�:F;<J�NFLC;�8CJF�9<�:I<8K<;�=FI�8EP

FK?<I�=<8J@9C<�:FD9@E8K@FEJ�F=�:LJKFD<I��CF:8K@FE��8E;�8GGC@:89@C@KP
�!M<IP�K8O�:F;<�@J��@E�<==<:K��8�JL9J<K�F=�K?<�98J@:��K?I<<�:FDGFE<EK�:F;<

FI@>@E8CCP�:I<8K<;
�0I8EJ8:K@FEJ�:8E�9<�;<J@>E8K<;�=FI�GIFG<I�K8O�KI<8KD<EK�98J<;�FE�@;<EK@KP�FI�CF:8K@FE�F=�K?<�:LJKFD<I��KPG<�F=�>FF;J��<K:


%=�E<:<JJ8IP��K8O�:F;<J�:8E�9<�J<C<:K<;�FE�8�C@E<�@K<D�98J@J�N@K?@E�8EP�KI8EJ8:K@FE�=FID


�=K<I�K?<�E<N�K8O�:F;<J�8I<�@E�GC8:<��8�J<:FE;�J8C<J�@EMF@:<�=FI�K?<�J8D<�J<IM@:<J�KF�8�:LJKFD<I�FLKJ@;<�K?<�:FLEKP�@J�JLDD8I@Q<;�FE�8�E<N

C@E<�FE�K?<�08O�/LDD8IP��I<=C<:K@E>�K?<�CFN<I�K8O�I8K<�
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�LK�K?<�M8I@FLJ�:FDGFE<EKJ�8I<�GFJK<;�KF�K?<�J8D<�K8O�C@89@C@KP�8::FLEKJ�8J�9<=FI<��I<=C<:K@E>�K?<�KNF�KI8EJ8:K@FEJ�<EK<I<;�JF�=8I��

�?8E>@E>�:FDGFE<EK�K8O�I8K<J

3?<E�8�:FDGFE<EK�F=�8�K8O�:F;<�:?8E><J��8�:FDGC<K<CP�E<N�K8O�:F;<�DLJK�9<�:I<8K<;
�#FF;�GI8:K@:<�@J�KF�D8B<�K?<�F9JFC<K<�K8O�:F;<

@E8:K@M<


�� Caution

*<M<I�<;@K�:FDGFE<EKJ�F=�8�K8O�:F;<�K?8K�?8J�8CI<8;P�9<<E�LJ<;�=FI�8EP�KI8EJ8:K@FE
��CC�GI<M@FLJ�KI8EJ8:K@FEJ�LJ@E>�K?8K

:F;<�NFLC;�9<�I<KIF8:K@M<CP�DF;@=@<;


.<KLIE@E>�KF�K?<�<O8DGC<��8JJLD<�K?<�JK8K<�J8C<J�K8O�:FDGFE<EK�@E:I<8J<J�KF��
���D@;�P<8I
�3<�:I<8K<�E<N�K8O�:F;<J�8E;�D8B<�F9JFC<K<

FE<J�@E8:K@M<
�/L9J<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
�0?<�I<JLCK@E>�08O�/LDD8IP

J?FNJ�8CC�K?I<<�I8K<J�LJ<;�;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;ALJKD<EK�F=�K8O�C@89@C@KP�8::FLEKJ�FI�:?8E><J�KF�K?<@I�E8D<J
�+ECP�8�E<N�K8O

:F;<�DLJK�9<�:I<8K<;��N@K?�:FDGFE<EKJ�8JJ@>E<;�KF�K?<�J8D<�C@89@C@KP�8::FLEKJ�8J�9<=FI<


,8P@E>�@E;@M@;L8C�K8O�8LK?FI@K@<J

.8K?<I�K?8E�G8P@E>�F==�8CC�FI�8�GFIK@FE�F=�8�J@E>C<�K8O�C@89@C@KP�8::FLEK��G8PD<EKJ�:8E�9<�D8;<�KF�K8O�8LK?FI@K@<J�=FI�8�J@E>C<�:FDGFE<EK�

GFJK@E>�K?<�98EB�FI�:8J?�KI8EJ8:K@FE�KF�K?<�8GGIFGI@8K<�:FDGFE<EK[J�K8O�C@89@C@KP�8::FLEK
��JJLD<��=FI�<O8DGC<��N<�N8EK�KF�I<D@K�FECP�K?<

KI8EJ@K�K8O�G8P89C<
��=K<I�K?<�K?I<<�KI8EJ8:K@FEJ�;<J:I@9<;�89FM<��K?<�98C8E:<�F=�FLITransit tax payable8::FLEK�@J��
��
�3<�<EK<I�8�G8PD<EK

=FI�K?8K�8DFLEK��GFJK<;�KF�K?<Transit tax payable8::FLEK
�0?<��8C8E:<�/?<<K�J?FNJ�EFK?@E>�I<D8@E@E>�@E�K?8K�C@89@C@KP�8::FLEK��9LK

8DFLEKJ�I<D8@E@E>�KF�9<�G8@;�KF�FK?<I�K8O�8LK?FI@K@<J�

�
�
� .<M<IJ<�:?8I><�2�0��28CL<��;;<;�08O�

Reverse charged VAT @J�LJ<;�@E�JFD<�K<II@KFI@<J�KF�:FCC<:K�K8O�FE�GLI:?8J<J�=IFD�JLGGC@<IJ�N?F�8I<�EFK�JL9A<:K�KF�K?<�K8O�8LK?FI@KP[J

ALI@J;@:K@FE
�1JL8CCP��K?8K�D<8EJ�I<M<IJ<�:?8I><;�2�0�8GGC@<J�KF�@DGFIK<;�>FF;J�FI�J<IM@:<J�K?8K�;F�EFK�G8JJ�K?IFL>?�:LJKFDJ


+=K<E��K?@J�@J�ALJK@=@<;�9P�<OGC8@E@E>�K?8K�=FI<@>E�<EK@K@<J�N@CC�9<�JG8I<;�K?<�E<<;�KF�I<>@JK<I�FI�D8B<�K8O�=@C@E>J�N@K?�K?<�8LK?FI@KP
��LK�K?<

D<K?F;�8CJF�<C@D@E8K<J�K?<�E<<;�=FI�8�K8O�8LK?FI@KP�KF�F9K8@E�=@C@E>J�8E;�I<D@KK8E:<J�=IFD�<EK@K@<J�FLKJ@;<�@KJ�:FEKIFC
�0?LJ��I<M<IJ<�:?8I><;

2�0�@DGIFM<J�K8O�:FCC<:K@FE


�8J@:8CCP��I<M<IJ<�:?8I>@E>�F=�2�0�KI8EJ=<IJ�I<JGFEJ@9@C@KP�=FI�8JJ<JJ@E>�8E;�:FCC<:K@E>�2�0�=IFD�8�J<CC<I�KF�8�GLI:?8J<I
�%EJK<8;�F=�9<@E>

8JJ<JJ<;�2�0�9P�8E;�G8P@E>�2�0�KF�PFLI�JLGGC@<I��PFL�8JJ<JJ�2�0�FE�PFLIJ<C=�8E;�I<D@K�@K�;@I<:KCP�KF�K?<�K8O�8LK?FI@KP


$FN<M<I��J@E:<�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�K8O�8:KL8CCP�G8@;�FE�>FF;J

FI�J<IM@:<J�JL9A<:K�KF�I<M<IJ<�:?8I><;�2�0
�0?@EB�F=�K?@J�8J�J@DLCK8E<FLJCP�:C8@D@E>�K?<�K8O�PFL�NFLC;�?8M<�G8@;�K?<�JLGGC@<I�8E;�I<GFIK@E>

K?<�J8D<�K8O�K?<�JLGGC@<I�NFLC;�?8M<�I<:<@M<;�=IFD�PFL�@E�8�EFID8C�J@KL8K@FE
�/@E:<�K?FJ<�8DFLEKJ�8I<�K?<�J8D<��EF�DFE<P�:?8E><J�?8E;J

=FI�2�0
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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�K8O�:F;<���J�D<EK@FE<;�89FM<�

I<M<IJ<�:?8I><;�2�0�@DGIFM<J�K8O�:FDGC@8E:<
��LK�;8K8�JL9D@KK<;�KF�K?<�K8O�8LK?FI@KP�@E�:FEE<:K@FE�N@K?�I<M<IJ<�:?8I><;�2�0�@J�8CJF�LJ<;

KF�KI8:B�K?<�MFCLD<�F=�KI8;<�N@K?�FK?<I�ALI@J;@:K@FEJ�=FI�

U .<M<EL<�J?8I@E>

U 08O�KI<8KP�<E=FI:<D<EK�8E;�:FDGC@8E:<

U !:FEFD@:�G<I=FID8E:<�DFE@KFI@E>

U 08O�I8K<�8E8CPJ@J�8E;�8;ALJKD<EK

0?<�LJ<�F=�I<M<IJ<�:?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?<@I

GIFG<I�K8O�:F;<J


/<K�LG�8�I<M<IJ<�:?8I><;�2�0�K8O�:F;<

.<M<IJ<�:?8I><;�2�0�@J�8::FLEK<;�=FI�@E�)8E8><I�LJ@E>�8�:LJKFD�K8O�:F;<
�#<E<I8C�GIF:<;LI<J�=FI�:I<8K@E>�:LJKFD�K8O�:F;<J�8I<�:FEK8@E<;

@E8EFK?<I�#L@;<
�.<8;�@K�=@IJK


3?<E�:I<8K@E>�K?<�E<N�:LJKFD�K8O�:F;<��>@M<�@K�8E�@E=FID8K@M<NameName8E;�J<C<:KZero (0%)@E�K?<�;IFG;FNETax rateTax rate =@<C;
��?<:B�K?<�9FO�=FI

Reverse chargedReverse charged 
�3?<E�K?<�G<I:<EK8><�=@<C;�8GG<8IJ��<EK<I�K?<�I8K<�F=�K?<�2�0�K8O�KF�9<�I<M<IJ<�:?8I><;
��C@:BUpdate 


�� Note

%=�CF:8C�K8O�C8N�I<HL@I<J��:LJKFD�K@KC<J�:8E�9<�8GGC@<;�KF�J8C<J�@EMF@:<J�8E;�:I<;@K�EFK<J�N?<I<�K?@J�K8O�:F;<�@J�LJ<;
��?<:B

K?<�8GGIFGI@8K<�9FO<J�8E;�<EK<I�K?<�;<J@I<;�K@KC<J�

�� Example

/8DGC<�)8EL=8:KLI@E>��FDG8EP�E<<;J�KF�I<M<IJ<�:?8I><����2�0�FE�GLI:?8J<J�=IFD�FLKJ@;<�K?<�:FLEKIP
�%K�:I<8K<J�8�E<N

:LJKFD�K8O�:F;<��E8D<; RCM VAT 5%�=FI�.<M<IJ<��?8I><�)<K?F;���8J�=FCCFNJ�
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�GGCP�8�I<M<IJ<�:?8I><;�2�0�K8O�:F;<

.<M<IJ<�:?8I><;�2�0�K8O�:F;<J�8I<�8GGC@<;�K?<�J8D<�N8P�8J�FK?<I�K8O�:F;<J
�3?@C<�8GGC@:89@C@KP�F=�K?<�:F;<�KF�8�C@E<�@K<D�@J�J?FNE��K?<P�;F

EFK�8==<:K�K?<�98C8E:<�F=�K?<�KI8EJ8: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

:FJKJ������
����8E;����2�0�@J�;L<�FE�K?<�GLI:?8J<
��LK��9<:8LJ<�K?<�JLGGC@<I�@J�=FI<@>E��CF:8C�K8O�I<>LC8K@FEJ�I<HL@I<�K?<�K8O

KF�9<�I<M<IJ<�:?8I><;
�/8DGC<�8GGC@<J�@KJRCM VAT 5%K8O�:F;<�FE�K?<�GLI:?8J<�@EMF@:<��N@K?�K?<�=FCCFN@E>�I<JLCKJ�

/8DGC<�G8PJ���)!������
��


.<M<IJ<�:?8I><;�2�0�8::FLEK@E>

%=�EF�I<M<IJ<�:?8I><;�2�0�8DFLEK�J?FNJ�FE�8�GLI:?8J<�KI8EJ8:K@FE�=FID��N?8K�?8GG<EJ�KF�K?<�K8O��0?<�8EJN<I�@J�=FLE;�FE�KNF�K8O�I<GFIKJ

@E�K?<Reports K89


��08O�/LDD8IP�I<GFIK�=FI�8�K@D<�G<I@F;�@E:CL;@E>�K?<�KI8EJ8:K@FE�J?FNJboth K?<�2�0�8DFLEK�K?8K�NFLC;�?8M<�9<<E�:FCC<:K<;�9P�K?<

JLGGC@<I�FE�@KJ�J8C<�@E�8E�FI;@E8IP�J@KL8K@FEand K?<�2�0�PFL�NFLC;�?8M<�G8@;�K?<�JLGGC@<I�FE�PFLI�GLI:?8J<�@E�JL:?�8�:8J<
�0?<J<�F==J<K�

C<8M@E>�8�E<K�K8O�C@89@C@KP�F=�Q<IF�=FI�K?<�KI8EJ8:K@FE
�*FK<�K?8K�=FI�I<M<IJ<�:?8I><;�2�0�K8O�:F;<J��=@>LI<J�FE�K?<�08O�/LDD8IP�8I<�<==<:K@M<

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>�:I<8K<J�8�08O�/LDD8IP�=FI�@KJ�=@E8E:@8C�P<8I
��"FI�GLIGFJ<J�F=�@CCLJKI8K@FE��FECP�K?<�J@E>C<��I<M<IJ<

:?8I><;�2�0�KI8EJ8:K@FE�@E�K?<�<O8DGC<J�89FM<�@J�@E:CL;<;
�

��08O�0I8EJ8:K@FEJ�I<GFIK�N@CC�@E:CL;<�<M<IP�I<M<IJ<�:?8I><;�2�0�KI8EJ8:K@FE�;LI@E>�K?<�G<I@F;�:FM<I<;
�+E�K?@J�I<GFIK��8:KL8C�KI8EJ8:K@FE

8DFLEKJ�8I<�J?FNE


�� Note

0?<�KI8EJ8:K@FE�8DFLEKJ�8I<�=IFD�K?<�G<IJG<:K@M<�F=�PFLI�9LJ@E<JJ��EFK�K?<�JLGGC@<I[J�9LJ@E<JJ
�0?<I<=FI<�Total Sales

=@>LI<J�N@CC�9<�K?<�J8D<�8JTax on Sales =@>LI<J


�� Example

/8DGC<�)8EL=8:KLI@E>�:I<8K<J�8�08O�0I8EJ8:K@FEJ�I<GFIK�=FI�K?<�J8D<�G<I@F;�

�<:8LJ<�9FK?�K?<�GLI:?8J<I[J�8E;�JLGGC@<I[J�J@;<J�F=�K?<�I<M<IJ<�:?8I><;�2�0�KI8EJ8:K@FE�8I<�I<=C<:K<;�@E�K?<�K8O�I<GFIKJ��8CC�=@>LI<J�KPG@:8CCP

E<:<JJ8IP�=FI�GIFG<I�K8O�=@C@E>�8I<�8M8@C89C<
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�
�
� )8B<�K8O�:F;<J�@E8:K@M<

08O�:F;<J�EF�CFE><I�@E�LJ<�:8E�9<�D8;<inactive 
�3?<E�@E8:K@M<��K8O�:F;<J�EF�CFE><I�8GG<8I�@E�K?<Tax =@<C;�;IFG;FNE�C@JK�=FI�C@E<�@K<DJ�FE

KI8EJ8:K@FE�=FIDJ
��LK�K?<P�8I<�EFK�;<C<K<;�=IFD�)8E8><I


�� Note

08O�:F;<J�K?8K�?8M<�9<<E�LJ<;�:8EEFK�9<�;<C<K<;��9<:8LJ<�;F@E>�JF�NFLC;�:FDGIFD@J<�<O@JK@E>�KI8EJ8:K@FEJ
�$FN<M<I��@=�8

K8O�:F;<�?8J�EFK�P<K�9<<E�8GGC@<;�@E�8EP�KI8EJ8:K@FE��@K�:8E�9<�;<C<K<;


0F�D8B<�8�K8O�:F;<�@E8:K@M<��>F�KF�K?<Settings K89�8E;�:C@:BTax Codes �

�

�C@:BEdit E<OK�KF�K?<�F9JFC<K<�K8O�:F;<�8E;�:?<:B�K?<Inactive 9FO�

�C@:BUpdate 
�0?<�@E8:K@M<�K8O�:F;<�N@CC�9<�C@JK<;�@E�>I8P�K<OK�@E�FE�K?<Tax Codes G8><�LE;<I Settings 
�%K�:8E�I<8:K@M8K<;��@=

E<:<JJ8IP��9P�:C@:B@E>Edit 8E;�LE:?<:B@E>�K?<�9FO��K?<E�:C@:B@E>Update 8>8@E


�E�@E8:K@M<�:LJKFD�K8O�:F;<�:8E�8CJF�9<�I<E8D<;�KF�?@>?C@>?K�@KJ�=FID<I�GLIGFJ<
�.<:FI;�JL:?�:?8E><J�@E�PFLI�9LJ@E<JJ�=@C<J�KF�JLGGFIK

=LKLI<�HL<JK@FEJ�FI�8L;@KJ
�,FK<EK@8CCP�LJ<=LC�E8D<�:?8E><J�@E:CL;<�

U �;;@E>�8�;8K<�@E;@:8K@FE��JL:?�8JPre-2017

U %EJ<IK@E>�8E�F9M@FLJ�GI<=@O��JL:?�8JXXXX

U %E:CL;@E>�8�N8IE@E>��JL:?�8JDo Not Use

�� Example

/8C<J�9P��I@CC@8EK�%E;LJKI@<J�8I<�JL9A<:K�KF�8�����>FF;J�8E;�J<IM@:<J�K8O
��I@CC@8EK�?8J�8;;<;�8�K8O�:F;<��#/0������=FI�K?<

:FLEKIP�N?<I<�@K�FG<I8K<J
�0?<�>FM<IED<EK�@E:I<8J<J�K?<�K8O�I8K<�KF����
�/F��I@CC@8EK�8;;J�K?<�E<N�K8O�:F;<�8E;�D8B<J�K?<

F9JFC<K<�FE<�@E8:K@M<
��FK?�8I<�EFN�C@JK<;�LE;<ISettings ��9LK�K?<�@E8:K@M<�K8O�:F;<�@J�;@JK@E>L@J?<;�9P�@KJ�>I8P�K<OK�

0?<�@E8:K@M<�#/0�����:F;<�;F<J�EFK�8GG<8I�8J�8E�FGK@FE�N?<E�<EK<I@E>�KI8EJ8:K@FEJ�
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�
�
� �;ALJK�K8O�8::FLEK@E>�=FI�G8IK@8C�G<IJFE8C�LJ<

3?<E�PFL�LJ< K8O�:F;<J��)8E8><I�8LKFD8K@:8CCP�:8C:LC8K<J�K?<�K8O�8DFLEK�98J<;�FE�K?<�K8O�I8K<
��LK�N?<E�8E�<OG<EJ<�@EMFCM<J�G8IK@8C

G<IJFE8C�LJ<��PFL�D8P�E<<;�KFadjust tax accounting ��9<:8LJ<�8�GFIK@FE�F=�K?<�<OG<EJ<�@J�EFK�8�C<>@K@D8K<�9LJ@E<JJ�<OG<EJ<
�0?<I<=FI<��8

GFIK@FE�F=�K?<�K8O�)8E8><I�NFLC;�EFID8CCP�:8C:LC8K<�@J�EFK�8KKI@9LK89C<�KF�K?<�9LJ@E<JJ�8E;�:8EEFK�9<�LJ<;�KF�F==J<K�8DFLEKJ�FN<;�KF�PFLI

K8O�8LK?FI@KP��8J�I<GFIK<;�@E�PFLI�K8O�C@89@C@KP�8::FLEK


0F�GIFG<ICP�8;ALJK�K8O�8::FLEK@E>��JGC@K�8�C@E<�@K<D�G8IK@8CCP�=FI�G<IJFE8C�LJ<�@EKF�KNF�C@E<J�FE�K?<�GLI:?8J<�I<C8K<;�KI8EJ8:K@FE�=FID
�0?@J�:8E

9<�;FE<�FE�

U ,8PD<EKJ��N?<E�D8B@E>�EFE�:I<;@K�GLI:?8J<J�

U ,LI:?8J<�@EMF@:<J

U !OG<EJ<�:C8@DJ

�GGFIK@FE�K?<Unit price 9P�K?<�G<I:<EK8><�F=�9LJ@E<JJ�M<IJLJ�G<IJFE8C�LJ<
��GGCP�K?<�K8O�:F;<�FECP�KF�K?<�C@E<�=FI�K?<�9LJ@E<JJ�GFIK@FE


,FJK�K?<�EFE�9LJ@E<JJ�GFIK@FE�KFOwnerÕs equityFI Capital accounts�8J�8�;I8N���;<G<E;@E>�FE�PFLI�=FID�F=�FI>8E@Q8K@FE
�%E:CL;<�K?<

8GGC@:89C<�GFIK@FE�F=�K8O�G8@;�FE�K?<�G<IJFE8C�LJ<�C@E<��9LK�;F�EFK�8GGCP�8�K8O�:F;<��J@E:<�K8O�G8@;�=FI�G<IJFE8C�LJ<�@J�EFK�8�9LJ@E<JJ

<OG<EJ<


�� Example

&F?E�/D@K?��8�G8IKE<I�@E�8�9LJ@E<JJ��JG<E;J������FE�=L<C�8E;�F@C�=FI�8�9LJ@E<JJ�M<?@:C<
�0?<�KI8EJ8:K@FE�@J�JL9A<:K�KF�8����

>FF;J�8E;�J<IM@:<J�K8O��=FI�8�KFK8C�F=�����
�&F?E�G8PJ�=IFD�8�G<KKP�:8J?�=LE;�8E;�NFLC;�EFID8CCP�I<:FI;�K?<�KI8EJ8:K@FE�C@B<

K?@J�

�����NFLC;�9<�8;;<;�KF�K?< Motor vehicle expenses8::FLEK�8E;�����NFLC;�9<�JL9KI8:K<;�=IFD�K?<�:FDG8EP[J�K8O�C@89@C@KP

8::FLEK


�LK�����F=�K?@J�<OG<EJ<�@J�=FI�&F?E[J�G<IJFE8C�LJ<�F=�K?<�:FDG8EP[J�:8I��JF�?<�:8E[K�:C8@D�K?<�=LCC������8J�?8M@E>�9<<E�G8@;

9P�K?<�9LJ@E<JJ�FEMotor vehicle expenses
�$<�:8E�FECP�:C8@D�?8C=
�&F?E�JGC@KJ�K?<�KI8EJ8:K@FE�LJ@E>�K?<Add line 9LKKFE

C@B<�K?@J�

%E�K?<�08O�/LDD8IP��K?@J�KI8EJ8:K@FE�@J�I<GFIK<;�C@B<�K?@J�

�E;�&F?E[J Capital accounts98C8E:<�@J�I<;L:<;�9P������ALJK�8J�K?FL>?�?<�?8;�I<:<@M<;�8�G8PD<EK�=IFD�K?<�:FDG8EP�=IFD

?@J�J?8I<�F=�GIF=@KJ
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�
�  @M@J@FEJ

�
�
� �I<8K<�8E;�D8E8><�;@M@J@FEJ

Divisions 8I<�FGK@FE8C
�0?<P�?<CG�DFE@KFI�GIF=@K89@C@KP�9P�;@M@J@FE�FI�:FJK�:<EK<I�N@K?@E�8�J@E>C<�=@E8E:@8C�<EK@KP
��LK�)8E8><I�LJ<IJ�8CJF�=@E;

K?<D�?<CG=LC�=FI�DFE@KFI@E>�=@E8E:@8C�G<I=FID8E:<�8K�;@==<I<EK�><F>I8G?@:�CF:8K@FEJ�FI�FE�9LJ@E<JJ�9IFL>?K�@E�9P�@E;@M@;L8C�J8C<J

I<GI<J<EK8K@M<J


5FL�:8E�<DGCFP�;@M@J@FEJ�J<C<:K@M<CP
�0?8K�@J��PFL�:8E�8GGCP�K?<D�FECP�KF�:<IK8@E�KPG<J�F=�KI8EJ8:K@FEJ�FI�K?FJ<�PFL�N8EK�KF�@E:CL;<�@E�8

JG<:@=@:�8E8CPJ@J
� @==<I<EK�;@M@J@FEJ�:8E�9<�8GGC@<;�=FI�;@==<I<EK�GLIGFJ<J��8J�N<CC
�/F�K?<@I�LK@C@KP�<OK<E;J�N<CC�9<PFE;�;@M@J@FE8C�8::FLEK@E>


�I<8K@E>�;@M@J@FEJ

%E�K?<Settings K89��:C@:B�FEDivisions ��K?<E New Division �

� �

"FI�GLIGFJ<J�F=�@CCLJKI8K@FE��8JLD<�PFL�N8EK�KF�KI8:B�K?I<<�;@M@J@FEJ���C=8���<K8�8E;�#8DD8
�!EK<I�K?<�E8D<�F=�K?<�=@IJK�;@M@J@FE�8E;�:C@:B

Create �

.<G<8K�=FI�K?<�FK?<I�KNF�;@M@J@FEJ�

�� Note

+E:<�:I<8K<;��;@M@J@FEJ�8I<�8M8@C89C<�=FI�8CC�GLIGFJ<J
�0?<I<=FI<��PFL�:8E�D@O�;@M@J@FEJ�=FI�;@==<I<EK�GLIGFJ<J
�"FI�<O8DGC<�

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=@K�8E;�CFJJ

JK8K<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�=FI�;@==<I<EK

><F>I8G?@:�CF:8K@FEJ�F=�9I8E:?�F==@:<J
�0?8K�NFLC;�8CCFN�PFL�KF�:I<8K<�=@O<;�8JJ<K�8E;�<DGCFP<<�C@JKJ�=FI�<8:?�CF:8K@FE


%E8:K@M8K@E>�;@M@J@FEJ

3?<E�8�;@M@J@FE�@J�EF�CFE><I�E<:<JJ8IP��@K�:8E�9<�@E8:K@M8K<;�8E;�N@CC�EF�CFE><I�8GG<8I�@E�D<ELJ
��C@:BEdit =FI�K?<�;@M@J@FE
�/@E:<�K?<

;@M@J@FE�?8J�8CI<8;P�9<<E�:I<8K<;��8�:?<:B9FO�8GG<8IJ�KF�D8B<�K?<�;@M@J@FEInactiveInactive 
��?<:B�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
�%E�<@K?<I�:8J<��:C@:BUpdate KF�J8M<�K?<�:?8E><


�
�
� 1J<�;@M@J@FEJ�=FI�K?<��8C8E:<�/?<<K

Divisions :8E�9<�8GGC@<;�KF�M8I@FLJ�8JG<:KJ�F=�K?<��8C8E:<�/?<<K��@E:CL;@E>�JL9J@;@8IP�C<;><IJ�F=�98C8E:<�J?<<K�8::FLEKJ
�0?@J�8CCFNJ�PFL�KF

I<GFIK�K?<�=@E8E:@8C�GFJ@K@FE�F=�M8I@FLJ�;@M@J@FEJ�FI�:FJK�:<EK<IJ��JL9J@;@8IP�9LJ@E<JJ<J��GIFA<:KJ��:FDG8EP�9I8E:?<J��FI�GFIK=FC@FJ
� @M@J@FEJ

8I<�:I<8K<;�8E;�D8E8><;�8J�;<J:I@9<;�@E8EFK?<I�#L@;<


*FN��8E�@DGFIK8EK�;@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�C@B<�8�GIF=@K�8E;

CFJJ�JK8K<D<EK
�/F�8�;@M@J@FE�E<<;J�KF�9<�J<K�FE�K?<�8::FLEK�FI�JL98::FLEK�C<M<C�I8K?<I�K?8E�=FI�8�KI8EJ8:K@FE


"FI�GLIGFJ<J�F=�@CCLJKI8K@FE��C<K[J�J8P�PFL�?8M<�KNF�;@M@J@FEJ�

U �N<JFD<�;@M@J@FE

U �I@CC@8EK�;@M@J@FE

5FL�:I<8K<�K?<J<�;@M@J@FEJ�FE�K?<Divisions G8><�LE;<I�K?< Settings K89�

�GGCP@E>�;@M@J@FEJ�KF�8::FLEKJ�FI�JL98::FLEKJ

!M<IP�98C8E:<�J?<<K�8::FLEK��FI�JL98::FLEK��:8E�EFN�9<�8JJ@>E<;�KF�8�;@M@J@FE
�0?8K�@E:CL;<J�

U �8EB�8::FLEKJ

U �8J?�8::FLEKJ

U �LJKFD<IJ

U /LGGC@<IJ

U !DGCFP<<J

U %EM<EKFIP�@K<DJ

U "@O<;�8JJ<KJ

U %EK8E>@9C<�8JJ<KJ

U /G<:@8C�8::FLEKJ

U �8G@K8C�8::FLEKJ

U !OG<EJ<�:C8@D�8::FLEKJ

U �LJKFD�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��)8E8><I�KI<8KJ�@K�8J�9<CFE>@E>�KF�K?<�<EK@I<�9LJ@E<JJ


%KJ�98C8E:<�N@CC�J?FN�FE�LE;@==<I<EK@8K<;�=@E8E:@8C�JK8K<D<EKJ��9LK�EFK�FE�K?FJ<�;<=@E<;�=FI�8�JG<:@=@:�;@M@J@FE


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<;


*FN�C<K[J�:I<8K<�8�=@O<;�8JJ<K�9<CFE>@E>�KF�K?<�J8D<�;@M@J@FE�

0?<E��C<K[J�:I<8K<�8�G8PD<EK�KI8EJ8:K@FE�KF�GLI:?8J<�K?@J�=@O<;�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�@E;@M@;L8C

KI8EJ8:K@FEJ
��8C8E:<�J?<<K�8::FLEKJ�8I<�8CN8PJ�YFNE<;Z�9P�8�J@E>C<�;@M@J@FE
�%E�FK?<I�NFI;J��K?<�98C8E:<�F=�K?<�8::FLEK�@J�FNE<;�9P

;@M@J@FE��EFK�K?<�DFM<D<EK�8J�FE�8�GIF=@K�8E;�CFJJ�JK8K<D<EK


2@<N@E>�=@E8E:@8C�GFJ@K@FE�9P�;@M@J@FE

3<�:8E�;<=@E<�;@M@J@FE8C�98C8E:<�J?<<KJ
�%E�K?<�<O8DGC<�9<CFN��K?<�=@IJK�:FCLDE�C<8M<J�K?<Division =@<C;�N@K?�K?<�;<=8LCK�Optional��<EKIP


0?8K�:FCLDE�N@CC�I<GFIK�K?<�GFJ@K@FE�F=�K?<�<EK@I<�9LJ@E<JJ
�0?<�FK?<I�KNF�:FCLDEJ�N@CC�I<GFIK�98C8E:<J�JG<:@=@:8CCP�=FI�K?<��N<JFD<�8E;

�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?<��FEJFC@;8K<;�?<8;@E>

�9<:8LJ<�EF�FK?<I�KI8EJ8:K@FEJ�N<I<�<EK<I<;��

5FL�:8E�<EK<I�@EK<I;@M@J@FE8C�KI8EJ8:K@FEJ��KFF
�"FI�<O8DGC<��8�=@O<;�8JJ<K�:FLC;�9<CFE>�KF��I@CC@8EK�;@M@J@FE��9LK�:FLC;�?8M<�9<<E�GLI:?8J<;

LJ@E>�DFE<P�=IFD��N<JFD<�;@M@J@FE
�(<K[J�<;@K�K?<�=@O<;�8JJ<K�8E;�8JJ@>E�@K��I@CC@8EK�;@M@J@FE��K?<E�CFFB�8K�K?<�98C8E:<�J?<<K�8>8@E�
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*FN�PFL�:8E�J<<�K?<�=@O<;�8JJ<K�N<�GLI:?8J<;�@J�LE;<I��I@CC@8EK�;@M@J@FE


0?<I<�@J�8CJF�E<N�8::FLEK�:8CC<;Interdivisional loan K?8K�8LKFD8K@:8CCP�KI8:BJ�CF8EJ�9<KN<<E�;@M@J@FEJ�JF�;@M@J@FE8C�98C8E:<�J?<<KJ�8CN8PJ

98C8E:<
�0?<Interdivisional loan 8::FLEK�FECP�?8J�98C8E:<J�8K�K?<�;@M@J@FE8C�C<M<C
�%KJ�E<K�98C8E:<�8K�K?<�:FEJFC@;8K<;��9LJ@E<JJ�C<M<C�@J�8CN8PJ

Q<IF
�0?<I<=FI<��K?@J�8::FLEK�E<M<I�J?FNJ�FE�K?<Summary G8><


%=�PFL�?8M<�8E�<O@JK@E>�9LJ@E<JJ��PFL�:8E�D@>I8K<�KF�;@M@J@FE8C�8::FLEK@E>�9P�J@DGCP�<;@K@E>�<M<IP�98C8E:<�J?<<K�8::FLEK�8E;�J<C<:K@E>

;@M@J@FEJ


�
�
� 1J<�;@M@J@FEJ�=FI�K?<�,IF=@K�8E;�(FJJ�/K8K<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@FEJ�FI�:FJK�:<EK<IJ�

JL9J@;@8IP�9LJ@E<JJ<J��GIFA<:KJ��:FDG8EP�9I8E:?<J��FI�J8C<J�GFIK=FC@FJ
� @M@J@FEJ�8I<�:I<8K<;�8E;�D8E8><;�8J�;<J:I@9<;�@E8EFK?<I�#L@;<


0?@J�#L@;<�;<J:I@9<J�?FN�KF�LJ<�;@M@J@FEJ�KF�KI8:B�8E;�I<GFIK�FE�GIF=@K89@C@KP


�� Example 1

�I@CC@8EK�%E;LJKI@<J�N8EKJ�KF�DFE@KFI�GIF=@K89@C@KP�F=�@KJ�@E:8E;<J:<EK�8E;�(! �C8DG�D8EL=8:KLI@E>�;@M@J@FEJ
�%K�J<KJ�LG�KNF

;@M@J@FEJ�INC 8E; LED
��CC�@E:FD<�8E;�<OG<EJ<J�8I<�;<J@>E8K<;�N@K?�FE<�;@M@J@FE�FI�K?<�FK?<I
��K�K?<�<E;�F=�<8:?�=@E8E:@8C

G<I@F;��,IF=@K�8E;�(FJJ�/K8K<D<EKJ�8I<�><E<I8K<;�J<G8I8K<CP�=FI�K?<�KNF�;@M@J@FEJ
��FD9@E<;�,IF=@K�8E;�(FJJ�/K8K<D<EKJ�:8E

8CJF�9<�:I<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>�GIFA<:K�9P�P<8I�2016-1� 2016-2� 2017-1��<K:
�0I8EJ8:K@FEJ�I<C8K<;�KF�8

J@E>C<�GIFA<:K�8I<�K8>><;�N@K?�8GGIFGI@8K<�;@M@J@FEJ
�0?FJ<�G<IK8@E@E>�KF�K?<�9LJ@E<JJ�@E�><E<I8C�8I<�C<=K�LE:F;<;
�,IF=@K�8E;

(FJJ�/K8K<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@JKJ�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<�GIFA<:KJ�D@>?K

?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<�;@M@J@FEJ�8GGC@<;�FE

N8><J


�GGCP@E>�;@M@J@FEJ�KF�KI8EJ8: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<8;�8:IFJJ�DLCK@GC<�;@M@J@FEJ��PFL�:8E�JGC@K�K?<�<OG<EJ<�KF�8CCF:8K<�K?<�8GGIFGI@8K<

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>�GIF=@K89@C@KP�9P�;@M@J@FE

%E�K?<Reports K89��:C@:BProfit and Loss Statement �

�

�I<8K<�8�E<N�I<GFIK�9P�:C@:B@E>�K?<New Report 9LKKFE


 <=@E<�K?<�E<N�I<GFIK�9P�<EK<I@E>�8�;8K<�I8E><�8E;�J<C<:K@E>�K?<�;<J@I<;�;@M@J@FE�@E�K?<Division =@<C;
�(<8M<�K?<�J<C<:K@FE�8JOptional KF

J<<�8CC�KI8EJ8:K@FEJ
�5FL�:8E�8;;�:FDG8I8K@M<�:FCLDEJ�=FI�FK?<I�;@M@J@FEJ�

�C@:BCreate KF�J8M<�K?<�I<GFIK
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�J@;<�=FI�K?<

JG<:@=@<;�G<I@F;�
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�� Note

,IF=@K�8E;�(FJJ�/K8K<D<EK�:FCLDEJ�=FI�;@M@J@FEJ�FECP�J?FN�8DFLEKJ�N@K?�;@M@J@FEJ�8GGC@<;�KF�K?<D
�5FL�:8E�:?<:B�K?<

 @M@J@FE�!O:<GK@FE�.<GFIK�LE;<I�K?<Reports K89�KF�M@<N�KI8EJ8:K@FEJ�K?8K�;F�EFK�?8M<�;@M@J@FEJ
�0?@J�:8E�?<CG�PFL

;<K<ID@E<�N?<K?<I�;@M@J@FEJ�N<I<�8::@;<EK8CCP�=FI>FKK<E


�
�
� �FII<:K�D@JJ@E>�;@M@J@FE�J<C<:K@FEJ

3?<E�;@M@J@FEJ�8I<�LJ<;�KF�J<G8I8K<�@E:FD<�8E;�<OG<EJ<J�=FI�;@==<I<EK�;@M@J@FEJ��CF:8K@FEJ��FI�GIFA<:KJ��@K�@J�@DGFIK8EK�K?8K�;@M@J@FE

;<J@>E8K@FEJ�EFK�9<�8::@;<EK8CCP�FD@KK<;�=IFD�KI8EJ8:K@FEJ
�0F�I<M@<N�8E;correct missing divisions ��LJ<�K?<� @M@J@FE�!O:<GK@FE�.<GFIK


%E�K?<Reports K89��J<C<:KDivision Exception Report �

�

%=�8�I<GFIK�=FI�K?<�;<J@I<;�K@D<�G<I@F;�?8J�8CI<8;P�9<<E�:I<8K<;��:C@:BView 
�%=�8�I<GFIK�?8J�EFK�P<K�9<<E�:I<8K<;��:C@:BNew Report 8E;

;<=@E<�K?<�;<J@I<;�I<GFIK�

�C@:BCreate 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<�KI8EJ8:K@FEJ�N@K?FLK

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<I�@E�K?<Amount :FCLDE�

Edit KI8EJ8:K@FEJ�KF�8;;�;@M@J@FEJ
��<�JLI<�KF�:C@:BUpdate KF�J8M<�:?8E><J


�� Notes

�FCLDEJ�;@==<I�N?<E�;I@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<�:FII<:K�FI�E<:<JJ8IP
�%K�FECP�BEFNJ�N?<E�K?<P�8I<

D@JJ@E>
��FE=@ID8K@FE�K?8K�8JJ@>E<;�;@M@J@FEJ�8I<�:FII<:K�@J�8�D8E8><D<EK�8:K@M@KP


�
� ,IFA<:KJ

�
�
� �I<8K<�8E;�LJ<�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��:LJKFD<I�I<C8K@FEJ?@GJ��FI�9F;@<J�F=

NFIB
���GIFA<:K�>IFLGJ�I<C8K<;�K8JBJ�8E;�<:FEFD@:�8:K@M@KP�KF><K?<I�=FI�I<GFIK@E>


�P�K?<@I�E8KLI<��GIFA<:KJ�8I<�LJL8CCP�J?FIK<I�C@M<;�K?8E;@M@J@FEJ��=FI�N?@:?�@EJKIL:K@FEJ�8I<�8M8@C89C<�@E�8EFK?<I�#L@;<
�%K�@J�><E<I8CCP�EFK�>FF;

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<;�N?<E�K?<P

8I<�:FDGC<K<;


�I<8K<�GIFA<:KJ

0F�LJ<�GIFA<:KJ�@E�PFLI�9LJ@E<JJ��=@IJK�<E89C<�K?<Projects K89
��C@:B�FECustomize 9<CFN�K?<�E8M@>8K@FE�G8E<��:?<:B�K?<�9FO��8E;�:C@:B

Update �
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� �

*FN�>F�K?< Projects K89�8E;�:C@:BNew Project �

�

!EK<I�8�GIFA<:KNameName
�0?@J�:8E�9<�8EP�:FD9@E8K@FE�F=�K<OK�FI�ELD9<IJ�

�C@:BCreate 


�� Note

)8E8><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<<E�;LGC@:8K<J
�/F

I<M@<N�<O@JK@E>�GIFA<:KJ�9<=FI<�E8D@E>�8�E<N�FE<
�#FF;�GI8:K@:<�@J�KF�=FCCFN�8�JK8E;8I;�E8D@E>�J:?<D<


1J<�GIFA<:KJ

1J<�GIFA<:KJ�KF�KI8:B�GIF=@K89@C@KP�9P�GIFA<:K�FI�AF9
�0?<Projects K89�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�KI8EJ8:K@FEJ��G8PD<EKJ��I<:<@GKJ��<OG<EJ<�:C8@DJ�

@EMF@:<J��<K:
�
�0?@J�8CCFNJ�:8K<>FI@Q8K@FE�F=�GIFA<:K�I<C8K<;�KI8EJ8:K@FEJ�9P�@E:FD<�FI�;@I<:K�:FJKJ��C<8;@E>�KF�:8C:LC8K@FE�F=�GIFA<:K�>IFJJ

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�<O8DGC<��KF

GI<M<EK�;FL9C<�GFJK@E>�Accounts receivable� Accounts payable��8E; Inventory on hand C@E<�@K<DJ�:8EEFK�9<�8JJ@>E<;�KF�8

GIFA<:K


/8C<J�@EMF@:<J��:I<;@K�EFK<J�8E;�I<:<@GKJ�8JJ@>E<;�KF�8�GIFA<:K�N@CC�J?FN�LE;<I�K?<Income :FCLDE
�0?@J�D<8EJ�PFL�:8E�LJ<

GIFA<:KJ�<M<E�@=�PFL�;F�EFK�LJ<�K?<Sales Invoices K89
�!M<IPK?@E>�K?8K�@J�EFK�@E:FD<�N@CC�J?FN�LE;<I�K?<Direct

costs :FCLDE


0F�J<<�8�GIF=@K89@C@KP�JLDD8IP�=FI�8�GIFA<:K��:C@:B�@KJView 9LKKFE�@E�K?<Projects K89�C@JK�

�� Note

0?<�;8K<�I8E><�=FI�K?<�GIFA<:K�JLDD8IP�@J�EFK�J<C<:K89C<
�0?<�I<GFIK@E>�G<I@F;�@J�;<K<ID@E<;�8LKFD8K@:8CCP�98J<;�FE

KI8EJ8:K@FEJ�8JJ@>E<;�KF�K?<�GIFA<:K


%E8:K@M8K<�GIFA<:KJ

3?<E�8�GIFA<:K�@J�:FDGC<K<�Edit K?<�GIFA<:K�@E�K?<Projects K89
��C@:B�K?<Inactive 9FO��K?<E Update �

0?<�GIFA<:K�N@CC�9<�>I<P<;�FLK�@E�K?<�K89�C@JK@E>�8E;�EF�CFE><I�8GG<8I�@E�K?<Project =@<C;�;IFG;FNE�D<EL�=FI�KI8EJ8:K@FE�C@E<�@K<DJ


0F�I<8:K@M8K<�K?<�GIFA<:K��I<M@J@K�K?<Edit J:I<<E�8E;�LE:?<:B�K?<�9FO


�
� , "J

�
�
� �I<8K<�, "�=@C<J�F=�KI8EJ8:K@FEJ�8E;�I<GFIKJ

PDF (Portable Document Format) files F=�KI8EJ8:K@FE�=FIDJ�8E;�I<GFIKJ�:8E�9<�><E<I8K<;�LJ@E>�K?<Print =<8KLI<�)8E8><I
�3?@C<

M@<N@E>�8EP�:FDGC<K<;�KI8EJ8:K@FE�FI�I<GFIK��:C@:B�FE�K?<Print 9LKKFE�E<8I�K?<�KFG�F=�K?<�)8E8><I�N@E;FN�
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2@IKL8CCP�8CC�DF;<IE�FG<I8K@E>�JPJK<D�GI@EK<I�;I@M<IJ�@E:CL;<�8�YJ8M<�KF�, "Z�FI�YGI@EK�8J�, "Z�:8G89@C@KP
�"FI�K?FJ<�K?8K�;F�EFK��K?@I;�G8IKP

, "�><E<I8KFIJ�8I<�8M8@C89C<��:LJKFD@Q<;�=FI�C8E>L8><J�8E;�FG<I8K@E>�JPJK<DJ
�1J<�FE<�F=�K?<J<�FGK@FEJ�8=K<I�:C@:B@E>Print KF�:I<8K<

8E;�J8M<�8�, "�=@C<


�
� !D8@CJ

�
�
� !D8@C�KI8EJ8:K@FEJ�8E;�I<GFIKJ

5FL�:8E email completed transactions and reports ;@I<:KCP�=IFD�N@K?@E�K?<�)8E8><I�GIF>I8D
�0?@J�#L@;<�:FM<IJ�

U /<KK@E>�LG�/)0,�I<C8P�:I<;<EK@8CJ

U /<E;@E>�<D8@C

/<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�:8E�LJ<��e.g.��#D8@C�
�0?<I<�8I<�8CJF�D8EP�/)0,�J<IM<I�GIFM@;<IJ�N?F�F==<I�I<C8P

J<IM@:<
�)8EP�?8M<�><E<IFLJ�C@D@KJ
�"FI�<O8DGC<�)8@C>LE
:FD8CCFNJ�PFL�KF�J<E;�LG�KF��������<D8@CJ�G<I�DFEK?�=FI�=I<<


0F�<EK<I�<D8@C�J<KK@E>J��>F�KF�K?<Settings K89�8E;�:C@:BEmail settings �

�

/<K�LG�PFLI�J<IM<I�=FCCFN@E>�@EJKIL:K@FEJ�=IFD�PFLI�GIFM@;<I�

U HostnameHostname @J�K?<�/)0,�E8D<�=LIE@J?<;�9P�PFLI�<D8@C�GIFM@;<I


U PortPort J?FLC;�EFID8CCP�9<�;<J@>E8K<;�8J������9LK�)8E8><I�8CJF�JLGGFIKJ�GFIK���
��)8E8><I�N@CC�EFK�JLGGFIK�GFIK�����LJ<;�8J�K?<

;<=8LCK�9P�D8EP�<D8@C�GIFM@;<IJ�8E;�8GGC@:8K@FEJ
�

U UsernameUsername @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��?FN<M<I�

GIFM@;<IJ�JK@GLC8K<�8�;@==<I<EK�LJ<IE8D<
�%=�PFL�<EK<I�8Username K?8K�@J�EFK�=FID8KK<;�8J�8E�<D8@C�8;;I<JJ��)8E8><I�N@CC�J?FN�8

J<G8I8K<Email addressEmail address =@<C;
�!EK<I�K?<�<D8@C�8;;I<JJ�=FI�K?<�J<E;@E>�8::FLEK�K?<I<�
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U PasswordPassword @J�K?<�FE<�I<HL@I<;�=FI�CF>@E�N@K?�K?<�1J<IE8D<�89FM<


U �C@:B�K?<�9LKKFE�KFShow password KF�D8B<�PFLI�G8JJNFI;�M@J@9C<
��0?@J�9LKKFE�8GG<8IJ�FECP�8=K<I�:FEK<EK�@J�<EK<I<;�@E�K?<

Password =@<C;
�

U �?<:B�K?<�9FO�KFSend a copy of every email to this addressSend a copy of every email to this address @=�PFL�N8EK�:FG@<J�F=�PFLI�FLK>F@E>�<D8@CJ


U �E Email addressEmail address =@<C;�8GG<8IJ�N?<E�K?<�9FO�@J�:?<:B<;
�!EK<I�8EP�;<J@I<;�8;;I<JJ�?<I<


U �?<:B�K?<�9FO�KFReceive email replies at a different address than you send fromReceive email replies at a different address than you send from @=�;<J@I<;
�!EK<I�K?<�YI<GCP�KFZ�<D8@C

8;;I<JJ�@E�K?<�=@<C;�K?8K�8GG<8IJ


U Do not verify TLS certificateDo not verify TLS certificate 9PG8JJ<J�M<I@=@:8K@FE�F=�J<C=�J@>E<;�:<IK@=@:8K<J
��?<:B�K?<�9FO�FECP�@=�PFL�8I<�J<E;@E>�<D8@C�=IFD

PFLI�FNE�<D8@C�J<IM<I


�C@:BUpdate KF�J8M<�PFLI�J<KK@E>J
After settings have been updated ��PFL�:8E�K<JK�K?<D�9P�:C@:B@E>Test email settings 
���K<JK

D<JJ8><�N@CC�9<�J<EK�KF�K?<�<D8@C�8;;I<JJ�8JJF:@8K<;�N@K?�K?<�/)0,�J<IM<I
���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<EK�F=�K?<Username =@<C;��JL9JK@KLK@E>�N?8K<M<I�PFL�?8M<�J<K�LG�=FI

PFLI�><E<I8C�<D8@C
�0?<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


/FD<�<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 )@:IFJF=K�+==@:<����

/<E;@E>�<D8@C

3?@C<�M@<N@E>�K?<�;F:LD<EK�PFL�N8EK�KF�J<E;��:C@:BEmail E<8I�K?<�KFG�F=�K?<�N@E;FN
��E�<D8@C�:FDGFJ@E>�J:I<<E�N@CC�8GG<8I�

U ToTo N@CC�9<�=@CC<;�N@K?�8EP�<D8@C�8;;I<JJ�GI<M@FLJCP�I<:FI;<;�=FI�8�:LJKFD<I��JLGGC@<I��FI�<DGCFP<<�@=�FE<�@J�8JJF:@8K<;�N@K?�K?<

;F:LD<EK
�+K?<IN@J<��K?@J�=@<C;�N@CC�9<�9C8EB
�!EK<I�FI�<;@K�K?<�8;;I<JJ�8J�E<<;<;
�!EK<I�8;;@K@FE8C�<D8@C�8;;I<JJ<J��@=�;<J@I<;�

J<G8I8K<;�9P�:FDD8J�FI�J<D@:FCFEJ
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U SubjectSubject N@CC�9<�GI<�=@CC<;�N@K?�K?<�K@KC<�F=�K?<�KI8EJ8:K@FE�FI�I<GFIK�PFL�8I<�<D8@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?<�KI8EJ8:K@FE
��%E�K?@J�@CCLJKI8K@FE��8E�8KK8:?D<EK�E8D<;Attachment.jpg <O@JKJ
�%=

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?<�KI8EJ8:K@FE�@KJ<C=


�C@:BSend 
��P�;<=8LCK�K?<�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:LD<EK


�� Example

�I@CC@8EK�%E;LJKI@<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�@EJK8CC8K@FE�@J�N<9�8::<JJ@9C<
�0?<I<=FI<��LJ<IJ�F=�K?<�;<JBKFG

<;@K@FE�DLJK�:I<8K<�8E;�J<E;�, "�M<IJ@FEJ�F=�KI8EJ8:K@FEJ�FI�I<GFIKJ��=FCCFN@E>�@EJKIL:K@FEJ�:FEK8@E<;�@E8EFK?<I�#L@;<
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�
�
� !D8@C�KI8EJ8:K@FEJ�8E;�I<GFIKJ�@E�, "�=FID8K

�P�;<=8LCK��N?<E�PFL�J<E;�8E�<D8@C�=IFD�N@K?@E�)8E8><I��K?<�GIF>I8D�<D8@CJ�8�?PG<IC@EB�8CCFN@E>�K?<�I<:@G@<EK�KF�M@<N�K?<�KI8EJ8:K@FE��8E;

J<C<:K<;�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<IE<K�:FEE<:K<;

J<IM<I�@EJK8CC8K@FEJ�8E;�K?<�:CFL;�<;@K@FE


$FN<M<I��;<JBKFG�<;@K@FE�LJ<IJ�8E;�FK?<IJ�N@J?@E>�KFemail transactions and reports in PDF format :8E�;F�JF�KNF�N8PJ


+G<I8K@E>�JPJK<D�, "�><E<I8KFI

0?<�=@IJK�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:<;�LJ@E>�PFLI

FG<I8K@E>�JPJK<D[J�9L@CK�@E�=<8KLI<J
�0F�K8B<�8;M8EK8><�F=�8�9L@CK�@E�><E<I8KFI��:C@:B�K?<Print 9LKKFE�N?@C<�M@<N@E>�8�KI8EJ8:K@FE�FI

I<GFIK�

0?<E��;<G<E;@E>�FE�PFLI�FG<I8K@E>�JPJK<D�8E;�M<IJ@FE��:?FFJ<�8Print to PDF� Save as PDF��FI�J@D@C8I�FGK@FE
�!D8@C�K?<�I<JLCK@E>�, "�8J�8E

8KK8:?D<EK�LJ@E>�PFLI�I<>LC8I�<D8@C�:C@<EK


%EK<IE8C�, "�><E<I8KFI

0?<�J<:FE;�D<K?F;�LJ<J�K?<�GIF>I8D[J�@EK<IE8C�, "�><E<I8KFI
�2@J@K�K?<Legacy Features G8><�@E�K?<Settings K89�

�

�?<:B�K?<�9FO�=FIInternal PDF GeneratorInternal PDF Generator 8E;�J<C<:K�K?<Paper sizePaper size PFLI�I<:@G@<EK�@J�C@B<CP�KF�LJ<
��?F@:<J�@E:CL;<A4 8E; Letter�

� PDF 9LKKFE�N@CC�EFN�9<�8M8@C89C<�N?<E�M@<N@E>�KI8EJ8: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;��N?<E�K?<Email 9LKKFE�@J�GI<JJ<;��8�, "�F=

K?<�;F:LD<EK�@J�J<EK


�� Note

0?<�@EK<IE8C�, "�><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>L8><J

8E;�=FEKJ
�%K�@J�C<8JK�I<C@89C<�N@K?�I@>?K�KF�C<=K�C8E>L8><J�8E;�D8P�EFK�NFIB�J8K@J=8:KFI@CP�N@K?�:LJKFD�K?<D<J
�5FL�J?FLC;

K<JK�K?<�=<8KLI<�N@K?�KPG@:8C�KI8EJ8: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�?FN�KFattach files 8E;�JLGGFIK@E>�;F:LD<EK8K@FE�KF�8E�<D8@C�J<EK�=IFD�N@K?@E�K?<�)8E8><I�8::FLEK@E>�8GGC@:8K@FE


#<E<I8C�GIF:<;LI<J�=FI�<D8@C@E>�:FDGC<K<;�KI8EJ8:K@FE�=FIDJ�8E;�I<GFIKJ�8I<�;<J:I@9<;�@E8EFK?<I�#L@;<
�.<8;�@K�=@IJK
�/K8E;8I;@Q<;�<D8@C

K<DGC8K<J�:8E�9<�;<=@E<;�=FI�D8EP�:FDDFE�=FIDJ�8=K<I�J<C<:K@E>Email Templates @E�K?<Settings K89��8J�:FM<I<;�@E�8K?@I;�#L@;<


Manager Guides

189



�;;�8E�8KK8:?D<EK

�<=FI<�8�=@C<�:8E�9<�8KK8:?<;�KF�8E�<D8@C�J<EK�=IFD�N@K?@E�)8E8><I��N?<K?<I�FI�EFK�8E�<D8@C�K<DGC8K<�@J�LJ<;��K?<�=@C<�DLJK�9<�@E:CL;<;�@E

K?<�9LJ@E<JJ�;8K8�=@C<�8J�8E�8KK8:?D<EK
�,IF:<;LI<J�=FI�8;;@E>�8KK8:?D<EKJ�8I<�=FLE;�@E8EFK?<I�#L@;<


�� Example

�I@CC@8EK�%E;LJKI@<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?<�J8C<J�HLFK<��FE<�8

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
�0?<I<=FI<��8KK8:?D<EKJ�:8EEFK�9<�@E:CL;<;�N@K?

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

0F�@E:CL;<�8E�8KK8:?D<EK�N@K?�8�:FDGC<K<;�KI8EJ8:K@FE��:C@:BEmail N?@C<�M@<N@E>�@K
��?<:B�9FO<J�KF�@E;@:8K<�N?@:?�8KK8:?D<EK�J��PFL

N8EK�KF�J<E;�N@K?�K?<�<D8@C


�� Example

�I@CC@8EK�N8EKJ�KF�<D8@C�K?<�J8C<J�HLFK<�KF�@KJ�:LJKFD<I�N@K?�9FK?�8KK8:?D<EKJ
�/F�@K�:?FFJ<J�9FK?�=@C<J�

/<E;�K?<�<D8@C

�C@:BSend KF�<D8@C�PFLI�D<JJ8><��K?<�=@E@J?<;�KI8EJ8: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;8I;@Q<;�D<JJ8><J�N?<E�<D8@C@E>�8�=FID�;@I<:KCP�=IFD�)8E8><I
�0?<P�8I<�8M8@C89C<�=FI

KI8EJ8: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<IE8CCP�

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 �LJKFD<I�JK8K<D<EKJ

U ,8PJC@GJ

!D8@C�K<DGC8K<�CF:8K@FE

!D8@C�K<DGC8K<J�8I<�LE@HL<�KF�=FIDJ�;@JGC8P<;�9P�K?<D<J�8E;�9<:FD<�8M8@C89C<�LE;<ISettings � Email Templates 8J�K89J�8I<

<E89C<;�N@K?@E�N?@:?�K?<P�:8E�9<�LJ<;�

� �

5FL�;F�EFK�?8M<�KF�:I<8K<�<D8@C�K<DGC8K<J��9LK�K?<P�8I<�<DGKP�LEK@C�PFL�<;@K�K?<D�

 <M<CFG�8E�<D8@C�K<DGC8K<

0F�;<M<CFG�8�JG<:@=@:�<D8@C�K<DGC8K<��:C@:BEdit 9<J@;<�@KJ�E8D<�@E�K?<�C@JK@E>
�!EK<I�PFLI�;<J@I<;�:FEK<EK��LJ@E>�K?<�(@HL@;�K<DGC8K@E>

C8E>L8><
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�� Example

�E�<D8@C�K<DGC8K<�=FI�J8C<J�HLFK<J�D@>?K�@E:CL;<�

U SubjectSubject J?FLC;�@E;@:8K<�K?<�D8KK<I�:FM<I<;�@E�K?<�<D8@C
�0?<�:F;<�{{reference}} ��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 BodyBody J?FLC;�9<�8�JK8E;8I;�=FIN8I;@E>�D<JJ8><
�5FL�:8E�<;@K�K?@J�9<=FI<�J<E;@E>�K?<�<D8@C


�C@:BUpdate 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�KI8EJ8:K@FE��:C@:BEmail 8K�K?<�KFG�F=�K?<�N@E;FN�

0?<�<D8@C�N@CC�8GG<8I��LJ@E>�K?<�<D8@C�8;;I<JJ�J<K�LG�=FI�K?<�@EK<E;<;�I<:@G@<EK��:LJKFD<I��JLGGC@<I��FI�<DGCFP<<�
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�� Example

�CC�=@<C;J�D8P�9<�<;@K<;�8J�E<:<JJ8IP�9<=FI<�:C@:B@E>Send KF�;<C@M<I�K?<�<D8@C
�.<D<D9<I�KF�=FCCFN�(@HL@;�K<DGC8K@E>�C8E>L8><�JPEK8O


�
�
� .<M@<N�<D8@C

5FL�:8E review emails J<E;@E>�KI8EJ8:K@FEJ�FI�I<GFIKJ�=IFD�N@K?@E�)8E8><I�9P�:C@:B@E>�K?<Emails 9LKKFE�8K�K?<�KFG�F=�K?<�N@E;FN�

0?<�I<JLCK@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;;I<JJ�<J�

U /L9A<:K�F=�K?<�<D8@C

U /K8KLJ

�� Example

0?<�=@IJK�KNF�C@E<J�F=��I@CC@8EK�%E;LJKI@<J[Emails C@JK�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�I@>?K�:FIE<I�=@CK<IJ�9P�J<E;<I
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�� Example

�I@CC@8EK[J�:?F@:<J�@E:CL;<�FECP�K?<�LJ<IJ�N?F�?8M<�J<EK�<D8@C�

!D8@CJ�:8E�FECP�9<�M@<N<;��EFK�<;@K<;��9<:8LJ<�K?<P�?8M<�8CI<8;P�9<<E�J<EK
�3?<E�K?<View 9LKKFE�=FI�K?<�<D8@C�@J�:C@:B<;��K?<�<D8@C�:8E

9<�I<M@<N<;
�0?<�;@JGC8P�@E:CL;<J�

U 0I8EJ8:K@FE�FI�I<GFIK�J<EK

U /<E;<I[J�@;<EK@KP

U .<:@G@<EKJ[�<D8@C�8;;I<JJ<J

U  8K<�J<EK

U �F;P�F=�8EP�D<JJ8><�@E:CL;<;

U �LKKFE�=FI�, "�F=�KI8EJ8:K@FE�FI�I<GFIK�K?8K�N8J�<D8@C<;

U �LKKFE�J��=FI�8EP�FK?<I�8KK8:?D<EK�J��J<EK�N@K?�K?<�<D8@C

�� Example

�I@CC@8EK�%E;LJKI@<J�J<E;J�8�:I<;@K�EFK<�KF�*FIK?N@E;�0I8;<IJ
�0?<�9F;P�F=�K?<�<D8@C�@J�8�J?FIK�EFK<�:FE=@ID@E>�8�K<C<G?FE<

:FEM<IJ8K@FE


�
�
� 0I8:B�N?<K?<I�<D8@C<;�8KK8:?D<EKJ�?8M<�9<<E�M@<N<;

0?<�C@JK�><E<I8K<;�9P�K?<Emails 9LKKFE�8K�K?<�KFG�F=�K?<�)8E8><I�N@E;FN�@E:CL;<J�8Status :FCLDE�K?8K�:8E�KI8:B�N?<K?<I�K?<�I<:@G@<EK

?8J�M@<N<;�8�KI8EJ8: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
�0?<�;<JBKFG�<;@K@FE�@J�LE89C<�KF�KI8:B

N?<K?<I�<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�LJ<I�M@<NJ�K?<

<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�?FJK@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?<�@EK<IE<K


3?<E�PFL�M@<N�8�;F:LD<EK��e. g.,8�J8C<J�@EMF@:<��8E;�:C@:B�K?<Email 9LKKFE��)8E8><I�N@CC�8KK8:?�KF�PFLI�<D8@C�8�9FO�:FEK8@E@E>�8

JLDD8IP�F=�K?<�;F:LD<EK�PFL�8I<�<D8@C@E>
�3@K?@E�K?<�9FO�N@CC�9<�8View 9LKKFE�
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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>�K?<View 9LKKFE�N@CC�I<M<8C�K?<�:FDGC<K<�;F:LD<EK��e. g.��K?<�J8C<J�@EMF@:<�
�0?<Status @E�K?<Emails C@JK@E>�N@CC�:?8E><�=IFD

SentKFViewed�

�
�
� 0IFL9C<J?FFK�<D8@C�@JJL<J

,IF:<;LI<J�=FI�<D8@C@E>�KI8EJ8:K@FE�=FIDJ�8E;�I<GFIKJ�=IFD�)8E8><I�8I<�;<J:I@9<;�@E8EFK?<I�#L@;<
�%=�PFL�:8E[K�J<E;�<D8@CJ�=IFD�)8E8><I�

K?<�=@IJK�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=KN8I<�9L>�K?8K�?8J

8CI<8;P�9<<E�=@O<;


%=�LG>I8;@E>�;F<JE[K�JFCM<�K?<�GIF9C<D��N<�E<<;�KF�;@M<�@EKF�PFLIEmail Settings LE;<I�K?< Settings K89�
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�LII<EKCP��)8E8><I�;F<JE[K�JLGGFIK�GFIK465
�/F�KIP�8�;@==<I<EK�GFIK��GI<=<I89CP587
�)FJK�/)0,�J<IM<IJ�N@CC�JLGGFIK�9FK?�GFIKJ��JF�K?@J�@J

><E<I8CCP�EFK�8E�@JJL<


/FD<�<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 )@:IFJF=K�+==@:<����

%=�PFL�<E:FLEK<I�FK?<I�GIF9C<DJ��GFJK�K?<D�@E�8new topic FE�K?<�"FILD
��<�8J�JG<:@=@:�8J�GFJJ@9C<��@E:CL;@E>�@E=FID8K@FE�FE�

U )8E8><I�<;@K@FE��;<JBKFG��J<IM<I��FI�:CFL;�

U /F=KN8I<�M<IJ@FE

U 5FLI�FG<I8K@E>�JPJK<D�8E;�M<IJ@FE

U /:I<<E�J?FKJ�F=�8EP�<IIFI�D<JJ8><J

U ��J:I<<E�J?FK�F=�PFLI Email Settings G8><��+9J:LI<�FECP�G<IJFE8C�@E=FID8K@FE
�0?<�DFI<�@E=FID8K@FE�PFL�J?FN��K?<�<8J@<I�@K

N@CC�9<�KF�F9K8@E�?<CG
�

�
� �8K:?�+G<I8K@FEJ

�
�
� 1J<��8K:?��I<8K<�8E;��8K:?�1G;8K<�=LE:K@FEJ

Batch CreateBatch Create 8E; Batch UpdateBatch Update =LE:K@FEJ�JKI<8DC@E<�C8I><�J:8C<�:I<8K@FE�8E;�LG;8K@E>�F=�@E=FID8K@FE�@E�)8E8><I
�0?<P�:8E�9<�LJ<;

@E�8CC�=LE:K@FE8C�K89Jexcept �

U Cash and Bank Accounts

U Billable Expenses

U Withholding Tax Receipts

U Projects

U Investments

U Depreciation Entries
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U Amortization Entries

U Folders

U Attachments

U Emails

U Reports

U Settings

0?<J<�98K:?�FG<I8K@FEJ�:8E�9<�LJ<;�=FI�JFD<Settings ��KFF�

U Divisions

U Exchange Rates

U Foreign Currencies

U Inventory Kits

U Non-inventory Items

U Payment Rules

U Receipt Rules

U Tax Codes

0?<J<�98K:?�FG<I8K@FEJ�8I<�8M8@C89C<�N?<E<M<I�PFL�J<<�K?<J<�9LKKFEJ�@E�K?<�9FKKFD�I@>?K�:FIE<I�F=�K?<�)8E8><I�N@E;FN�

�8K:?��I<8K<

0F�8;;�E<N�@K<DJ�KF�8�K89��I<>8I;C<JJ�F=�N?<K?<I�FK?<IJ�8CI<8;P�<O@JK��:C@:BBatch Create 
�"FCCFN�K?<�@EJKIL:K@FEJ�J<HL<EK@8CCP
�"@IJK��:FGP

K?<�9C8EB�K<DGC8K<�9P�:C@:B@E>Copy to clipboard �

,8JK<�K?<�K<DGC8K<�@EKF�PFLI�JGI<8;J?<<K�GIF>I8D�

0?<�K<DGC8K<�:FEK8@EJ�FECP�:FCLDE�K@KC<J
�%K�K<CCJ�PFL�N?8K�@E=FID8K@FE�@J�I<HL@I<;�=FI�K?<�98K:?�FG<I8K@FE


�� Note

%CCLJKI8K@FEJ�@E�K?@J�#L@;<�8I<�=FI�98K:?�FG<I8K@FEJ�FE�@EM<EKFIP�@K<DJ��9LK�GIF:<;LI<J�8I<�K?<�J8D<�N?<I<M<I�98K:?

FG<I8K@FEJ�NFIB
�0?<�9C8EB�K<DGC8K<�:?8E><J�8LKFD8K@:8CCP


"@CC�;8K8�@EKF�K?<�<DGKP�JGI<8;J?<<K�K<DGC8K<�
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�� Example

�I@CC@8EK�%E;LJKI@<J�<EK<IJ�@E=FID8K@FE�=FI�JFD<�F=�@KJ�C@>?K@E>�GIF;L:KJ�

�� Notes

0F�LE;<IJK8E;�<8:?�:FCLDE��@K�D8P�9<�?<CG=LC�KF�=@IJK�:FDGC<K<�FE<�<EKIP�F=�K?<�KPG<�PFL�8I<�:I<8K@E>��=@CC@E>�8CC�=@<C;J
��FGP

K?<�I<JLCK@E>�C@JK@E>�=IFD�K?<Batch Update N@E;FN��J<<�@EJKIL:K@FEJ�9<CFN��8E;�G8JK<�@EKF�8�JGI<8;J?<<K�8J�8E�<O8DGC<


%=�: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����:?8I8:K<I�?<O8;<:@D8C�JKI@E>J�BEFNE�8J�11% J��LE@M<IJ8CCP�LE@HL<�@;<EK@=@<IJ��FI

#1% J��>CF98CCP�LE@HL<�@;<EK@=@<IJ��I8K?<I�K?8E�GC8@E�C8E>L8><�K<OK
�0?<J<�8I<�LJ<;�KF�@;<EK@=P�98EB�8::FLEKJ��:LJKFD�=@<C;J�

8E;�FK?<I�@E=FID8K@FE��;<G<E;@E>�FE�K?<�KI8EJ8:K@FE�KPG<
��<=FI<�98K:?�FG<I8K@FEJ�:8E�9<�LJ<;�JL::<JJ=LCCP��PFL�N@CC�E<<;

KF�9L@C;�8�C@JK�8JJF:@8K@E>�11% J�N@K?�JG<:@=@:�8::FLEKJ�FI�C<;><IJ
�3@K?FLK�K?<�:FII<:K�11% J��)8E8><I�N@CC�@>EFI<�<EKI@<J�@E

98K:?�FG<I8K@FEJ


3?<E�G8JK@E>�@EKF�8�JGI<8;J?<<K�=FI�98K:?�FG<I8K@FEJ��;8K<�8E;�ELD9<I�=FID8KK@E>�@E�)8E8><I�8E;�PFLI�JGI<8;J?<<K

GIF>I8D�DLJK�9<�:FDG8K@9C<�KF�8:?@<M<�:FDDFE�;8K8�@EK<IGI<K8K@FE
�0PG@:8CCP��@=�ELD9<I�FI�;8K<�=FID8KJ�8I<�EFK

:FDG8K@9C<��G8JK<;�:FEK<EK�N@CC�9<�@EK<IGI<K<;�8J�K<OK�9P�K?<�JGI<8;J?<<K�8GGC@:8K@FE
�0<OK�=FID8K�D8P�9<�8::<GK89C<�@=�EF

:8C:LC8K@FEJ�8I<�I<HL@I<;
��LK�@=�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?<<K�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@C@KP
�,8P�G8IK@:LC8I�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


"@E8CCP��:FGP�8E;�G8JK<�;8K8�=FI�K?<�E<NCP�:I<8K<;�<EKI@<J�=IFD�K?<�JGI<8;J?<<K�98:B�@EKF�)8E8><I
Be sure to copy and paste the column

headings in addition to the data.

�C@:BNext KF�I<M@<N�K?<�@E=FID8K@FE�9<@E>�8;;<;
�%=�J8K@J=8:KFIP��:C@:BBatch Create KF�<EK<I�K?<�E<N�@K<DJ�@EKF�)8E8><I�

%=�EFK�J8K@J=8:KFIP�:C@:B�K?<Back 9LKKFE��DF;@=P�K?<�JGI<8;J?<<K��8E;�I<G<8K�K?<�G8JK@E>�GIF:<JJ
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�� Example

�I@CC@8EK�%E;LJKI@<J[�98K:?�:I<8K<;�@EM<EKFIP�@K<DJ�EFN�8GG<8I�@E�K?<Inventory Items K89�

�8K:?�1G;8K<

�8K:?�LG;8K<J�8I<�LJ<;�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<8K@FE��9<:8LJ<�K?<�JKIL:KLI<�F=

K?<�;8K898J<�@J�DFI<�F9M@FLJ
��C@:B�FEBatch Update 
��>8@E��=FCCFN�K?<�J<HL<EK@8C�@EJKIL:K@FEJ�

�� Example

�I@CC@8EK�%E;LJKI@<J�;<:@;<J�KF�I8@J<�GI@:<J�FE�@KJ�(! �GIF;L:KJ�LJ@E>�K?<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<�?<O8;<:@D8CKey


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<I
Do not remove or modify any content in the KeyKey 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@FE�F=�8CC

:FEK<EK�@E�K?FJ<�:FCLDEJ�=FI�@E:CL;<;�KI8EJ8:K@FEJ
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�� Example

�I@CC@8EK�%E;LJKI@<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<J�K?<@I�GI@:<J�

LJ@E>�JGI<8;J?<<K�KFFCJ�

�FGP�8E;�G8JK<�K?<�LG;8K<;�;8K8�=IFD�K?<�JGI<8;J?<<K�98:B�@EKF�)8E8><I
Be sure to copy and paste column headings in addition to

the data 
��C@:BNext KF�I<M@<N�:?8E><J�9<@E>�D8;<
�%=�J8K@J=8:KFIP��:C@:BBatch Update 


�� Example

�I@CC@8EK�%E;LJKI@<J[�G8JK<J�@E�K?<�DF;@=@<;�JGI<8;J?<<K�;8K8�8E;�I<M@<NJ�@K�

�=K<I�8::<GK8E:<��K?<�LG;8K<; Inventory Items C@JK�J?FNJ�@E:I<8J<;�J8C<�GI@:<J�FE�(! �GIF;L:KJ
�0?<����3

@E:8E;<J:<EK�9LC9[J�C@JK@E>�?8J�EFK�:?8E><;�

�� Note

5FL�:8EEFK�8;;�<C<D<EKJ�N?<E�LJ@E>Batch Update ��9<:8LJ<�8�B<P�@J�I<HL@I<;�=FI�<M<IP�IFN�@E�K?<�;8K898J<
�0?<J<�B<PJ

8I<�><E<I8K<;�N?<E�E<N�<C<D<EKJ�8I<�8;;<;
�0F�8;;�<C<D<EKJ�@E�>IFLGJ��LJ<Batch Create 


�
�
� 1J<�K?<��8K:?� <C<K<�=LE:K@FE

Batch DeleteBatch 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@K?�K?<D
�0?<�=LE:K@FE�@J�LJ<=LC�=FI�JL:?

K8JBJ�8J�

U  <C<K@E>�<IIFE<FLJ�98EB�JK8K<D<EK�@DGFIKJ�N@K?�D8EP�KI8EJ8:K@FEJ�FI�@DGFIK<;�KI8EJ8:K@FEJ�K?8K�;LGC@:8K<�D8EL8C�<EKI@<J

U !DGKP@E>�K89J�F=�LEE<<;<;�:LJKFD<IJ��JLGGC@<IJ��8JJ<KJ��8E;�JF�=FIK?�N?<E�:FEJKIL:K@E>�8�JK8E;8I;�9LJ@E<JJ�YJ?<CCZ

U �FII<:K@E>�JPJK<D@:�;8K8�<EKIP�<IIFIJ

0?<�FG<I8K@FE�@J�9<>LE�9P�:C@:B@E>�K?<�9LKKFE�8K�K?<�9FKKFD�I@>?K�:FIE<I�F=�8EP�J:I<<E�N?<I<�@K�:8E�9<�LJ<;�
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�� Warning

0?< Batch Delete FG<I8K@FE�:8E�9<�I<M<IJ<;�K?IFL>?�K?<�$@JKFIP�=@C<
��E;��8J�N@K?�<;@K@E>�K?IFL>?FLK�)8E8><I��K?<

GIF>I8D�N@CC�EFK�8CCFN�PFL�KF�;<C<K<�8EPK?@E>�K?8K�?8J�8CI<8;P�9<<E�I<=<I<E:<;�9P�8EFK?<I�KI8EJ8: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<I8K@FE


/<C<:K�8E;�;<C<K<�;8K8

�=K<I�:C@:B@E>�K?<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;�>IFLG�:?<:B9FO<J

FE�K?<�C<=K
��?<:B�K?<�9FO<J�=FI�8CC�;8K8�<EKI@<J�PFL�N@J?�KF�;<C<K<
�)8E8><I�N@CC�EFK�8CCFN�PFL�KF�:?<:B�K?<�9FO�F=�8EP�<C<D<EK�8CI<8;P

I<=<I<E:<;�@E�8�KI8EJ8:K@FE�

!C<D<EKJ�F=�K?<�C@JK�:8E�9<�<;@K<;�8E;�M@<N<;��@=�E<:<JJ8IP��KF�:FII<:K�FI�:FE=@ID�K?<@I�:FEK<EK�N?@C<�@E�98K:?�;<C<K<�DF;<
�&LJK�:C@:B�K?<

8GGIFGI@8K<�9LKKFEJ
�!EKI@<J�:8E�9<�LE:?<:B<;�@=�PFL�;<:@;<�EFK�KF�;<C<K<�K?<D
�3?<E�J8K@J=@<;�PFL�N@J?�KF�;<C<K<�8CC�I<D8@E@E>�:?<:B<;

<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

)8E8><I�?8J�K?<�89@C@KP�KF�><E<I8K<batches of records =FI�M@<N@E>�@E�8�J@E>C<�FG<I8K@FE
�0?@J�:8E�9<�LJ<=LC�@E�D8EP�J@KL8K@FEJ��@E:CL;@E>�

U ,I@EK@E>�DFEK?CP�J8C<J�@EMF@:<J�=FI�8CC�JL9J:I@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=FID8K@FE�=IFD�GI@FI�G8PJC@GJ

U .<M@<N@E>�<OG<EJ<�:C8@D�;<K8@CJ�F=�FNE<IJ�9<=FI<�D8B@E>�;@JKI@9LK@FEJ�KF�:8G@K8C�8::FLEKJ

U #<E<I8K@E>�;8@CP�GIF;L:K@FE�FI;<I�98K:?<J

U �JJ<D9C@E>�;<C@M<IP�IFLK<�G8:B8><J�=IFD�;<C@M<IP�EFK<J

0?<I<�@J�8Batch View 9LKKFE�@E�K?<�9FKKFD�I@>?K�:FIE<I�N?<E�M@<N@E>�8EP�K89C<�FI�C@JK�N@K?View 9LKKFEJ�
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0?@J�@E:CL;<J�K89J�C@B<Sales Invoices 8E; Bank Reconciliations ��;I@CC�;FNEJ�=IFD�:C@:B89C<�=@>LI<J�@E�I<GFIKJ��8E;�JFD<�G8><J�@E

K?< Settings K89
�3?<E�PFL�:C@:B�K?<�9LKKFE��PFL�N@CC�9<�89C<�KF�J<C<:K�I<:FI;J�KF�:FDG@C<�@EKF�J@E>C<�M@<N
��?<:B�K?<�=@IJK�9FO�KF�J<C<:K�8CC

@K<DJ�@E�K?<�C@JK��FI�:?FFJ<�@E;@M@;L8C�I<:FI;J�

0?<E�:C@:BBatch View 8K�K?<�9FKKFD�F=�K?<�C@JK


�� Example

�I@CC@8EK�%E;LJKI@<J�?8J�8�:LJKFD<I���F9[J�$8I;N8I<��N?F�?8J�JKFGG<;�G8P@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�@EMF@:<J�KF��F9[J�$8I;N8I<
��=K<I�:C@:B@E>�K?<

Batch View 9LKKFE�@E�K?<Sales Invoices K89���I@CC@8EK�J<C<:KJ�8CC��F9[J�FM<I;L<�@EMF@:<J�

�=K<I��I@CC@8EK�:C@:BJ�K?<Batch View 9LKKFE�FE�K?<�J<C<:K@FE�J:I<<E��8�=FLI�G8><�M@<N�=@C<�@J�><E<I8K<;�8E;�;@JGC8P<;��N@K?

<8:?�J8C<J�@EMF@:<�FE�8�J<G8I8K<�G8><
��I@CC@8EK�:8E�GI@EK�K?8K�8E;�D8@C�@K
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�� Notes

.<JLCKJ�F=�8EP�J<8I:?�FI�JFIK�FG<I8K@FEJ�8I<�GI<J<IM<;�N?<E�J<C<:K@E>�K?<Batch View =LE:K@FE


%=�8�, "�=@C<�F=�K?<�98K:?�@J�;<J@I<;�@EJK<8;�F=�8�GI@EKFLK��K?8K�FGK@FE�:8E�9<�J<C<:K<;�LJ@E>�=<8KLI<J�F=�PFLI�FG<I8K@E>

JPJK<D
�/FD<�FG<I8K@E>�JPJK<D�GI@EK<I�;I@M<IJ�@E:CL;<�8�9L@CK�@E�FGK@FE�KF�YGI@EK�KF�, "
Z�"FI�FK?<IJ��K?@I;�G8IKP�, "

><E<I8KFIJ�8I<�8M8@C89C<


�
� �KK8:?D<EKJ

�
�
� �KK8:?�JLGGFIK@E>�;F:LD<EK8K@FE

0I8EJ8:K@FEJ�8E;�JFD<�JL9J@;@8IP�C<;><IJ�@E�)8E8><I�:8E�9<�JL9JK8EK@8K<;�8E;�;F:LD<EK<;�N@K?�;@>@K8C�8KK8:?D<EKJ
�0?<J<�:8E�@E:CL;<�

U 3FI;�GIF:<JJ@E>�;F:LD<EKJ

U /GI<8;J?<<KJ

U /:8EE<;�@EMF@:<J

U /:8EE<;�I<:<@GKJ

�� Note

*FID8CCP��8E�8KK8:?D<EK�@J�D8;<�KF�K?<�JG<:@=@:�KI8EJ8:K@FE�KF�N?@:?�@K�I<C8K<J
�0?<P�:8E�8CJF�9<�D8;<�KF�:LJKFD<I�8E;

JLGGC@<I�;<=@E@K@FE�M@<NJ
�3?<E�8KK8:?D<EKJ�;F�EFK�8GGCP�KF�@E;@M@;L8C�KI8EJ8:K@FEJ�FI�JL9J@;@8IP�C<;><IJ��9LK��=FI�<O8DGC<�

KF�<EK@I<�GIFA<:KJ�FI�8::FLEK@E>�G<I@F;J��K?<P�:8E�9<�FI>8E@Q<;�@E�=FC;<IJ
�/<<8EFK?<I�#L@;<=FI�@EJKIL:K@FEJ


�;;�8E�8KK8:?D<EK

�C@:BView KF�J<<�8EP�KI8EJ8:K@FE�=FID��JL9J@;@8IP�C<;><I��FI�=FC;<I�@E�)8E8><I
��;;�8E�8KK8:?D<EK�9P�<@K?<I�F=�KNF�D<K?F;J�

U �C@:BNew 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<I8K@E>�JPJK<D


U  I8>�8E;�;IFG�K?<�8KK8:?D<EK�FEKF�K?<New Attachment 9LKKFE


%E�K?<�@CCLJKI8K@FE�9<CFN��8�JGI<8;J?<<K�=@C<�?8J�9<<E�8KK8:?<;�KF�8�J8C<J�HLFK<�
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)8E8>@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
�0?<�8KK8:?D<EK�N@CC

EFK�9<�;<C<K<;�=IFD�@KJ�FI@>@E8C�CF:8K@FE
�0?<I<�8I<�KNF�N8PJ�KF�D8E8><�8KK8:?D<EKJ�

U "IFD�KI8EJ8:K@FEJ��JL9J@;@8IP�C<;><IJ��FI�=FC;<IJ

U 3@K?@E�K?<Attachments K89

From transactions, subsidiary ledgers, or folders

0F�M@<N�8E�8KK8:?D<EK��:C@:B�FE�@KJ�E8D<
�0F�;<C<K<�8E�8KK8:?D<EK��:C@:BX 8=K<I�@KJ�E8D<
� <C<K@E>�8E�8KK8:?D<EK�FECP�I<DFM<J�@K�=IFD�K?<

I<:FI;�KF�N?@:?�@K�@J�8KK8:?<;�@E�K?<�9LJ@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<�@K�D8P�9<

JKFI<;


Within the AttachmentsAttachments tab

%=�K?<Attachments K89�@J�EFK�8CI<8;P�<E89C<;��:C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:?<:B�K?<�9FO��8E;�:C@:BUpdate �

� �

�� 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�ALJK�:C@:BUpdate 


#F�KF�K?< Attachments K89�KF�M@<N�8�C@JK�F=�8CC�8KK8:?D<EKJ�J8M<;�@E�K?<�9LJ@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�:8E�9<�<;@K<;
Batch Delete @J�8CJF�8M8@C89C<


�� 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<EK
�*FI

;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�8KK8:?D<EK�N@K?@E�K?<Attachments K89�;<C<K<J�@K�=IFD�K?<�JG<:@=@:�I<:FI;�N?<I<�@K�N8J�8KK8:?<;�@E�K?<�;8K8

=@C<
�$FN<M<I��@=�@K�N8J�8KK8:?<;�J<G8I8K<CP�KF�;@==<I<EK�I<:FI;J��K?FJ<�8KK8:?D<EKJ�N@CC�I<D8@E


�
�
� +I>8E@Q<�8KK8:?D<EKJ�N@K?�=FC;<IJ

0I8EJ8:K@FEJ�@E�)8E8><I�:8E�9<�JLGGFIK<;�8E;�;F:LD<EK<;�N@K?�;@>@K8C�8KK8:?D<EKJ
�0?<J<�:8E�@E:CL;<�

U 3FI;�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<:@=@:�KI8EJ8:K@FE�KF�N?@:?�@K�I<C8K<J
��LK�JFD<K@D<J��8KK8:?D<EKJ�;F�EFK�8GGCP�KF�@E;@M@;L8C

KI8EJ8:K@FEJ��9LK�KF�<EK@I<�GIFA<:KJ�FI�8::FLEK@E>�G<I@F;J
�%E�K?<J<�:8J<J�organize attachments with folders 


�I<8K<�8�=FC;<I

�<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:C@:BCustomize 
��?<:B�K?<�9FO�=FI�K?<Folders K89��K?<E�:C@:BUpdate �

� �

%E�K?<Folders K89��:C@:BNew Folder �

�

!EK<I�8Description F=�K?<�=FC;<I[J�:FEK<EKJ
��<�JLI<�KF�:C@:BCreate KF�J8M<�K?<�=FC;<I
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�� Example

*FIK?N@E;�0I8;<IJ�:I<8K<J�8�=FC;<I�=FI�><E<I8C�9LJ@E<JJ�;F:LD<EKJ�

0?<�=FC;<I�@J�C@JK<;�@E�K?<Folders K89�

�;;�8E�8KK8:?D<EK

�C@:BView KF�J<<�:FEK<EKJ�F=�8�G8IK@:LC8I�=FC;<I
�0?<�=FC;<I�N@CC�;@JGC8P�DL:?�C@B<�8EP�)8E8><I�KI8EJ8:K@FE�=FID
�0?<�;@JGC8P�?8J�EF

8::FLEK@E>�=LE:K@FE��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@:BNew 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<I8K@E>�JPJK<D


U  I8>�8E;�;IFG�K?<�8KK8:?D<EK�FEKF�K?<�=FC;<I�=FID�N?@C<�PFL�8I<�M@<N@E>�@K


%E�K?<�@CCLJKI8K@FE�9<CFN��KNF�=@C<J�?8M<�9<<E�@E:CL;<;�@E�K?<�=FC;<I�
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�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
�0?<�8KK8:?D<EK�N@CC

EFK�9<�;<C<K<;�=IFD�@KJ�FI@>@E8C�CF:8K@FE
�0F�M@<N�8E�8KK8:?D<EK��:C@:B�FE�@KJ�E8D<�N?@C<�M@<N@E>�K?<�=FC;<I
�0F�;<C<K<�8E�8KK8:?D<EK��:C@:B

X 8=K<I�@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�EFK�;<C<K<�@K�=IFD

N?<I<M<I�<CJ<�@K�D8P�9<�JKFI<;


%E:CL;<�;<J:I@GK@M<�@E=FID8K@FE

 <J:I@GK@M<�@E=FID8K@FE�89FLK�8�=FC;<I�:8E�9<�8;;<;�LJ@E>:LJKFD�=@<C;J
�1JL8CCP��PFL�N@CC�N8EK�KF�:?<:B�K?<�9FO<J�KF�J?FN�K?<�:LJKFD�=@<C;

9FK?�8J�8�:FCLDE�8E;�FE�GI@EK<;�;F:LD<EKJ�
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�� Example

*FIK?N@E;�0I8;<IJ�:I<8K<J�8�:LJKFD�=@<C;�@J�E8D<;Contents
��FK?�9FO<J�8I<�:?<:B<;��8E;�K?<�=@<C;�KPG<�:?FJ<E�@J

Paragraph text
�0?< 2017 General Business Docments=FC;<I�@J�<;@K<;�KF�@E:CL;<�98J@:�@E=FID8K@FE�89FLK�:8K<>FI@<J�F=

;F:LD<EKJ�N@K?@E�@K�

0?<�I<JLCK@E>Folders K89�C@JK@E>�EFN�@E:CL;<J�J<8I:?89C<�@E=FID8K@FE�89FLK�K?<�=FC;<I�

�E;�K?< View J:I<<E�=FI�K?<�=FC;<I�@E:CL;<J�K?<�J8D<�@E=FID8K@FE�
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�
�� .<GFIKJ

�
��
� �I<8K<�I<GFIKJ

)8E8><I�@E:CL;<J�D8EP�GI<;<=@E<;reports KF�JLDD8I@Q<��8E8CPQ<��8E;�GI<J<EK�KI8EJ8:K@FE�;8K8
��::<JJ�K?<D�@E�K?<Reports K89�@E�K?<

C<=K�E8M@>8K@FE�G8E<�

!E89C@E>�I<GFIKJ

)8EP�I<GFIKJ�8I<�8M8@C89C<�KF�LJ<IJ�N?<E<M<IK89J�I<C8K<;�KF�K?<D�8I<�<E89C<;
��P�;<=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�9LJ@E<JJ<J�:8E�9<�><E<I8K<;�

�J�DFI<�K89J�8I<�<E89C<;��DFI<�I<GFIKJ�8I<�8M8@C89C<
�"FI�<O8DGC<��N?<ECustomers 8E; Suppliers K89J�8I<�<E89C<;��8>@E>�I<GFIKJ

8E;�JK8K<D<EKJ�:8E�9<�GIF;L:<;�

.<GFIKJ�8I<�8M8@C89C<�I<C8K<;�KF�K8O�:F;<J��=@O<;�8JJ<KJ��@EM<EKFIP��<OG<EJ<�:C8@DJ��:8G@K8C�8::FLEKJ��8E;�FK?<I�8JG<:KJ�F=�8::FLEK@E>


/FD<�I<GFIKJ�G<IK8@E�FECP�KF�:<IK8@E�9LJ@E<JJ�CF:8K@FEJ
�0?<J<�8I<�<E89C<;�9P�@DGFIK@E>�CF:8C@Q8K@FEJ�=FI�8�JG<:@=@:�CF:8K@FE�=FCCFN@E>

@EJKIL:K@FEJ�@EK?@J�#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<�LE;<I�K?<Reports K89
�0?<E��@E�DFJK�:8J<J��:C@:BNew Report 
��+E<

<O:<GK@FE�@JCustom Reports ��N?@:?�@J�EFK�:FM<I<;�9P�K?@J�#L@;<
�� <G<E;@E>�FE�N?@:?�I<GFIK�@J�9<@E>�:I<8K<;��M8I@FLJ�=@<C;J�N@CC�8GG<8I


/FD<�?8M<�;<=8LCK�:FEK<EK��J?FNE�@E�>I<P
�0?@J�:FEK<EK�:8E�9<�FM<INI@KK<E�KF�:LJKFD@Q<�8�I<GFIK
�+K?<I�=@<C;J��JL:?�8J�;8K<J��D8P�9<

I<HL@I<;
�/FD<�I<GFIKJ�F==<I�FGK@FEJ�=FI�8;;@E>�<OGC8E8KFIP�@E=FID8K@FE��J?FN@E>�8::FLEK�:F;<J��FI�<O:CL;@E>�Q<IF�98C8E:<J
�"FI�<O8DGC<��8

E<N��8J?��::FLEK�/LDD8IP�<EKIP�J:I<<E�@J�J?FNE�9<CFN�
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"FI�JFD<�I<GFIKJ��:FDG8I8K@M<�:FCLDEJ�:8E�9<�8;;<;
�0?<J<�:8E�9<�LJ<=LC�=FI�:FDG8I@E>�:LII<EK�G<I=FID8E:<�N@K?�G8JK�8::FLEK@E>�G<I@F;J


*FK<�K?8K��FE�JFD<�I<GFIKJ��:FCLDEJ�:8E�9<�E8D<;
�0?<@I�FI;<I�:8E�9<�8;ALJK<;�9P�;I8>>@E>�K?<�;FL9C<�8IIFN�JPD9FCJ�8K�K?<�C<=K�LG�FI

;FNE
�0?<�KFG�C@JK<;�:FCLDE�N@CC�8GG<8I�8K�K?<�C<=K�FE�K?<�I<GFIK�@Ebold type 
�+K?<I�:FDG8I8K@M<�:FCLDEJ�N@CC�8GG<8I�KF�K?<�I@>?K�F=�K?8K

: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�8J�F=�;8K<�8JToday
�3?<E�K?8K�:?F@:<�@J�J<C<:K<;��K?<�I<GFIK�N@CC�8CN8PJ�9<�LG�KF�;8K<�N?<E

M@<N<;
���:LJKFD�;8K<�:8E�8CJF�9<�<EK<I<;�

OR

.<GFIKJ�K?8K�8I<�J@DGC<�C@JKJ�:8E�9<�:FG@<;�=FI�=LIK?<I�D8E@GLC8K@FE�@E�8�JGI<8;J?<<K�9P�:C@:B@E>Copy to clipboard 8K�K?<�KFG�F=�K?<

J:I<<E�

/8M@E>�8E;�<;@K@E>�I<GFIKJ

)FJK�I<GFIKJ�:8E�9<�J8M<;
���LJKFD<I 8E; /LGGC@<I/K8K<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�8LKFD8K@:8CCP�J8M<;�N?<ECreate @J�:C@:B<;
�"I<HL<EKCP�LJ<;�I<GFIKJ�8I<�K?<E�I<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?IFL>?�K?<�<E;�F=�8

P<8I�
���I<GFIK�;<=@E<;�K?8K�N8P�N@CC�9<�8::LI8K<�K?IFL>?�K?<�:LII<EK�;8K<�N?<E<M<I�M@<N<;��LEK@C�K?<�<E;�F=�K?<�8::FLEK@E>�G<I@F;
�+=

:FLIJ<��K?<�;@JGC8P<;�<E;�;8K<�D8P�9<�NIFE>


/8M<;�I<GFIKJ�:8E�9<�<;@K<;�8=K<I�:C@:B@E>�K?<Edit 9LKKFE�KF�K?<�C<=K�F=�8�I<GFIK�@E�K?<�C@JK�

Manager Guides

212



�C@:BUpdate 8=K<I�<;@K@E>�KF�J8M<�K?<�I<M@J<;�I<GFIK
�/8M<;�I<GFIKJ�:8E�8CJF�9<�;<C<K<;�N?<E�EF�CFE><I�E<<;<;�9P�:C@:B@E>Delete 8K

K?<�9FKKFD�F=�K?<�<;@K�J:I<<E


�� Note

)8E8><I�;F<J�EFK�J8M<�I<GFIKJ�8J�;F:LD<EKJ�FI�=@C<J
�%K�JKFI<J�;<=@E@K@FEJ�F=�I<GFIKJ��@E:CL;@E>�E<:<JJ8IP�;8K<J��K@KC<J�

:FCLDE�?<8;@E>J��<K:
�3?<E�8�J8M<;�I<GFIK�@J�M@<N<;��)8E8><I�8:KL8CCP�:I<8K<J�@K�@E�I<8C�K@D<�=IFD�K?<�JKFI<;�;<=@E@K@FE


0?<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>�KI8EJ8:K@FEJ��FECP�K?<

@E=FID8K@FE�E<<;<;�=FI�8�G8IK@:LC8I�;@JGC8P
��E;�@=�I<GFIK�=FID8KJ�8I<�@DGIFM<;�8J�)8E8><I�@J�LG;8K<;��8CC�J8M<;�I<GFIKJ

N@CC�8LKFD8K@:8CCP�9<�LG;8K<;��KFF


�CFE@E>�I<GFIKJ

 <=@E@K@FEJ�F=�I<GFIKJ�:8E�9<�:CFE<;
�0?@J�:8G89@C@KP�@J�LJ<=LC�N?<E�E<8ICP�@;<EK@:8C�I<GFIKJ�DLJK�9<�GIF;L:<;��<JG<:@8CCP�N?<E�K?<P�8I<

:FDGC<O
�"FI�<O8DGC<��,IF=@K�8E;�(FJJ�/K8K<D<EKJ�D@>?K�9<�><E<I8K<;�LE;<I�9FK?�8::IL8C�8E;�:8J?�98J@J�8::FLEK@E>


0F�:CFE<�8�I<GFIK��:C@:BView 9<J@;<�@K�@E�@KJ�C@JK@E>
��C@:BClone 8K�K?<�KFG�F=�K?<�I<GFIK�N@E;FN�

)F;@=P�K?<�:CFE<�8J�;<J@I<;�8E;�:C@:BCreate 


�
��
� �FCC8GJ<�8::FLEK�>IFLGJ�@E�=@E8E:@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@>?K�9<�LJ<=LC�FE�,IF=@K

8E;�(FJJ�/K8K<D<EKJ�N?<E�;<K8@C<;�J<G8I8K@FE�F=�@E:FD<�8E;�<OG<EJ<J�@EKF�J<G8I8K<�8::FLEKJ�@J�;<J@I<;�8K�K?<�;8K8�<EKIP�G?8J<��9LK

: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@89@C@KP�8::FLEKJ�:8E�9<

>IFLG<;�=FI�I<M@<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@;L8C�8::FLEKJ

8E;�98C8E:<J�N@K?@E�K?<�>IFLG�;F�EFK�J?FN
�0F�:FCC8GJ<�8�>IFLG��>F�KF�K?<Edit J:I<<E�=FI�K?<�I<GFIK�8E;�:C@:B�@EJ@;<�K?<�=@<C;�9<CFN

Groups to collapseGroups to collapse �

��;IFG;FNE�C@JK�F=�>IFLGJ�<C@>@9C<�=FI�:FCC8GJ<�FE�K?<�=@E8E:@8C�I<GFIK�N@CC�8GG<8I
��C@:B�FE�K?<�FE<�PFL�N8EK�KF�:FCC8GJ<
�.<G<8K�K?<�GIF:<JJ

@=�PFL�N8EK�KF�:FCC8GJ<�8;;@K@FE8C�>IFLGJ
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�� Example

*FIK?N@E;�0I8;<IJ�?8J�;<J@>E<;�@KJ�,IF=@K�8E;�(FJJ�/K8K<D<EK�N@K?�J<M<I8C�>IFLGJ��@E:CL;@E>Other Income8E; Other

Expenses�

�LK�*FIK?N@E;�;F<J�EFK�E<<;�KF�;@JGC8P�8CC�K?<J<�8::FLEKJ�@E�@KJ�HL8IK<ICP�D8E8><D<EK�I<M@<N�G8:B8><
�/F�@K�J<C<:KJ�K?<

Other Income>IFLG�=FI�:FCC8GJ<�

8E;�K?<E�K?<Other Expenses>IFLG�

0?<�I<JLCK@E>�,IF=@K�8E;�(FJJ�/K8K<D<EK�CFFBJ�C@B<�K?@J�

0F�<OG8E;�8�>IFLG�K?8K�N8J�GI<M@FLJCP�:FCC8GJ<;��J<C<:KEdit =FI�K?<�=@E8E:@8C�I<GFIK�8E;�:C@:B�K?<X @E�=IFEK�F=�K?<�>IFLG[J�E8D<�@E�K?<

Groups to collapse =@<C;


�
��
� %JJL<�:LJKFD<I�JK8K<D<EKJ

� customer statement JLDD8I@Q<J�K?<�GFJ@K@FE�F=�PFLI�:LJKFD<I
��P�@KJ<C=��@K�;F<J�EFK�:I<8K<�8EP�F9C@>8K@FE�=FI�K?<�:LJKFD<I�KF�G8P�PFL


0?8K�@J�K?<�GLIGFJ<�F=�J8C<J�@EMF@:<J
�%E�=8:K��8�:LJKFD<I�JK8K<D<EK�?8J�EF�;@I<:K�=@E8E:@8C�@DG8:K�FE�8EPK?@E>
��CK?FL>?�JFD<�9LJ@E<JJ<J�LJ<

:LJKFD<I�JK8K<D<EKJ�=FI�9@CC@E>��K?<P�8I<�I<8CCP�DFI<�@E=FID8K@FE8C�@E�E8KLI<
�0?<P�:8E�9<�LJ<;�=FI�J<M<I8C�I<8JFEJ��@E:CL;@E>�
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U /<E;@E>�I<D@E;<IJ�F=�8DFLEKJ�FN<;

U (@JK@E>�FG<E@E>�98C8E:<J��I<:<@GKJ��E<N�:?8I><J��8E;�:CFJ@E>�98C8E:<J�;LI@E>�8�9@CC@E>�G<I@F;

U /LDD8I@Q@E>�8>@E>�F=Accounts receivable�?FN�CFE>�FM<I;L<�G8PD<EKJ�D@>?K�9<�

U �EJN<I@E>�:LJKFD<IJ[�HL<JK@FEJ

U 0IFL9C<J?FFK@E>�8::FLEK�;@JGLK<J

U .<M@<N@E>�:LJKFD<I�?@JKFIP

�I<8K@E>�:LJKFD<I�JK8K<D<EKJ

�LJKFD<I�JK8K<D<EKJ�8I<�:I<8K<;�@E�K?<Reports K89�LE;<I Accounts receivable 
�0?<�I<GFIKJ�@E�K?@J�>IFLG�9<:FD<�8M8@C89C<

8LKFD8K@:8CCP�N?<E�PFL8:K@M8K<�K?<Customers K89
�)8E8><I�:8E�><E<I8K<�KNF�KPG<J�F=�:LJKFD<I�JK8K<D<EKJ
��C@:B�FE�K?<�KPG<�PFL�N8EK�

�

Unpaid invoicesJK8K<D<EKJ

0?< Unpaid invoicesFGK@FE�GIF;L:<J�8�:C8JJ@:8C�:LJKFD<I�JK8K<D<EK�98J<;�FE�J8C<J�@EMF@:<J�K?8K�?8M<�EFK�9<<E�:FDGC<K<CP�G8@;
�3?<E

J<C<:K<;��@K�9I@E>J�LG�8�C@JK�F=�8CC�:LJKFD<IJ�N@K?�LEG8@;�@EMF@:<J�8J�F=�K?<�;8K<�C8JK�J<K
�0F�:?8E><�K?<�;8K<�FI�:?FFJ<�8�K?<D<��:C@:B

Set Date:

!EK<I�K?<�;<J@I<;DateDate 
��?F@:<J�@E:CL;<TodayFI Custom��N?@:?�8;;J�8�=@<C;�N?<I<�8EP�;8K<�D8P�9<�<EK<I<;
��?FFJ<�8ThemeTheme =IFD�K?<

;IFG;FNE�C@JK�8E;�:C@:BUpdate �

0?<�I<JLCK@E>�C@JK�J?FNJ�ELD9<IJ�F=�LEG8@;�@EMF@:<J�8E;Accounts receivable98C8E:<J�

�C@:BView KF�J<<�8�JG<:@=@:�:LJKFD<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�JG<:@=P�9FK?FromFrom 8E; ToTo ;8K<J�8E;�J?FN�@E;@M@;L8C�KI8EJ8:K@FEJ
�3?<E�J<C<:K<;��@K

9I@E>J�LG�8�C@JK�F=�8CC�:LJKFD<IJ�N@K?�G8JK�KI8EJ8:K@FEJ
��P�;<=8LCK��)8E8><I�J?FNJ�8CC�KI8EJ8:K@FEJ�=IFD�PFLI�JK8IK�;8K<�KF�K?<�:LII<EK�;8K<


0F�DF;@=P�K?FJ<�;8K<J�FI�J<C<:K�8�K?<D<��:C@:BSet Period 8K�K?<�KFG�F=�K?<�C@JK�

)F;@=P�;8K<J�FI�:?FFJ<�8�K?<D<�=IFD�K?<�;IFG;FNE�C@JK�8E;�:C@:BUpdate 
�0?<�;8K<�I8E><�8E;�K?<D<�8GGCP�KF�8CC�:LJKFD<IJ�

�C@:BView KF�J<<�K?<�;<J@I<;�:LJKFD<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�KI8EJ8:K@FEJ�8J�;<9@KJ�FI�:I<;@KJ�8::FI;@E>�KF�K?<@I�@DG8:K�FE�K?<�98C8E:<�F=�PFLIAccounts receivable� not K?<�98C8E:<�F=

PFLI�98EB�FI�:8J?�8::FLEK
�0?LJ��@EMF@:<J�8I<�J?FNE�8J�;<9@KJ�8E;�I<:<@GKJ�8J�:I<;@KJ


�� Note

�LJKFD<I�JK8K<D<EKJ�;F�EFK�@E:CL;<�8EP�J8C<J�D8;<�8J�:8J?�KI8EJ8:K@FEJ��N@K?FLK�J8C<J�@EMF@:<J���9<:8LJ<�K?<J<�8I<�EFK

GIF:<JJ<;�K?IFL>?�K?<Accounts receivable8::FLEK�8E;�K?<I<=FI<�;F�EFK�@EMFCM<�K?<�:LJKFD<I[J�JL9J@;@8IP�C<;><I


�
��
� %JJL<�JLGGC@<I�JK8K<D<EKJ

� supplier statement JLDD8I@Q<J�PFLI�GFJ@K@FE�N@K?�8�JG<:@=@:�JLGGC@<I
��P�@KJ<C=��@K�;F<J�EFK�I<:FI;�8EP�F9C@>8K@FE�=FI�PFL�KF�G8P�K?<

JLGGC@<I
�0?8K�@J�K?<�GLIGFJ<�F=�GLI:?8J<�@EMF@:<J
�%E�=8:K��8�JLGGC@<I�JK8K<D<EK�?8J�EF�;@I<:K�=@E8E:@8C�@DG8:K�FE�8EPK?@E>
�/LGGC@<I

JK8K<D<EKJ�8I<�@E=FID8K@FE8C�@E�E8KLI<
�0?<P�:8E�9<�LJ<;�=FI�J<M<I8C�I<8JFEJ��@E:CL;@E>�

U (@JK@E>�FG<E@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>@E>�F=Accounts payable�?FN�CFE>�FM<I;L<�G8PD<EKJ�D@>?K�9<�

U /<E;@E>�@EHL@I@<J�KF�JLGGC@<IJ

U 0IFL9C<J?FFK@E>�8::FLEK�;@JGLK<J

U .<M@<N@E>�JLGGC@<I�?@JKFIP

/LGGC@<I�JK8K<D<EKJ�8I<�I8I<CP�J<EK�KF�JLGGC@<IJ��9LK�8I<�F=K<E�LJ<;�@EK<IE8CCP


�I<8K@E>�JLGGC@<I�JK8K<D<EKJ

/LGGC@<I�JK8K<D<EKJ�8I<�:I<8K<;�@E�K?<Reports K89�LE;<I Accounts payable 
�0?<�I<GFIKJ�@E�K?@J�>IFLG�9<:FD<�8M8@C89C<�8LKFD8K@:8CCP

N?<E�PFL�8:K@M8K<�K?<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�G8@;
�3?<E

J<C<:K<;��@K�9I@E>J�LG�8�C@JK�F=�8CC�JLGGC@<IJ�N@K?�LEG8@;�@EMF@:<J�8J�F=�K?<�;8K<�C8JK�J<K
�0F�:?8E><�K?<�;8K<�FI�J<C<:K�8�K?<D<��:C@:B

Set Date �

!EK<I�K?<�;<J@I<;DateDate 
��?F@:<J�@E:CL;<TodayFI Custom��N?@:?�8;;J�8�=@<C;�N?<I<�8EP�;8K<�D8P�9<�<EK<I<;
��?FFJ<�8ThemeTheme =IFD�K?<

;IFG;FNE�C@JK�8E;�:C@:BUpdate �

0?<�I<JLCK@E>�C@JK�J?FNJ�ELD9<IJ�F=�LEG8@;�@EMF@:<J�8E;Accounts payable98C8E:<J�

�C@:BView KF�J<<�8�JLGGC@<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�JG<:@=P�9FK?FromFrom 8E; ToTo ;8K<J�8E;�J?FN�@E;@M@;L8C�KI8EJ8:K@FEJ
�3?<E�J<C<:K<;��@K

9I@E>J�LG�8�C@JK�F=�8CC�JLGGC@<IJ�N@K?�G8JK�KI8EJ8:K@FEJ
��P�;<=8LCK��)8E8><I�J?FNJ�8CC�KI8EJ8:K@FEJ�=IFD�PFLI�JK8IK�;8K<�KF�K?<�:LII<EK�;8K<
�0F

DF;@=P�K?FJ<�;8K<J�FI�J<C<:K�8�K?<D<��:C@:BSet Period 8K�K?<�KFG�F=�K?<�C@JK�

)F;@=P�;8K<J�FI�:?FFJ<�8�K?<D<�=IFD�K?<�;IFG;FNE�C@JK�8E;�:C@:BUpdate 
�0?<�;8K<�I8E><�8E;�K?<D<�8GGCP�KF�8CC�JLGGC@<IJ�

�C@:BView KF�J<<�8�JLGGC@<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�KI8EJ8:K@FEJ�8J�;<9@KJ�FI�:I<;@KJ�8::FI;@E>�KF�K?<@I�@DG8:K�FE�K?<�98C8E:<�F=�PFLIAccounts payable� not K?<�98C8E:<�F=�PFLI

98EB�FI�:8J?�8::FLEK
�0?LJ��JLGGC@<IJ[�@EMF@:<J��:FII<JGFE;@E>�KF�<OG<EJ<J��8I<�J?FNE�8J�:I<;@KJ�8E;�G8PD<EKJ�8J�;<9@KJ


�� Note

/LGGC@<I�JK8K<D<EKJ�;F�EFK�@E:CL;<�8EP�GLI:?8J<J�D8;<�8J�:8J?�KI8EJ8:K@FEJ��N@K?FLK�GLI:?8J<�@EMF@:<J���9<:8LJ<�K?<J<�8I<

EFK�GIF:<JJ<;�K?IFL>?�K?<Accounts payable8::FLEK�8E;�K?<I<=FI<�;F�EFK�@EMFCM<�K?<�JLGGC@<I[J�JL9J@;@8IP�C<;><I


�
��
� �I<8K<�J8C<J�@EMF@:<�I<GFIKJ

Sales invoice reports :8E�?<CG�PFL�8E8CPQ<�J8C<J�G<I=FID8E:<�F=�PFLI�9LJ@E<JJ
�0?I<<�J8C<J�@EMF@:<�I<GFIKJ�8I<�8M8@C89C<�

U /8C<J�%EMF@:<�0FK8CJ�9P��LJKFD<I

U /8C<J�%EMF@:<�0FK8CJ�9P�%K<D

U /8C<J�%EMF@:<�0FK8CJ�9P��LJKFD�"@<C;

!E89C<�K?< Sales Invoices K89�8E;�:I<8K<�8�I<GFIK

0?<J<�I<GFIKJ�8LKFD8K@:8CCP�9<:FD<�8M8@C89C<�N?<E�K?<Sales Invoices K89�@J�<E89C<;
��<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:C@:B

Customize ��K?<E�:?<:B�K?< Sales Invoices 9FO�

�

�C@:BUpdate KF�<E89C<�K?<�K89
�0?<�K?I<<�I<GFIKJ�N@CC�9<�8;;<;�LE;<I�K?<Reports K89�
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�C@:B�FE�8�I<GFIK�K@KC<��K?<ENew Report 
�"FCCFN�K?<�><E<I8C�GIF:<;LI<J�=FI�:I<8K@E>�8EP�I<GFIK�@E�)8E8><I��8J�;@J:LJJ<;�@E8EFK?<I�#L@;<


/G<:@=@:�@E=FID8K@FE�89FLK�K?<�J8C<J�@EMF@:<�I<GFIKJ�@J�>@M<E�9<CFN


�� Caution

0?<J<�I<GFIKJ�FECP�@E:CL;<�@E=FID8K@FE�=IFD�J8C<J�@EMF@:<J
�0?<P�;F�EFK�I<GFIK:8J?�J8C<J
�/F�K?<�=@>LI<J�K?<P�GI<J<EK�D8P

EFK�D8K:?�KFK8C�98C8E:<J�@E�J8C<J�I<M<EL<�8::FLEKJ�=FI�K?<�G<I@F;
�%=�PFL�N8EK�K?<J<�I<GFIKJ�KF�9<�:FDGI<?<EJ@M<��8CC�J8C<J

DLJK�9<�I<:FI;<;�FE�J8C<J�@EMF@:<J


/8C<J�%EMF@:<�0FK8CJ�9P��LJKFD<I

0?@J�I<GFIK�I<M<8CJ�N?@:?�:LJKFD<IJ�><E<I8K<;�K?<�DFJK�J8C<J�=FI�8�JG<:@=@:�G<I@F;�F=�K@D<
�0?<�I<GFIK�JLGGFIKJ�:FDG8I8K@M<�:FCLDEJ�JF�PFL

:8E�:FDG8I<�DLCK@GC<�G<I@F;J�J@;<�9P�J@;<��e. g
��P<8IJ��HL8IK<IJ��DFEK?J��N<<BJ�
�0?<�C@JK�@J�JFIK<;�@E�;<J:<E;@E>�FI;<I�F=�J8C<J�@E�K?<�GI@D8IP

:FCLDE
��CC�=@>LI<J�8I<�:C@:B89C<�KF�M@<N�J8C<J�@EMF@:<J�:FEKI@9LK@E>�KF�K?<D


�� Example

*FIK?N@E;�0I8;<IJ�GI<G8I<J�8�I<GFIK�:FDG8I@E>�J8C<J�I<JLCKJ�=FI�8�K?I<<�P<8I�G<I@F;�
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/8C<J�%EMF@:<�0FK8CJ�9P�%K<D

/@D@C8I�KF�K?<�GI<M@FLJ�I<GFIK��K?@J�I<GFIK�J?FNJ�KFK8CJ�=FI�@K<DJ�JFC;�;LI@E>�8�JG<:@=@:�G<I@F;�F=�K@D<
�0?<�I<GFIK�@E:CL;<J�9FK?@EM<EKFIP

@K<DJ8E; EFE�@EM<EKFIP�@K<DJ
�%K�8CJF�JLGGFIKJ�:FDG8I8K@M<�G<I@F;J�8E;�@J�JFIK<;�@E�;<J:<E;@E>�FI;<I�F=�J8C<J�@E�K?<�GI@D8IP�:FCLDE
��>8@E�

8CC�=@>LI<J�8I<�:C@:B89C<


�� Example

*FIK?N@E;�GI<G8I<J�8�I<GFIK�=FI�K?<�J8D<�K?I<<�P<8I�G<I@F;�KF�8E8CPQ<�J8C<J�I<JLCKJ�9P�@K<D�

/8C<J�%EMF@:<�0FK8CJ�9P��LJKFD�"@<C;

0?<�=@E8C�J8C<J�@EMF@:<�I<GFIK�F==<IJ�>I<8K�=C<O@9@C@KP�KF�=@K�PFLI�9LJ@E<JJ�E<<;J�9P�C<M<I8>@E>�:LJKFD�=@<C;J�=FI�J8C<J�@EMF@:<�8E8CPJ@J
�0?<�B<P�@J

KF�=@IJK�;<=@E<�8E;�GFGLC8K<:LJKFD�=@<C;JK?8K�JLGGFIK�PFLI�J8C<J�8E8CPJ@J�>F8CJ
�0?<�I<GFIK�:8E�@E:FIGFI8K<�J8C<J�@EMF@:<�KFK8CJ�98J<;�FE�K?<

=FCCFN@E>�KPG<J�F=�:LJKFD�=@<C;J��8CC�F=�N?@:?�N@CC�8GG<8I�FE�J8C<J�@EMF@:<J�

U /8C<J�@EMF@:<

U /8C<J�@EMF@:<�C@E<�@K<D

U �LJKFD<I

U %EM<EKFIP�@K<D

U *FE�@EM<EKFIP�@K<D

�J�N@K?�K?<�FK?<I�KNF�I<GFIKJ�;<J:I@9<;�89FM<��:FDG8I8K@M<�:FCLDEJ�:8E�9<�J<K�LG��I<JLCKJ�8I<�JFIK<;�@E�;<J:<E;@E>�FI;<I�F=�J8C<J�@E�K?<

GI@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<GFIK�>@M@E>�J8C<J

@EMF@:<�KFK8CJ�9P�J8C<J�8JJF:@8K<�KF�:8C:LC8K<�K?<@I�:FDD@JJ@FEJ


%K�:I<8K<J�8�:LJKFD�=@<C;�=FI�J8C<J�@EMF@:<J�:8CC<;Sales associate ��8E;�<M<IP�K@D<�@K�:I<8K<J�8E�@EMF@:<��@K�J<C<:KJ�K?<�J8C<J

8JJF:@8K<�N?F�:CFJ<;�K?<�J8C<


%K�:I<8K<J�8�E<N�I<GFIK��JG<:@=P@E>�K?I<<�DFEK?CP�K@D<�=I8D<J�8E;�J<C<:K@E>�K?<Sales associate :LJKFD�=@<C;�

0?<�I<GFIK�N@CC�J?FN�J8C<J�@EMF@:<�KFK8CJ�9P�J8C<J�8JJF:@8K<��EFK�9P�:LJKFD<I�FI�@K<D�8J�N@K?�K?<�GI<M@FLJ�I<GFIKJ��

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<<�@EMF@:<�KFK8CJ

9P�:LJKFD<I�9<:8LJ<�K?<�I<GFIK�NFLC;�9<�JF�CFE>
�,<I?8GJ�@K�NFLC;�9<�DFI<�LJ<=LC�KF�J<<�@EMF@:<�KFK8CJ�9P�:FLEKIP
�(@B<N@J<��@=�PFLI

@EM<EKFIP�@J�C8I><��@K�D@>?K�9<�?<CG=LC�KF�:I<8K<�:LJKFD�=@<C;J�=FI�@EM<EKFIP�@K<DJ��e. g.��>IFLG��D8K<I@8C��KPG<��9I8E;��<K:
��8E;�M@<N�KFK8CJ�9P

K?FJ<�:LJKFD�=@<C;J
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�� Examples

*FIK?N@E;�8;;J�8�:LJKFD�=@<C;�Country ��KF�@KJ�:LJKFD<I�;<=@E@K@FEJ
�*FN��@K�:8E�><E<I8K<�I<GFIKJ�9P�:FLEKIP�

%K�8CJF�;<=@E<J�8�:LJKFD�=@<C;�Brand ��=FI�@EM<EKFIP�@K<DJ�8E;�C@D@KJ�:?F@:<J�KF�8�=<N�GFGLC8I�9I8E;J
�*FN�@K�:8E�J<<�?FN

K?FJ<�9I8E;J�G<I=FID�I<C8K@M<�KF�FE<�8EFK?<I�

�� Note

�LJKFD�=@<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<:K<;�N@CC�9<�C<=K

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?<�<O8DGC<�89FM<��@K

:8E�;F�JF
�.<JLCKJ�=FI�@K<DJ�N@K?�;@==<I<EK�9I8E;J�N@CC�9<�8M8@C89C<�@E�FK?<I�I<GFIKJ
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�
��
� �I<8K<�8�9L;><K

� budget @J�8E�<JK@D8K<�FI�GC8E�F=�@E:FD<�8E;�<OG<EJ<J�=FI�8�J<K�G<I@F;�F=�K@D<�K?8K�:8E�9<�:FDG8I<;�KF�8:KL8C�=@>LI<J�=IFD�K?<�,IF=@K��

(FJJ�/K8K<D<EK


)8E8><I�@E:CL;<J�8�J@DGC<�9L;><K@E>�:8G89@C@KP�LE;<I�K?<Reports K89
��C@:B�FEProfit and Loss Statement (Actual vs Budget) �

�

0?<E�:C@:BNew Report 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 TitleTitle :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�8GG<8I�FE�K?<�:FDGC<K<;

I<GFIK


U FromFrom @J�K?<�=@IJK�;8P�F=�K?<�9L;><K�G<I@F;
��P�;<=8LCK��K?<�:LII<EK�;8K<�N@CC�8GG<8I
�!;@K�8J�E<:<JJ8IP


U ToTo @J�K?<�=@E8C�;8P�F=�K?<�9L;><K�G<I@F;
��P�;<=8LCK��K?<�:LII<EK�;8K<�N@CC�8CJF�8GG<8I�@E�K?@J�=@<C;
�!;@K�8J�E<:<JJ8IP


U Accounting methodAccounting method C<KJ�PFL�:?FFJ<�N?<K?<I�K?<�9L;><K�@J�FE�K?<�8::IL8C�FI�:8J?�98J@J


U DivisionDivision 8CCFNJ�PFL�KF�:I<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<�;@M@J@FE


U AccountAccount =@<C;J�F==<I�8CC�8::FLEKJ�=IFD�K?<�,IF=@K�8E;�(FJJ�/K8K<D<EK�J@;<�F=�PFLI�:?8IK�F=�8::FLEKJ
���L;><KJ�:8EEFK�9<�:I<8K<;�=FI

�8C8E:<�/?<<K�8::FLEKJ��9<:8LJ<�K?FJ<�8I<�G<IG<KL8C
�

U AmountAmount @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

!EK<I�@E:FD<�8J�GFJ@K@M<�ELD9<IJ�expenses as negative numbers 


U �C@:BAdd line 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 FooterFooter GIFM@;<J�JG8:<�=FI�EFK<J�FI�:FDD<EKJ�89FLK�K?<�9L;><K


U Exclude zero balancesExclude zero balances 8CCFNJ�PFL�KF�<C@D@E8K<�8::FLEKJ�N@K?�EF�9L;><KJ�FI�K?8K�?8M<�EFK�P<K�8::LDLC8K<;�@E:FD<�FI�<OG<EJ<J


U Round decimalsRound decimals I<;L:<J�;@JGC8P<;�=@>LI<J�KF�K?<�E<8I<JK�N?FC<�LE@K�F=�PFLI�98J<�:LII<E:P


�C@:BCreate 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?<I�K@D<�G<I@F;
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�� Example

0?<�9LJ@E<JJ��*FIK?N@E;��:I<8K<J�8�9L;><K�=FI�K?<�DFEK?�F=�)8P�����
��CK?FL>?�@K�LJ<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�:FDG8I@JFE�9<KN<<E�8:KL8C�8E;�9L;><K<;�=@>LI<J�=FI�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

3?<E�:I<8K@E>�8�9L;><K��FECP�8::FLEKJ�8CI<8;P�@E�PFLI�:?8IK�F=�8::FLEKJ�:8E�9<�@E:CL;<;
�/F9L@C;�PFLI�:?8IK�F=�8::FLEKJ

=@IJK��K?<E�:I<8K<�PFLI�9L;><K��N?@:?�N@CC�8GG<8I�@E�K?<�J8D<�98J@:�=FID8K


�::FLEKJ�N@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�8E

8:KL8C�@E:FD<�FI�<OG<EJ<�KI8EJ8:K@FE�;LI@E>�K?<�9L;><K�G<I@F;
�+ECP�@=�9FK?�8I<�KIL<�N@CCPercentage =@>LI<J�9<�:8C:LC8K<;
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�
��
� #<E<I8K<�@E:FD<�8E;�<OG<EJ<�=FI<:8JKJ

�� Warning

)8E8><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?<IJ�:8E

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;�LJ<=LC�I<JLCKJ
�,8P

: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�8JJLDGK@FEJ�89FLK�I8K<J�F=�>IFNK?�FI�;<:C@E<�@E

9LJ@E<JJ�I<JLCKJ
�"FI<:8JKJ�8I<�;@==<I<EK�=IFD�9L;><KJ��;<J:I@9<;�@EK?@J�#L@;<
��L;><KJ�8I<�GC8EJ�=FI�JG<:@=@:�K@D<�G<I@F;J��N?@:?�F=K<E�K8B<

@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�=FI�D8EP�K@D<

G<I@F;J��98J<;�FE�8�=@O<;�J<K�F=�8JJLDGK@FEJ
�0?<P�:8E��@E�=8:K��9<�:FEM<IK<;�@EKF�9L;><KJ��8J�;<J:I@9<;�9<CFN


"FI<:8JKJ�I<HL@I<�PFL�KF�K8B<�JK<GJ�@E�DLCK@GC<�K89J�

U 0?< Settings K89��N?<I<�PFL�;<=@E<�PFLI�=FI<:8JK�8JJLDGK@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

0F�LJ<�=FI<:8JKJ�@E�PFLI�9LJ@E<JJ��=@IJK�>F�KF�K?<Settings K89
��C@:B�FEForecasts �

�

 <=@E<�PFLI�=FI<:8JK�8JJLDGK@FEJ�

U DateDate N@CC�9<�GI<GFGLC8K<;�N@K?�K?<�:LII<EK�;8K<��9LK�K?@J�D8P�9<�<;@K<;
�0?<�;8K<�@J�K?<�JK8IK@E>�GF@EK�@E�K@D<�=FI�=FI<:8JKJ��K?8K�@J�

K?<�;8K<�=IFD�N?@:?�>IFNK?�FI�;<:C@E<�N@CC�9<�:8C:LC8K<;


U RepeatRepeat ;<=@E<J�K?<�:8C:LC8K@FE�@EK<IM8C�=FI�@E:I<8J<J�FI�;<:I<8J<J�@E�@E:FD<�8E;�<OG<EJ<J�

U � GrowthGrowth =@<C;�8GG<8IJ�8=K<I�8E�@EK<IM8C�@J�J<C<:K<;�
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%=�PFL�N@J?�KF�=FI<:8JK�@E:I<8J<J�@E�@E:FD<�8E;�<OG<EJ<J��<EK<I�8�GFJ@K@M<�ELD9<I
�*<>8K@M<�ELD9<IJ�N@CC�=FI<:8JK�;<:I<8J<J


U DescriptionDescription 8CCFNJ�PFL�KF�:?8I8:K<I@Q<�K?<�=FI<:8JK�=FI�C8K<I�@;<EK@=@:8K@FE


U AccountAccount 8E; AmountAmount =@<C;J�8I<�K?<�JK8IK@E>�GF@EKJ�=FI�=FI<:8JKJ
�0?<J<�:FLC;�9<�GI@FI�8::FLEK@E>�G<I@F;�I<JLCKJ�FI�E<N�<JK@D8K<J


+ECP�K?FJ<�8::FLEKJ�PFL�<EK<I�N@CC�9<�@E:CL;<;�@E�=FI<:8JKJ��I<>8I;C<JJ�F=�PFLI�<O@JK@E>�:?8IK�F=�8::FLEKJ��JF�PFL�D8P�N@J?�KF

@E:CL;<�FECP�K?FJ<�8::FLEKJ�C@B<CP�KF�9<�J@>E@=@:8EK
�1J<�K?<Add line 9LKKFE�KF�8;;�8;;@K@FE8C�8::FLEKJ
Be sure to enter

expenses as negative amounts.

�C@:BCreate KF�J8M<�PFLI�=FI<:8JK�8JJLDGK@FEJ


�� Notes

)8E8><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<I��K?<J<�8::FLEKJ�N@CC�EFK

8GG<8I�@E�8�=FI<:8JK��9<:8LJ<�K?<�"FI<:8JK�,IF=@K���(FJJ�/K8K<D<EK�I<GFIK�;F<J�EFK�@E:CL;<�K?<�98C8E:<�J?<<K
�$FN<M<I�

K?<I<�@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�KF�PFL

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<I:<EK8><J��8E;�8DFLEKJ�KF�K?<�I<GFIKJ�PFL�N@CC�<M<EKL8CCP�><E<I8K<
�"FI�<O8DGC<��@=

PFL�N@CC�9<�=FI<:8JK@E>�DFEK?CP�I<JLCKJ��<EK<I�DFEK?CP�8JJLDGK@FEJ


�� Warning

)8E8><I�8CCFNJ�PFL�KF�:I<8K<�DLCK@GC<�=FI<:8JK�;<=@E@K@FEJ�FE�K?<Forecasts G8><�LE;<I Settings 
�3?<E�PFL�;F�JF�

?FN<M<I�all J<KK@E>J�N@CC�9<�8GGC@<;�J<G8I8K<CP�KF�=FI<:8JKJ�><E<I8K<;�@E�K?<Reports K89
�%E�FK?<I�NFI;J��;<=@E@K@FEJ�N@CC

9<�:LDLC8K@M<
�5FL�:8EEFK�:?FFJ<�N?@:?�=FI<:8JK�J<KK@E>J�KF�8GGCP�KF�8EP�>@M<E�I<GFIK


0?@J�:?8I8:K<I@JK@:�:8E�8:KL8CCP�9<�LJ<=LC��?FN<M<I
�5FL�:8E�LJ<�@K�KF�8JJ@>E�;@==<I@E>�>IFNK?�8JJLDGK@FEJ�KF�M8I@FLJ

8::FLEKJ
�"FI�<O8DGC<��PFL�:FLC;�;<=@E<�J<KK@E>J�=FI�@E:FD<�8::FLEKJ�N@K?�8����8EEL8C�>IFNK?�I8K<�8E;�J<KK@E>J�=FI

<OG<EJ<�8::FLEKJ�N@K?�FECP����8EEL8C�>IFNK?
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�� Example

�I@CC@8EK�%E;LJKI@<J�N8EKJ�KF�<OGCFI<�=LKLI<�GIF=@K89@C@KP�=FI�K?<�J<:FE;�:8C<E;8I�HL8IK<I�LE;<I�K?<�8JJLDGK@FEJ�F=����>IFNK?

@E�DFEK?CP�I<M<EL<��9LK�FECP����>IFNK?�@E�DFEK?CP�<OG<EJ<J
�%K�;<=@E<J�KNF�J<KJ�F=�8JJLDGK@FEJ��FE<�=FI�@E:FD<�8E;

8EFK?<I�=FI�<OG<EJ<J�

 <=@E<�=FI<:8JK�I<GFIKJ

+E:<�PFLI�=FI<:8JK�J<KK@E>J�8I<�@E�GC8:<��>F�KF�K?<Reports K89�8E;�:C@:B�FEForecast Profit & Loss Statement � New Report �

� �
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�� Note

0?<�I<GFIK�;F<J�EFK�8GG<8I�@E�K?<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 TitleTitle :8E�9<�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?<�:FDGC<K<;�=FI<:8JK


U DescriptionDescription N@CC�8GG<8I�FECP�@E�K?<Forecasts C@JK@E>�@E�K?<Reports K89
�$<I<��PFL�D@>?K�@E:CL;<�9I@<=�8EEFK8K@FEJ�F=�K?<

8JJLDGK@FEJ�LJ<;�KF�8MF@;�?8M@E>�KF�FG<E�K?<�I<GFIK


U FromFrom 8E; ToTo ;<=@E<�K?<�;8K<�I8E><�F=�8�:FCLDE�FE�K?<�I<GFIK


U Column nameColumn name @J�FGK@FE8C��9LK�LJ<=LC�N?<E�:FDG8I8K@M<�=FI<:8JK�G<I@F;J�8I<�@E:CL;<;
�%=�C<=K�9C8EB��K?<�<E;�;8K<�F=�K?<�G<I@F;�N@CC�9<

LJ<;�8J�K?<�:FCLDE�E8D<


U FooterFooter C<KJ�PFL�8;;�EFK<J�KF�K?<�I<GFIK


U Show account codesShow 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 balancesExclude 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;LJKI@<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��:C@:B�FECopy to budget �

0?< Edit J:I<<E�=FI�8�E<N�,IF=@K�8E;�(FJJ�/K8K<D<EK���:KL8C�MJ��L;><K��N@CC�8GG<8I
�%=�PFLI�=FI<:8JK�N8J�J@DGC@=@<;��FK?<I�8::FLEKJ�8E;

K?<@I�9L;><K<;�98C8E:<J�:8E�9<�8;;<;�8K�K?@J�GF@EK


�C@:BCreate KF�J8M<�K?<�9L;><K
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�� Example

�I@CC@8EK�%E;LJKI@<J�@J�J8K@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�@E:CL;<;�@E�8�9L;><K�><E<I8K<;�=IFD�@K
�0?8K�@J

9<:8LJ<�K?<�,IF=@K�8E;�(FJJ�/K8K<D<EK���:KL8C�MJ��L;><K��:8E�FECP�KI8:B�G<I=FID8E:<�8>8@EJK�8�J@E>C<�9L;><K


�
��
� ,I<G8I<�8�HL@:B�GIF=@K�8E;�CFJJ�JK8K<D<EK

%D8>@E<�PFL�8I<�8GGCP@E>�=FI�8�CF8E�KF�<OG8E;�PFLI�9LJ@E<JJ�8E;�PFLI�98EB�?8J�I<HL<JK<;�8�GIF=@K�8E;�CFJJ�JK8K<D<EK��,�(�
�+I�PFLI

8::FLEK8EK�N8EKJ�KF�CF;><�PFLI�K8O�I<KLIEJ�8E;�@J�@E�E<<;�F=�PFLI�,�(


"@IJK�F=�8CC��N?8K�@J�@K����,�(�@J�FE<�F=�K?<�D8@E�=@E8E:@8C�JK8K<D<EKJ�=FI�8�N<CC�D8E8><;�9LJ@E<JJ
�%K�JLDD8I@Q<J�K?<�@E:FD<�8E;�<OG<EJ<J

@E:LII<;�;LI@E>�8�JG<:@=@:�G<I@F;�F=�K@D<��LJL8CCP�8�=@J:8C�HL8IK<I�FI�P<8I
�3@K?FLK�FE<��PFL�CFFB�LENFIK?P�KF�8�98EB
��E;�@K�N@CC�9<�DFI<

;@==@:LCK��8E;�<OG<EJ@M<��=FI�8E�8::FLEK8EK�KF�GI<G8I<�K8O�=@C@E>J
��J�PFL�D8B<�8�KI8EJ@K@FE�KF�DFI<�GIF=<JJ@FE8C�9LJ@E<JJ�FG<I8K@FEJ�

)8E8><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<I�8CC�K?<�KI8EJ8:K@FEJ�K?8K�NFLC;�98:B�@K�LG
�0?@J�8JJLD<J�PFL

8CI<8;P�BEFN�K?<�@E:FD<�8E;�<OG<EJ<�=@>LI<J�=FI�K?<�;<J@I<;�G<I@F;��G<I?8GJ�=IFD�<8IC@<I��J@DGC@JK@:�I<:FI;�B<<G@E>�@E�8�JGI<8;J?<<K


�I<8K<�8�9LJ@E<JJ

+E�K?< Businesses G8><��:C@:B�K?<Add Business 9LKKFE��K?<E�J<C<:KCreate New Business
�!EK<I�PFLI�9LJ@E<JJ�E8D<�8E;�:C@:B�K?<

Add Business 9LKKFE�
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5FLI�9LJ@E<JJ�J?FLC;�9<�JL::<JJ=LCCP�:I<8K<;�N@K?�8�;<=8LCK�JKIL:KLI<�=FI�PFLI�:?8IK�F=�8::FLEKJ�

*FID8CCP�8K�K?@J�GF@EK��PFL�NFLC;�:C@:B�FECustomize KF�8;;�E<N�=LE:K@FE8C�K89J
��LK�@=�8CC�PFL�N8EK�@J�KF�><E<I8K<�8�,�(�JK8K<D<EK�8E;

PFL�BEFN�K?<�=@>LI<J��PFL�;FE[K�?8M<�KF�<E89C<�8EP�8;;@K@FE8C�K89J��8J�PFL�?8M<�8CC�PFL�E<<;


5FL�D8P��?FN<M<I��E<<;�KF�<;@K�FI�8;;�@E:FD<�FI�<OG<EJ<�8::FLEKJ�KF�K?<�:?8IK�F=�8::FLEKJ
�%=�JF��I<8;8EFK?<I�#L@;<=FI�@EJKIL:K@FEJ
�"FI

GLIGFJ<J�F=�@CCLJKI8K@FE��K?<�I<JK�F=�K?@J�#L@;<�8JJLD<J�K?<�;<=8LCK�8::FLEKJ�8I<�8;<HL8K<


.<:FI;�8�AFLIE8C�<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�8GGC@:89C<Income 8E; Expense 8::FLEKJ
�%E:FD<�=@>LI<J�>F�@E�K?<Credit :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�AFLIE8C�<EKI@<J�DLJK�98C8E:<�KF�8;?<I<�KF�ILC<J�F=�;FL9C<�<EKIP�8::FLEK@E>�GI@E:@GC<J
�/@E:<�PFL�FECP�N8EK�KF

><E<I8K<�8�,�(��PFL�:8E�I<C8O�K?<�ILC<J�8�9@K�=FI�EFN
�%E�=8:K��PFL�GIF989CP�N8EK�KF�J?FN�K?8K�PFLI�9LJ@E<JJ�N8J�GIF=@K89C<

;LI@E>�K?<�G<I@F;��JF�PFL�NFLC;�GI<=<I�;<9@KJ�KF�9<�C<JJ�K?8E�:I<;@KJ


+E:<�PFL�8I<�;FE<��:C@:BCreate 


#<E<I8K<�GIF=@K�8E;�CFJJ�JK8K<D<EK

+E:<�PFLI�AFLIE8C�<EKIP�@J�J8M<;��>F�KF�K?<Reports K89��:C@:BProfit and Loss Statement 8E;�=@E8CCPNew 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�AFLIE8C�<EKIP

:FM<I�K?<�N?FC<�P<8I�����
�5FLI�G<I@F;�J?FLC;�9<�J<K�KF�9<�=IFDJanuary 1, 2020LEK@CDecember 31, 2020
�+GK@FE8CCP��PFL�:8E�8CJF�J<K

Column name KFFY 2016��N?@:?�@J�8E�899I<M@8K@FE�=FIFinancial Year 2020�
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�=K<I�PFL�:C@:BCreate ��PFL�N@CC�9<�89C<�KF�M@<N�PFLI�E<NCP�:I<8K<;�I<GFIK�
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0?8K�@J�8CC�K?<I<�@J�KF�@K
�5FL�?8M<�8�GIF=<JJ@FE8C�CFFB@E>�,�(�=FI�PFLI�98EB�FI�8::FLEK8EK


)8B<�8��FDG8I8K@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������=@>LI<J�E<OK

KF�"5������=@>LI<J
�%E�FI;<I�KF�;F�K?8K��I<:FI;�8EFK?<I�AFLIE8C�<EKIP�N@K?�@E:FD<�8E;�<OG<EJ<�=@>LI<J�=FI�"5�����
�0?<�AFLIE8C�<EKIP�J?FLC;

9<�;8K<;�8J�8K� <:<D9<I���������


0?<E�<;@K�K?<�,�(�I<GFIK�;<=@E@K@FE�KF�8;;�8�:FDG8I8K@M<�G<I@F;�9P�:C@:B@E>�K?<Add comparative column 9LKKFE�8E;�<EK<I@E>�G<I@F;

;<K8@CJ�=FI�"5������

�C@:BUpdate 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<JJ@M<
�5FL�:8E�B<<G�>F@E>�KF�8;;�8J�D8EP�G<I@F;J�8J

PFL�C@B<


�I<8K<�8�DLCK@�JK<G�,�(

)8E8><I�8CJF�JLGGFIKJ�:LJKFD�@E:FD<���<OG<EJ<�>IFLGJ��JL9�>IFLGJ��LEC@D@K<;�C<M<CJ��8E;�:LJKFD�KFK8CJ�KF�:8K<I�KF�<EK@K@<J�N@K?�DFI<

:FDGC<O�C8PFLK�I<HL@I<D<EKJ
�/<<K?@J�#L@;<=FI�DFI<�;<K8@CJ
�&LJK�I<D<D9<I��N?<E�8CC�PFL�N8EK�@J�8�=@E@J?<;�,�(��PFL�:8E�:I<8K<�FE<�N@K?

ALJK�8�=<N�AFLIE8C�<EKI@<J


�
��
� �I<8K<�:LJKFD�I<GFIKJ

3?<E�JK8E;8I;�I<GFIKJ�8M8@C89C<�@E�)8E8><I[JReports K89�;F�EFK�=LIE@J?�@E=FID8K@FE�PFL�N8EK�create custom reports LJ@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
�!JJ<EK@8CCP��<M<IP�M8I@89C<�=IFD

<M<IP�C<;><I�<EKIP�=IFD�8CC�KI8EJ8:K@FEJ�@E�8�9LJ@E<JJ[�8::FLEK@E>�I<:FI;J�:8E�9<�HL<I@<;�8E;�@E:CL;<;�@E�8�:LJKFD�I<GFIK
�0?<�I<JLCKJ�:8E�9<

=@CK<I<;��FI;<I<;��8E;�>IFLG<;


�I<8K<�8�:LJKFD�I<GFIK�9P�>F@E>�KF�K?<Reports K89��:C@:B@E>Custom Reports ��K?<E New Report �

� �

0?<�HL<IP�9L@C;<I�J:I<<E�8GG<8IJ�N@K?�8�GC8:<?FC;<I�I<GFIK�8CI<8;P�;<=@E<;�
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!EKI@<J�@E�K?<�HL<IP�9L@C;<I�8I<�F=�K?I<<�KPG<J�

U 0<OK�=@<C;J�=FI�K@KC<J��E8D<J��;<J:I@GK@FEJ��FI�:<IK8@E�J<8I:?�FI�FG<I8KFI�G8I8D<K<IJ��DFI<�89FLK�K?<J<�9<CFN�

U �?<:B9FO<J�KF�8:K@M8K<�=@CK<I@E>�:I@K<I@8��FI;<I@E>��>IFLG@E>��FI�;@JGC8P�FGK@FEJ

U  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�:C@:B@E>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�
��I@K<I@8�:8E�9<�;<C<K<;�9P�:C@:B@E>�K?<X 8K�K?<�<E;�F=�8�C@E<
�"@<C;J�8E;�:?<:B9FO<J

FE�K?<�HL<IP�=FID�8I<�8J�=FCCFN�

U NameName@J�LJ<;�8J�8�K@KC<�FE�K?<�:FDGC<K<;�I<GFIK
�%=�EFK�<;@K<;��K?<�I<GFIK�N@CC�9<�K@KC<;Custom Report
��EP�E8D<�PFL�<EK<I�N@CC�8CJF

8GG<8I�@E�K?<Custom Reports C@JK@E>


U DescriptionDescription 8GG<8IJ�FECP�@E�K?<Custom Reports K89�C@JK@E>��EFK�FE�K?<�=@E@J?<;�I<GFIK
�0?@J�@J�LJ<=LC�=FI�@;<EK@=P@E>�8�J8M<;

I<GFIK�N@K?FLK�?8M@E>�KF�M@<N�@K


U FromFrom 8E; ToTo @;<EK@=P�K?<�=@IJK�8E;�C8JK�;8K<J�KF�9<�J<8I:?<;�8E;�I<GFIK<;
��P�;<=8LCK��K?<�:LII<EK�;8K<�@J�GI<=@CC<;�=FI�9FK?


U Accounting methodAccounting method 8CCFNJ�8�:?F@:<�9<KN<<EAccrual basis8E; Cash basis

U SelectSelect 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�C@E<�N@CC�9<:FD<�8

:FCLDE�FE�K?<�=@E@J?<;�I<GFIK
�0?<@I�FI;<I�:8E�9<�8;ALJK<;�9P�:C@:B@E>�8E;�;I8>>@E>�FE�K?<�;FL9C<�<E;<;�8IIFNJ�KF�K?<�C<=K�F=�K?<

C@E<J


U AliasAlias @J�LJ<;�KF�I<E8D<�8�:FCLDE
�0?@J�@J�<JG<:@8CCP�?<CG=LC�N?<E�J<C<:K@FE�:I@K<I@8�8I<�C<E>K?P
�"FI�<O8DGC<��K?<�:FD9@E8K@FE�F=

Inventory item 8E; CodeD@>?K�I<:<@M<�K?<�8C@8JCode=FI�K?<�J8B<�F=�J@DGC@:@KP�8E;�J8M@E>�JG8:<


U 0?< WhereÉWhereÉ :?<:B9FO�8:K@M8K<J�=@CK<IJ
�0?<J<�:8E�9<:FD<�:FDGC<O��<JG<:@8CCP�N?<E�DLCK@GC<�=@CK<IJ�8I<�8GGC@<;
�0PG@:8CCP��8;;@K@FE8C

:FEK<OK�JG<:@=@:�=@<C;J�8GG<8I
��/<<�<O8DGC<J�9<CFN
�

U 0?< Order byÉOrder byÉ :?<: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;@E>
�%K

: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<;><I�<EKI@<J
�"FI�<O8DGC<��8�:LJKFD

I<GFIK�FE�@EM<EKFIP�@K<DJ�JFC;�:FLC;�9<�JFIK<;�9P�LE@K�GI@:<��<M<E�K?FL>?�FECP�HL8EK@KP�8E;�KFK8C�8DFLEK�8I<�J?FNE�FE�K?<�I<GFIK


U Group byÉGroup byÉ GIFM@;<J�@EK<I@D�JL9KFK8CJ�=FI�;<J@>E8K<;�M8I@89C<J


U 3?<E�:FEK<OK�@J�8GGIFGI@8K<��8EFK?<I�:?<:B9FO�8GG<8IJ�=FIGroups to collapseGroups to collapse 
�3@K?�K?@J�FGK@FE��<EK@I<�>IFLGJ�:8E�9<�I<;L:<;�KF

8�J@E>C<�C@E<�JLDD8I@Q@E>�<EKI@<J�N@K?@E�K?<�>IFLG
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�� Notes

)LCK@GC<�J<C<:K@FE�:I@K<I@8�N@CC�:8GKLI<�KI8EJ8:K@FEJ�N@K?any F=�K?<�:I@K<I@8�C@JK<;
�/@E:<�)8E8><I�@J�8�;FL9C<�<EKIP

8::FLEK@E>�JPJK<D��8E;�JFD<�8:K@FEJ��JL:?�8J�@EMF@:@E>�=FI�@EM<EKFIP�@K<DJ��@EMFCM<�DFI<�K?8E�ALJK�KNF�8::FLEKJ�

KI8EJ8:K@FEJ�:8E�J<<D�KF�9<�;LGC@:8K<;
��LK�K?<J<�8I<�J@DGCP�GFJK@E>J�KF�@E;@M@;L8C�8::FLEKJ�@E�K?<�><E<I8C�C<;><I�K?8K

DLJK�9<�8;;I<JJ<;�N@K?�=@CK<IJ�@E�JFD<�J@KL8K@FEJ


)LCK@GC<�=@CK<IJ�8I<�>FM<IE<;�9P�K?<��FFC<8EAND FG<I8KFI
�%E�FK?<I�NFI;J��8�J<C<:K@FE�DLJK�G8JJall =@CK<IJ�J<HL<EK@8CCP�KF

8GG<8I�@E�K?<�I<GFIK
�0?<I<�@J�EF�FGK@FE�=FI�8EOR FG<I8KFI
�0F�8:?@<M<�K?<�<==<:K�F=OR =@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;�JL9KFK8CJ�8I<�GI<J<IM<;


0?<�GC8:<?FC;<I�:LJKFD�I<GFIK�D<EK@FE<;�89FM<�GIF;L:<J�K?@J�I<JLCK�=FI�8�;8P�FE�N?@:?�K?<I<�8I<�EF�KI8EJ8:K@FEJ�

+9M@FLJCP��K?8K�@J�EFK�M<IP�@E=FID8K@M<
��LK�@K�@CCLJKI8K<J�K?<�<==<:K�F=�JFD<�<EKI@<J�FE�K?<�HL<IP�9L@C;<I
�0?<�9<JK�N8P�KF�LE;<IJK8E;�:LJKFD

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

0F�><E<I8K<�8�:LJKFD�I<GFIK�C@JK@E>�8CC�@EM<EKFIP�PFLI�:LJKFD<IJ�?8M<�GLI:?8J<;�FI�I<KLIE<;�FE�:I<;@K��:I<8K<�K?<�=FCCFN@E>�

�FK?�@EM<EKFIP�@K<DJ�8E;�@EM<EKFIP�B@KJ�N<I<�@E:CL;<;�8J�J<C<:K@FE�:I@K<I@8�KF�9<�JLI<�9FK?�N<I<�:8GKLI<;
�*<>8K@M<�M8CL<J

N<I<�J<C<:K<;�=FI�HL8EK@KP�8E;�8DFLEK�GLI<CP�KF�><E<I8K<�8�DFI<�:FEM<EK@FE8C�GI<J<EK8K@FE
�)8E8><I�;<J@>E8K<J�:I<;@KJ

8E;�C@JKJ�HL8EK@K@<J�K?8K�I<;L:<�@EM<EKFIP�8J�E<>8K@M<�ELD9<IJ
��LK�8�J8C<J�JLDD8IP�EFID8CCP�GI<J<EKJ�GFJ@K@M<�ELD9<IJ


0?<�=@IJK�=@CK<I�:8GKLI<J�FECP�GFJK@E>J�KF�K?<Inventory - sales8::FLEK��C<8M@E>�FLK�FK?<I�:8K<>FI@<J�F=�J8C<J
�0?<�J<:FE;�=@CK<I

<O:CL;<J�:8J?�J8C<J�D8;<�N@K?FLK�8�J8C<J�@EMF@:<


0?<�FI;<I@E>�8CG?89<K@Q<J�:LJKFD<IJ
�0?<�>IFLG@E>�GIFM@;<J�JL9KFK8CJ�=FI�<8:?�:LJKFD<I
�0?<�I<JLCK@E>�I<GFIK�CFFBJ�C@B<

K?@J�
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Example 2

5FL�:8E�><E<I8K<�8�:LJKFD�I<GFIK�J?FN@E>�PFLI�><E<I8C�C<;><I�KI8EJ8:K@FEJ�>IFLG<;�9P�8::FLEK�=FI�8�JG<:@=@:�G<I@F;�
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%E�K?@J�:8J<��EF�=@CK<I@E>�@J�8GGC@<;��9<:8LJ<�8CC�KI8EJ8:K@FEJ�8I<�;<J@I<;
�*FK@:<�K?8K�K?<�I<GFIK�@J�>IFLG<;�9P�><E<I8C�C<;><I

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<�JG8:<��

Example 3

��:LJKFD�I<GFIK�J?FN@E>�><E<I8C�C<;><I�KI8EJ8:K@FEJ�FECP�=FIAccounts receivable��>IFLG<;�9P�:LJKFD<I�E8D<��:8E�9<

:I<8K<;�8J�=FCCFNJ�
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0?<�I<JLCK@E>�I<GFIK�@J�J?FNE�9<CFN
�+E<�:LJKFD<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�G8JK@E>�@EKF�FK?<I�8GGC@:8K@FEJ[�;F:LD<EKJ


/@DGCP�:C@:BCopy to clipboard N?@C<�M@<N@E>�K?<�I<GFIK�

�LJKFD�I<GFIKJ�:8E�8CJF�9<�:CFE<;
�0?@J�=<8KLI<�@J�LJ<=LC�N?<E�E<8ICP�@;<EK@:8C�I<GFIKJ�8I<�;<J@I<;��8MF@;@E>�K?<�E<<;�KF

I<:I<8K<�DFJK�F=�K?<�HL<IP
�0F�:CFE<�8�I<GFIK��:C@:B�@KJView 9LKKFE��K?<EClone �

�EFK?<I�:LJKFD�I<GFIK�=FID�N@CC�8GG<8I
��=K<I�<;@K@E>�@K�N@K?�:?8I8:K<I@JK@:J�F=�K?<�E<N�:LJKFD�I<GFIK��:C@:BCreate 


�
�� $@JKFIP

�
��
� �L;@K�KI8EJ8:K@FE�?@JKFIP

!M<IP�9LJ@E<JJ�@E�)8E8><I�?8J�8History =@C<�K?8K�8CCFNJ�PFL�KF�8L;@K�;8K8�<EKI@<J��LG;8K<J��;<C<K@FEJ��8E;�98K:?�FG<I8K@FEJ
�0?<�$@JKFIP�=@C<

@J�LE@HL<�=FI�<8:?�9LJ@E<JJ�PFL�:I<8K<�@E�)8E8><I
�3?<E�PFL98:BLG8�9LJ@E<JJ��K?<�$@JKFIP�=@C<�@J��9P�;<=8LCK��G8IK�F=�K?<�98:BLG
��5FL�:8E�

?FN<M<I��<O:CL;<�@K�=IFD�8�98:BLG
�
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�� Note

/<E;@E>�F=�<D8@CJ�@J�EFK�I<:FI;<;�@E�K?<�$@JKFIP�=@C<��9<:8LJ<�@K�;F<J�EFK�8==<:K�8::FLEK@E>�I<:FI;J
�!D8@CJ�:8E�9<�I<M@<N<;

J<G8I8K<CP


.<M@<N�K?<�$@JKFIP�=@C<

0F�I<M@<N�?@JKFIP��:C@:B�K?<History 9LKKFE�E<8I�K?<�KFG�F=�K?<�)8E8><I�N@E;FN�

��C@JK�F=�8:K@FEJ�8GG<8IJ��N@K?�

U TimestampTimestamp =FI�K?<�8:K@FE

U UserUser N?F�KFFB�K?<�8:K@FE

U DescriptionDescription F=�K?<�8:K@FE

U ActionAction :8K<>FIP

�� Example

0?<�=@IJK�=<N�I<:FI;J�@E�*FIK?N@E;�0I8;<IJ[�$@JKFIP�=@C<�8I<�J?FNE�9<CFN�

2@<N�@E;@M@;L8C�8:K@FEJ

0F�J<<�<O8:KCP�N?8K�8�LJ<I�;@;��:C@:BView =FI�8E�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<;�K?<

I<:<@GK
�0?8K�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?<�:FII<:K�8DFLEK
��CK<IE8K@M<CP��K?<�<O@JK@E>�KI8EJ8:K@FE�:FLC;�?8M<�9<<E

<;@K<;
�3?@:?<M<I�8GGIF8:?�?8;�9<<E�K8B<E��<@K?<I�F=�K?FJ<�KI8EJ8:K@FEJ�NFLC;�8CJF�9<�I<:FI;<;�@E�K?<�$@JKFIP�=@C<


1E;F�8:K@FEJ

0?<I<�@J�8EFK?<I�D<K?F;�=FI�I<M<IJ@E>�8:K@FEJ��K?<Undo 9LKKFE�

0?< Undo 9LKKFE�@J�JFD<N?8K�C@B<�8��8:B�9LKKFE�@E�8�N<9�9IFNJ<I��FI�K?<�1E;F�=LE:K@FE�@E�8�NFI;�GIF:<JJ@E>�GIF>I8D��N@K?�8�M<IP

@DGFIK8EK�;@==<I<E:<
�)8E8><I[JUndo 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�8EP

FI;<I
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�� Example

*FK@:<�K?<�;<C@M<IP�EFK<�LG;8K<�FE�K?<�=@IJK�C@E<�F=�K?<�$@JKFIP�=@C<
��D@�FI@>@E8CCP�:I<8K<;�K?@J�;<C@M<IP�EFK<�@E�GI<G8I8K@FE

=FI�8�N<<BCP�;<C@M<IP�KF�8�:LJKFD<I
�+E�&LCP�����J?<�LG;8K<;�@K�9<:8LJ<�K?<�:LJKFD<I�:8CC<;�KF�I<HL<JK�8;;@K@FE8C�@K<DJ
��LK

N?<E�K?<�;<C@M<IP�;I@M<I�8II@M<;��K?<�:LJKFD<I�J8@;�J?<�?8;�:?8E><;�?<I�D@E;�8E;�NFLC;�FECP�K8B<�;<C@M<IP�F=�K?<�@K<DJ

FI@>@E8CCP�FI;<I<;
�3?<E��D@�C<8IEJ�K?@J��J?<�>F<J�KF�K?<�$@JKFIP�=@C<��M@<NJ�K?<�LG;8K<�I<:FI;��8E;�:C@:BJ�K?<Undo

9LKKFE
�$<I�LG;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�KI8EJ8:K@FEJ

I<=<I<E:<�FE<�8EFK?<I��JL:?�8J�N?<E�8�=@O<;�8JJ<K�@J�:I<8K<;��8�GLI:?8J<�@EMF@:<�I<:FI;J�@KJ�GLI:?8J<�:FJK��8E;�8�G8PD<EK

I<:FI;J�G8PF==�F=�K?<�GLI:?8J<�@EMF@:<
��CN8PJ�D8B<�8�98:BLG�F=�PFLI�9LJ@E<JJ�9<=FI<�LE;F@E>�KI8EJ8:K@FEJ�=IFD�K?<

$@JKFIP�=@C<��9<:8LJ<�K?<�1E;F�=LE:K@FE�@KJ<C=�:8EEFK�9<�I<M<IJ<;


.<M@<N�@E;@M@;L8C�KI8EJ8:K@FE�?@JKFIP

+=K<E��@K�@J�LJ<=LC�KF�BEFN�<O8:KCP�N?8K�?8J�?8GG<E<;�KF�8�JG<:@=@:�KI8EJ8:K@FE�@E�)8E8><I
�3?<E�N8J�@K�@E@K@8CCP�:I<8K<;��?FN�?8J�@K�9<<E

<;@K<;��N?F�N8J�I<JGFEJ@9C<�=FI�M8I@FLJ�8:K@FEJ��8E;�JF�=FIK?��0F�J<<�K?<�?@JKFIP�F=�8�JG<:@=@:�KI8EJ8:K@FE��:C@:B�K?<History 9LKKFE�@E�K?<

CFN<I�I@>?K�:FIE<I�F=�K?<�J:I<<E�N?@C<�M@<N@E>�K?<�KI8EJ8:K@FE�

�� Note

0?<�KI8EJ8:K@FEHistory 9LKKFE�@J�JD8CC<I�K?8E�K?<�D8@EHistory 9LKKFE�=FI�K?<�9LJ@E<JJ�8K�K?<�KFG�I@>?K�:FIE<I
�%KJ

C89<C�@J�8CJF�@E�GC8@E��>I8P�K<OK�I8K?<I�K?8E�9FC;��9C8:B�K<OK


�� Example

0?<�KI8EJ8:K@FE�?@JKFIP�=FI�K?<�I<GC8:<D<EK�I<:<@GK� 8M@;�:I<8K<;�FE�&LCP����@J�M<IP�9I@<=�
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"@CK<I�9P�LJ<I

0?<�$@JKFIP�=@C<�:8E�9<�=@CK<I<;�=FI�8�JG<:@=@:�LJ<I[J�8:K@FEJ
�0?@J�D@>?K�9<�LJ<=LC�=FI�DFE@KFI@E>�G<I=FID8E:<�F=�E<N�<DGCFP<<J
�+I�@K�:FLC;

9<�?<CG=LC�@E�@;<EK@=P@E>�N?F�@J�I<JGFEJ@9C<�=FI�D8C@:@FLJ�9<?8M@FI
�0F�=@CK<I�9P�LJ<I��J<C<:K�8�LJ<I�E8D<�@E�K?<�;IFG;FNE�9FO�:CFJ<JK�KF�K?<

$@JKFIP�=@C<�?<8;<I��9CL<�8IIFN��

�� Example

�I@CC@8EK�%E;LJKI@<J�?8J�K?I<<�LJ<IJ�N?F�?8M<�:I<8K<;��LG;8K<;��FI�;<C<K<;�8::FLEK@E>�KI8EJ8:K@FEJ�@E�@KJ�I<:FI;J�

�LII<EKCP��?FN<M<I��K?<�:?<:BD8IB�@E;@:8K<J�EF�LJ<I�=@CK<I�?8J�9<<E�8GGC@<;


"@CK<I�9P�8:K@FE�:8K<>FIP

0F�;@JGC8P�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<;�8IIFN��

0?<�K?I<<�:8K<>FIP�FGK@FEJ�8I<�
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�?8GK<I��� �8EB�8E;��8J?��::FLEKJ

0?<J<�#L@;<J�;<J:I@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�KI8EJ8:K@FEJ�@EMFCM@E>�9@CCJ�8E;�:F@EJ
�0?<P�8I<�D8@EK8@E<;�9P�8�9LJ@E<JJ�8J�G?PJ@:8C�I<GFJ@KFI@<J

F=�:8J?
�,FJJ@9@C@K@<J�@E:CL;<�

U ,<KKP�:8J?�=LE;J

U �8J?�K@CCJ

!E89C<�K?< Bank and Cash Accounts K89

�<=FI<�PFL�:8E�:I<8K<�8�:8J?�8::FLEK��PFL�DLJK�<E89C<�K?<Bank and Cash Accounts K89
��C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE

G8E<��:?<:B�K?<�9FO�=FI�K?<�K89��8E;�:C@:BUpdate �

� �

5FL�N@CC�J<<�K?<Bank and Cash Accounts K89�8;;<;�KF�K?<�C<=K�E8M@>8K@FE�G8E<�

�I<8K<�8�:8J?�8::FLEK

�C@:B�K?<Bank and Cash Accounts K89��K?<ENew Cash Account �

 <=@E<�K?<�:8J?�8::FLEK�

U NameNameK?<�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 CodeCode 8CCFNJ�PFL�KF�J<K�K?<�FI;<I�@E�N?@:?�:8J?�8::FLEKJ�8I<�C@JK<;
�!EK<I�8E�@EK<><I�ELD9<I
�%=�9C8EB��8::FLEKJ�N@CC�;@JGC8P�@E
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8CG?89<K@:8C�FI;<I


U CurrencyCurrency FGK@FEJ�N@CC�9<�8M8@C89C<�@=�PFL�?8M<�J<K�8K�C<8JK�FE<=FI<@>E�:LII<E:P
��P�;<=8LCK��:8J?�8::FLEKJ�8I<�LE;<EFD@E8K<;
��LK�@=

PFL�JG<:@=P�898J<�:LII<E:P��K?<P�8I<�8JJLD<;�KF�9<�@E�PFLI�98J<�:LII<E:P��N?8K<M<I�K?8K�@J
�%=�PFL�GC8E�KF�LJ<�DLCK@GC<�:LII<E:@<J�

FI�ALJK�N8EK�PFLI�:LII<E:P�JPD9FC�KF�8GG<8I�FE�=FIDJ�8E;�I<GFIKJ��J<K�8�98J<�:LII<E:P
��8J?�8::FLEKJ�N@CC�K?<E�8LKFD8K@:8CCP�9<

;<EFD@E8K<;�@E�PFLI�98J<�:LII<E:P�LEC<JJ�PFL�<;@K�K?@J�=@<C;


U 0?< Starting balanceStarting 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�JK8IK�;8K<


U 0?< InactiveInactive 9FO�8GG<8IJ�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><I�@=�K?<P�?8M<�8EP�G8JK�KI8EJ8:K@FEJ��9<:8LJ<�;F@E>�JF�NFLC;�<C@D@E8K<�K?<�I<:FI;J�F=�K?FJ<�KI8EJ8:K@FEJ�8E;

8==<:K�8:K@M<��8C8E:<�/?<<K�8::FLEKJ
��%=�K?<�9FO�@J�:?<:B<;��K?<�:8J?�8::FLEK�N@CC�EFK�8GG<8I�@E�C@JKJ�=FI�KI8EJ8:K@FEJ�@E�K?<

Receipts FI Payments K89J
�0?<�8::FLEK�N@CC�9<�>I<P<;�FLK�@E�K?<Bank and Cash Accounts K89�C@JK@E>
Edit @K�KF

I<JKFI<�KF�8:K@M<�JK8KLJ


�� Example

�I@CC@8EK�%E;LJKI@<J�?8J�FE<�9LJ@E<JJ�98EB�8::FLEK�LJ<;�KF�I<:<@M<�DFE<P�=IFD�:LJKFD<IJ�8E;�G8P�JLGGC@<IJ�8E;�<DGCFP<<J


0?<�9LJ@E<JJ�8CJF�?FC;J�:8J?�FE�?8E;�KF�G8P�=FI�JK8==�8D<E@K@<J�8E;�FK?<I�G<KKP�:8J?�<OG<EJ<J
��I@CC@8EK�%E;LJKI@<J�:I<8K<J

FE<�98EB�8::FLEK�8E;�FE<�:8J?�8::FLEK
�%K�E8D<J�K?<�:8J?�8::FLEKPetty cash�

2@<N�:8J?�8::FLEK�98C8E:<J

�P�;<=8LCK��8CC�:8J?�8::FLEKJ�8I<�:FD9@E<;�@EKF�8E�8LKFD8K@:�:FEKIFC�8::FLEK�E8D<;Cash on hand=FI��8C8E:<�/?<<K�I<GFIK@E>


�� Example

.F9<IK[J�$<8K@E>�/<IM@:<J�<JK89C@J?<J�8�G<KKP�:8J?�8::FLEK�KF�9LP�JD8CC�G8IKJ�8E;�KFFCJ
�%K�@J�C@JK<;�LE;<ICash on hand�

.F9<IK�:8E�;I@CC�;FNE�9P�:C@:B@E>�K?<�9CL<�98C8E:<�KF�J<<�@E;@M@;L8C�:8J?�8::FLEK�KI8EJ8:K@FEJ�
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+=�:FLIJ<��PFL�:8E�8CJF�M@<N�@E;@M@;L8C�:8J?�8::FLEK�98C8E:<J�;@I<:KCP�@E�K?<Bank and Cash Accounts K89
��8J?�8::FLEKJ�:8E�8CJF�9<

8JJ@>E<;�KF:LJKFD�:FEKIFC�8::FLEKJ


�
�
� /<K�LG�8�98EB�8::FLEK

Bank accounts 8I<�JFLI:<J�FI�I<GFJ@KFI@<J�F=�DFE<P�D8@EK8@E<;�9P�8�=@E8E:@8C�@EJK@KLK@FE�F=�8EP�KPG<
�2@IKL8CCP�<M<IP�9LJ@E<JJ�E<<;J�8K�C<8JK

FE<�98EB�8::FLEK
�,FJJ@9@C@K@<J�@E:CL;<�

U �8EB�8::FLEKJ

U �I<;@K�:8I;J

U ,8P,8C�8::FLEKJ

U �IPGKF�:LII<E:P�8::FLEKJ��e. g.���@K�F@E�

!E89C<�K?< Bank and Cash Accounts K89

�<=FI<�PFL�:8E�:I<8K<�8�:8J?�8::FLEK��PFL�DLJK�<E89C<�K?<Bank and Cash Accounts K89
��C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE

G8E<��:?<:B�K?<�9FO�=FI�K?<�K89��8E;�:C@:BUpdate �

� �

5FL�N@CC�J<<�K?<Bank and Cash Accounts K89�8;;<;�KF�K?<�C<=K�E8M@>8K@FE�G8E<�

�I<8K<�8�98EB�8::FLEK

�C@:B�K?<Bank and Cash Accounts K89��K?<ENew Bank Account �

 <=@E<�K?<�98EB�8::FLEK�

U NameNameK?<�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@FE��FI�8E

8::FLEK�ELD9<I


U CodeCode 8CCFNJ�PFL�KF�J<K�K?<�FI;<I�@E�N?@:?�98EB�8::FLEKJ�8I<�C@JK<;
�!EK<I�8E�@EK<><I�ELD9<I
�%=�9C8EB��8::FLEKJ�N@CC�;@JGC8P�@E

8CG?89<K@:8C�FI;<I


U Credit limitCredit limit :8E�9<�J<K��<JG<:@8CCP�=FI�:I<;@K�:8I;J
�5FL�:8E�8CJF�LJ<�K?@J�=@<C;�KF�@E;@:8K<�K?<�8DFLEK�F=�FM<I;I8=K�GIFK<:K@FE


U CurrencyCurrency FGK@FEJ�N@CC�9<�8M8@C89C<�@=�PFL�?8M<�J<K�8K�C<8JK�FE<=FI<@>E�:LII<E:P
��P�;<=8LCK��98EB�8::FLEKJ�8I<�LE;<EFD@E8K<;
��LK�@=

PFL�JG<:@=P�898J<�:LII<E:P��K?<P�8I<�8JJLD<;�KF�9<�@E�PFLI�98J<�:LII<E:P��N?8K<M<I�K?8K�@J
�%=�PFL�GC8E�KF�LJ<�DLCK@GC<�:LII<E:@<J�
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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@:8CCP�9<

;<EFD@E8K<;�@E�PFLI�98J<�:LII<E:P�LEC<JJ�PFL�<;@K�K?@J�=@<C;


U Control accountControl account FGK@FEJ�8I<�8M8@C89C<�@=�8�:LJKFD�:FEKIFC�8::FLEK�:FDGI@J@E>�98EB�8::FLEKJ�?8J�9<<E�;<=@E<;
�0?<�;<=8LCK�:FEKIFC

8::FLEK�=FI�E<N�98EB�8::FLEKJ�@JCash at bank


U %=�D@>I8K@E>�KF�)8E8><I�=IFD�8E�<8IC@<I�8::FLEK@E>�JPJK<D��<EK<I�8Starting balanceStarting balance 
�0?@J�=@<C;�FECP�8GG<8IJ�@=�8JK8IK�;8K<?8J

9<<E�J<K


U �E InactiveInactive 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�:8EEFK

9<�;<C<K<;�=IFD�)8E8><I�@=�K?<P�?8M<�8EP�G8JK�KI8EJ8:K@FEJ��9<:8LJ<�;F@E>�JF�NFLC;�<C@D@E8K<�K?<�I<:FI;J�F=�K?FJ<�KI8EJ8:K@FEJ

8E;�8==<:K�8:K@M<��8C8E:<�/?<<K�8::FLEKJ
��%=�K?<�9FO�@J�:?<:B<;��K?<�98EB�8::FLEK�N@CC�EFK�8GG<8I�@E�C@JKJ�=FI�KI8EJ8:K@FEJ�@E�K?<

Receipts FI Payments K89J
�0?<�8::FLEK�N@CC�9<�>I<P<;�FLK�@E�K?<Bank and Cash Accounts K89�C@JK@E>
Edit @K�KF

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
�,<IJFE8C�:I<;@K�:8I;J�8E;�G<IJFE8C�98EB�8::FLEKJ�LJ<;

@E=I<HL<EKCP�=FI�9LJ@E<JJ�KI8EJ8:K@FEJ�J?FLC;�EFK�9<�8;;<;�8J�98EB�8::FLEKJ
�0I8EJ8:K@FEJ�LJ@E>�JL:?�G<IJFE8C�=LE;J

J?FLC;�9<�<EK<I<;�8J�<OG<EJ<�:C8@DJ


�� Example

�I@CC@8EK�%E;LJKI@<J��8E��LJKI8C@8E�:FDG8EP��?8J�FE<�9LJ@E<JJ�98EB�8::FLEK�LJ<;�KF�I<:<@M<�DFE<P�=IFD�:LJKFD<IJ�8E;�G8P

JLGGC@<IJ�8E;�<DGCFP<<J
�0?<�9LJ@E<JJ�8CJF�D8@EK8@EJ�8E�8::FLEK�N@K?�8�(FE;FE�98EB�=FI�KI8EJ8:K@FEJ�@E�K?<�1E@K<;

'@E>;FD
�0?<�9LJ@E<JJ�FNE<I�F::8J@FE8CCP�LJ<J�8�G<IJFE8C�:I<;@K�:8I;�=FI�9LJ@E<JJ�<OG<EJ<J
��I@CC@8EK�%E;LJKI@<J�:I<8K<J�KNF

98EB�8::FLEKJ�@E�;@==<I<EK�:LII<E:@<J�

�I@CC@8EK�%E;LJKI@<J�;F<J�EFK�:I<8K<�8�98EB�8::FLEK�=FI�K?<�G<IJFE8C�:I<;@K�:8I;�F=�K?<�FNE<I�9<:8LJ<�@K�@J�8�G<IJFE8C

8::FLEK
�0?<�FNE<I[J�LJ<�F=�K?<�G<IJFE8C�:I<;@K�:8I;�N@CC�9<�I<:FI;<;�@E�K?<Expense Claims K89


2@<N�98EB�8::FLEK�98C8E:<J

�P�;<=8LCK��8CC�98EB�8::FLEKJ�8I<�:FD9@E<;�@EKF�8E�8LKFD8K@:�:FEKIFC�8::FLEK�E8D<;Cash at bank=FI��8C8E:<�/?<<K�I<GFIK@E>
�"FI<@>E

:LII<E:@<J�8I<�:FEM<IK<;�@EKF�PFLI�98J<�:LII<E:P�FE�K?<��8C8E:<�/?<<K�8::FI;@E>�KF�<O:?8E><�I8K<J�PFL�?8M<�<EK<I<;
�0?@J�@J�E<:<JJ8IP�JF

9FFBJ�8I<�98C8E:<;�@E�PFLI�98J<�:LII<E:P
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�� Example

 I@CC@E>�;FNE�=IFDCash at bankFE��I@CC@8EK�%E;LJKI@<J[�98C8E:<�J?<<K�FE�K?<Summary G8><�J?FNJ�9FK?�98EB�8::FLEK

98C8E:<J�:FEM<IK<;�KF��LJKI8C@8E�;FCC8IJ��K?<�98J<�:LII<E:P
�%K�8CJF�J?FNJ�K?<@I�98C8E:<J�@E�K?<@I�;<EFD@E8K<;�:LII<E:@<J

�N@K?�8:KL8C��EFK�:C<8I<;��98C8E:<J��

%KJBank Accounts K89�J?FNJ�9FK?�8::FLEKJ�N@K?�>I<8K<I�;<K8@C�@E�K?<@I�;<EFD@E8K<;�:LII<E:@<J��@E:CL;@E>�G<E;@E>

KI8EJ8:K@FEJ�8E;�:C<8I<;�98C8E:<J�

�I@CC@8EK�:8E�J<<�@E;@M@;L8C�98EB�KI8EJ8:K@FEJ�9P�;I@CC@E>�;FNE�FE�8EP�F=�K?<�9CL<�=@>LI<J�

�� Note

%E�K?<Bank and Cash Accounts K89��PFL�:8E�=@E;�@E=FID8K@FE�89FLK�8CC�98EB�8::FLEKJ��<M<E�@=�PFL�?8M<�DF;@=@<;�PFLI

:?8IK�F=�8::FLEKJ�JF�K?<P�8I<�I<GFIK<;�FE�K?<��8C8E:<�/?<<K�LE;<I�;@==<I<EK�:FEKIFC�8::FLEKJ


�
�
� /<K�LG�:I<;@K�:8I;J

� credit card 9<CFE>@E>�KF�8�9LJ@E<JJ�FI�LJ<;�<O:CLJ@M<CP�=FI�9LJ@E<JJ��JL:?�8J�8�G<IJFE8C�:I<;@K�:8I;�F=�8�JFC<�KI8;<I�GIFGI@<KFI��:8E�9<�J<K

LG�@E�KNF�98J@:�N8PJ�@E�)8E8><I
�0?<�FGK@FEJ�8I<�

U ��:FEKI8�8JJ<K�8::FLEK��D<8E@E>�K?<�:I<;@K�:8I;�N@CC�9<�;@JGC8P<;�LE;<IAssetsFE�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@M8C<EK��JF�9FK?�8I<�<HL8CCP�:FII<:K
�0?@J�:?F@:<�@J�8�D8KK<I�F=�G<IJFE8C�GI<=<I<E:<


�I<8K<�8�:I<;@K�:8I;�8::FLEK

.<>8I;C<JJ�F=�N?@:?�FGK@FE�N@CC�9<�LJ<;��K?<�:I<;@K�:8I;�8::FLEK�DLJK�9<�:I<8K<;�=@IJK�LE;<I�K?<Bank and Cash Accounts K89
���:I<;@K

:8I;�8::FLEK�@J�:FEJ@;<I<;�8�98EB�8::FLEK�9<:8LJ<�@K�:8E�9<�LJ<;�8J�8�D<;@LD�F=�<O:?8E><�8E;�@J�D8@EK8@E<;�9P�8�=@E8E:@8C�@EJK@KLK@FE

I8K?<I�K?8E�K?<�9LJ@E<JJ


!E89C<�K?< Bank and Cash Accounts K89�8E;�:I<8K<�K?<�:I<;@K�:8I;�8::FLEK�8J�;<J:I@9<;?<I<
�5FL�D8P�N@J?�KF8;;�:LJKFD�=@<C;JKF�PFLI

98EB�8::FLEKJ�KF�I<:FI;�K?@E>J�C@B<�8::FLEK�ELD9<IJ�8E;�=@E8E:@8C�@EJK@KLK@FEJ
�5FL�:8E�8CJF8JJ@>E�8::FLEK�:F;<�ELD9<IJKF�D8K:?�K?<D�KF

8E�FM<I8CC�ELD9<I@E>�J:?<D<�=FI�PFLI�:?8IK�F=�8::FLEKJ


0?<�:I<;@K�:8I;�N@CC�EFN�9<�;@JGC8P<;�@E�PFLIBank Accounts K89�8CFE>�N@K?�FK?<I�98EB�8::FLEKJ
��<:8LJ<�DFJK�KI8EJ8:K@FEJ�N@CC�GFJK�KF

K?@J�8::FLEK�=IFDNew Payment KI8EJ8:K@FEJ��K?<�8::FLEK[J�98C8E:<�N@CC�LJL8CCP�9<�E<>8K@M<
�+ECP�I<=LE;J�FI�G8PD<EKJ�KF�K?<�:I<;@K�:8I;

@JJL<I�N@CC�DFM<�@KJ�98C8E:<�@E�8�GFJ@K@M<�;@I<:K@FE


�� Example

�I@CC@8EK�%E;LJKI@<J�?8J�FE<�FI;@E8IP�98EB�8::FLEK�8E;�FE<�:I<;@K�:8I;
�*F�KI8EJ8:K@FEJ�8I<�G<E;@E>�@E�<@K?<I�8::FLEK
��LK

�I@CC@8EK�?8J�EFK�G8@;�K?<�:I<;@K�:8I;�@JJL<I�K?<�JK8K<D<EK�98C8E:<�P<K�K?@J�DFEK?
��FK?�8::FLEKJ�8I<�JLDD8I@Q<;�@E�K?<

Bank and Cash Accounts K89�

�� Note

%=�8�:I<;@K�:8I;�?8J�8�98C8E:<�FN<;�FE�PFLI�JK8IK�;8K<��<EK<I�K?<�98C8E:<�8J�8�E<>8K@M<�ELD9<I�@E�K?<Starting balances

=@<C;
�/<<K?@J�#L@;<=FI�DFI<�@E=FID8K@FE�89FLK�JK8IK@E>�98C8E:<J�=FI�98EB�8::FLEKJ


�FEKI8�8JJ<K�FGK@FE

0F�J<K�LG�K?<�:I<;@K�:8I;�8J�8�:FEKI8�8JJ<K�8::FLEK��C<8M<�K?<�:FEKIFC�8::FLEK�=@<C;�8K�K?<�;<=8LCK�FGK@FE�F=Cash at bankN?<E�PFL�:I<8K<�@K
�%=

PFL�?8M<�EFK�P<K�:I<8K<;�8EP�:LJKFD�:FEKIFC�8::FLEKJ�=FI�98EB�8::FLEKJ��K?@J�FGK@FE�N@CC�EFK�8GG<8I�N?<E�;<=@E@E>�K?<�:I<;@K�:8I;�

+E�PFLI��8C8E:<�/?<<K��K?<�98C8E:<�F=�K?<�:I<;@K�:8I;�8::FLEK�N@CC�I<;L:<�K?<�98C8E:<�F=�K?<�:FEKIFC�8::FLEK�Cash at bank


0?<�8;M8EK8><�F=�K?<�:FEKI8�8JJ<K�FGK@FE�@J�PFLISummary G8><�8E;��8C8E:<�/?<<K�J?FN�8K�8�>C8E:<�?FN�DL:?�:8J?�PFL�?8M<�KF�JG<E;

K?8K�@J�EFK�8CI<8;P�F9C@>8K<;
�0?<�;@J8;M8EK8><�@J�:I<;@K�:8I;�98C8E:<J�8I<�EFK�JF�M@J@9C<


(@89@C@KP�FGK@FE

0F�J<K�LG�K?<�:I<;@K�:8I;�8J�8�C@89@C@KP�8::FLEK��PFL�DLJK�=@IJK:I<8K<�8�:LJKFD�:FEKIFC�8::FLEK=FI�98EB�8::FLEKJ�@E�PFLI�:?8IK�F=�8::FLEKJ


#@M<�@K�8�E8D<�C@B<Current liabilities @=�PFL�N8EK�@K�KF�@E:CL;<�FK?<I�J?FIK�K<ID�F9C@>8K@FEJ
�+I�ALJK�E8D<�@KCredit cards
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�� Example

�I@CC@8EK�%E;LJKI@<J�:I<8K<J�8�:LJKFD�:FEKIFC�8::FLEK�E8D<;Current liabilities�

#F�98:B�KF�K?< Bank and Cash Accounts K89�8E; Edit PFLI�:I<;@K�:8I;�8::FLEK�9P�8JJ@>E@E>�@K�KF�K?<�:LJKFD�:FEKIFC�8::FLEK�ALJK

:I<8K<;


�� Example

�I@CC@8EK�I<8JJ@>EJ�@KJ�:I<;@K�:8I;�KF�K?<�E<N�:LJKFD�:FEKIFC�8::FLEK�

*FN��K?<�98C8E:<�F=�PFLI�:I<;@K�:8I;�8::FLEK�N@CC�J?FN�LE;<ILiabilities FE�PFLI��8C8E:<�/?<<K


�� Example

�I@CC@8EK[J�98C8E:<�J?<<K�I<=C<:KJ�K?<�98C8E:<�F=�K?<�:I<;@K�:8I;�LE;<ILiabilities�

�� Note

3?@C<�K?<�:I<;@K�:8I;�98C8E:<�N@CC�JK@CC�J?FN�@E�K?<Bank and Cash Accounts K89�8J�E<>8K@M<��@K�N@CC�8GG<8I�8J�8�GFJ@K@M<

ELD9<I�LE;<I Liabilities FE�K?< Summary G8><��9<:8LJ<Liabilities 8I<�8LKFD8K@:8CCP�JL9KI8:K<;�=IFDAssetsFE�K?8K

;@JGC8P


0?<�8;M8EK8><�F=�K?<�C@89@C@KP�FGK@FE�@J�:I<;@K�:8I;�98C8E:<J�J?FN�FE�PFLISummary G8><�8E;��8C8E:<�/?<<K�8J�8DFLEKJ�FN<;
�0?@J�D8P

9<�DFI<�LJ<=LC�@=�PFL�;F�EFK�8CN8PJ�G8P�F==�K?<�=LCC�:I<;@K�:8I;�JK8K<D<EK�98C8E:<
�0?@J�FGK@FE�:C<8ICP�J<G8I8K<J�N?8K�PFL�?8M<��8JJ<KJ��=IFD

N?8K�PFL�FN<��C@89@C@K@<J�
�0?<�;@J8;M8EK8><�@J�8�HL@:B�>C8E:<�8K�K?<Summary D8P�JL>><JK�PFL�?8M<�DFI<�LEF9C@>8K<;�:8J?�@E�K?<�98EB

K?8E�PFL�I<8CCP�;F
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�
�
� 0I8:B�:C<8I<;�8E;�G<E;@E>�JK8KLJ�F=�98EB�KI8EJ8:K@FEJ

)8EP�=@E8E:@8C�KI8EJ8:K@FEJ�8I<�:FDGC<K<;��FIcleared ��9P�K?<�K@D<�K?<P�8I<�<EK<I<;�@E�)8E8><I
�*F�=LIK?<I�=@E8E:@8C�8:K@M@KP�N@CC�F::LI
�/FD<

<O8DGC<J�8I<�

U �8J?�J8C<JKF�:LJKFD<IJ��N@K?�I<:<@M<;�=LE;J�?<C;�@E�:8J?�K@CC

U �8J?�G8PD<EKJKF�D<I:?8EKJ�=IFD�8�G<KKP�:8J?�=LE;

U %DGFIK<;�98EB�KI8EJ8:K@FEJ

U 0I8EJ=<IJ9<KN<<E�:FDG8EP�8::FLEKJ�N@K?@E�K?<�J8D<�=@E8E:@8C�@EJK@KLK@FE

+K?<IJ�@EMFCM<�;<C8P�9<=FI<�8CC�=@E8E:@8C�8:K@M@KP�@J�:FDGC<K<
�!O8DGC<J�F=�K?<J<pending KI8EJ8:K@FEJ�@E:CL;<�

U �?<HL<J�NI@KK<E�KF�JLGGC@<IJ�FI�<DGCFP<<J�K?8K�?8M<�EFK�P<K�9<<E�GI<J<EK<;�=FI�G8PD<EK

U �I<;@K�:8I;�:?8I><J�EFK�P<K�J?FN@E>�FE�K?<�:8I;�JK8K<D<EK

U .<:<@GKJ�=IFD�:LJKFD<IJ�EFK�P<K�;<GFJ@K<;�N@K?�K?<�98EB

U  <GFJ@KJ�KF�98EB�8::FLEKJ�EFK�P<K�8M8@C89C<�=FI�N@K?;I8N8C

U 0I8EJ=<IJ�9<KN<<E�98EB�8::FLEKJ�@E�;@==<I<EK�@EJK@KLK@FEJ�EFK�P<K�=@E8C@Q<;��N?<K?<I�9P�:?<HL<��<C<:KIFE@:�FI�N@I<�KI8EJ=<I��FI�FK?<I

D<8EJ�

)8E8><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;�<M<EKL8C

:C<8I8E:<��@E�8ClearedCleared =@<C;
��8J?�8::FLEK�KI8EJ8:K@FEJ�8I<��F=�:FLIJ<��8CN8PJ�:FDGC<K<�@EJK8EKCP��JF�JK8KLJ�@J�EFK�I<:FI;<;
�1J@E>�K?@J

=<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;
�(@B<N@J<��PFL

:8E�;<K<ID@E<�N?<K?<I�FI�EFK�DFE<P�I<:<@M<;�@J�8:KL8CCP�8::<JJ@9C<


�C<8I<;�KI8EJ8:K@FEJ

�P�;<=8LCK��8CC�E<N�I<:<@GKJ�8E;�G8PD<EKJ�KF�98EB�8::FLEKJ�@E�K?<Receipts 8E; Payments K89J�8I<�:C<8I<;�FE�K?<�;8K<�F=�K?<

KI8EJ8:K@FE
�"FI�<O8DGC<��8�I<:<@GK�=IFD�8�:LJKFD<I�8LKFD8K@:8CCP�J?FNJOn the same date@E�K?<Cleared =@<C;�

�� Note

0?<�;8K<�F=�K?<�KI8EJ8:K@FE�@J�K?<�;8K<�I<:FI;<;�@E�K?<�GIF>I8D��EFK�E<:<JJ8I@CP�K?<�;8K<�K?<�KI8EJ8:K@FE�@J�<EK<I<;�@EKF�K?<

GIF>I8D


%=�;<J@I<;��K?<�:C<8I8E:<�;8K<�:8E�9<�DF;@=@<;
�/<C<:KOn a later date @E�K?<Cleared =@<C;�8E;�<EK<I�8�;8K<�D8EL8CCP�FI�LJ@E>�K?<�;8K<�G@:B<I�

0?<�I<JLCK�F=�8CC�:C<8I<;�KI8EJ8:K@FEJ�N@CC�8GG<8I�LE;<I�K?<Cleared balance :FCLDE�=FI�8�98EB�8::FLEK�@E�K?<Bank and Cash Accounts

K89�
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,<E;@E>�KI8EJ8:K@FEJ

3?<E�DFE<P�?8J�9<<E�I<:<@M<;��9LK�G<I?8GJ�EFK�;<GFJ@K<;�@E�K?<�98EB��K?<�KI8EJ8:K@FE�:8E�9<�D8IB<;�8JPending
�/@D@C8ICP��LEK@C�8�:?<HL<

?8J�9<<E�GI<J<EK<;�8E;�G8@;�9P�K?<�98EB�FI�8�:I<;@K�:8I;�:?8I><�@J�GFJK<;�KF�8�JK8K<D<EK��@K�:8E�9<�J?FNE�8JPending
�0F�;F�K?@J��J<C<:KOn

a later date @E�K?<Cleared =@<C;��9LK�;F�EFK�<EK<I�8�;8K<
�0?<�;<=8LCK�:FE;@K@FE�N@CC�9<Pending�

%EK<I�8::FLEK�KI8EJ=<IJ

3?<E�KI8EJ=<IJ�8I<�D8;<�9<KN<<E�8::FLEKJ�@E�K?<Inter Account Transfers K89��JK8KLJ�F=�9FK?�K?<�FLK>F@E>�8E;�@E:FD@E>�C<>J�F=�K?<

KI8EJ=<I�:8E�9<�8EEFK8K<;�J<G8I8K<CP��@=�K?<P�@EMFCM<�98EB�8::FLEKJ�
�%E�K?<�@CCLJKI8K@FE�9<CFN��8�E@>?KCP�;<GFJ@K�F=�:8J?�I<:<@GKJ�=IFD�8Petty

cash8::FLEK�?8J�9<<E�I<:FI;<;��9LK�K?<�98EB�KI8EJ8:K@FE�N@CC�EFK�:C<8I�LEK@C�8K�C<8JK�K?<�=FCCFN@E>�;8P
�/F�K?<�:C<8I8E:<�;8K<�@J�C<=K�8J

Pending�

)FE@KFI@E>�JK8KLJ

%=�8EP�G<E;@E>�;<GFJ@KJ�FI�N@K?;I8N8CJ�<O@JK��K?<P�N@CC�8LKFD8K@:8CCP�9<�J?FNE�@E�J<G8I8K<�:FCLDEJ�@E�K?<Bank and Cash Accounts K89�

� �8EB�.<:FE:@C@8K@FE�/K8K<D<EK:8E�9<�GIF;L:<;�8;ALJK@E>�8E�8::FLEK�JK8K<D<EK�=FI�G<E;@E>�;<GFJ@KJ�8E;�N@K?;I8N8CJ
�0?@J�:8E�?<CG

<EJLI<�98EB�I<:FI;J�D8K:?�8::FLEK@E>�I<:FI;J�@E�)8E8><I


�C<8I@E>�8�G<E;@E>�KI8EJ8:K@FE

+E:<�8�G<E;@E>�KI8EJ8:K@FE�?8J�:C<8I<;�FE�K?<�I<:FI;J�F=�K?<�=@E8E:@8C�@EJK@KLK@FE��;I@CC�;FNE�9P�:C@:B@E>�K?<�9CL<�98C8E:<�LE;<IPending

deposits FI Pending withdrawals =FI�K?<�98EB�8::FLEK�@EMFCM<;�@E�K?<Bank Accounts K89
��C@:BEdit 9<J@;<�K?<�G8IK@:LC8I

KI8EJ8:K@FE�
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!EK<I�K?<�:C<8I8E:<�;8K<
��/<<�@CCLJKI8K@FEJ�89FM<
�

�
�
� %DGFIK�98EB�JK8K<D<EKJ

0F�J8M<�K@D<��PFL�:8Eimport bank statement KI8EJ8:K@FEJ�@EJK<8;�F=�D8EL8CCP�<EK<I@E>�K?<D


 FNECF8;�PFLI�98EB�JK8K<D<EK

+=�:FLIJ<��PFL�:8E�FECP�;F�K?@J�@=�PFLI�98EB�FI�FK?<I�=@E8E:@8C�@EJK@KLK@FE�8CCFNJ�PFL�KF�<C<:KIFE@:8CCP�<OGFIK�K?<�JK8K<D<EK�=@IJK
�"FCCFN�PFLI

98EB[J�GIF:<;LI<J�=FI�;<=@E@E>�8E;�;FNECF8;@E>�8�JK8K<D<EK�FI�KI8EJ8:K@FE�C@JK
�0F�C@D@K�I<;LE;8EK�KI8EJ8:K@FEJ��KIP�KF�;FNECF8;�8

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�

U 	
H@=

U 	
F=O

U 	
H=O

U 	
H9F

U 	
JK8

U 	
JN@

U 	
���

U 	
@@=

U 	
:JM

%=�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;�:FEM<IK�@K�KF

*.csv =FID8K
�%=�PFL�@DGFIK�8*.csv =@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�@E�K?<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==<IJ�EFE<�F=

K?<�FK?<I�FGK@FEJ


%DGFIK�PFLI�98EB�JK8K<D<EK

0F�@DGFIK�8�98EB�JK8K<D<EK�@EKF�)8E8><I��>F�KF�K?<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�K?<Cleared balance =@>LI<�=FI�8�JG<:@=@:�98EB�8::FLEK�@E�K?<�K89��K?<E�:C@:BImport bank statement �

�C@:BChoose File KF�9IFNJ<�KF�K?<�;FNECF8;<;�JK8K<D<EK��FI�DF;@=@<;*.csv =@C<��PFL�N8EK�KF�@DGFIK
�/<C<:K�K?<�98EB�8::FLEK�=FI�N?@:?

PFL�8I<�@DGFIK@E>�K?<�JK8K<D<EK��K?@J�N@CC�9<�GI<J<C<:K<;�@=�PFL�@E@K@8K<;�K?<�@DGFIK�9P�:C@:B@E>�FE�K?<�:C<8I<;�98C8E:<�=FI�8E�8::FLEK��

�C@:BNext 
�.<M@<N�K?<�JLDD8IP�F=�KI8EJ8:K@FEJ�KF�9<�@DGFIK<;�8E;�GI<JJ�K?<Import 9LKKFE�

�� Note

)8E8><I�?8J�K?<�89@C@KP�KF�I<:F>E@Q<�DFJK�;LGC@:8K<�KI8EJ8:K@FEJ��98J<;�FE�KPG<��;8K<��8E;�8DFLEK
�%E�K?<�@DGFIK�@CCLJKI8K<;

89FM<��)8E8><I�;F<J�EFK�I<:F>E@Q<�8EP�;LGC@:8K<J�8E;�@DGFIKJ�8CC�KI8EJ8:K@FEJ
�$FN<M<I��@=�D8EP�KI8EJ8:K@FEJ�?8M<�8CI<8;P

9<<E�@DGFIK<;��PFL�D@>?K�;<:@;<�KF�>F�98:B�KF�PFLI�98EB[J�GFIK8C�8E;�:?8E><�G8I8D<K<IJ�=FI�K?<�JK8K<D<EK�;FNECF8;


�=K<I�K?<�@DGFIK�@J�:FDGC<K<��)8E8><I�I<KLIEJ�PFL�KF�K?<Bank and Cash Accounts K89
�$<I<��PFL�N@CC�J<<�:FCLDEJ�=FIUncategorized

Receipts 8E; Uncategorized Payments �
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0I8EJ8: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�:FII<:KCP�@;<EK@=@<;�9P�<O@JK@E>�I<:<@GK

8E;�G8PD<EK�ILC<J
�0?<P�8I<�K<DGFI8I@CP�GFJK<;�KF�K?<Suspense8::FLEK
� I@CC�;FNE�9P�:C@:B@E>�FE�<@K?<I�=@>LI<
�"FI�@CCLJKI8K@FE��K?<

Uncategorized Receipts =@>LI<�@E�K?@J�<O8DGC<�P@<C;J�

1E:8K<>FI@Q<;�KI8EJ8:K@FEJ�:8E�9<�GFJK<;�KF�8GGIFGI@8K<�8::FLEKJ�KNF�N8PJ�

U �P�<;@K@E>

U �P�ILC<

,FJK�9P�<;@K@E>

�C@:B�K?<Edit 9LKKFE�FE�K?<�C@E<�=FI�8�KI8EJ8:K@FE
�)8EL8CCP�:?FFJ<�K?<�GFJK@E>�8::FLEK
��FDGC<K<�8EP�FK?<I�@E=FID8K@FE�PFL�N8EK�KF

8;;�KF�K?<�KI8EJ8:K@FE�8E;�:C@:BUpdate 
�/LGGFJ<�K?<�=@IJK�I<:<@GK�FE�K?<�C@JK�@E�K?@J�<O8DGC<�@J�I<:F>E@Q<;�8J�8�FE<�K@D<�I<:<@GK�=IFD�8

=FI<@>E�:LJKFD<I�LEC@B<CP�KF�9LP�8>8@E


0?8K�KI8EJ8:K@FE�@J�<;@K<;��8;;@E>�K?<�:LJKFD<I[J�E8D<�8E;�J<C<:K@E>�K?<Sales@E:FD<�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�=FI�=LKLI<�JK8K<D<EK�@DGFIKJ�KF�GFJK�9P

ILC<
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,FJK�9P�ILC<

3?<E�J@D@C8I�KI8EJ8:K@FEJ�8I<�<OG<:K<;�@E�K?<�=LKLI<��I<:<@GK�FI�G8PD<EK�ILC<J�:8E�9<�;<=@E<;�KF�I<:F>E@Q<�8E;�GFJK�K?<D�8LKFD8K@:8CCP
�%E

K?@J�<O8DGC<��@EK<I<JK�@J�<OG<:K<;�KF�9<�<8IE<;�FE�8�;<GFJ@K�:<IK@=@:8K<�8K�*8K@FE8C��8EB�<M<IP�DFEK?
�/F�K?<New Receipt Rule 9LKKFE�@J

:C@:B<;�9<J@;<�K?8K�<EKIP
���ILC<�@J�;<=@E<;�

/@D@C8ICP��ILC<J�8I<�;<=@E<;�=FI�K?<�I<D8@E@E>�KI8EJ8:K@FEJ��8CC�F=�N?@:?�8I<�<OG<:K<;�KF�9<�I<G<8K<;
�0?<J<�@E:CL;<�ILC<J�=FI�I<:<@GKJ�=IFD

M8I@FLJ�:LJKFD<IJ�GFJK<;�KF�K?<Sales8::FLEK��@EK<I<JK�<8IE<;�FE�8�:?<:B@E>�8::FLEK�GFJK<;�KFInterest received��I<M<IJ8C�F=�8�G8G<I

JK8K<D<EK�=<<��F==<I<;�8J�8�GIFDFK@FE�9P�K?<�98EB��GFJK<;�KFBank charges��8E;�FE<�=FI�:FEKI@9LK@FEJ�F=�NFIB@E>�:8G@K8C�KF�K?<Retained

earnings 8::FLEK�9P�K?<�FNE<I


�=K<I�ILC<J�8I<�;<=@E<;��KI8EJ8:K@FEJ�I<:F>E@Q<;�8::FI;@E>�KF�8E�<O@JK@E>�ILC<�?8M<�K?<@I�K<EK8K@M<�GFJK@E>�8::FLEK�C@JK<;�@E�>I<<E
�0<EK8K@M<

G8P<IJ�8I<�8CJF�EFN�C@JK<;��J@E:<�K?FJ<�N<I<�;<=@E<;�@E�K?<�ILC<J�

%=�PFL�8I<�EFK�J8K@J=@<;�N@K?�I<JLCKJ�F=�PFLI�ILC<J��:C@:B�K?<Edit Bank Rule 9LKKFE�=FI�8E�8==<:K<;�KI8EJ8:K@FE�8E;�8;ALJK�K?<�ILC<
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3?<E�8CC�KI8EJ8: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�DFJK�J@KL8K@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<;�D8EL8CCP�N@CC�EF�CFE><I

8GG<8I�@E�K?<�C@JK
�

�� Note

)8E8><I�N@CC�EFK�@DGFIK�G8P<I�FI�G8P<<�@E=FID8K@FE�=IFD�K?<�98EB�JK8K<D<EK��9<:8LJ<�:FDGC<K@FE�F=�K?<Payer/Payee

=@<C;�I<HL@I<J�;<J@>E8K@FE�F=�K?<�G8P<I�G8P<<�8J�8Customer� Supplier��FI Other��8E;�EF�98EB�JK8K<D<EK�:FEK8@EJ�K?8K

@E=FID8K@FE
�0?<I<=FI<��G8P<IJ�G8P<<J�DLJK�9<�<;@K<;�D8EL8CCP�FI��GI<=<I89CP��@E:CL;<;�@E�ILC<J


�� Caution

�8EB�JK8K<D<EK�@DGFIKJ�?8M<�K?<�GFK<EK@8C�KF�;LGC@:8K<�KI8EJ8:K@FEJ�8CI<8;P�<EK<I<;�<@K?<I�D8EL8CCP�FI�9P�GI@FI�@DGFIK


0?<P�D@>?K�8CJF�<C@D@E8K<�KI8EJ8:K@FEJ�<IIFE<FLJCP�8J�;LGC@:8K<J�N?<E�;8K<J�8E;�8DFLEKJ�8I<�K?<�J8D<
��0?@J�:FLC;

?8GG<E��=FI�<O8DGC<��N?<E�8�=I<HL<EK�:LJKFD<I�9LPJ�K?<�J8D<�K?@E>�J<M<I8C�K@D<J�@E�FE<�;8P�8E;�JFD<�KI8EJ8:K@FEJ�8I<

<EK<I<;�D8EL8CCP
�

/FD<�@DGFIK�=FID8KJ��FI�GFFI�@DGC<D<EK8K@FE�F=�K?<D�9P�=@E8E:@8C�@EJK@KLK@FEJ��8CJF�?8M<�K?<�GFK<EK@8C�=FI�;8K<

8D9@>L@K@<J�N?<E�KI8EJ8:K@FEJ�8I<�C@D@K<;�KF�<8ICP�@E�8�DFEK?��;8PJ���������FI�I<GI<J<EK�P<8IJ�N@K?�FECP�KNF�;@>@KJ


0F�D@E@D@Q<�GIF9C<DJ��K?FIFL>?CP�I<M@<N�@DGFIK<;�KI8EJ8:K@FEJ�N?<E�K?<�GIF:<JJ�@J�:FDGC<K<
�!;@K�D8EL8CCP��@=�E<:<JJ8IP


0?<�98EB�JK8K<D<EK�@DGFIK�=<8KLI<�@J�D<8EK�KF�J8M<�K@D<�@E�;8K8�<EKIP��EFK�JL9JK@KLK<�=FI�I<>LC8I�I<M@<N�8E;�FM<IJ@>?K


�
�
� 1J<�DLCK@GC<�:LII<E:@<J

%=�PFLI�9LJ@E<JJ�FG<I8K<J�@Emultiple currencies ��K?<�=@IJK�JK<G�KF�J<K�PFLI�98J<�:LII<E:P
�"FCCFN�K?<�GIF:<;LI<�@E8EFK?<I�#L@;<
�+E:<�PFL

J<K�PFLI�98J<�:LII<E:P��=FIDJ�8E;�I<GFIKJ�N@CC�@E:CL;<�K?<�JPD9FC�=FI�@K
��P�;<=8LCK��8CC�<O@JK@E>�8::FLEKJ�8E;�JL98::FLEKJ�N@CC�9<

;<EFD@E8K<;�@E�K?<�98J<�:LII<E:P


5FL�:8E�8CJF�;<=@E<�8E;�:LJKFD@Q<�=FI<@>E�:LII<E:@<J�9P�=FCCFN@E>�GIF:<;LI<J�@EK?@J�#L@;<
�3?<E�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 Bank and Cash Accounts

U Expense Claims

U Customers

U Suppliers

U Employees

U Special Accounts

U Journal Entries

�� Note

3?<E�K?<�=@IJK�;<EFD@E8K@FE�@E�8�J<:FE;�:LII<E:P�@J�J<K��8E�8::FLEK�E8D<;Foreign exchange gains (losses)@J�8:K@M8K<;

8LKFD8K@:8CCP
�)8E8><I�LJ<J�K?@J�8::FLEK�KF�I<:FI;�>8@EJ�8E;�CFJJ<J�;L<�KF�=CL:KL8K@FEJ�@E�<O:?8E><�I8K<J
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�� Example

*FIK?N@E;�0I8;<IJ�:FE;L:KJ�@KJ�FNE�9LJ@E<JJ�@E�!LIFJ
��LK�@K�?8J�J<M<I8C�:LJKFD<IJ�FG<I8K@E>�@E�FK?<I�:LII<E:@<J
�%K�J<KJ

!LIFJ�8J�@KJ�98J<�:LII<E:P
�%KJ��8C8E:<�/?<<K�@J�EFN�;<EFD@E8K<;�@E�!LIFJ�

0F�?8E;C<�@KJ��I@K@J?�:LJKFD<IJ��*FIK?N@E;�0I8;<IJ�D8@EK8@EJ�8�98EB�8::FLEK�@E�(FE;FE�;<EFD@E8K<;�@E�GFLE;J
�3?<E

J<KK@E>�LG�K?@J�98EB�8::FLEK�@E�K?<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<JG<:K@M<�:LII<E:@<J�

)<8EN?@C<��K?<Summary K89�:FEM<IKJ�<M<IPK?@E>�KF�K?<�98J<�:LII<E:P�8::FI;@E>�KF�<O:?8E><�I8K<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�

)FJK�KI8EJ8: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�=FI<@>E

:LII<E:P�=FI�8�:LJKFD<I��8CC�K?<@I�@EMF@:<J��:I<;@K�EFK<J�8E;�HLFK<J�N@CC�9<�;<EFD@E8K<;�@E�K?8K�=FI<@>E�:LII<E:P


/FD<�K89J��JL:?�8J Expense Claims FI Journal Entries ��8CCFN�PFL�KF�JG<:@=P�K?<�=FI<@>E�:LII<E:P�FE�8�KI8EJ8:K@FE�C<M<C
�"FI�<O8DGC<�

LE;<I Expense Claims K?@J�@J�LJ<=LC�N?<E�8E�<DGCFP<<�@J�KF�9<�I<@D9LIJ<;�@E�K?<�98J<�:LII<E:P�9LK�K?<�<OG<EJ<�N8J�@E:LII<;�@E�8

=FI<@>E�:LII<E:P
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/FD<�KI8EJ8:K@FEJ�8CJF�8CCFN�PFL�KF�=FI:<�K?<�GIF>I8D�KF�8::<GK�8�D8EL8CCP�<EK<I<;�=FI<@>E�:LII<E:P�8DFLEK�8J�9<@E>�<HL@M8C<EK�KF�8�98J<

:LII<E:P�8DFLEK
�1J@E>�K?@J�=<8KLI<�8MF@;J�:?8E><J�KF�K?<�JK8KLJ�F=�I<C8K<;�KI8EJ8:K@FEJ�8J�<O:?8E><�I8K<J�=CL:KL8K<
�%EJK<8;��;@==<I<E:<J

:8LJ<;�9P�<O:?8E><�I8K<�:?8E><J�8I<�K8B<E�LG�8LKFD8K@:8CCP�@E�K?<Foreign exchange gains (losses)8::FLEK�
�%=�K?@J�@J�GFJJ@9C<�=FI�8�G8IK@:LC8I

KI8EJ8:K@FE��8E�FGK@FE8C�=@<C;�8GG<8IJ�=FI�K?<�8CK<IE8K<Currency amountCurrency amount 
�)8B@E>�K?8K�<EKIP�<EJLI<J�K?<�J8C<J�@EMF@:<�N@CC�I<D8@E�G8@;�@E�=LCC

8E;�E<M<I�9<:FD<�FM<IG8@;
�%K�8CJF�<EJLI<J�K?<�:LJKFD<I[J�98C8E:<�@EAccounts receivableN@CC�EFK�M8IP�LE<OG<:K<;CP


�� Example

*FIK?N@E;�I<:<@M<J�������!LIFJ�@EKF�8�!LIF�;<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�!LIFJ��9LK�@E:CL;<J�8E�FGK@FE8C�=@<C;�N?<I<�K?<�FI@>@E8C

@EMF@:<�8DFLEK�@E�GFLE;J�:8E�9<�<EK<I<;�

�
�
� �FEM<IK�8�98EB�FI�:8J?�8::FLEK�@EKF�K?<�FK?<I�KPG<

5FL�:8E convert a bank or cash account into the other type ��KI8EJ=<II@E>�8CC�GI@FI�KI8EJ8:K@FEJ�KF�@K�8CFE>�N@K?�K?<�8::FLEK�@KJ<C=
�0?@J

D@>?K�9<�E<:<JJ8IP�@E�K?<�=FCCFN@E>�:@I:LDJK8E:<J�

U 0?<�8::FLEK�N8J�D@J:8K<>FI@Q<;�N?<E�=@IJK�:I<8K<;�GI@FI�KF�M<IJ@FE���
�
�
���CC�98EB�8E;�:8J?�8::FLEKJ�N<I<�?8E;C<;�LE;<I�8�J@E>C<

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�D8@EK8@E<;�9P�8�=@E8E:@8C

@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;�KI8EJ8:K@FEJ�<EK<I<;��JF�@K�:8EEFK�9<

;<C<K<;


�FEM<IK�8E�8::FLEK

#F�KF�K?< Bank and Cash Accounts K89
�%E�K?<�CFN<I�I@>?K�:FIE<I�F=�K?<�J:I<<E��:C@:BConvert �

%E�K?<�;IFG;FNE�D<EL��J<C<:K�K?<�8::FLEK�PFL�N8EK�KF�:FEM<IK��K?<E�:C@:B�K?<Convert 9LKKFE�

.<JLCKJ�F=�:FEM<IJ@FE

)8E8><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<M@FLJCP�<EK<I<;�@E�K?<�:FEM<IK<;

8::FLEK�N@CC�8CC�9<�GI<J<IM<;
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�� Notes

3?<E�98EB�8::FLEKJ�8I<�:FEM<IK<;�KF�:8J?�8::FLEKJ��G<E;@E>�KI8EJ8:K@FE�@E=FID8K@FE�@J�EF�CFE><I�;@JGC8P<;��9<:8LJ<�8CC

:8J?�8::FLEK�KI8EJ8:K@FEJ��9P�;<=@E@K@FE��:C<8I�@DD<;@8K<CP
�$FN<M<I��G<E;@E>�JK8KLJ�@E=FID8K@FE�@J�EFK�CFJK
�%=�K?<�8::FLEK

@J�:FEM<IK<;�=IFD�:8J?�98:B�KF�98EB��K?<�G<E;@E>�@E=FID8K@FE�N@CC�FE:<�8>8@E�9<�J?FNE


�LJKFD�=@<C;�:FEK<EK�N@CC�EFK�9<�:8II@<;�FM<I�N?<E�:FEM<IK@E>�8::FLEKJ��<M<E�@=�9FK?�KPG<J�F=�8::FLEKJ�?8M<�@;<EK@:8CCP

E8D<;�:LJKFD�=@<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�:FEM<IK<;
�0?<

:FEM<IK<;�8::FLEK�:8E�JL9J<HL<EKCP�9<�@E8:K@M8K<;�8>8@E


�
� .<:<@GKJ

�
�
� .<:FI;�8�I<:<@GK

)FE<P�I<:<@M<;�@E�8EP�N8P�9P�8�9LJ@E<JJ�@J�8receipt 
��<=FI<�FE<�:8E�9<�I<:FI;<;��8K�C<8JK�FE<:8J?�8::FLEK FI 98EB�8::FLEKDLJK�9<

<JK89C@J?<;
�0?<Receipts K89DLJK�8CJF�9<�<E89C<;


�8J@:�I<:<@GKJ

+E:<�8K�C<8JK�FE<�:8J?�FI�98EB�8::FLEK�<O@JKJ��I<:<@GKJ�8I<�I<:FI;<;�@E�K?<Receipts K89�9P�:C@:B@E>�FENew Receipt �

�

�FDGC<K<�K?<�<EKIP
�/:I<<E�C8PFLK�M8I@<J�;<G<E;@E>�FE�N?@:?�FGK@FEJ�8I<�:?<:B<;�

U DateDate @J�8LKFD8K@:8CCP�=@CC<;�N@K?�KF;8P[J�;8K<��9LK�:8E�9<�<;@K<;


U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�:?<HL<�ELD9<IJ��98EB�:FE=@ID8K@FE�ELD9<IJ��FI�FK?<I�@EK<IE8C�J<HL<E:<J
�%=�K?<�9FO

N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I�N@CC�ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I

8DFE>�8CC�<O@JK@E>�I<:<@GKJ�8E;�8;;��


U Paid byPaid by @J�K?<�G<IJFE�FI�<EK@KP�=IFD�N?FD�DFE<P�@J�9<@E>�I<:<@M<;
Other 8CCFNJ�=I<<�K<OK�<EKI@<J
��LKCustomerFI Supplier :8E

8CJF�9<�J<C<:K<;��@E�N?@:?�:8J<�K?<Paid by =@<C;�9<:FD<J�8�;IFG;FNE�C@JK�F=�GI<;<=@E<;�:LJKFD<IJ�FI�JLGGC@<IJ��8J�8GGIFGI@8K<�
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�� Note

%=�8�:LJKFD<I�FI�JLGGC@<I�@J�:?FJ<E��K?<�8;;I<JJ�=FI�K?8K�:LJKFD<I�FI�JLGGC@<I�N@CC�9<�;@JGC8P<;�FE�K?<�:FDGC<K<;

I<:<@GK�=FID
�%K�N@CC�EFK��?FN<M<I��J?FN�FE�K?<�<EKIP�J:I<<E


U Received inReceived in @J�N?<I<�PFL�J<C<:K�K?<�98EB�FI�:8J?�8::FLEK�@EKF�N?@:?�K?<�DFE<P�@J�9<@E>�I<:<@M<;


U %=�8�98EB�8::FLEK�@J�J<C<:K<;��8ClearedCleared =@<C;�8GG<8IJ��@E�N?@:?On the same dateFI On a later date :8E�9<�:?FJ<E
�/K8KLJ�@J�J<K�KF

On the same date9P�;<=8LCK�=FI�98EB�KI8EJ8:K@FEJ
�"FI�KI8EJ8:K@FEJ�EFK�:C<8I<;�K?<�J8D<�;8K<��K?<�:C<8I8E:<�;8K<�D8P�9<�<EK<I<;�

�EFK?<I #L@;<:FM<IJ�:C<8I<;�8E;�G<E;@E>�KI8EJ8:K@FEJ�@E�>I<8K<I�;<K8@C
�0?<J<�=@<C;J�8I<�89J<EK�=FI�:8J?�8::FLEK�KI8EJ8:K@FEJ


U DescriptionDescription @J�8E�FGK@FE8C�JLDD8IP�F=�K?<�FM<I8CC�KI8EJ8:K@FE


U ItemItem =@<C;�:8E�9<�LJ<;�KF�<EK<I�GI<;<=@E<;@EM<EKFIPFI EFE�@EM<EKFIP�@K<DJ
�%=�PFL�?8M<�EF�GI<;<=@E<;�@K<DJ��K?@J�=@<C;�N@CC�EFK

8GG<8I
�)8B@E>�8�J<C<:K@FE�?<I<�N@CC�GI<=@CC�J<M<I8C�FK?<I�=@<C;J�FE�K?<�C@E<


U AccountAccount @J�K?<�8::FLEK�KF�N?@:?�K?<�I<:<@GK�N@CC�9<�GFJK<;


U DescriptionDescription FE�@E;@M@;L8C�C@E<�@K<DJ�8CCFNJ�DFI<�JG<:@=@:�@E=FID8K@FE�KF�9<�8;;<;
�0?@J�=@<C;�@J�;@JGC8P<;�FECP�@=�K?<Column ÑColumn Ñ

DescriptionDescription :?<:B9FO�9<CFN�K?<�C@E<�@K<D�J��@J�:?<:B<;


U QtyQty @J�N?<I<�PFL�<EK<I�K?<�HL8EK@KP�F=�>FF;J�FI�J<IM@:<J�=FI�K?<�C@E<�@K<D
�%=�C<=K�9C8EB��K?<�GIF>I8D�@EK<IGI<KJ�K?<�HL8EK@KP�8J��
�0?@J

=@<C;�FECP�8GG<8IJ�N?<E�K?<Column Ñ QtyColumn Ñ Qty 9FO�@J�:?<:B<;


U Unit priceUnit price C@JKJ�K?<�GI@:<�F=�8�J@E>C<�LE@K�FI��@=�K?<Qty =@<C;�@J�C<=K�9C8EB��F=�K?<�<EK@I<�8DFLEK�=FI�K?<�C@E<�@K<D


U � Tax CodeTax Code :8E�9<�J<C<:K<;�@=�8EP�?8M<�9<<E�;<=@E<;and @=�K?<Account =@<C;�:FEK8@EJ�8E�8::FLEK�KF�N?@:?�K8O�:F;<J�:8E�9<

8GGC@<;


U DivisionDivision 8E; ProjectProject =@<C;J�8GG<8I�@=�8EP�8I<�;<=@E<;�8E;�K?<Account J<C<:K<;�@J�=IFD�K?<�,IF=@K�8E;�(FJJ�/K8K<D<EK


U �E Inventory locationInventory location =@<C;�8GG<8IJ�@=@EM<EKFIP�CF:8K@FEJ8I<�;<=@E<;�8E;�8E�@EM<EKFIP�@K<D�@J�J<C<:K<;�=FI�8�C@E<�@K<D�

U Amounts are tax exclusiveAmounts are tax exclusive :FEKIFCJ�?FN�K8O<J�8I<�:8C:LC8K<;
��?<:B�K?<�9FO�@=�K8O<J�8I<�EFK�@E:CL;<;�@E�LE@K�GI@:<J
�1E:?<:B�K?<

9FO�@=�K8O<J�8I<�8CI<8;P�@E:CL;<;�@E�LE@K�GI@:<J
�0?@J�:?<:B�9FO�8GGC@<J�KF�K?<�<EK@I<�KI8EJ8:K@FE
�0?<�=FID8K�F=�K?<�=FID�:?8E><J

JFD<N?8K�N?<E�K?@J�9FO�@J�:?<:B<;


U 0?< Column - DiscountColumn - Discount :?<:B9FO�C<KJ�PFL�8GGCPPercentageFI Exact amount;@J:FLEKJ


U 0?< Fixed totalFixed total :?<:B9FO�@J�LJ<=LC�N?<E�8E�FM<I8CC�KFK8C�@J�9<@E>�JGC@K�9<KN<<E�GFJK@E>�8::FLEKJ
��EP�8DFLEK�9P�N?@:?�K?<

:LII<EKCP�<EK<I<;�JGC@K�@JOut of balanceOut of balance 8GG<8IJ�@E�K?<�=@<C;�F=�K?8K�E8D<


U � Custom themeCustom theme :8E�9<�:?FJ<E
��M8@C89C<�K?<D<J�8I<�J<C<:K<;�@E�8�;IFG;FNE�9FO�K?8K�8GG<8IJ�@=�K?<�9FO�@J�:?<:B<;


U � Custom titleCustom title :8E�9<�<EK<I<;�KF�D8K:?�CF:8C�LJ8><
�!EK<I�K?<�K@KC<�@E�K?<�K<OK�=@<C;�K?8K�8GG<8IJ�@=�K?<�9FO�@J�:?<:B<;


U Show tax amount columnShow 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@:BCreate KF�J8M<�K?<�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�:LJKFD<IJ�8>8@EJK�J8C<J�@EMF@:<J�:8E�9<�<EK<I<;�KNF�N8PJ�

U �J�8�98J@:�I<:<@GK

U "IFD�8�J8C<J�@EMF@:<

As a basic receipt

0F�<EK<I�8�I<:<@GK�8>8@EJK�8�JG<:@=@:�@EMF@:<��GFJK�@K�KFAccounts receivable��K?<Customer��8E;�K?<Invoice�

�� Note

%=�8�:LJKFD<I�?8J�9<<E�:?FJ<E�@E�K?<Paid by =@<C;��K?8K�:LJKFD<I�N@CC�9<�8LKFD8K@:8CCP�<EK<I<;�

Partial receipts

3?<E�I<:<@M@E>�DFE<P�=FI�FECP�G8IK�F=�K?<�98C8E:<�;L<�FE�8�J8C<J�@EMF@:<��GFJK�K?<�KI8EJ8:K@FE�8J�89FM<��9LK�<EK<I�FECP�K?<�8DFLEK�8:KL8CCP

I<:<@M<;
�)8E8><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�JK<GJ�8I<

E<:<JJ8IP


Receipts for multiple sales invoices

3?<E�I<:<@M@E>�DFE<P�=IFD�8�:LJKFD<I�=FI�DLCK@GC<�J8C<J�@EMF@:<J��C<8M<�K?<Invoice ;IFG;FNE�=@<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<I��@=�K?<�I<:<@GK�@J

;<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

0F�I<:FI;�8�I<:<@GK�N?@C<�M@<N@E>�8�J8C<J�@EMF@:<��:C@:B�FENew Receipt �
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��I<:<@GK�<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@FE�KF�<EK<I�K?<�=LCC

8DFLEK�;L<�FE�K?<�J8C<J�@EMF@:<
�%=�K?<�I<:<@GK�@J�=FI�FECP�G8IK�F=�K?<�98C8E:<�;L<��<;@K�K?<�8DFLEK�I<:<@M<;�9P�8;ALJK@E>�K?<�LE@K�GI@:<


+K?<I�J@KL8K@FEJ

5FL�8I<�EFK�I<JKI@:K<;�KF�LJ@E>�FECP�J@DGC<�@E:FD<�8::FLEKJ�FIAccounts receivableKF�GFJK�I<:<@GKJ
�"FI�<O8DGC<��@=�DFE<P�@J�I<:<@M<;�=IFD�8

9LJ@E<JJ�FNE<I�J<K�LG�LE;<I�K?<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;�LJ@E>�I<:<@GKJ
�"FI�DFI<�@E=FID8K@FE�FE�J<CC@E>�N@K?FLK�J8C<J�@EMF@:<J�J<<�K?@J

#L@;<


�
�
� 1J<�I<:<@GK�ILC<J�KF�:8K<>FI@Q<�@DGFIK<;�KI8EJ8:K@FEJ

Receipt rules 8I<�;<:@J@FE�:I@K<I@8�PFL�;<=@E<�JF�)8E8><I�:8E�8LKFD8K@:8CCP�:8K<>FI@Q<�FI�GFJK�I<:<@GKJ�KF�:FII<:K�8::FLEKJ�8E;�G8P<IJ�N?<E

PFL�@DGFIK�98EB�JK8K<D<EKJ
�,IF:<;LI<J�=FI�@DGFIK@E>�JK8K<D<EKJ�8I<�;<J:I@9<;�@E8EFK?<I�#L@;<


 <=@E<��<;@K��FI�;<C<K<�8�I<:<@GK�ILC<

.<:<@GK�ILC<J�:8E�9<�;<=@E<;��<;@K<;��FI�;<C<K<;�@E�K?<Settings K89�8=K<I�:C@:B@E>Receipt Rules �

�

0F�;<=@E<�8�E<N�I<:<@GK�ILC<��:C@:BNew Receipt Rule 8E;�:FDGC<K<�K?<�;<J:I@GK@FE�

U /<C<:K�K?<�98EB�8::FLEK�KF�N?@:?�K?<�ILC<�N@CC�8GGCP�LE;<IIf bank account is:If bank account is: 
�+I��C<8M<�K?<�;<=8LCK�<EKIP�Suspense��N?<E�K?<

ILC<�N@CC�8GGCP�8:IFJJ�8CC�PFLI�98EB�8::FLEKJ
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U !EK<I�8EP�=@E8E:@8C�J<8I:?�:I@K<I@8�LE;<IÉand amount is:Éand amount is: 
�0?<�;<=8LCK�@JAny amount
��K<IE8K@M<J�@E:CL;<�

U !EK<I�8EP�;<J:I@GK@M<�J<8I:?�:I@K<I@8�LE;<IÉand description contains:Éand description contains: 
�0?@J�DLJK�9<�8�C@K<I8C�JKI@E>
�)LCK@GC<�:I@K<I@8�:8E�9<

@E:CL;<;�9P�:C@:B@E>Add line 
�)LCK@GC<�:I@K<I@8�8I<�<M8CL8K<;�8J�8��FFC<8E��* �FG<I8K@FE��D<8E@E>�8CC�:I@K<I@8�DLJK�9<

:FEK8@E<;�@E�K?<�;<J:I@GK@FE


U %EPaid byPaid by ��:?FFJ<�K?<�<EK@KP�=IFD�N?@:?�DFE<P�@J�I<:<@M<;
�0F�;F�K?@J��=@IJK�J<C<:K�K?<�G8P<I�KPG<�8JCustomer� Supplier��FI Other
�%=

CustomerFI Supplier@J�J<C<:K<;��:LJKFD<IJ�8E;�JLGGC@<IJ�8CI<8;P�;<=@E<;�@E�K?<Customers FI Suppliers K89J�N@CC�9<

8M8@C89C<
�%=Other @J�J<C<:K<;��K?<�=@<C;�@J�=I<<�K<OK��8E;�8EP�E8D<�:8E�9<�<EK<I<;�

U /G<:@=P�K?<�GFJK@E>AccountAccount 


U Tax CodeTax Code 8E; DivisionDivision :8E�9<�J<C<:K<;�@=�8EP�?8M<�9<<E�;<=@E<;and 8E�8GGC@:89C<�8::FLEK�?8J�9<<E�:?FJ<E
�+K?<IN@J<��K?FJ<

=@<C;J�;F�EFK�8GG<8I


U �?<:B9FO<J�=FIColumn Ñ DescriptionColumn Ñ Description 8E; Column Ñ QtyColumn Ñ Qty :8LJ<�:FII<JGFE;@E>�=@<C;J�KF�8GG<8I
�+K?<IN@J<��K?FJ<�=@<C;J�8I<

89J<EK��8J�J?FNE�@E�K?<�@CCLJKI8K@FE�89FM<


�� Notes

3?<E�8�:FEKIFC�8::FLEK�@J�J<C<:K<;��JL:?�8JAccounts receivable��8E�8;;@K@FE8C�;IFG;FNE�=@<C;�N@CC�8GG<8I�9<J@;<�K?<

8::FLEK�=@<C;�KF�J<C<:K�8�JL9J@;@8IP�C<;><I��JL:?�8J�K?<�:LJKFD<I
�%=�8�JL9J@;@8IP�C<;><I�@J�EFK�J<C<:K<;��KI8EJ8:K@FEJ�=@KK@E>

K?<�J<8I:?�:I@K<I@8�N@CC�9<�GFJK<;�KFSuspense
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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�9LJ@E<JJ�98EB

8::FLEK�8E;�@J�8CN8PJ�;<J:I@9<;�@E�?@J�98EB�JK8K<D<EKJ�8J� !,+/%0��!.0%"%��0!�%*0!.!/0�*�0(���*'
�/F�?<�:I<8K<J�8

I<:<@GK�ILC<�KF�8LKFD8K@:8CCP�GFJK�8EP�I<:<@GK�@E�?@JMain business accountN@K?�K?<�G?I8J<� !,+/%0��!.0%"%��0!�%*0!.!/0

*�0(���*'�KF�?@J Interest received@E:FD<�8::FLEK
�$<�KI8:BJ�@E:FD<�8E;�<OG<EJ<J�=FI�?@J�9I8E:?�F==@:<J�J<G8I8K<CP�LJ@E>

;@M@J@FEJ
�/F�?<�D8B<J�8�D8K:?@E>�J<C<:K@FE�@E�K?<�8GGIFGI@8K<�=@<C;�

�C@:BCreate N?<E�=@E@J?<;
�0?<�ILC<�N@CC�8GG<8I�@E�K?<�C@JK�F=�I<:<@GK�ILC<J�@E�K?<Settings K89�

0F�<;@K�FI�;<C<K<�8�I<:<@GK�ILC<��:C@:B�K?<Edit 9LKKFE�KF�K?<�C<=K�F=�K?<�ILC<
�!;@K�8J�;<J@I<;�8E;�:C@:BUpdate FI�:C@:BDelete 


 <=@E<�8�I<:<@GK�ILC<�;LI@E>�:8K<>FI@Q8K@FE

�=K<I�8�98EB�@DGFIK�@J�:FDGC<K<��)8E8><I�I<KLIEJ�PFL�KF�K?<Bank and Cash Accounts K89
�$<I<��PFL�N@CC�J<<�8�:FCLDE�=FI

Uncategorized Receipts �
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0I8EJ8:K@FEJ�@E�K?8K�:FCLDE�?8M<�EFK�P<K�9<<E�=@E8CCP�:8K<>FI@Q<;
�0?<P�8I<�K<DGFI8I@CP�GFJK<;�KF�K?<Suspense8::FLEK
�0F�;<=@E<�E<N

I<:<@GK�ILC<J�N?@C<�:8K<>FI@Q@E>�K?FJ<�I<:<@GKJ��:C@:B�FE�K?<�ELD9<I�@E�K?<Uncategorized Receipts :FCLDE
�0?<E�:C@:B

New Receipt Rule FE�K?<�C@E<�=FI�N?@:?�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?8K�8I<�LE@HL<��JL:?�8J

I<=<I<E:<�ELD9<IJ��@EMF@:<�ELD9<IJ��FI�;8K<J
�+E:<�F==�KI8EJ8:K@FEJ�K?8K�8I<�@E=I<HL<EK�J?FLC;�9<�:8K<>FI@Q<;�@E;@M@;L8CCP�9P�:C@:B@E>

Edit I8K?<I�K?8E�9P�:I<8K@E>�ILC<J
�.<:<@GKJ�PFL�<;@K�D8EL8CCP�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�KI8EJ8:K@FEJ�D8K:?<;�9P�E<N�ILC<J�9P�:?<:B@E>�K?<@I�9FO<J
��C@:BBatch Update 8K

K?<�9FKKFD
��CC�J<C<:K<;�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�:I<8K<;�N@CC�9<�J8M<;�@E

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��I<;L:@E>�K?<

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:FII<:KCP�:8K<>FI@Q<�8�KI8EJ8:K@FE�N@K?�LE8EK@:@G8K<;�:?8I8:K<I@JK@:J


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�J<IM@:<J�@DD<;@8K<CP�LGFE�;<C@M<IP
�*F�:I<;@K�@J�<OK<E;<;�9P�K?<�J<CC<I
�*F�8::FLEK

I<:<@M89C<�@J�:I<8K<;
�.<JLCK@E>�I<M<EL<�@J�GFJK<;�@DD<;@8K<CP�KF�8E�@E:FD<�8::FLEK��I<>8I;C<JJ�F=�N?<K?<I�K?<�9LJ@E<JJ�LJ<J8::IL8C�FI�:8J?

98J@J�8::FLEK@E>
�0?<I<=FI<�no sales invoice is required 
�0?<�<EK@I<�KI8EJ8:K@FE�F::LIJ�@E�8�J@E>C<�JK<G


�� Note

��:8J?�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=�<O:?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?<�J<CC<I�KF�K?<

:LJKFD<I


�8J?�J8C<J�8I<�<EK<I<;�@E�<O8:KCP�K?<�J8D<�N8P�8J�8EP�FK?<II<:<@GK
�0?<P�J?FLC;�JG<:@=@:8CCP�C@JK�8EP�@EM<EKFIP�@K<DJ�JFC;
���:FGP�F=�K?<

I<:<@GK�:8E�9<�>@M<E�KF�K?<�:LJKFD<I�8J�<M@;<E:<�F=�K?<�J8C<


3?<E�8�:8J?�J8C<�@J�<EK<I<;��8EP�8M8@C89C<�:I<;@KJ�K?<�:LJKFD<I�D8P�?8M<�=IFD�:I<;@K�EFK<J�FI�I<KLIEJ�N@CC�EFK�9<�8GGC@<;
�0?@J�@J�9<:8LJ<

JL:?�:I<;@KJ�8I<�I<:FI;<;�@E�:LJKFD<IJ[�JL98::FLEKJ�@EAccounts receivable��N?@:?�@J�EFK�@EMFB<;�=FI�:8J?�J8C<J
�0F�LJ<�JL:?�:I<;@KJ��8J8C<J

@EMF@:<DLJK�9<�LJ<;�@EJK<8;


3?<E�8 :LJKFD<I�JK8K<D<EK@J�:I<8K<;��:8J?�J8C<J�=FI�K?8K�:LJKFD<I�N@CC�EFK�9<�@E:CL;<;
�%=�8�:FDGC<K<�I<:FI;�F=�J8C<J�KF�8�JG<:@=@:�:LJKFD<I

@J�;<J@I<;��J8C<J�@EMF@:<J�DLJK�8>8@E�9<�LJ<;


3?<E�D8EP�:8J?�J8C<J�8I<�D8;<��JL:?�8J�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�9<�<EK<I<;

@EKF�)8E8><I
���:8J?�I<>@JK<I�FI�GF@EK�F=�J8C<�JPJK<D�:8E�9<�LJ<;�KF�I<:FI;�@E;@M@;L8C�J8C<J��@JJL<�:LJKFD<I�I<:<@GKJ��8E;�D8E8><�:8J?�@E�8

K@CC


�
�
� .<:FI;�:LJKFD<I�;<GFJ@KJ�8E;�8;M8E:<J

Customer deposits and advances 8I<�=LE;J�I<:<@M<;�9P�8�9LJ@E<JJ�=IFD�8�:LJKFD<I�9<=FI<�K?<P�?8M<�9<<E�<8IE<;
�3?@C<�K?<�=LE;J�D8P�9<

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�=FI�K?<�:LJKFD<I�8E;�I<GI<J<EK�8�C@89@C@KP�K?<�9LJ@E<JJ

DLJK�<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;<;
�/FD<�<O8DGC<J

@E:CL;<�

U  <GFJ@KJ�8::FDG8EP@E>�GLI:?8J<�FI;<IJ�=FI�:LJKFD�D8EL=8:KLI@E>

U .<:<@GKJ�=IFD�GI<G8PD<EKJ�=FI�J<IM@:<J�FI�LK@C@K@<J�KF�9<�@EMF@:<;�C8K<I�KF�K?<�:LJKFD<I

U  <GFJ@KJ�I<:<@M<;�=FI�:FE=@ID8K@FE�F=�?FK<C�I<J<IM8K@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

0NF�<JJ<EK@8C�=8:KJ�DLJK�9<�I<:FI;<;�=FI�<M<IP�;<GFJ@K�FI�8;M8E:<�

U Customer ��N?F�@J�D8B@E>�K?<�;<GFJ@K�

U Amount ��?FN�DL:?�@J�K?<�;<GFJ@K�

%E�)8E8><I��9FK?�=8:KJ�8I<�I<:FI;<;�J@DLCK8E<FLJCP�N?<E�K?<�;<GFJ@K�FI�8;M8E:<�@J�I<:<@M<;
�0F�I<:<@M<�8�;<GFJ@K��>F�KF�K?<Receipts K89

8E;�:C@:BNew Receipt �

�

�FDGC<K<�K?<�I<:<@GK�=FID�8J�PFL�NFLC;�=FI�8EP�FK?<II<:<@GK�

U 1E;<I Paid byPaid by ��J<C<:KContactContact KPG<�8JCustomer
��?FFJ<�K?<�:LJKFD<I�=IFD�K?<�;IFG;FNE�D<EL
��0?<�:LJKFD<I�D8B@E>�K?<

;<GFJ@K�DLJK�8CI<8;P�9P�;<=@E<;
�

U  F�EFK�J<C<:K�8EPK?@E>�@E�K?<ItemItem =@<C;��<M<E�@=�K?<�;<GFJ@K�@J�=FI�8E�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<D


U 1E;<I AccountAccount ��J<C<:KAccounts receivable
�0?<�:LJKFD<I[J�JL98::FLEK�N@CC�8LKFD8K@:8CCP�9<�J<C<:K<;�KF�D8K:?�K?<�:LJKFD<I

;<J@>E8K<;�LE;<IPaid by 
�0?@J�:?F@:<�:8EEFK�9<�<;@K<;
��/<<�EFK<�9<CFN
�

�� Note

%=�K?<�;<GFJ@K�@J�G8@;�9P�JFD<FE<�FK?<I�K?8E�K?<�:LJKFD<I�=FI�N?FD�K?<�;<GFJ@K�@J�@EK<E;<;��K?<Contact KPG<

89FM<�DLJK�9<Other
�0?<E��PFL�N@CC�9<�89C<�KF�:?FFJ<�8EP�:LJKFD<I[J�JL98::FLEK�LE;<IAccounts receivable


U (<8M<�K?<InvoiceInvoice =@<C;�9C8EB


U ��HL8EK@KP�@J�EFK�I<HL@I<;�@E�K?<QtyQty =@<C;��9<:8LJ<�EF�@EM<EKFIP�@K<DJ�FI�9@CC89C<�@K<DJ�8I<�@EMFCM<;�N@K?�8�;<GFJ@K
�5FL�D8P�J@DGCP

<EK<I�K?<�KFK8C�;<GFJ@K�@E�K?<Unit priceUnit price =@<C;
�$FN<M<I��@=�PFL�N@J?��<EK<I�K?<�HL8EK@KP�8E;�LE@K�GI@:<�8E;�)8E8><I�N@CC�:8C:LC8K<�8

KFK8C


U Tax codeTax code @J�EFID8CCP�C<=K�9C8EB��9<:8LJ<�;<GFJ@KJ�FI�8;M8E:<J�8I<�EFK�LJL8CCP�K8O89C<�<M<EKJ
�$FN<M<I��ILC<J�@E�PFLI�ALI@J;@:K@FE�D8P

;@==<I��<JG<:@8CCP�@=�K?<�;<GFJ@K�@J�=FI�JG<:@=@:�>FF;J�FI�J<IM@:<J�K?8K�N@CC�9<�;<C@M<I<;�C8K<I
��?<:B�N@K?�8�CF:8C�8::FLEK8EK�FI�PFLI�K8O

8LK?FI@KP�KF�9<�JLI<


1J@E>�;<GFJ@KJ�8E;�8;M8E:<J

0?<�I<:<@GK�N@CC�EFN�9<�8;;<;�KF�K?<�8GGC@:89C<�98EB�FI�:8J?�8::FLEK[J�98C8E:<�
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0?<�;<GFJ@K�8CJF�I<;L:<J�K?<�KFK8CAccounts 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
�0F�M@<N�JG<:@=@:�@E=FID8K@FE�89FLK�:LJKFD<I�;<GFJ@KJ��PFL�:8E�;I@CC�;FNE

9P�:C@:B@E>�K?<Accounts receivable98C8E:<�FE�K?<Summary G8><�8E;�CF:8K@E>�K?<�:LJKFD<I[J�8::FLEKBalance �

�C@:B@E>�FE�K?<�98C8E:<��PFL�:8E�J<<�KI8EJ8:K@FEJ�:FEKI@9LK@E>�KF�@K��@E:CL;@E>�K?<�I<:<EK�;<GFJ@K�

5FL�:8E�;F�K?<�J8D<�K?@E>�@E�K?<Customers K89��N@K?�J@D@C8I�I<JLCKJ


3?<E<M<I�8�J8C<J�@EMF@:<�@J�:I<8K<;�=FI�8�:LJKFD<I��8EP�8M8@C89C<�E<K�:I<;@K�@E�K?8K�:LJKFD<I[JAccounts receivable98C8E:<�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:?�KI8EJ8:K@FEJ�8I<�EFK�GIF:<JJ<;

K?IFL>?Accounts receivable��JF�)8E8><I�:8EEFK�8GGCP�8EP�8M8@C89C<�98C8E:<
�%=�PFL�J<CC�KF�8�:LJKFD<I�FE�8�:8J?�8E;�:8IIP

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>8@EJK�@K�@E

J<G8I8K<�KI8EJ8:K@FEJ


�
�
� "@E;�8E;�I<:F;<�I<:<@GKJ

0?<�D8@E�J:I<<E�F=�K?<Receipts K89�@E:CL;<J�8Find & recodeFind & recode 9LKKFE�8K�K?<�9FKKFD�KF�8JJ@JK�N@K?�9LCB�I<:F;@E>�F=�C@E<�@K<DJ�FE�98EB

KI8EJ8:K@FEJ�KF�;@==<I<EK�8::FLEKJ�FI�KF�8GGCP�;@==<I<EK�K8O�:F;<J�

0?@J�=<8KLI<�@J�F=K<E�LJ<=LC�=FI�GFJK@E>�I<:<@GKJ�=IFD@DGFIK<;�98EB�JK8K<D<EKJKF�GIFG<I�8::FLEKJ�N?<E�K?<P�8I<�EFK�?8E;C<;�:FII<:KCP�9P

I<:<@GK�ILC<J
�%K�:8E�8CJF�9<�LJ<;�@E�FK?<I�J@KL8K@FEJ��@E:CL;@E>�N?<E�E<N�8::FLEKJ�8I<�8;;<;�8E;�PFL�N8EK�KF�I<8CCF:8K<�GI@FI�I<:<@GKJ�KF�K?<

E<N�8::FLEKJ
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�� Notes

.<:<@GKJ�@E�:8J?�8::FLEKJ�8I<�EFK�@E:CL;<;�@E�K?<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�PFL�K?<�8�89@C@KP�KF

=@E;�8E;�I<:F;<�@E;@M@;L8C�C@E<J�FE�I<:<@GKJ


�� Example

)8I@8E8�9<>@EJ�LJ@E>�)8E8><I�=FI�?<I�:8K<I@E>�9LJ@E<JJ��GFJK@E>�8CC�J8C<J�KF�8�><E<I@:Sales@E:FD<�8::FLEK�FE�I<:<@GKJ


/?<�@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<�9<KK<I

D8IB<K@E>�;<:@J@FEJ�@=�?<I�J8C<J�N<I<�9IFB<E�;FNE�@EKF�J<M<I8C�:8K<>FI@<J
�/?<�I<E8D<J�?<I�<O@JK@E>Sales8::FLEK�8J

Business catering8E;�:FEK@EL<J�LJ@E>�@K�=FI�9LJ@E<JJ�:C@<EKJ
��0?8K�K<DGFI8I@CP�:?8E><J�8CC�?<I�J8C<J�KF�K?<�E<N�8::FLEK

E8D<
��/?<�8;;J Weddings8E; Private eventsKF�?<I�:?8IK�F=�8::FLEKJ
�)8I@8E8�K?<E�LJ<JFind & recode KF�KI8EJ=<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>�9LJ@E<JJ�J8C<J�@E�K?<�FI@>@E8C��I<E8D<;

8::FLEK


"@E;@E>�8E;�J<C<:K@E>�I<:<@GKJ

%E�K?<Receipts K89��J<C<:KFind & recode 
���C@JK�F=�><E<I8C�C<;><I�KI8EJ8:K@FEJ�=FI�C@E<�@K<DJ�FE�I<:<@GKJ�;<GFJ@K<;�KF�98EB�8::FLEKJ

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::FLEKJ�KF�N?@:?�K?<P

8I<�GFJK<;�8I<�;<=@E<;�N?<E�K?<�@K<DJ�8I<�;<=@E<;
�%=�PFL�N@J?�KF�I<:F;<�K?<J<��;F�JF�@E�K?<Settings K89


"IFD�K?@J�C@JK��J<C<:K�I<:<@GKJ�KF�9<�I<:F;<;�;@I<:KCP�9P�:?<:B@E>�9FO<J�@E�K?<�C<=K?8E;�:FCLDE�

.<:F;@E>�I<:<@GKJ

+E:<�I<:<@GKJ�KF�9<�I<:F;<;�8I<�J<C<:K<;��J:IFCC�KF�K?<�<E;�F=�K?<�C@JK�8E;�J<C<:K�K?<�E<N�8::FLEK
�%=�8�K8O�:F;<�8GGC@<J��:?FFJ<�FE<�
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�C@:BBulk Update KF�I<:F;<�8CC�J<C<:K<;�I<:<@GKJ�KF�K?<�E<N�8::FLEK�FI�K8O�:F;<�

�� Note

08O�:F;<J�:8E�9<�I<:F;<;�N@K?FLK�:?8E>@E>�8::FLEKJ


�
�
� !O:?8E><�@EM<EKFIP�N@K?�8�I<:<@GK�=FID

"FI�GLIGFJ<J�F=�K?@J�#L@;<��PFLexchange inventory N?<E�<@K?<I�

U 5FL�I<KLIE�FE<�FI�DFI<�GI<M@FLJCP�GLI:?8J<;�@EM<EKFIP�@K<DJ�KF�8�JLGGC@<I�8E;�I<:<@M<�;@==<I<EK�@EM<EKFIP�@K<DJ�=IFD�K?<�JLGGC@<I�

FI

U ��:LJKFD<I�I<KLIEJ�FE<�FI�DFI<�GI<M@FLJCP�JFC;�@EM<EKFIP�@K<DJ�KF�PFL�8E;�I<:<@M<J�;@==<I<EK�@EM<EKFIP�@K<DJ�=IFD�PFL�

8E;�EF�:I<;@K�@J�@EMFCM<;�@E�K?<�KI8EJ8:K@FE
�0?8K�D<8EJ�

U *<@K?<IAccounts receivable=IFD�8�:LJKFD<I�EFIAccounts payableKF�8�JLGGC@<I�@J�8;ALJK<;��8E;

U *F�:I<;@K�FI�;<9@K�EFK<�@J�@EMFCM<;


%E�FK?<I�NFI;J��8Eexchange F::LIJ�N?<E�8CC�DFM<D<EK�F=�=LE;J�8E;�@EM<EKFIP�@J�8::FDGC@J?<;�@E�8�J@E>C<�KI8EJ8:K@FE
�%=�K?<�@K<DJ

<O:?8E><;�8I<�EFK�F=�<HL8C�M8CL<��DFM<D<EK�F=�=LE;J�:8E�9<�M@8�98EB�FI�:8J?�KI8EJ8:K@FE
�%=�K?<�:LJKFD<I�FI�JLGGC@<I�N@CC�FN<�DFE<P�KF

8=K<I�K?<�<O:?8E><��LJ<�8�I<:<@GK�=FID�KF�I<:FI;�K?<�KI8EJ8:K@FE


�� Note

0<:?E@:8CCP��8E�<O:?8E><�:8E�9<�I<:FI;<;�N@K?�8�I<:<@GK�FI�G8PD<EK��I<>8I;C<JJ�F=�N?<K?<I�<@K?<I�G8IKP�KF�K?<�KI8EJ8:K@FE

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

I<:<@GK�=FID�N?<E�K?<�FK?<I�G8IKP�FN<J�PFL�DFE<P


.<KLIE@E>�>FF;J�KF�8�JLGGC@<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@>@E8CCP�GLI:?8J<;�=IFD�K?<�JLGGC@<I

8E;�9LP@E>�E<N�@K<D�J��=IFD�K?<�JLGGC@<I
�%E�=8:K��PFL�:FLC;�<EK<I�KNF�J<G8I8K<�KI8EJ8:K@FEJ
��LK�K?<I<�@J�8�J@DGC<I�N8P�K?8K�GIF;L:<J

@;<EK@:8C�I<JLCKJ


%E�K?<Receipts K89��:C@:B�FENew Receipt �

�

+E�K?<�I<:<@GK�=FID��C@JK�8CC�@EM<EKFIP�@K<DJ�PFL�8I<�I<KLIE@E>�KF�K?<�JLGGC@<I�8E;�K?<@I�HL8EK@K@<J
�%E:CL;<�8EP�K8O�:F;<�K?8K�N8J�8GGC@<;�KF

K?<�FI@>@E8C�J8C<
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*<OK��C@JK�8CC�@EM<EKFIP�@K<DJ�K?<�JLGGC@<I�@J�=LIE@J?@E>�@E�K?<�<O:?8E><�8E;�K?<@I�HL8EK@K@<J
Because you are effectively paying money for

the replacement item(s) rather than receiving it, enter the replacement quantities as negative numbers. �>8@E��@E:CL;<�8EP�8GGC@:89C<

K8O�:F;<


�C@:BCreate KF�I<:FI;�K?<�<O:?8E><
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�� Example

�I@CC@8EK�%E;LJKI@<J�GI<M@FLJCP�GLI:?8J<;�8�:<I8D@:�K89C<�C8DG�=IFD�!;@JFE�!C<:KI@:8C�/LGGCP
��I@CC@8EK�I<8C@Q<J�@K�GLI:?8J<;

K?<�NIFE>�GIF;L:K�8E;�N8EKJ�KF�<O:?8E><�K?<�C8DG�=FI�8�C8DG�B@K
��<:8LJ<�K?<J<�8I<�N?FC<J8C<�KI8EJ8:K@FEJ��EF�K8O�@J

8JJ<JJ<;�FE�8EP�GFIK@FE�F=�K?<�KI8EJ8:K@FE


,I@FI�KF�K?<�<O:?8E><���I@CC@8EK[JInventory Items C@JK�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<�HL8EK@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?<�KI8EJ8:K@FE�@J

:FDGC<K<��@EM<EKFIP�HL8EK@K@<J�?8M<�9<<E�8;ALJK<;
�089C<�C8DGJ�?8M<�;<:I<8J<;�9P���8E;�C8DG�B@KJ�?8M<�@E:I<8J<;�9P���
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�� Note

%=�I<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
�0?@J�N@CC�9<�J?FNE�9P

8�E<>8K@M<�KFK8C
����E<>8K@M<�I<:<@GK�@J�K?<�J8D<�8J�8�G8PD<EK
�

�LJKFD<I�I<KLIEJ�>FF;J

3?<E�8�:LJKFD<I�<O:?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@>@E8CCP�JFC;
�0?<

GIF:<;LI<�=FI�I<:FI;@E>�K?<�KI8EJ8:K@FE�@J�98J@:8CCP�K?<�J8D<�8J�K?<�FE<�;<J:I@9<;�89FM<�

U !EK<I�8�E<N�I<:<@GK�KF�<@K?<I�8�:8J?�FI�98EB�8::FLEK


U !EK<I�I<KLIE<;�@K<D�J��PFL�I<:<@M<�N@K?�GFJ@K@M<�HL8EK@K@<J


U !EK<I�I<GC8:<D<EK�@K<D�J��PFL�GIFM@;<�K?<�:LJKFD<I�N@K?�E<>8K@M<�HL8EK@K@<J


U ��GFJ@K@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?<�:LJKFD<I

DFE<P


�
�
� .<:FI;�<8ICP�G8PD<EK�;@J:FLEKJ�FE�I<:<@GKJ�=FI�J8C<J�@EMF@:<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�:LJKFD<I�=FI�G8PD<EK�9P�8�;<8;C@E<

<8IC@<I�K?8E�K?<�I<>LC8I�;L<�;8K<
�!8ICP�G8PD<EK�;@J:FLEKJ�8I<�LJL8CCP�F==<I<;�KF�@E:<EK@M@Q<�=8JK<I�G8PD<EK�8E;�D@E@D@Q<�:8IIP@E>�:FJKJ�F=

I<:<@M89C<J
�,IF:<;LI<J�=FI�F==<I@E>�<8ICP�G8PD<EK�;@J:FLEKJ�8I<�:FM<I<;�@E8EFK?<I�#L@;<


�� Example

�I@CC@8EK�%E;LJKI@<J�I<>LC8ICP�<OK<E;J�:I<;@K�KF�:LJKFD<IJ�9P�@JJL@E>�J8C<J�@EMF@:<J�E<K����;8PJ
�%E�FK?<I�NFI;J��K?<�;L<�;8K<

FE�<8:?�E<N�@EMF@:<�@J����;8PJ�@E�K?<�=LKLI<
��LK�@K�F==<IJ�8����<8ICP�G8PD<EK�;@J:FLEK�@=�:LJKFD<IJ�G8P�N@K?@E����;8PJ


!8ICP�G8PD<EK�;@J:FLEKJ�8I<�I<:FI;<;�@E�KNF�JK<GJ�

U !EK<I@E>�K?<�I<;L:<;�I<:<@GK

U �I<8K@E>�8�:I<;@K�EFK<�KF�8;ALJK�8::FLEK�98C8E:<J

!EK<I@E>�K?<�I<:<@GK

3?<E�<EK<I@E>�8�I<:<@GK�=IFD�8�:LJKFD<I�G8P@E>�<8ICP��<EK<I�K?<�8DFLEK�8:KL8CCP�G8@;��GFJK@E>�KFAccounts receivable8E;�K?<�:LJKFD<I[J

JL98::FLEK�8E;�@EMF@:<�ELD9<I
� F�EFK�8GGCP�8EP�K8O�:F;<
��0?<�GIF>I8D�N@CC�EFK�C<K�PFL��9<:8LJ<�K8O�N8J�8GGC@<;�FE�K?<�J8C<J�@EMF@:<
�

)8E8><I�N@CC�8LKFD8K@:8CCP�;<K<ID@E<�N?<K?<I�K?<�G8PD<EK�HL8C@=@<J�=FI�8EP�<8ICP�G8PD<EK�;@J:FLEK
�%=�JF��K?<�;@J:FLEK�N@CC�9<�J?FNE�FE�K?<

J8C<J�@EMF@:<
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�� Example

�I@CC@8EK�%E;LJKI@<J�I8@J<J�8�J8C<J�@EMF@:<�KF��F9[J�$8I;N8I<�=FI����
���=FI�8�C8DG�B@K
�����K8O�@J�8;;<;
������<8ICP�G8PD<EK

;@J:FLEK�@J�F==<I<;
�0?<�J8C<J�@EMF@:<�CFFBJ�C@B<�K?@J�

�F9[J�$8I;N8I<�G8PJ����
���9<=FI<�K?<�;<8;C@E<
�0?<�I<:<@GK�@J�<EK<I<;�8J�;<J:I@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<J�@EMF@:<�

�I<8K@E>�K?<�:I<;@K�EFK<

�K�K?@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<:FI;<;�8>8@EJK�K?<�J8C<J�@EMF@:<��98C8E:<J

F=Accounts receivable8E;�8GGC@: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<C��YBalance due if paid by É �Z�8E;�K?<�8::FDG8EP@E>�Q<IF�8DFLEK�J<IM<�8J�8�I<D@E;<I�K?<�KI8EJ8:K@FE�@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<�K?<Sales Invoices K89�@J�<EK<I<;��8�98EE<I�J?FNJ��@E;@:8K@E>�8K�C<8JK�FE<�J8C<J�@EMF@:<�?8J�8�G<E;@E>�<8ICP�G8PD<EK

;@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@JK<;�=FI�I<M@<N
��C@:BCreate 
�0?<

Credit Notes K89�@J�8LKFD8K@:8CCP�<E89C<;��@=�@K�@J�EFK�8CI<8;P
��EP�E<:<JJ8IP�:I<;@K�EFK<J�8I<�:I<8K<;
Accounts receivable=FI�K?<

:LJKFD<I�J��@EMFCM<;�8E;�K?<�I<C<M8EK�@E:FD<�8::FLEK�J��8I<�8;ALJK<;


�� Example

�I@CC@8EK�%E;LJKI@<J�:C@:BJ�K?<�EFK@=@:8K@FE�98EE<I�8E;�J<<J�K?8K�%EMF@:<�� =FI��F9[J�$8I;N8I<�?8J�8�G<E;@E>�<8ICP�G8PD<EK

;@J:FLEK�

%K�:C@:BJCreate 8E;�I<:FI;@E>�F=�K?<�I<:<@GK�N@K?�<8ICP�G8PD<EK�;@J:FLEK�@J�:FDGC<K<
�0?<�=@E8C�=FID�F=�K?<�J8C<J�@EMF@:<

<C@D@E8K<J�K?<�I<D@E;<I�K<OK��;@JGC8P@E>�DFI<�:FEM<EK@FE8C�@E=FID8K@FE�

�� Note

�P�;<=8LCK��;@J:FLEKJ�FE�K?<�:I<;@K�EFK<�8I<�GFJK<;�KF�K?<�J8D<�8::FLEKJ�8J�:FII<JGFE;@E>��FI@>@E8C�C@E<�@K<DJ��LJ@E>�K?<

J8D<�K8O�:F;<J
�0?<J<�:8E�9<�<;@K<;��K?FL>?�K?<I<�@J�LJL8CCP�EF�E<<;�KF�;F�JF
�3?<E�K?<�;@J:FLEK�@J�8�G<I:<EK8><��8CC�C@E<

@K<DJ�8I<�;@J:FLEK<;�9P�K?8K�J8D<�G<I:<EK8><
�3?<E�8�=@O<;�8DFLEK�;@J:FLEK�@J�@EMFCM<;��C@E<�@K<DJ�8I<�;@J:FLEK<;�9P

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@FE�F=

K?<�J8C<
�/F�K8O�@J�;L<�FECP�FE�K?<�I<;L:<;�GI@:<�F=�>FF;J�FI�J<IM@:<J
��LK�@E�JFD<�ALI@J;@:K@FEJ��K8O�D8P�9<�;L<�FE�K?<

FI@>@E8C�J8C<�GI@:<
�%E�K?8K�:8J<��I<DFM<�K?<�K8O�:F;<�FE�K?<�;@J:FLEK<;�C@E<�@K<D�J��FE�K?<�:I<;@K�EFK<
�5FL�N@CC�K?<E�9<

G8P@E>�K?<�K8O�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<EK

;@J:FLEK�F==<I
��?<:B�N@K?�8�CF:8C�8::FLEK8EK�FI�K8O�8LK?FI@KP�KF�:FE=@ID�N?@:?�J@KL8K@FE�8GGC@<J


�
�
� $8E;C<�;@J?FEFI<;�:?<HL<J

� dishonored cheque �FI checkFI bank draft��8::FI;@E>�KF�CF:8C�LJ8><��?8J�9<<E�GI<J<EK<;�=FI�G8PD<EK�FI�;<GFJ@K<;�@EKF�8�98EB�8::FLEK

9LK�I<A<:K<;�FI�I<KLIE<;�9P�K?<�98EB
�0PG@: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<:FI;<;�@E�)8E8><I
�"I<HL<EKCP��K?<�:?<HL<�N8J�8�I<:<@GK�8>8@EJK�8E�FLKJK8E;@E>

J8C<J�@EMF@:<
�0?I<<�:FLIJ<J�F=�8:K@FE�8I<�8M8@C89C<
�3?@:?�@J�DFJK�JL@K89C<�;<G<E;J�FE�J<M<I8C�=8:KFIJ��@E:CL;@E>�

U .<8JFE�K?<�:?<HL<�N8J�EFK�?FEFI<;

U ,IFJG<:KJ�=FI�<M<EKL8C��J8K@J=8:KFIP�G8PD<EK

U ,IF:<JJ@E>�GI8:K@:<J�F=�PFLI�98EB

U (F:8C�98EB@E>�I<>LC8K@FEJ

U �::FLEK@E>�JK8E;8I;J�8E;�GI8:K@:<J�=FCCFN<;�9P�PFLI�9LJ@E<JJ

U 1J<�F=8::IL8C�FI�:8J?�98J@J�8::FLEK@E>

U %EMFCM<D<EK�F=�@EM<EKFIP�@K<DJ�@E�K?<�KI8EJ8:K@FE

0?<�K?I<<�FGK@FEJ��@E�FI;<I�F=�@E:I<8J@E>�:FDGC<O@KP��8I<�

U (<8M<�K?<�:?<HL<�@EPendingJK8KLJ

U  <C<K<�K?<�KI8EJ8:K@FE

U .<M<IJ<�K?<�KI8EJ8:K@FE

(<8M<�@EPendingJK8KLJ

3?<E�8�:?<HL<�@J�;@J?FEFI<;�9<:8LJ<�F=�8E�?FE<JK�D@JK8B<�8E;�:8E�9<�I<JL9D@KK<;��K?<�<8J@<JK�:FLIJ<�F=�8:K@FE�@J�KF�C<8M<�@KJ�JK8KLJ�FE�K?<

I<:<@GK�<EKIP�=FID�N@K?@E�)8E8><I�8JPending�

�=K<I�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?<�KI8EJ8:K@FE�8E;

<EK<I�K?<�FGK@FE8C�;8K<�F=�:C<8I8E:<�

0?@J�J@KL8K@FE�@J�<HL@M8C<EK�KF�<EK<I@E>�8�I<:<@M<;�:?<HL<�@EKF�)8E8><I�9LK�N8@K@E>�J<M<I8C�;8PJ�9<=FI<�8:KL8CCP�;<GFJ@K@E>�@K�@EKF�PFLI�98EB
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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;<�KI8EJ8:K@FE�JK8KLJ�FGK@FEJ�@E�K?<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<JL9D@KK<;�AND

U 5FLI�98EB�;F<J�EFK�I<:FI;�K?<�;@J?FEFI<;�:?<HL<�9<=FI<�I<KLIE@E>�@K�FI�EFK@=P@E>�PFL�F=�K?<�GIF9C<D


�� Example

�I@CC@8EK�%E;LJKI@<J�I<:<@M<J�8E;�I<:FI;J�8�:?<HL<�=IFD�(LD<E�(@>?K@E>�=FI�8�J8C<J�@EMF@:<
��I@CC@8EK�@DD<;@8K<CP�I<:FI;J�8E;

;<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�@KJ�FNE�98EB

8::FLEK�N<I<�EFK�GIF:<JJ<;�8J�<OG<:K<;
��P�:F@E:@;<E:<���I@CC@8EK�8E;�(LD<E�LJ<�K?<�J8D<�98EB
�0?<�:?<HL<�@J�;@J?FEFI<;

;L<�KF�@EJL==@:@<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<KLIEJ�K?<

;@J?FEFI<;�:?<HL<�KF��I@CC@8EK�N@K?FLK�I<:FI;@E>�@K


�I@CC@8EK�8E;�(LD<E�?8M<�8�CFE>�9LJ@E<JJ�I<C8K@FEJ?@G��8E;�(LD<E�8JJLI<J��I@CC@8EK[J�8::FLEK@E>�JK8==�K?8K�=LE;J�8I<�EFN

8M8@C89C<
��I@CC@8EK�C<8M<J�JK8KLJ�=FI�K?<�I<:<@GK�8JPending8E;�I<JL9D@KJ�K?<�:?<HL<�KF�K?<�98EB
�3?<E�K?<�:?<HL<�:C<8IJ

JL::<JJ=LCCP���I@CC@8EK�LG;8K<J�K?<�JK8KLJ


 <C<K<�KI8EJ8:K@FE

.<:<@M@E>�8E�@EM8C@;�:?<HL<�@J�C@B<�I<:<@M@E>�EF�G8PD<EK�8K�8CC
�5FL�D@>?K�;<:@;<�KF�;<C<K<�K?<�I<:<@GK�I<:FI;@E>�JL:?�8�;@J?FEFI<;�:?<HL<

<EK@I<CP
�0?@J�N@CC�C<8M<�8EP�98C8E:<�@EAccounts receivable8J�@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<:FI;<;�9P�PFLI�98EB


0?@J�FGK@FE�@J�DFJK�8KKI8:K@M<�N?<E�LJ@E>�:8J?�98J@J�8::FLEK@E>��9<:8LJ<�PFL�N@CC�EFK�N8EK�KF�I<:F>E@Q<�@E:FD<�PFL�?8M<

EFK�:FCC<:K<;


�� Example

�I@CC@8EK�%E;LJKI@<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�=FI

;<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�@K


�I@CC@8EK�;<C<K<J�K?<�I<:<@GK�=IFD�@KJ�I<:FI;J
�"LIK?<I�@EM<JK@>8K@FE�I<M<8CJ�K?<�:LJKFD<I�@J�98EBILGK�8E;�EF�CFE><I�@E

9LJ@E<JJ
��I@CC@8EK�NI@K<J�F==�K?<�8JJF:@8K<;�J8C<J�@EMF@:<�8J�898;�;<9K 


�� Caution

0?@J�FGK@FE�:8EEFK�9<�LJ<;�N?<E�K?<�:?<HL<�N8J�I<:<@M<;�@E�8�EFE�:I<;@K�J8C<��@E�FK?<I�NFI;J��N?<E�EF�J8C<J�@EMF@:<�N8J

@JJL<;�
�0?<�FI@>@E8C�I<:<@GK�@E�JL:?�:8J<J�@J�K?<�D<:?8E@JD�=FI�I<:FI;@E>�EFK�FECP�J8C<J�@E:FD<��@E�><E<I8C��9LK�@EM<EKFIP

DFM<D<EK��@E�G8IK@:LC8I
�%=�K?<�I<:<@GK�@J�;<C<K<;��@E:FD<�=@>LI<J�N@CC�9<�@E:FII<:K�8E;�@EM<EKFIP�:FLEKJ�N@CC�9<�F==
�1EC@B<�8

:I<;@K�J8C<�M@8�J8C<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<IJ<�KI8EJ8:K@FE

0?<�DFJK�:FDGC<O�8E;��LE=FIKLE8K<CP��K?<�DFJK�:FDDFE�FGK@FE�@J�I<M<IJ@E>�K?<�KI8EJ8:K@FE


�� Caution

.<M<IJ8C�@J�I<HL@I<;�N?<E<M<I�PFLI�98EB�I<:FI;J�8�:?<HL<�9<=FI<�;@J?FEFI@E>�8E;�I<M<IJ@E>�@K
�1EC<JJ�PFL�I<M<IJ<�K?<

FI@>@E8C�KI8EJ8: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�8E;�8L;@K

GIF9C<DJ


Reversal for credit sale

0F�I<M<IJ<�I<:<@GK�F=�8�;@J?FEFI<;�:?<HL<�I<:<@M<;�8>8@EJK�8�J8C<J�@EMF@:<��>F�KF�K?<Receipts K89
�/<C<:KNew Receipt �

�

�FDGC<K<�K?<�I<:<@GK�=FID�<O8:KCP�8J�PFL�NFLC;�=FI�8E�@E:FD@E>�I<:<@GK�@E�K?<�8DFLEK�F=�K?<�:?<HL<��9LKenter the Unit priceUnit price as a

negative number 
�,FJK�K?<�I<M<IJ8C�KF�K?<�J8D<�:LJKFD<I�JL98::FLEK�8E;�J8C<J�@EMF@:<�LE;<IAccounts receivable8J�K?<�FI@>@E8C�I<:<@GK


�� Notes

��:FEM<E@<EK�J?FIK�:LK�@J�KFView 8E; Clone K?<�FI@>@E8C�I<:<@GK��9LK�<;@K�K?<�LE@K�GI@:<�KF�9<�E<>8K@M<�9<=FI<�:C@:B@E>

Create 
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�� Example

�I@CC@8EK�%E;LJKI@<J�;<GFJ@KJ�8�:?<HL<�=IFD��F9[J�$8I;N8I<�=FI�J8C<J�@EMF@:<�� ��I<:FI;@E>�K?<�I<:<@GK�8J�9<CFN�

�=K<I�K?<�;<GFJ@K�@J�I<:FI;<;�KF��I@CC@8EK[J�8::FLEK�9P�K?<�98EB��K?<�:?<HL<�@J�;@J?FEFI<;�=FI�@EJL==@:@<EK�=LE;J
��I@CC@8EK[J

98EB�JL9KI8:KJ�K?<�;<GFJ@K<;�8DFLEK�=IFD��I@CC@8EK[J�8::FLEK
�0?<�98EB�;F<J�EFK�I<KLIE�K?<�;@J?FEFI<;�:?<HL<��=FCCFN@E>

@KJ�JK8E;8I;�GI8:K@:<J


�I@CC@8EK�:CFE<J�K?<�FI@>@E8C�98EB�I<:<@GK�8E;�<;@KJ�K?<�:CFE<�9P�D8B@E>�K?<�LE@K�GI@:<�E<>8K@M<�8E;�8;ALJK@E>�;8K<J
�%K�8CJF

<;@KJ�K?<�;<J:I@GK@FE�KF�<OGC8@E�K?<�KI8EJ8:K@FE�

Manager Guides

287



0?<�:LJKFD<I[JAccounts receivable98C8E:<�@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<EKFIP�DFM<D<EK

K?<P�:FEK8@E�DLJK�9<�GI<J<IM<;
�0?<P�DLJK�9<�I<M<IJ<;�@E�8�D8EE<I�K?8K�D8@EK8@EJ�8�I<:FI;�F=�N?8K�K?<�:LJKFD<I�FN<J


0?<I<=FI<��I<M<IJ@E>�8�EFE�:I<;@K�J8C<�=FI�N?@:?�K?<I<�@J�EF�J8C<J�@EMF@:<�I<HL@I<J�8�:LJKFD<I�KF�=@IJK�9<�:I<8K<;�@E�K?<Customers K89


0?<E��8�E<N�I<:<@GK�N@K?�E<>8K@M<Unit price <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�:I<8K<J�8�I<:<@M89C<�=FI�K?<�:LJKFD<I��ALJK�8J�NFLC;�?8M<�9<<E

K?<�:8J<�@=�8�J8C<J�@EMF@:<�?8;�FI@>@E8CCP�9<<E�@JJL<;


%E�K?@J�N8P��@EM<EKFIP�8E;�@E:FD<�=@>LI<J�8I<�:FII<:KCP�GI<J<IM<;
�%=�J8K@J=8:KFIP�G8PD<EK�@J�JL9J<HL<EKCP�I<:<@M<;��@K�J?FLC;�9<�I<:FI;<;

8>8@EJKAccounts receivable=FI�K?<�:LJKFD<I
�%=�J8K@J=8:KFIP�G8PD<EK�@J�E<M<I�I<:<@M<;��K?8K�I<:<@M89C<�DLJK�9<�NI@KK<E�F==�8J�8�98;�;<9K


$8E;C@E>�98EB�=<<J�=FI�;@J?FEFI<;�:?<HL<J

)FJK�98EBJ�8JJ<JJ�=<<J�N?<E�:?<HL<J�8I<�;@J?FEFI<;
�/L:?�=<<J�I<GI<J<EK�:FDGC<K<CP�J<G8I8K<�KI8EJ8:K@FEJ�9<KN<<E�PFLI�9LJ@E<JJ�8E;

PFLI�98EB
�0?<P�DLJK�9<�<EK<I<;�8J�J<G8I8K<�98EB�G8PD<EKJ��E8D@E>�K?<�98EB�8J�G8P<<�8E;�GFJK@E>�K?<�=<<J�KF�8E�8GGIFGI@8K<�<OG<EJ<

8::FLEK��JL:?�8J Bank fees


%=�PFL�8I<�89C<�KF�:?8I><�K?<�@JJL<I�F=�K?<�;@J?FEFI<;�:?<HL<�=FI�K?<�=<<J��@JJL<�8�J<G8I8K<�J8C<J�@EMF@:<
� F�EFK�8KK<DGK�KF�:FD9@E<�K?<�E<N

KI8EJ8:K@FE�N@K?�K?<�FI@>@E8C�J8C<J�KI8EJ8:K@FE�FI�8�I<M<IJ8C


�
�
� �I<8K<�I<:<@GKJ�=IFD�:LJKFD<I�JK8K<D<EKJ

�LJ@E<JJ<J�K?8K�I<:<@M<�DFE<P�=IFD�:LJKFD<IJ�:FM<I@E>�J<M<I8C�J8C<J�@EMF@:<J�8K�FE:<�:8Ecreate receipts directly from customer

statements 
�/@KL8K@FEJ�N?<I<�K?@J�:8G89@C@KP�D@>?K�9<�LJ<=LC�@E:CL;<�

U ,<I@F;@:�@EMF@:@E>�=FI�>FF;J�FI�J<IM@:<J�;<C@M<I<;�;LI@E>�8�K@D<�=I8D<

U �I@E>@E>�;<C@EHL<EK�8::FLEKJ�LG�KF�;8K<

U !EJLI@E>�:FD9@E<;�I<:<@GKJ�FI�G8PD<EKJ�8I<�GFJK<;�8>8@EJK�JG<:@=@:�@EMF@:<J

2@<N�K?<�:LJKFD<I�JK8K<D<EK

#F�KF�K?< Reports K89�

0F�I<:FI;�8�I<:<@GK�8>8@EJK�J<M<I8C�J8C<J�@EMF@:<J�=IFD�FE<�:LJKFD<I��:C@:BCustomer Statements (Unpaid invoices) �

%=�E<:<JJ8IP�KF�:?8E><�K?<�;8K<��:C@:BSet Date �
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8E;�:?FFJ<�9<KN<<EToday8E; Custom �K?<E�<EK<I�K?<�;<J@I<;�;8K<��

�C@:BView =FI�K?<�;<J@I<;�:LJKFD<I


�FGP�KF�8�I<:<@GK

3?<E�K?<�JK8K<D<EK�8GG<8IJ��:C@:BCopy to 8E;�J<C<:KNew Receipt�

��I<:<@GK�=FID�N@CC�8GG<8I��C@JK@E>�8CC�J8C<J�@EMF@:<J�=FI�K?<�:LJKFD<I�K?8K�N<I<�@E:CL;<;�FE�K?<�JK8K<D<EK
�0?<�<EKIP�=FID�D8P�9<�<;@K<;�8J

E<:<JJ8IP�9<=FI<�9<@E>�J8M<;�9P�:C@:B@E>Create 
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�� Example

*FIK?N@E;�0I8;<IJ�?8J�9<<E�JKIL>>C@E>�KF�:FCC<:K�FE�J8C<J�@EMF@:<J�=IFD�8�:LJKFD<I�=FI�D8EP�P<8IJ
���:?<HL<�=@E8CCP�8II@M<J


0F�J@DGC@=P�I<:FI;@E>�K?<�I<:<@GK�8>8@EJK�M8I@FLJ�J8C<J�@EMF@:<J�8E;�M<I@=P�K?8K�8CC�;<C@EHL<EK�@EMF@:<J�?8M<�9<<E�G8@;�

*FIK?N@E;�><E<I8K<J�8�:LJKFD<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�KF�8�E<N�I<:<@GK
Accounts

receivable8E;�K?<�:LJKFD<I[J�E8D<�8I<�8LKFD8K@:8CCP�=@CC<;��8J�8I<�@EMF@:<�ELD9<IJ�8E;�8DFLEKJ�
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3?<E�K?<�KI8EJ8:K@FE�@J�:I<8K<;��K?<�:LJKFD<I[J�8::FLEK�@J�J<KKC<;


�
� ,8PD<EKJ

�
�
� .<:FI;�8�G8PD<EK

)FE<P�JG<EK�@E�8EP�N8P�9P�8�9LJ@E<JJ�@J�8payment 
��<=FI<�FE<�:8E�9<�I<:FI;<;��8K�C<8JK�FE<98EB�8::FLEKFI :8J?�8::FLEK DLJK�9<

<JK89C@J?<;
�0?<Payments K89DLJK�8CJF�9<�<E89C<;


�8J@:�G8PD<EKJ

+E:<�8K�C<8JK�FE<�98EB�FI�:8J?�8::FLEK�<O@JKJ��G8PD<EKJ�8I<�I<:FI;<;�@E�K?<Payments K89�9P�:C@:B@E>�FENew 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 DateDate @J�8LKFD8K@:8CCP�=@CC<;�N@K?�KF;8P[J�;8K<��9LK�:8E�9<�<;@K<;


U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�:?<HL<�ELD9<IJ��98EB�:FE=@ID8K@FE�ELD9<IJ��FI�FK?<I�@EK<IE8C�J<HL<E:<J
�%=�K?<�9FO

N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I�N@CC�ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I

8DFE>�8CC�<O@JK@E>�I<:<@GKJ�8E;�8;;��


U Paid fromPaid from @J�N?<I<�PFL�J<C<:K�K?<�98EB�FI�:8J?�8::FLEK�=IFD�N?@:?�K?<�DFE<P�@J�9<@E>�G8@;


U %=�8�98EB�8::FLEK�@J�J<C<:K<;��8ClearedCleared =@<C;�8GG<8IJ��@E�N?@:?On the same dateFI On a later date :8E�9<�:?FJ<E
�/K8KLJ�@J�J<K�KF

On the same date9P�;<=8LCK�=FI�98EB�KI8EJ8:K@FEJ
�"FI�KI8EJ8:K@FEJ�EFK�:C<8I<;�K?<�J8D<�;8K<��K?<�:C<8I8E:<�;8K<�D8P�9<�<EK<I<;�

�EFK?<I #L@;<:FM<IJ�:C<8I<;�8E;�G<E;@E>�KI8EJ8:K@FEJ�@E�>I<8K<I�;<K8@C
�0?<J<�=@<C;J�8I<�89J<EK�=FI�:8J?�8::FLEK�KI8EJ8:K@FEJ


U PayeePayee @J�K?<�G<IJFE�FI�<EK@KP�KF�N?FD�DFE<P�@J�9<@E>�G8@;
Other 8CCFNJ�=I<<�K<OK�<EKI@<J
��LKCustomerFI Supplier :8E�8CJF�9<

J<C<:K<;��@E�N?@:?�:8J<�K?<Payee =@<C;�9<:FD<J�8�;IFG;FNE�C@JK�F=�GI<;<=@E<;�:LJKFD<IJ�FI�JLGGC@<IJ��8J�8GGIFGI@8K<�

�� Note

%=�8�:LJKFD<I�FI�JLGGC@<I�@J�:?FJ<E��K?<�8;;I<JJ�=FI�K?8K�:LJKFD<I�FI�JLGGC@<I�N@CC�9<�;@JGC8P<;�FE�K?<�:FDGC<K<;

I<:<@GK�=FID
�%K�N@CC�EFK��?FN<M<I��J?FN�FE�K?<�<EKIP�J:I<<E
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U DescriptionDescription @J�8E�FGK@FE8C�JLDD8IP�F=�K?<�FM<I8CC�KI8EJ8:K@FE


U ItemItem =@<C;�:8E�9<�LJ<;�KF�<EK<I�GI<;<=@E<;@EM<EKFIPFI EFE�@EM<EKFIP�@K<DJ
�%=�PFL�?8M<�EF�GI<;<=@E<;�@K<DJ��K?@J�=@<C;�N@CC�EFK

8GG<8I
�)8B@E>�8�J<C<:K@FE�?<I<�N@CC�GI<=@CC�J<M<I8C�FK?<I�=@<C;J�FE�K?<�C@E<


U AccountAccount @J�K?<�8::FLEK�KF�N?@:?�K?<�I<:<@GK�N@CC�9<�GFJK<;


U DescriptionDescription FE�@E;@M@;L8C�C@E<�@K<DJ�8CCFNJ�DFI<�JG<:@=@:�@E=FID8K@FE�KF�9<�8;;<;
�0?@J�=@<C;�@J�;@JGC8P<;�FECP�@=�K?<Column ÑColumn Ñ

DescriptionDescription :?<:B9FO�9<CFN�K?<�C@E<�@K<D�J��@J�:?<:B<;


U QtyQty @J�N?<I<�PFL�<EK<I�K?<�HL8EK@KP�F=�>FF;J�FI�J<IM@:<J�=FI�K?<�C@E<�@K<D
�%=�C<=K�9C8EB��K?<�GIF>I8D�@EK<IGI<KJ�K?<�HL8EK@KP�8J��
�0?@J

=@<C;�FECP�8GG<8IJ�N?<E�K?<Column Ñ QtyColumn Ñ Qty 9FO�@J�:?<:B<;


U Unit priceUnit price C@JKJ�K?<�GI@:<�F=�8�J@E>C<�LE@K�FI��@=�K?<Qty =@<C;�@J�C<=K�9C8EB��F=�K?<�<EK@I<�8DFLEK�=FI�K?<�C@E<�@K<D


U � Tax CodeTax Code :8E�9<�J<C<:K<;�@=�8EP�?8M<�9<<E�;<=@E<;and @=�K?<Account =@<C;�:FEK8@EJ�8E�8::FLEK�KF�N?@:?�K8O�:F;<J�:8E�9<

8GGC@<;


U DivisionDivision 8E; ProjectProject =@<C;J�8GG<8I�@=�8EP�8I<�;<=@E<;�8E;�K?<Account J<C<:K<;�@J�=IFD�K?<�,IF=@K�8E;�(FJJ�/K8K<D<EK


U �E Inventory locationInventory location =@<C;�8GG<8IJ�@=@EM<EKFIP�CF:8K@FEJ8I<�;<=@E<;�8E;�8E�@EM<EKFIP�@K<D�@J�J<C<:K<;�=FI�8�C@E<�@K<D�

U Amounts are tax exclusiveAmounts are tax exclusive :FEKIFCJ�?FN�K8O<J�8I<�:8C:LC8K<;
��?<:B�K?<�9FO�@=�K8O<J�8I<�EFK�@E:CL;<;�@E�LE@K�GI@:<J
�1E:?<:B�K?<

9FO�@=�K8O<J�8I<�8CI<8;P�@E:CL;<;�@E�LE@K�GI@:<J
�0?@J�:?<:B�9FO�8GGC@<J�KF�K?<�<EK@I<�KI8EJ8:K@FE
�0?<�=FID8K�F=�K?<�=FID�:?8E><J

JFD<N?8K�N?<E�K?@J�9FO�@J�:?<:B<;


U 0?< Fixed totalFixed total :?<:B9FO�@J�LJ<=LC�N?<E�8E�FM<I8CC�KFK8C�@J�9<@E>�JGC@K�9<KN<<E�GFJK@E>�8::FLEKJ
��EP�8DFLEK�9P�N?@:?�K?<

:LII<EKCP�<EK<I<;�JGC@K�@JOut of balanceOut of balance 8GG<8IJ�@E�K?<�=@<C;�F=�K?8K�E8D<


U � Custom themeCustom theme :8E�9<�:?FJ<E
��M8@C89C<�K?<D<J�8I<�J<C<:K<;�@E�8�;IFG;FNE�9FO�K?8K�8GG<8IJ�@=�K?<�9FO�@J�:?<:B<;


U � Custom titleCustom title :8E�9<�<EK<I<;�KF�D8K:?�CF:8C�LJ8><
�!EK<I�K?<�K@KC<�@E�K?<�K<OK�=@<C;�K?8K�8GG<8IJ�@=�K?<�9FO�@J�:?<:B<;


�C@:BCreate KF�J8M<�K?<�G8PD<EK
�0?<�:FDGC<K<;�=FID�:8E�9<�>@M<E�KF�K?<�G8P<<�8J�8�I<D@KK8E:<�FI�G8PD<EK�8;M@:<�

,8PD<EKJ�8>8@EJK�GLI:?8J<�@EMF@:<J

,8PD<EKJ�KF�JLGGC@<IJ�8>8@EJK�GLI:?8J<�@EMF@:<J�:8E�9<�<EK<I<;�KNF�N8PJ�

U �J�8�98J@:�G8PD<EK

U "IFD�8�GLI:?8J<�@EMF@:<
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As a basic payment

0F�<EK<I�8�G8PD<EK�8>8@EJK�8�JG<:@=@:�GLI:?8J<�@EMF@:<��GFJK�@K�KFAccounts payable��K?<Supplier��8E;�K?<Invoice�

�� Note

%=�8�JLGGC@<I�?8J�9<<E�:?FJ<E�@E�K?<Payee =@<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<�@EMF@:<��8CCF:8K<�K?<�KI8EJ8:K@FE�<O8:KCP�8J�89FM<��9LK�<EK<I�FECP�K?<�8DFLEK

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�JG<:@8C�JK<GJ

8I<�E<:<JJ8IP


Payments for multiple purchase invoices

3?<E�G8P@E>�8�JLGGC@<I�=FI�DLCK@GC<�GLI:?8J<�@EMF@:<J��C<8M<�K?<Invoice ;IFG;FNE�9FO�9C8EB
�)8E8><I�N@CC�8CCF:8K<�K?<�G8PD<EK�8>8@EJK

K?<�GLI:?8J<�@EMF@:<�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<EK�@J�;<J@>E8K<;

=FI�JG<:@=@:�GLI:?8J<�@EMF@:<J��8;;�C@E<J�8E;�;<J@>E8K<�8DFLEKJ�=FI�K?FJ<�@EMF@:<J�@E;@M@;L8CCP


From a purchase invoice

0F�I<:FI;�8�G8PD<EK�N?@C<�M@<N@E>�8�GLI:?8J<�@EMF@:<��:C@:B�FENew 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@FE�KF�<EK<I�K?<

=LCC�8DFLEK�;L<�FE�K?<�GLI:?8J<�@EMF@:<
�%=�K?<�G8PD<EK�@J�=FI�FECP�G8IK�F=�K?<�98C8E:<�;L<��<;@K�K?<�8DFLEK�G8@;�9P�8;ALJK@E>�LE@K�GI@:<


+K?<I�J@KL8K@FEJ

5FL�8I<�EFK�I<JKI@:K<;�KF�LJ@E>�FECP�J@DGC<�<OG<EJ<�8::FLEKJ�FIAccounts payableKF�GFJK�G8PD<EKJ
�"FI�<O8DGC<��@=�DFE<P�@J�G8@;�KF�8

9LJ@E<JJ�FNE<I�J<K�LG�LE;<I�K?<Capital Accounts K89��J<C<:K�K?<�D8K:?@E>�:8G@K8C�8::FLEK�8E;�JL98::FLEK�

%=�8=@O<;�8JJ<K�@J�GLI:?8J<;K?<�KI8EJ8:K@FE�:8E�9<�8CCF:8K<;�8J�9<CFN�

!DGCFP<<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<;�LJ@E>�G8PD<EK�=FIDJ
�"FI�DFI<�@E=FID8K@FE�FE�9LP@E>�N@K?FLK�GLI:?8J<

@EMF@:<J��J<<�K?@J#L@;<
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�
�
� 1J<�G8PD<EK�ILC<J�KF�:8K<>FI@Q<�@DGFIK<;�KI8EJ8: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�:FII<:K�8::FLEKJ�8E;�G8P<<J

N?<E�PFL�@DGFIK�98EB�JK8K<D<EKJ
�,IF:<;LI<J�=FI�@DGFIK@E>�JK8K<D<EKJ�8I<�;<J:I@9<;�@E8EFK?<I�#L@;<


 <=@E<��<;@K��FI�;<C<K<�8�G8PD<EK�ILC<

,8PD<EK�ILC<J�:8E�9<�;<=@E<;��<;@K<;��FI�;<C<K<;�@E�K?<Settings K89�8=K<I�:C@:B@E>Payment Rules �

�

0F�;<=@E<�8�E<N�G8PD<EK�ILC<��:C@:BNew Payment Rule 8E;�:FDGC<K<�K?<�;<J:I@GK@FE�

U /<C<:K�K?<�98EB�8::FLEK�KF�N?@:?�K?<�ILC<�N@CC�8GGCP�LE;<IIf bank account is:If bank account is: 
�+I��C<8M<�K?<�;<=8LCK�<EKIP�Suspense��N?<E�K?<

ILC<�N@CC�8GGCP�8:IFJJ�8CC�PFLI�98EB�8::FLEKJ


U !EK<I�8EP�=@E8E:@8C�J<8I:?�:I@K<I@8�LE;<IÉand amount is:Éand amount is: 
�0?<�;<=8LCK�@JAny amount
��K<IE8K@M<J�@E:CL;<�

U !EK<I�8EP�;<J:I@GK@M<�J<8I:?�:I@K<I@8�LE;<IÉand description contains:Éand description contains: 
�0?@J�DLJK�9<�8�C@K<I8C�JKI@E>
�)LCK@GC<�:I@K<I@8�:8E�9<

@E:CL;<;�9P�:C@:B@E>Add line 
�)LCK@GC<�:I@K<I@8�8I<�<M8CL8K<;�8J�8��FFC<8E��* �FG<I8K@FE��D<8E@E>�8CC�:I@K<I@8�DLJK�9<

:FEK8@E<;�@E�K?<�;<J:I@GK@FE


U �?FFJ<�K?<PayeePayee @EMFCM<;�@E�K?<�KI8EJ8:K@FE
�0F�;F�K?@J��=@IJK�J<C<:K�K?<�G8P<<�KPG<�8JCustomer� Supplier��FI Other
�%=CustomerFI

Supplier@J�J<C<:K<;��:LJKFD<IJ�8E;�JLGGC@<IJ�8CI<8;P�;<=@E<;�@E�K?<Customers FI Suppliers K89J�N@CC�9<�8M8@C89C<
�%=Other @J

J<C<:K<;��K?<�=@<C;�@J�=I<<�K<OK��8E;�8EP�E8D<�:8E�9<�<EK<I<;�
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�

U /G<:@=P�K?<�GFJK@E>AccountAccount 


U Tax CodeTax Code 8E; DivisionDivision :8E�9<�J<C<:K<;�@=�8EP�?8M<�9<<E�;<=@E<;and 8E�8GGC@:89C<�8::FLEK�?8J�9<<E�:?FJ<E
�+K?<IN@J<��K?FJ<

=@<C;J�;F�EFK�8GG<8I


U �?<:B9FO<J�=FIColumn Ñ DescriptionColumn Ñ Description 8E; Column Ñ QtyColumn Ñ Qty :8LJ<�:FII<JGFE;@E>�=@<C;J�KF�8GG<8I
�+K?<IN@J<��K?FJ<�=@<C;J�8I<

89J<EK��8J�J?FNE�@E�K?<�@CCLJKI8K@FE�89FM<


�� Notes

3?<E�8�:FEKIFC�8::FLEK�@J�J<C<:K<;��JL:?�8JAccounts payable��8E�8;;@K@FE8C�;IFG;FNE�=@<C;�N@CC�8GG<8I�9<J@;<�K?<�8::FLEK

=@<C;�KF�J<C<:K�8�JL9J@;@8IP�C<;><I��JL:?�8J�K?<�JLGGC@<I
�%=�8�JL9J@;@8IP�C<;><I�@J�EFK�J<C<:K<;��KI8EJ8:K@FEJ�=@KK@E>�K?<�J<8I:?

:I@K<I@8�N@CC�9<�GFJK<;�KFSuspense


�� Example

4L8E�J<<J�K?8K�@EK<IE8K@FE8C�N@I<�KI8EJ=<I�=<<J�8CN8PJ�J?FN�K?<�J8D<�N8P�@E�?<I�98EB�JK8K<D<EKJ
�/F�J?<�:I<8K<J�8�G8PD<EK

ILC<�;@I<:K@E>�8CC�G8PD<EKJ�=IFD�?<IMain business account:FEK8@E@E>NAB INTL TRAN FEE@E�K?<@I�;<J:I@GK@FEJ�KF�9<

:8K<>FI@Q<;�LE;<I�?<IBank charges<OG<EJ<�8::FLEK
�/L:?�KI8EJ8:K@FEJ�8I<�EFK�K8O89C<�@E�4L8E[J�ALI@J;@:K@FE�

�C@:BCreate N?<E�=@E@J?<;
�0?<�ILC<�N@CC�8GG<8I�@E�K?<�C@JK�F=�G8PD<EK�ILC<J�@E�K?<Settings K89�
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0F�<;@K�FI�;<C<K<�8�G8PD<EK�ILC<��:C@:B�K?<Edit 9LKKFE�9<J@;<�K?<�ILC<
�!;@K�8J�;<J@I<;�8E;�:C@:BUpdate FI�:C@:BDelete 


 <=@E<�8�G8PD<EK�ILC<�;LI@E>�:8K<>FI@Q8K@FE

�=K<I�8�98EB�@DGFIK�@J�:FDGC<K<��)8E8><I�I<KLIEJ�PFL�KF�K?<Bank and Cash Accounts K89
�$<I<��PFL�N@CC�J<<�8�:FCLDE�=FI

Uncategorized Payments �

0I8EJ8:K@FEJ�@E�K?8K�:FCLDE�?8M<�EFK�P<K�9<<E�=@E8CCP�:8K<>FI@Q<;
�0?<P�8I<�K<DGFI8I@CP�GFJK<;�KF�K?<Suspense8::FLEK
�0F�;<=@E<�E<N

G8PD<EK�ILC<J�N?@C<�:8K<>FI@Q@E>�K?FJ<�G8PD<EKJ��:C@:B�FE�K?<�ELD9<I�@E�K?<Uncategorized Payments :FCLDE
�0?<E�:C@:B

New Payment Rule FE�K?<�C@E<�=FI�N?@:?�PFL�N8EK�KF�;<=@E<�8�E<N�ILC<


5FL�J?FLC;�:I<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�K?8K�8I<�LE@HL<��JL:?

8J�I<=<I<E:<�ELD9<IJ��@EMF@:<�ELD9<IJ��FI�;8K<J
�+E:<�F==�KI8EJ8:K@FEJ�K?8K�8I<�@E=I<HL<EK�J?FLC;�9<�:8K<>FI@Q<;�@E;@M@;L8CCP�9P�:C@:B@E>

Edit I8K?<I�K?8E�9P�:I<8K@E>�ILC<J
�,8PD<EKJ�PFL�<;@K�D8EL8CCP�N@CC�;@J8GG<8I�=IFD�K?<�9LCB�:8K<>FI@Q8K@FE�J:I<<E


+E:<�PFL�?8M<�8;;<;�8CC�PFLI�G8PD<EK�ILC<J��J<C<:K�8CC�KI8EJ8:K@FEJ�D8K:?<;�9P�E<N�ILC<J�9P�:?<:B@E>�K?<@I�9FO<J
��C@:BBatch Update 8K

K?<�9FKKFD
��CC�J<C<:K<;�G8PD<EKJ�N@K?�D8K:?@E>�ILC<J�N@CC�9<�I<:8K<>FI@Q<;�8E;�K8B<E�F==�K?<�C@JK
�,8PD<EK�ILC<J�PFL�:I<8K<;�N@CC�9<�J8M<;�@E

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<J��I<;L:@E>�K?<

K@D<�E<<;<;�KF�:8K<>FI@Q<�K?<D


�� Caution

0?<�GFJJ@9@C@KP�8CN8PJ�<O@JKJ�K?8K�8�G8PD<EK�ILC<�N@CC�@E:FII<:KCP�:8K<>FI@Q<�8�KI8EJ8:K@FE�N@K?�LE8EK@:@G8K<;�:?8I8:K<I@JK@:J


3?<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�9LJ@E<JJ�G8PJ�=FI�>FF;J�FI�J<IM@:<J�@DD<;@8K<CP�LGFE�FI;<I@E>�FI�;<C@M<IP
�*F�:I<;@K�@J�<OK<E;<;�9P�K?<

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��I<>8I;C<JJ�F=�N?<K?<I�K?<

9LJ@E<JJ�LJ<J8::IL8C�FI�:8J?�98J@J�8::FLEK@E>
�0?<I<=FI<�no purchase invoice is required 
�0?<�<EK@I<�KI8EJ8:K@FE�F::LIJ�@E�8�J@E>C<�JK<G


�� 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=�<O:?8E><
�%KJ�;@JK@E>L@J?@E>

=<8KLI<�@J�K?8K�:I<;@K�N8J�EFK�<OK<E;<;�9P�K?<�JLGGC@<I


�8J?�GLI:?8J<J�8I<�<EK<I<;�@E�<O8:KCP�K?<�J8D<�N8P�8J�8EP�FK?<IG8PD<EK
�0?<P�J?FLC;�JG<:@=@:8CCP�C@JK�8EP�@EM<EKFIP�@K<DJ�GLI:?8J<;


3?<E�8�:8J?�GLI:?8J<�@J�<EK<I<;��8EP�8M8@C89C<�:I<;@KJ�PFL�D8P�?8M<�N@K?�K?<�JLGGC@<I�=IFD�;<9@K�EFK<J�FI�I<KLIEJ�N@CC�EFK�9<�8GGC@<;
�0?@J�@J

9<:8LJ<�JL:?�:I<;@KJ�8I<�I<:FI;<;�@E�JLGGC@<IJ[�JL98::FLEKJ�@EAccounts payable��N?@:?�@J�EFK�@EMFB<;�=FI�:8J?�GLI:?8J<J
�0F�LJ<�JL:?

:I<;@KJ��8GLI:?8J<�@EMF@:<DLJK�9<�<EK<I<;�@EJK<8;
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3?<E�8 JLGGC@<I�JK8K<D<EK@J�:I<8K<;��:8J?�GLI:?8J<J�=IFD�K?8K�JLGGC@<I�N@CC�EFK�9<�@E:CL;<;
�%=�8�:FDGC<K<�I<:FI;�F=�GLI:?8J<J�=IFD�8

JG<:@=@:�JLGGC@<I�@J�;<J@I<;��GLI:?8J<�@EMF@:<J�DLJK�8>8@E�9<�LJ<;


�
�
� .<:FI;�JLGGC@<I�;<GFJ@KJ�8E;�8;M8E:<J

Supplier deposits and advances 8I<�=LE;J�G8@;�9P�8�9LJ@E<JJ�KF�8�JLGGC@<I�9<=FI<�K?<P�?8M<�9<<E�<8IE<;
�3?@C<�K?<�=LE;J�D8P�9<�@E�K?<

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�K?<�JLGGC@<I�DLJK

<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;<;
�/FD<�<O8DGC<J�@E:CL;<�

U  <GFJ@KJ�8::FDG8EP@E>�GLI:?8J<�FI;<IJ�=FI�:LJKFD�D8EL=8:KLI@E>

U ,I<G8PD<EKJ�=FI�J<IM@:<J�FI�LK@C@K@<J�KF�9<�@EMF@:<;�C8K<I�9P�K?<�JLGGC@<I

U  <GFJ@KJ�KF�?FK<CJ�=FI�:FE=@ID8K@FE�F=�I<J<IM8K@FEJ

U  <GFJ@KJ�KF�C8E;CFI;J�9P�K<E8EKJ�F=�I<EK8C�GIFG<IKP�=FI�:C<8E@E>�FI�GFK<EK@8C�;8D8><J

�::FLEK@E>�=FI�;<GFJ@KJ�8E;�8;M8E:<J

0NF�<JJ<EK@8C�=8:KJ�DLJK�9<�I<:FI;<;�=FI�<M<IP�;<GFJ@K�

U Supplier ��N?F�@J�I<:<@M@E>�K?<�;<GFJ@K�

U Amount ��?FN�DL:?�@J�K?<�;<GFJ@K�

%E�)8E8><I��9FK?�=8:KJ�8I<�I<:FI;<;�J@DLCK8E<FLJCP�N?<E�K?<�;<GFJ@K�FI�8;M8E:<�@J�G8@;�FLK
�0F�I<:FI;�G8PD<EK�F=�8�;<GFJ@K��>F�KF�K?<

Payments K89
�/<C<:KNew Payment �

�

�FDGC<K<�K?<�G8PD<EK�=FID�8J�PFL�NFLC;�=FI�8EP�FK?<IG8PD<EK�

U 1E;<I PayeePayee ��J<C<:KContactContact KPG<�8JSupplier
��?FFJ<�K?<�JLGGC@<I�=IFD�K?<�;IFG;FNE�D<EL
��0?<�JLGGC@<I�KF�N?FD�PFL�8I<

D8B@E>�K?<�;<GFJ@K�DLJK�8CI<8;P�9P�;<=@E<;
�

U  F�EFK�J<C<:K�8EPK?@E>�@E�K?<ItemItem =@<C;��<M<E�@=�K?<�;<GFJ@K�@J�=FI�8E�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<D


U 1E;<I AccountAccount ��J<C<:KAccounts payable
�0?<�JLGGC@<I[J�JL98::FLEK�N@CC�8LKFD8K@:8CCP�9<�J<C<:K<;�KF�D8K:?�K?<�JLGGC@<I�;<J@>E8K<;

LE;<I Payee 
�0?@J�:?F@:<�:8EEFK�9<�<;@K<;
��/<<�EFK<�9<CFN
�

�� Note

%=�K?<�;<GFJ@K�@J�G8@;�KF�JFD<FE<�FK?<I�K?8E�K?<�JLGGC@<I�=FI�N?FD�K?<�;<GFJ@K�@J�@EK<E;<;��K?<Contact KPG<

89FM<�DLJK�9<Other
�0?<E��PFL�N@CC�9<�89C<�KF�:?FFJ<�8EP�JLGGC@<I[J�JL98::FLEK�LE;<IAccounts payable
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U (<8M<�K?<InvoiceInvoice =@<C;�9C8EB


U ��HL8EK@KP�@J�EFK�I<HL@I<;�@E�K?<QtyQty =@<C;��9<:8LJ<�EF�@EM<EKFIP�@K<DJ�FI�9@CC89C<�@K<DJ�8I<�@EMFCM<;�N@K?�8�;<GFJ@K
�5FL�D8P�J@DGCP

<EK<I�K?<�KFK8C�;<GFJ@K�@E�K?<Unit priceUnit price =@<C;
�$FN<M<I��@=�PFL�N@J?��<EK<I�K?<�HL8EK@KP�8E;�LE@K�GI@:<�8E;�)8E8><I�N@CC�:8C:LC8K<�8

KFK8C


U Tax codeTax code @J�EFID8CCP�C<=K�9C8EB��9<:8LJ<�;<GFJ@KJ�FI�8;M8E:<J�8I<�EFK�LJL8CCP�K8O89C<�<M<EKJ
�$FN<M<I��ILC<J�@E�PFLI�ALI@J;@:K@FE�D8P

;@==<I��<JG<:@8CCP�@=�K?<�;<GFJ@K�@J�=FI�JG<:@=@:�>FF;J�FI�J<IM@:<J�K?8K�N@CC�9<�;<C@M<I<;�C8K<I
��?<:B�N@K?�8�CF:8C�8::FLEK8EK�FI�PFLI�K8O

8LK?FI@KP�KF�9<�JLI<


�� Note

 <GFJ@KJ��<M<E�K?FJ<�@EMFCM@E>�:8C:LC8K@FEJ�N@K?�HL8EK@K@<J�8E;�LE@K�GI@:<J��?8M<�EF�@DG8:K�FE�@EM<EKFIP�M8CL<J�FI�HL8EK@K@<J

9<:8LJ<�EF�@EM<EKFIP�@K<D�@J�;<J@>E8K<;


1J@E>�;<GFJ@KJ�8E;�8;M8E:<J

0?<�G8PD<EK�N@CC�EFN�9<�;<;L:K<;�=IFD�K?<�8GGC@:89C<�98EB�FI�:8J?�8::FLEK[J�98C8E:<�

0?<�;<GFJ@K�8CJF�I<;L:<J�K?<�KFK8CAccounts payable98C8E:<��K?FL>?�K?<�@DG8:K�F=�8�JG<:@=@:�;<GFJ@K�N@CC�GIF989CP�9<�F9J:LI<;�FE�K?<

�8C8E:<�/?<<K�9P�;<GFJ@KJ�8E;�G8P89C<J�KF�FK?<I�JLGGC@<IJ
�0F�M@<N�JG<:@=@:�@E=FID8K@FE�89FLK�JLGGC@<I�;<GFJ@KJ��PFL�:8E�;I@CC�;FNE�9P

:C@:B@E>�K?<Accounts payable98C8E:<�FE�K?<Summary G8><�8E;�CF:8K@E>�K?<�JLGGC@<I[J�8::FLEKBalance �

�C@:B@E>�FE�K?<�98C8E:<��PFL�:8E�J<<�KI8EJ8:K@FEJ�:FEKI@9LK@E>�KF�@K��@E:CL;@E>�K?<�I<:<EK�;<GFJ@K�G8PD<EK�

5FL�:8E�;F�K?<�J8D<�K?@E>�@E�K?<Suppliers K89��N@K?�J@D@C8I�I<JLCKJ


3?<E<M<I�8�GLI:?8J<�@EMF@:<�@J�:I<8K<;�=FI�8�JLGGC@<I��8EP�8M8@C89C<�E<K�;<9@K�@E�K?8K�JLGGC@<I[JAccounts payable98C8E:<�N@CC�9<

8LKFD8K@: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<:FI;<;�FECP�M@8�:8J?�G8PD<EKJ
�/L:?�KI8EJ8:K@FEJ�8I<�EFK

GIF:<JJ<;�K?IFL>?Accounts payable��JF�)8E8><I�:8EEFK�8GGCP�8EP�8M8@C89C<�98C8E:<
�%=�PFL�GLI:?8J<�=IFD�8�JLGGC@<I�FE�8

:8J?�8E;�:8IIP�98J@J��9LK�N@J?�KF�8GGCP�8E�<O@JK@E>�;<GFJ@K�FI�8;M8E:<��PFL�DLJK�:I<8K<�8�GLI:?8J<�@EMF@:<�8E;�D8B<

G8PD<EK�8>8@EJK�@K�@E�J<G8I8K<�KI8EJ8:K@FEJ
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�
�
� "@E;�8E;�I<:F;<�G8PD<EKJ

0?<�D8@E�J:I<<E�F=�K?<Payments K89�@E:CL;<J�8Find & recodeFind & recode 9LKKFE�8K�K?<�9FKKFD�KF�8JJ@JK�N@K?�9LCB�I<:F;@E>�F=�C@E<�@K<DJ�FE�98EB

KI8EJ8:K@FEJ�KF�;@==<I<EK�8::FLEKJ�FI�KF�8GGCP�;@==<I<EK�K8O�:F;<J�

0?@J�=<8KLI<�@J�F=K<E�LJ<=LC�=FI�GFJK@E>�G8PD<EKJ�=IFD@DGFIK<;�98EB�JK8K<D<EKJKF�GIFG<I�8::FLEKJ�N?<E�K?<P�8I<�EFK�?8E;C<;�:FII<:KCP�9P

G8PD<EK�ILC<J
�%K�:8E�8CJF�9<�LJ<;�@E�FK?<I�J@KL8K@FEJ��@E:CL;@E>�N?<E�E<N�8::FLEKJ�8I<�8;;<;�8E;�PFL�N8EK�KF�I<8CCF:8K<�GI@FI�G8PD<EKJ�KF

K?<�E<N�8::FLEKJ


�� Notes

,8PD<EKJ�@E�:8J?�8::FLEKJ�8I<�EFK�@E:CL;<;�@E�K?<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�PFL�K?<�8�89@C@KP�KF

=@E;�8E;�I<:F;<�@E;@M@;L8C�C@E<J�FE�G8PD<EKJ


�� Example

*FIK?N@E;�0I8;<IJ�IFLK@E<CP�:FEKI@9LK<J�DFE<P�KF�:?8I@K@<J�@E�I<KLIE�=FI�8:BEFNC<;><D<EK�@E�K?<�:?8I@K@<J[�GL9C@:8K@FEJ


0?<�9LJ@E<JJ�9<C@<M<J�CF:8C�I<>LC8K@FEJ�8CCFN�8�;<;L:K@FE�=IFD�@E:FD<�=FI�K?<�;FE8K@FEJ
�$FN<M<I��8K�K?<�<E;�F=�K?<�=@J:8C

P<8I��K?<�:FDG8EP[J�8::FLEK8EK�;<K<ID@E<J�K?8K�JL:?�:FEKI@9LK@FEJ�8I<�EFK�<C@>@9C<�=FI�KI<8KD<EK�8J�:?8I@K89C<�;FE8K@FEJ�

9LK�FECP�8J�8;M<IK@J@E>�<OG<EJ<J
�/F�<M<IP�;FE8K@FE�I<:FI;<;�;LI@E>�K?<�P<8I�DLJK�9<�I<:F;<;�=IFD�8Donations 8::FLEK

KF�8EAdvertising and promotion <OG<EJ<�8::FLEK
�0?@J�:8E�9<�;FE<�M<IP�HL@:BCP�LJ@E>Find & recode 


"@E;@E>�8E;�J<C<:K@E>�G8PD<EKJ

%E�K?<Payments K89��J<C<:KFind & recode 
���C@JK�F=�><E<I8C�C<;><I�KI8EJ8:K@FEJ�=FI�C@E<�@K<DJ�FE�G8PD<EKJ�N@K?;I8NE�=IFD�98EB

8::FLEKJ�8GG<8IJ�

�� Note

,8PD<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�N?@:?�K?<P�8I<

GFJK<;�8I<�;<=@E<;�N?<E�K?<�@K<DJ�8I<�;<=@E<;
�%=�PFL�N@J?�KF�I<:F;<�K?<J<��;F�JF�@E�K?<Settings K89


"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
�+I��LJ<�K?<�J<8I:?�=LE:K@FE�KF�E8IIFN�K?<

C@JK��@E�K?@J�<O8DGC<�9P�<EK<I@E>�K?<�8::FLEK�E8D<Donations 8E;�:C@:B@E>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<;��J:IFCC�KF�K?<�<E;�F=�K?<�C@JK�8E;�J<C<:K�K?<�E<N�8::FLEK
�%=�8�K8O�:F;<�8GGC@<J��:?FFJ<�FE<�

�C@:BBulk Update KF�I<:F;<�8CC�J<C<:K<;�G8PD<EKJ�KF�K?<�E<N�8::FLEK�FI�K8O�:F;<�

�� Note

08O�:F;<J�:8E�9<�I<:F;<;�N@K?FLK�:?8E>@E>�8::FLEKJ


�
�
� !O:?8E><�@EM<EKFIP�N@K?�8�G8PD<EK�=FID

"FI�GLIGFJ<J�F=�K?@J�#L@;<��PFLexchange inventory N?<E�<@K?<I�

U ��:LJKFD<I�I<KLIEJ�FE<�FI�DFI<�GI<M@FLJCP�JFC;�@EM<EKFIP�@K<DJ�KF�PFL�8E;�I<:<@M<J�;@==<I<EK�@EM<EKFIP�@K<DJ�=IFD�PFL��FI

U 5FL�I<KLIE�FE<�FI�DFI<�GI<M@FLJCP�GLI:?8J<;�@EM<EKFIP�@K<DJ�KF�8�JLGGC@<I�8E;�I<:<@M<�;@==<I<EK�@EM<EKFIP�@K<DJ�=IFD�K?<�JLGGC@<I�

8E;�EF�:I<;@K�@J�@EMFCM<;�@E�K?<�KI8EJ8:K@FE
�0?8K�D<8EJ�

U *<@K?<IAccounts receivable=IFD�8�:LJKFD<I�EFIAccounts payableKF�8�JLGGC@<I�@J�8;ALJK<;��8E;

U *F�:I<;@K�FI�;<9@K�EFK<�@J�@EMFCM<;


%E�FK?<I�NFI;J��8Eexchange F::LIJ�N?<E�8CC�DFM<D<EK�F=�=LE;J�8E;�@EM<EKFIP�@J�8::FDGC@J?<;�@E�8�J@E>C<�KI8EJ8:K@FE
�%=�K?<�@K<DJ

<O:?8E><;�8I<�EFK�F=�<HL8C�M8CL<��DFM<D<EK�F=�=LE;J�:8E�9<�M@8�98EB�FI�:8J?�KI8EJ8:K@FE
�%=�PFL�N@CC�FN<�DFE<P�KF�K?<�:LJKFD<I�FI�JLGGC@<I

8=K<I�K?<�<O:?8E><��LJ<�8�G8PD<EK�=FID�KF�I<:FI;�K?<�KI8EJ8:K@FE


�� Note

0<:?E@:8CCP��8E�<O:?8E><�:8E�9<�I<:FI;<;�N@K?�8�I<:<@GK�FI�G8PD<EK��I<>8I;C<JJ�F=�N?<K?<I�<@K?<I�G8IKP�KF�K?<�KI8EJ8:K@FE

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?<I�G8IKP�DFE<P
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�LJKFD<I�I<KLIEJ�>FF;J

�FE:<GKL8CCP��8�:LJKFD<I�<O:?8E>@E>�@EM<EKFIP�@J�<HL@M8C<EK�KF�PFL�9LP@E>�98:B�K?<�@K<D�J��K?<�:LJKFD<I�FI@>@E8CCP�GLI:?8J<;�8E;�J<CC@E>

K?<�E<N�@K<D�J��KF�K?<�:LJKFD<I
�%E�=8:K��PFL�:FLC;�<EK<I�KNF�J<G8I8K<�KI8EJ8:K@FEJ
��LK�K?<I<�@J�8�J@DGC<I�N8P�K?8K�GIF;L:<J�@;<EK@:8C�I<JLCKJ


%E�K?<Payments K89�8E;�:C@:B�FENew Payment �

�

+E�K?<�G8PD<EK�=FID��C@JK�8CC�@EM<EKFIP�@K<DJ�K?<�:LJKFD<I�@J�I<KLIE@E>�8E;�K?<@I�HL8EK@K@<J
�%E:CL;<�8EP�K8O�:F;<�K?8K�N8J�8GGC@<;�KF�K?<

FI@>@E8C�J8C<


*<OK��C@JK�8CC�@EM<EKFIP�@K<DJ�K?<�:LJKFD<I�@J�9LP@E>�@E�K?<�<O:?8E><�8E;�K?<@I�HL8EK@K@<J
Because you are effectively receiving money for

the replacement item(s) rather than paying, enter the replacement quantities as negative numbers. �>8@E��@E:CL;<�8EP�8GGC@:89C<�K8O

:F;<


�C@:BCreate KF�I<:FI;�K?<�<O:?8E><
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�� Example

�I@CC@8EK�%E;LJKI@<J�GI<M@FLJCP�JFC;�8�:<I8D@:�K89C<�C8DG�KF��F9[J�$8I;N8I<�FE�8�:8J?�98J@J
��F9[J�$8I;N8I<�I<8C@Q<J�@K

GLI:?8J<;�K?<�NIFE>�GIF;L:K�8E;�N8EKJ�KF�<O:?8E><�K?<�C8DG�=FI�8�C8DG�B@K
��<:8LJ<�K?<J<�8I<�N?FC<J8C<�KI8EJ8:K@FEJ��EF

K8O�@J�8JJ<JJ<;�FE�8EP�GFIK@FE�F=�K?<�KI8EJ8:K@FE


,I@FI�KF�K?<�<O:?8E><���I@CC@8EK[J��8C8E:<�/?<<K�J?FNJ�������@ECash on hand8E; Inventory on hand NFIK?������
���

�I@CC@8EK[JInventory Items C@JK�I<M<8CJ�@K�FNEJ����K89C<�C8DGJ�8E;���C8DG�B@KJ�

0?<�G8PD<EK�=FID�@J�:FDGC<K<;�8J�J?FNE�9<CFN
�*FK<�K?<�E<>8K@M<�HL8EK@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?<

KI8EJ8:K@FE�@J�:FDGC<K<��K?<��8C8E:<�/?<<K�?8J�9<<E�8;ALJK<;��J?FN@E>�C<JJCash on hand8E;�@E:I<8J<;Inventory on hand�
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%EM<EKFIP�HL8EK@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?<�:LJKFD<I�N@CC�FN<�8;;@K@FE8C�DFE<P
�0?@J�N@CC�9<�J?FNE�9P�8

E<>8K@M<�KFK8C
����E<>8K@M<�G8PD<EK�@J�K?<�J8D<�8J�8�I<:<@GK
�

5FL�I<KLIE�>FF;J�KF�8�JLGGC@<I

3?<E�PFL�<O:?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<DJ�PFL�FI@>@E8CCP

GLI:?8J<;
�0?<�GIF:<;LI<�=FI�I<:FI;@E>�K?<�KI8EJ8:K@FE�@J�98J@:8CCP�K?<�J8E<�8J�K?<�FE<�;<J:I@9<;�89FM<�

U !EK<I�8�E<N�G8PD<EK�KF�<@K?<I�8�:8J?�FI�98EB�8::FLEK


U !EK<I�I<GC8:<D<EK�@K<D�J��PFL�I<:<@M<�N@K?�GFJ@K@M<�HL8EK@K@<J


U !EK<I�@K<D�J��PFL�I<KLIE�N@K?�E<>8K@M<�HL8EK@K@<J


U ��GFJ@K@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?<�JLGGC@<I�FN<J�PFL

DFE<P


�
�
� ,8P�8�I<=LE;

/FD<K@D<J��8�9LJ@E<JJ�FN<J�DFE<P�KF�8�:LJKFD<I�8E;�DLJKpay a refund 
�0NF�98J@:�J@KL8K@FEJ�D8P�<O@JK��I<HL@I@E>�JC@>?KCP�;@==<I<EK

GIF:<;LI<J�

U ��I<=LE;�@J�9<@E>�G8@;�=IFD�8�:8J?�J8C<�FI�N@K?FLK�I<=<I<E:<�KF�K?<�:LJKFD<I[JAccounts receivable98C8E:<


U ��:LJKFD<I�;<=@E<;�LE;<I�K?< Customers K89�?8J�G8@;�@E�8;M8E:<��G8@;�DFI<�K?8E�N8J�FN<;��FI�?8J�9<<E@JJL<;�8�:I<;@K�EFK<��JF

8�:I<;@K�@J�9<@E>�I<GFIK<;�8J�8�E<>8K@M<�98C8E:<��FI�<EKIP��@EAccounts receivable
�$FN<M<I��K?<�:LJKFD<I�;F<J�EFK�N8EK�K?<�:I<;@K

8GGC@<;�KF�8�=LKLI<�J8C<J�@EMF@:<


Manager Guides

304



.<=LE;J�=IFD�:8J?�J8C<J

�� Caution

5FL�D@>?K�K?@EB�8�I<=LE;�J?FLC;�9<�<EK<I<;�N@K?�8�G8PD<EK�=FID��J@E:<�PFL�8I<�D8B@E>�8�G8PD<EK�KF�K?<�:LJKFD<I
��LK

I<:FI;@E>�8�I<=LE;�=FI�@EM<EKFIP�@K<DJ�N@K?�8�G8PD<EK�=FID�;F<J�EFK�:FII<:KCP�I<M<IJ<�K?<�FI@>@E8C�GFJK@E>J�KF�8E�@E:FD<

8::FLEK��=FI�K?<�8DFLEK�F=�K?<�J8C<��8E;�K?<Inventory - cost<OG<EJ<�8::FLEK��=FI�K?<�:FJK�F=�>FF;J�JFC;�
�)FI<

@DGFIK8EKCP��@K�8CJF�;@JKFIKJ�K?<�8M<I8><�:FJK�F=�I<KLIE<;�@EM<EKFIP�@K<DJ�@E�K?<Inventory on hand 8::FLEK


.<:FI;@E>�K?<�I<=LE;�N@K?�8�G8PD<EK�=FID�8CJF�GI<GFGLC8K<J�LE@K�GI@:<J�N@K?�GLI:?8J<�GI@:<J�I8K?<I�K?8E�K?<�J8C<J�GI@:<J

LJ<;�FE�K?<�FI@>@E8C�J8C<J�I<:<@GK
�%EJK<8;��I<:FI;�8�I<=LE;�N@K?�8�I<:<@GK�=FID��<EK<I@E>negative values 


0?@EB�F=�K?<�I<=LE;�K?@J�N8P��PFL�I<:FI;<;�K?<�FI@>@E8C�:8J?�J8C<�N@K?�8�I<:<@GK��JF�@K�D8B<J�J<EJ<�KF�I<M<IJ<�K?<�J8C<�N@K?�8

E<>8K@M<�I<:<@GK
�0?@J�@J�J@D@C8I�KF�I<M<IJ@E>�8�J8C<�FE�8�J8C<J�@EMF@:<�N@K?�8�:I<;@K�EFK<��N?@:?�@J�C@B<�8�E<>8K@M<�J8C<J

@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<:FI;�8�I<=LE;�FE�8�J8C<�FI@>@E8CCP�D8;<�9P�:8J?�I<:<@GK�@J�KF�CF:8K<�8E;�M@<N�K?<�FI@>@E8C�J8C<J�I<:<@GK
�0?<E�LJ<�K?<

Copy to =LE:K@FE�KF�:I<8K<�8�E<N�I<:<@GK�=IFD�@K�

5FL�:8E�8CJF�>F�KF�K?<Receipts K89�8E;�:C@:BNew Receipt �

�

3@K?�<@K?<I�D<K?F;��8�I<:<@GK�<EKIP�J:I<<E�N@CC�8GG<8I
�%=�PFL�:FG@<;�K?<�FI@>@E8C�I<:<@GK�KF�8�E<N�FE<��<M<IPK?@E>�N@CC�8CI<8;P�9<�=@CC<;�@E��9LK

D8P�JK@CC�9<�<;@K<;
�%=�PFL�JK8IK<;�N@K?�8�E<N�I<:<@GK��:FDGC<K<�K?<�=FID�8J�PFL�NFLC;�=FI�8EP�FK?<II<:<@GK��N@K?�FE<�@DGFIK8EK�;@==<I<E:<
�%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@>@E8C�GLI:?8J<��:?FFJ<�@K�@E�K?<ItemItem =@<C;
�)FJK�F=�K?<�I<D8@E@E>�=@<C;J

N@CC�=@CC�8LKFD8K@:8CCP��9LK�D8P�9<�<;@K<;


U AccountAccount N@CC�9<�=@CC<;�8LKFD8K@:8CCP�=FI�@EM<EKFIP�8E;�EFE�@EM<EKFIP�@K<DJ
�+K?<IN@J<��:?FFJ<�K?<�J8D<�FE<�KF�N?@:?�K?<�FI@>@E8C

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���)8E8><I�N@CC

;<;L:K�K?<�8GGIFGI@8K<�8DFLEK�=IFD�8E�@E:FD<�8::FLEK��8;;�KFInventory on hand��I<;L:< Inventory - cost��8E;�I<;L:<�K?<

8GGIFGI@8K<�K8O�C@89@C@KP�8::FLEK


U DescriptionDescription ;<J:I@9<J�K?<�I<KLIE�I<=LE;


U QtyQty @J�K?<�ELD9<I�F=�LE@KJ�9<@E>�I<=LE;<;
Enter the 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;ALJK<;�@E�GI@:<��C<8M<�K?@J�=@<C;�9C8EB


U Unit priceUnit 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�8DFLEK�9<@E>

I<=LE;<;
 If no quantity was entered in the QtyQty field, enter the unit price as a negative number. Otherwise, enter a positive

number.

U �?FFJ<�K?<�J8D<TaxTax :F;<�LJ<;�=FI�K?<�FI@>@E8C�KI8EJ8:K@FE


U /<C<:K�8DivisionDivision 8E;�FI ProjectProject @=�8GGIFGI@8K<
�0?<J<�=@<C;J�;F�EFK�8GG<8I�LEC<JJ�@K<DJ�FI�8::FLEKJ�=FI�N?@:?�K?<P�8I<�8CCFN<;

8I<�J<C<:K<;
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�C@:BCreate N?<E�K?<�=FID�@J�:FDGC<K<
�.<D<D9<I�KF�G8P�K?<�:LJKFD<I


.<=LE;J�F=�:I<;@K�98C8E:<J

�LJKFD<I�:I<;@K�98C8E:<J�N@CC�9<�8LKFD8K@:8CCP�8GGC@<;�KF�K?<�:LJKFD<I[J�E<OK�@EMF@:<�

�LK�@=�K?<�E<OK�@EMF@:<�@J�LEC@B<CP�KF�9<�@JJL<;�JFFE�FI�K?<�:LJKFD<I�?8J�I<HL<JK<;�K?<�:I<;@K�9<�I<=LE;<;��D8B<�8G8PD<EKKF�I<;L:<�K?<

:I<;@K�98C8E:<


�� Note

/@E:<�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<DJ�N@CC�EFK�9<�LJ<;�=FI�I<=LE;J�F=�:I<;@K�98C8E:<J��K?@J�KPG<�F=�I<=LE;�;F<J�EFK�I<HL@I<

LJ<�F=�8�I<:<@GK�=FID


+E�K?<�G8PD<EK�=FID��=FIAccount ��J<C<:KAccounts receivable��K?<E�J<C<:K�K?<Customer
�%=�K?<�I<=LE;�@J�8JJF:@8K<;�N@K?�8�JG<:@=@:�@EMF@:<�

J<C<:K�@K�@E�K?<Invoice =@<C;
�+K?<IN@J<��C<8M<�K?8K�=@<C;�9C8EB�

On the payment form, all numbers should be positive. �C@:BCreate KF�J8M<�K?<�KI8EJ8:K@FE


�� Caution

.<=LE;@E>�8�:I<;@K�98C8E:<�FECP�I<;L:<J�K?<�:LJKFD<I[JAccounts receivable98C8E:<
�%K�;F<Jnot 8;ALJK�@EM<EKFIP�FI�K8O

8::FLEKJ
�0F�;F�K?8K��PFLmust @JJL<�8�:I<;@K�EFK<=@IJK


�
�
� .<:FI;�<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�@EMF@:<�F==<I<;�9P�8�JLGGC@<I�=FI�G8PD<EK�9P�8�;<8;C@E<�<8IC@<I�K?8E�K?<

I<>LC8I�;L<�;8K<
�!8ICP�G8PD<EK�;@J:FLEKJ�8I<�LJL8CCP�F==<I<;�KF�@E:<EK@M@Q<�=8JK<I�G8PD<EK�8E;�D@E@D@Q<�:8IIP@E>�:FJKJ�F=�I<:<@M89C<J


�� Note

�E�<8ICP�G8PD<EK�;@J:FLEK�@J�EFK�8E�FI;@E8IP;@J:FLEK8J�K?8K�K<ID�@J�><E<I8CCP�LJ<;�K?IFL>?FLK�)8E8><I
�*FID8CCP��8

;@J:FLEK�@J�8�G<I:<EK8><�FI�=@O<;�8DFLEK�GI@:<�I<;L:K@FE�FE�8E�@E;@M@;L8C�C@E<�@K<D
��E�<8ICP�G8PD<EK�;@J:FLEK�8GGC@<J�KF

8E�<EK@I<�@EMF@:<


Manager Guides

306



�� Example

��)!�/<IM@:<J��FDG8EP�I<>LC8ICP�<OK<E;J�:I<;@K�KF�:LJKFD<IJ�9P�@JJL@E>�J8C<J�@EMF@:<J�E<K����;8PJ
�%E�FK?<I�NFI;J��K?<

;L<�;8K<�FE�<8:?�E<N�@EMF@:<�@J����;8PJ�@E�K?<�=LKLI<
��LK�@K�F==<IJ�8����<8ICP�G8PD<EK�;@J:FLEK�@=�:LJKFD<IJ�G8P�N@K?@E���

;8PJ


��)!�@J�8�JLGGC@<I�F=��I@CC@8EK�%E;LJKI@<J
�3?<E<M<I�:8J?�=CFN�@J�J8K@J=8:KFIP���I@CC@8EK�J8M<J����FE�@KJ�GLI:?8J<J�=IFD���)!

9P�G8P@E>�HL@:BCP


!8ICP�G8PD<EK�;@J:FLEKJ�FE�GLI:?8J<J�:8E�9<�8GGC@<;�9P�<@K?<I�F=�KNF�D<K?F;J�

U  <9@K�EFK<

U �;ALJK<;�G8PD<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<I�K?8K�:I<;@K�EFK<�8J�8;<9@K

EFK<@E�)8E8><I
�5FL�:8E�8CJF��?FN<M<I��@E@K@8K<�8�;<9@K�EFK<�PFLIJ<C=�KF�I<:FI;�K?<�<8ICP�G8PD<EK�;@J:FLEK


0?<�;<9@K�EFK<�I<;L:<J�K?<�98C8E:<�F=Accounts payable=FI�K?8K�JLGGC@<I
�)8B<�G8PD<EK�N@K?�8�98EB�FI�:8J?�KI8EJ8:K@FE�<HL8C�KF�K?<

I<;L:<;�98C8E:<�;L<�=FI�K?<�GLI:?8J<�@EMF@:<


Manager Guides

307



�� Example

��)!�/<IM@:<J��FDG8EP�I8@J<J�8�J8C<J�@EMF@:<�KF��I@CC@8EK�%E;LJKI@<J�=FI����
���@E�J<IM@:<J�N@K?�8�����K8O�8;;<;
������<8ICP

G8PD<EK�;@J:FLEK�@J�F==<I<;
��I@CC@8EK�<EK<IJ�8�:FII<JGFE;@E>�GLI:?8J<�@EMF@:<�

�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�EFK<�KF�K?<�JG<:@=@:

GLI:?8J<�@EMF@:<
�/@E:<�K?<�;@J:FLEK�8GGC@<J�KF�K?<�<EK@I<�GLI:?8J<�@EMF@:<��@E:CL;@E>�K8O��K?<Unit price @J�:8C:LC8K<;�8J

���F=�K?<�KFK8C�98C8E:<�;L<�F=����
��
�0?<�J8D<�����K8O�:F;<�@J�J<C<:K<;��8E;�K?<�;<9@K�EFK<�@J�D8IB<;�8J�9<@E>�K8O�

@E:CLJ@M<�

0?<�GLI:?8J<�@EMF@:<[JBalance 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?<�<O8DGC<�89FM<���I@CC@8EK�:FLC;�?8M<�:8C:LC8K<;�K?<�;<9@K�EFK<�8DFLEK�FE�K?<�JL9KFK8C�F=����
����8GGC@<;�K?<�����K8O

:F;<��8E; not :?<:B<;�K?<�K8O�@E:CLJ@M<�FGK@FE
�0?<�I<JLCK�NFLC;�?8M<�9<<E�@;<EK@:8C


0?<�;<9@K�EFK<�GFJK<;�K?<�KI8EJ8:K@FE�KF�K?<�J8D<Advertising and promotion <OG<EJ<�8::FLEK�LJ<;�=FI�K?<�FI@>@E8C

GLI:?8J<�@EMF@:<
�0?<�KI8EJ8:K@FE�:FLC;�8CJF�?8M<�9<<E�GFJK<;�KF�8�;<;@:8K<;�:FEKI8�<OG<EJ<�8::FLEK��JL:?�8JEarly

payment discounts (suppliers)
�0?8K�NFLC;�D8B<�@K�<8J@<I�KF�KI8:B�KFK8C�J8M@E>J�=IFD�JL:?�;@J:FLEKJ
�!@K?<I�8GGIF8:?�@J

G<ID@JJ@9C<


%=�C@E<�@K<DJ�FE�K?<�FI@>@E8C�GLI:?8J<�@EMF@:<�8I<�K8O<;�8K�;@==<I<EK�I8K<J��PFL�DLJK�<EK<I�8�;@J:FLEK�C@E<�=FI�<8:?�K8O�:F;<

LJ<;��8GGFIK@FE@E>�K?<�KFK8C�8::FI;@E>�KF�JL9KFK8CJ�=FI�@E;@M@;L8C�K8O�I8K<J


�� 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@FE�F=

K?<�J8C<
�/F�K8O�@J�;L<�FECP�FE�K?<�I<;L:<;�GI@:<�F=�>FF;J�FI�J<IM@:<J
��LK�@E�JFD<�ALI@J;@:K@FEJ��K8O�D8P�9<�;L<�FE�K?<

FI@>@E8C�J8C<�GI@:<
�%E�K?8K�:8J<��;F�EFK�8GGCP�K?<�K8O�:F;<�KF�K?<�;@J:FLEK�C@E<�@K<D�J�
�5FLI�JLGGC@<I�N@CC�<==<:K@M<CP�9<

G8P@E>�PFLI�K8O�FE�K?<�;@J:FLEK<;�GFIK@FE�F=�PFLI�GLI:?8J<
��?<:B�N@K?�8�CF:8C�8::FLEK8EK�FI�K8O�8LK?FI@KP�KF�:FE=@ID

N?@:?�J@KL8K@FE�8GGC@<J


�;ALJK<;�G8PD<EK�D<K?F;

�E�<8ICP�G8PD<EK�;@J:FLEK�:8E�9<�8GGC@<;�N@K?FLK�8�;<9@K�EFK<��9P�J@DGCP�8;ALJK@E>�K?<�G8PD<EK�KI8EJ8:K@FE
�!EK<I�K?<�=LCC�98C8E:<�;L<�=IFD

K?<�GLI:?8J<�@EMF@:<��GFJK@E>�KFAccounts payable8E;�K?<�JLGGC@<I[J�JL98::FLEK�8E;�@EMF@:<�ELD9<I
Do not apply any tax code on this

line. 0?@J�N@CC�KFK8CCP�:C<8I�K?<Accounts payable98C8E:<�=FI�K?<�@EMF@:<


�;;�8�J<:FE;�C@E<�KF�K?<�G8PD<EK�=FID��GFJK<;�KF�<@K?<I�K?<�J8D<�<OG<EJ<�8::FLEK�8J�K?<�FI@>@E8C�GLI:?8J<�FI�8�;<;@:8K<;�:FEKI8�<OG<EJ<

8::FLEK�=FI�;@J:FLEKJ��J<<�*FK<J�89FM<�
Enter the early payment reduction as a negative number. �GGCP�K?<�I<C<M8EK�K8O�:F;<��J<<

�8LK@FE�89FM<�
�%=�DFI<�K?8E�FE<�K8O�:F;<�N8J�LJ<;�FE�K?<�GLI:?8J<�@EMF@:<��8;;�J<G8I8K<�C@E<J�=FI�K?<�;@J:FLEK�8DFLEKJ�JL9A<:K�KF�<8:?

K8O�:F;<
�0?<�G8PD<EK�KFK8C�N@CC�9<�I<;L:<;�KF�D8K:?�=LE;J�PFL�8I<�G8P@E>�KF�K?<�JLGGC@<I


�� Example

1E;<I�K?<�J8D<�J:<E8I@F�8J�9<=FI<���I@CC@8EK�%E;LJKI@<J�;<:@;<J�EFK�KF�<EK<I�8�;<9@K�EFK<
�%K�<EK<IJ�@KJ�G8PD<EK�KF���)!�8J�8

K8O�@E:CLJ@M<�KI8EJ8:K@FE��GFJK@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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!8ICP�G8PD<EK�;@J:FLEKJ�N@K?FLK�GLI:?8J<�@EMF@:<J

/FD<K@D<J��9LJ@E<JJ<J�I<:<@M<�J8C<J�@EMF@:<J�F==<I@E>�<8ICP�G8PD<EK�;@J:FLEKJ��9LK�KI<8K�K?<D�8J:8J?�GLI:?8J<J 8E;�;F�EFK�:I<8K<�GLI:?8J<

@EMF@:<J
�"FI�K?<�J8B<�F=�:C8I@KP�@E�I<:FI;�B<<G@E>��K?<�G8PD<EK�=FID�=FI�JL:?�8�KI8EJ8:K@FE�J?FLC;�9<�<EK<I<;�LJ@E>�K?<�8;ALJK<;�G8PD<EK

D<K?F;
�/?FN�K?<�=LCC�GLI:?8J<�GI@:<��GFJK<;�KF�I<C<M8EK�<OG<EJ<�8::FLEKJ��8E;�J<G8I8K<�C@E<�@K<DJ�=FI�<8:?�GFIK@FE�K?<�;@J:FLEK��8J

;<K<ID@E<;�9P�K8O�:F;<J
Enter discounts as negative numbers 
�0?<�J8D<�8CK<IE8K@M<J�=FI�8::FLEK�GFJK@E>�8I<�8M8@C89C<�8J�N?<E�;<8C@E>

N@K?�GLI:?8J<�@EMF@:<J


�
�
� �I<8K<�G8PD<EKJ�=IFD�JLGGC@<I�JK8K<D<EKJ

�LJ@E<JJ<J�K?8K�D8B<�G8PD<EKJ�KF�JLGGC@<IJ�:FM<I@E>�J<M<I8C�GLI:?8J<�@EMF@:<J�8K�FE:<�:8Ecreate payments directly from supplier

statements 
�/@KL8K@FEJ�N?<I<�K?@J�:8G89@C@KP�D@>?K�9<�LJ<=LC�@E:CL;<�

U ,<I@F;@:�@EMF@:@E>�=FI�>FF;J�FI�J<IM@:<J�;<C@M<I<;�;LI@E>�8�K@D<�=I8D<

U �I@E>@E>�;<C@EHL<EK�8::FLEKJ�LG�KF�;8K<

U !EJLI@E>�:FD9@E<;�G8PD<EKJ�8I<�GFJK<;�8>8@EJK�JG<:@=@:�@EMF@:<J

2@<N�K?<�JK8K<D<EK

#F�KF�K?< Reports K89�

0F�I<:FI;�G8PD<EK�=FI�GLI:?8J<�@EMF@:<J�=IFD�FE<�JLGGC@<I��:C@:BSupplier Statements (Unpaid invoices) �

%=�E<:<JJ8IP�KF�:?8E><�K?<�;8K<��:C@:BSet Date �

8E;�:?FFJ<�9<KN<<EToday8E; Custom �8E;�K?<E�<EK<I�K?<�;<J@I<;�;8K<��

�C@:BView =FI�K?<�;<J@I<;�JLGGC@<I


�FGP�KF�8�G8PD<EK

3?<E�K?<�JK8K<D<EK�8GG<8IJ��:C@:BCopy to 8E;�J<C<:KNew Payment�

��G8PD<EK�=FID�N@CC�8GG<8I��C@JK@E>�8CC�@EMF@:<J�=FI�K?<�JLGGC@<I�K?8K�N<I<�@E:CL;<;�FE�K?<�JK8K<D<EK
�0?<�<EKIP�=FID�D8P�9<�<;@K<;�8J

E<:<JJ8IP�9<=FI<�9<@E>�J8M<;�9P�:C@:B@E>Create 
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�� Example

�I@CC@8EK�%E;LJKI@<J�?8J�9<<E�JKIL>>C@E>�KF�G8P�@KJ�JLGGC@<IJ�=FI�FM<I�8�P<8I
�"@E8CCP��@KJ�:8J?�GFJ@K@FE�@DGIFM<J�8E;�@K�:8E�G8P

��)!� @JKI@9LK@E>
�0F�J@DGC@=P�I<:FI;@E>�K?<�G8PD<EK�8>8@EJK�M8I@FLJ�GLI:?8J<�@EMF@:<J�8E;�M<I@=P�K?8K�8CC�;<C@EHL<EK

@EMF@:<J�?8M<�9<<E�G8@;���I@CC@8EK�><E<I8K<J�8�:LJKFD<I�JK8K<D<EK�

�I@CC@8EK�:FG@<J�K?<�JK8K<D<EK�KF�8�E<N�G8PD<EK
Accounts payable8E;�K?<�JLGGC@<I[J�E8D<�8I<�8LKFD8K@:8CCP�=@CC<;��8J�8I<

@EMF@:<�ELD9<IJ�8E;�8DFLEKJ�

�I@CC@8EK�J<C<:KJ�8�98EB�8::FLEK�@E�K?<Paid from =@<C;
�3?<E�K?<�G8PD<EK�@J�:I<8K<;��K?<�JLGGC@<I[J�8::FLEK�@J�J<KKC<;
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�
� %EK<I��::FLEK�0I8EJ=<IJ

�
�
� 0I8EJ=<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�9LJ@E<JJ�<EK@KP�KF�8EFK?<I
�*F�=LE;J�<EK<I�FI

C<8M<�K?<�9LJ@E<JJ
���KI8EJ=<I�@J�EFK�GFJJ@9C<�LEC<JJ�K?<�9LJ@E<JJ�?8J�8K�C<8JK�KNF�98EB�FI�:8J?�8::FLEKJ
�!O8DGC<J�F=�KI8EJ=<IJ�@E:CL;<�

U 3@K?;I8N@E>�:8J?�=IFD�8�98EB�8::FLEK�=FI�8�G<KKP�:8J?�=LE;

U ,8P@E>�F==�8�9LJ@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�N?<E�K?<

:I<;@K�:8I;�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
�+I�K?<P

D8P�I<D8@E�G<E;@E>�=FI�J<M<I8C�;8PJ��8J�N?<E�D8@C@E>�8�:?<HL<�KF�G8P�8�:I<;@K�:8I;�JK8K<D<EK


!E89C<�K?< Inter Account Transfers K89

�C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:?<:B�K?<�9FO�KF�<E89C<Inter Account Transfers ��8E;�:C@:BUpdate 8K�K?<�9FKKFD

F=�K?<�G8><�

� �

!EK<I�K?<�KI8EJ=<I

%E�K?<Inter Account Transfers K89��:C@:BNew Inter Account Transfer �

�

�FDGC<K<�K?<�<EKIP��JFD<�=@<C;J�8GG<8I�8J�PFL�GIF>I<JJ��

U DateDate N@CC�9<�GI<=@CC<;�N@K?�KF;8P[J�;8K<
�0?@J�:8E�9<�<;@K<;


U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�@EK<IE8C�FI�<OK<IE8C�I<=<I<E:<�ELD9<IJ
�%=�K?<�9FO�N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I

N@CC�ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I�8DFE>�8CC�<O@JK@E>�@EK<I�8::FLEK�KI8EJ=<IJ

8E;�8;;��


U DescriptionDescription 8CCFNJ�PFL�KF�I<:FI;�GLIGFJ<�F=�K?<�KI8EJ=<I
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U Paid fromPaid from I<:FI;J�K?<�FI@>@E�8::FLEK


U AmountAmount I<:FI;J�K?<�M8CL<�F=�K?<�KI8EJ8:K@FE�@E�K?<�:LII<E:P�F=�K?<�FI@>@E�8::FLEK


U StatusStatus 8GG<8IJ�@=�K?<�FI@>@E�8::FLEK�@J�8�98EB�8::FLEK
�%K�:8E�9<PendingFI Cleared��@E�N?@:?�:8J<�8�;8K<�:8E�9<�<EK<I<;


U Received inReceived in I<:FI;J�K?<�;<JK@E8K@FE�8::FLEK
��J�N@K?�K?<�FI@>@E�8::FLEK��@=�K?<�;<JK@E8K@FE�8::FLEK�@J�8�98EB�8::FLEK��8EFK?<I

Status =@<C;�N@CC�8GG<8I


U ��J<:FE; AmountAmount =@<C;�=FI�K?<�;<JK@E8K@FE�8::FLEK�8GG<8IJ�FECP�@=�K?<�FI@>@E�8::FLEK�@J�;@==<I<EK�=IFD�K?<�98J<�:LII<E:P�FI�@=�K?<�KNF

8::FLEKJ�8I<�;<EFD@E8K<;�@E�;@==<I<EK�:LII<E:@<J
�+K?<IN@J<��K?<�8DFLEK�I<:<@M<;�N@CC�8LKFD8K@:8CCP�D8K:?�K?<�8DFLEK�KI8EJ=<II<;


%=�K?<�8::FLEK�I<:<@M@E>�K?<�KI8EJ=<I�@J�;<EFD@E8K<;�@E�8�;@==<I<EK�:LII<E:P��K?<�=@>LI<�DLJK�9<�@EGLK�D8EL8CCP


U StatusStatus FGK@FEJ�8I<�K?<�J8D<�=FI�K?<�;<JK@E8K@FE�8::FLEK�8J�K?<�FI@>@E�8::FLEK


�C@:BCreate KF�=@E8C@Q<�K?<�KI8EJ=<I�

�� Note

%EK<I�8::FLEK�KI8EJ=<IJ�;F�EFK�8GG<8I�@E�K?<Receipts FI Payments K89J
�0?<P�;F��?FN<M<I��8GG<8I�@E�;I@CC�;FNE

C@JK@E>J�F=�@E;@M@;L8C�8::FLEK�KI8EJ8:K@FEJ�8::<JJ<;�=IFD�K?<Summary FI�K?< Bank and Cash Accounts K89


�� Caution

.<D<D9<I��8E�@EK<I�8::FLEK�KI8EJ=<I�FECPrecords8�KI8EJ=<I
�%K�;F<J�EFK�8:KL8CCP�DFM<�8EP�DFE<P
�5FL�DLJK�K8B<�8:K@FE�KF

N@K?;I8N�8E;�;<GFJ@K��D8B<�K?<�FEC@E<�KI8EJ=<I��FI�J<E;�K?<�:?<HL<


�
�
� ,FJK�@EK<I�8::FLEK�KI8EJ=<IJ�=IFD�@DGFIK<;�98EB�JK8K<D<EKJ

%EK<I�8::FLEK�KI8EJ=<IJ:8E�9<�:FE=LJ@E>�N?<E@DGFIK@E>�98EB�JK8K<D<EKJ
�0?<�:FE=LJ@FE�KPG@:8CCP�8I@J<J�9<:8LJ<�8E�@EK<I�8::FLEK�KI8EJ=<I�@J

I<8CCP�KNF�J<G8I8K<�KI8EJ8:K@FEJ�

U � withdrawal =IFD�K?<�JFLI:<�8::FLEK��8�G8PD<EK�

U � deposit KF�K?<�;<JK@E8K@FE�8::FLEK��8�I<:<@GK�

3?<E�8�KI8EJ=<I�@J�I<:FI;<;�@E�)8E8><I[JInter Account Transfers K89��K?<�GIF>I8D�:FD9@E<J�K?<�KNF�KI8EJ8:K@FEJ�FE�8�J@E>C<�<EKIP

J:I<<E��K?<E�@EM@J@9CP�I<:FI;J�K?<D�KF�K?<@I�J<G8I8K<�98EB�8::FLEKJ
��LK�N?<E�KI8EJ8:K@FEJ�8I<�@DGFIK<;�M@8�8E�<C<:KIFE@:�98EB�JK8K<D<EK�

K?<�@DGFIK<;�JK8K<D<EK�@E:CL;<J�FECP�FE<�FI�K?<�FK?<I�KI8EJ8:K@FE��E<M<I�9FK?
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)FI<FM<I��N?<K?<I�GFJK@E>�8EP�98EB�KI8EJ8:K@FE�KF�8E�8::FLEK�D8EL8CCP�FI�9PI<:<@GK�ILC<FI G8PD<EK�ILC<��I<:<@GKJ�8E;�G8PD<EKJ�:8EEFK

9<�GFJK<;�KFCash 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@:8K@FE�F=

KI8EJ8:K@FEJ
��0?<I<=FI<��I<:<@GKJ�8E;�G8PD<EKJ�K?8K�8I<�G8IK�F=�8E�@EK<I�8::FLEK�KI8EJ=<I�DLJK�9<�GIF:<JJ<;�M@8�8�:C<8I@E>�8::FLEK


�� Note

�C<8I@E>�8::FLEKJ�8I<�LJ<;�KF�K<DGFI8I@CP�CF;><�KI8EJ8:K@FEJ�K?8K�N@CC�<M<EKL8CCP�9<�GFJK<;�KF�I<>LC8I�8::FLEKJ
��DFLEKJ

8I<�;<9@K<;�8E;�:I<;@K<;�@E�F==J<K�KF�FE<�8EFK?<I��JFD<K@D<J�8CDFJK�J@DLCK8E<FLJCP��9LK�FK?<I�K@D<J�;8PJ�8G8IK��8=K<I�JFD<

8JG<:K�F=�8�KI8EJ8: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@B<�K<DGFI8I@CP

JKFI@E>�:8J?�@E�PFLI�GF:B<K�LEK@C�PFL�:8E�KI8EJ=<I�@K�KF�PFLI�N8CC<K


/<K�LG�K?<�:C<8I@E>�8::FLEK

0?<FI<K@:8CCP��J@E:<�K?<�E<K�<==<:K�F=�8E�@EK<I�8::FLEK�KI8EJ=<I�C<8M<J�K?<�:C<8I@E>�8::FLEK�N@K?�8�Q<IF��FI�LE;@JKLI9<;�GI@FI��98C8E:<��8EP

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?<�KI8EJ8:K@FE�=LCCP�:C<8IJ


(@B<N@J<��@=�8�:C<8I@E>�8::FLEK�<O@JKJ�=FI�JFD<�FK?<I�GLIGFJ<��@K�:FLC;�9<�LJ<;
��LK�>FF;�8::FLEK@E>�GI8:K@:<�LJ<J�J<G8I8K<�:C<8I@E>�8::FLEKJ

=FI�;@==<I<EK�GLIGFJ<J�JF�K?<@I�?@JKFI@<J�J?FN�;@JK@E:K�KPG<J�F=�KI8EJ8:K@FEJ


0?<�@DGFIK<;�JK8K<D<EK�<EKIP�I<C8K@E>�KF�KI8EJ=<IJ�9<KN<<E�=@E8E:@8C�8::FLEKJ�E<<;J�KF�9<�GIF:<JJ<;�N@K?�8��8EB�.LC<�M@8�8�:C<8I@E>

8::FLEK
��+I�<;@K�K?<�<EKIP�KF�K?<�:C<8I@E>�8::FLEK�

1E;<I Chart of Accounts @E�K?<Settings K89�8;;�K?<�:C<8I@E>�8::FLEK
��JJ@>E�@K�KF�K?<Assets>IFLG�FE�K?<�98C8E:<�J?<<K


�� Note

0<:?E@:8CCP��K?<�:C<8I@E>�8::FLEK�:FLC;�8CJF�9<�8JJ@>E<;�KF�K?<Liabilities >IFLG
�0?<�:?F@:<�D8B<J�EF�CFE>�K<ID�8::FLEK@E>

;@==<I<E:<
�$FN<M<I��J@E:<�8�KI8EJ=<I�;<GFJ@K�:8EEFK�:C<8I�9<=FI<�K?<�:FII<JGFE;@E>�KI8EJ=<I�N@K?;I8N8C��=LE;J�GFJK<;�KF

K?<�:C<8I@E>�8::FLEK�N?@C<�@E�KI8EJ@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;LJKI@<J�@DGFIKJ�98EB�KI8EJ8:K@FEJ��@E:CL;@E>�@EK<I�8::FLEK�KI8EJ=<IJ�9<KN<<E�@KJ�M8I@FLJ�98EBJ
�%K�8;;J�8�E<N

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?<E�@DGFIK@E>�98EB�JK8K<D<EKJ��GFJKall KI8EJ8:K@FEJ�I<C8K<;�KF�@EK<I�8::FLEK�KI8EJ=<IJ�KF�K?<�J8D<�:C<8I@E>�8::FLEK
�3@K?;I8N8CJ�=IFD�8

JFLI:<�8::FLEK�@E:I<8J<�K?<�98C8E:<�F=�K?<�:C<8I@E>�8::FLEK


�� Example

�I@CC@8EK�KI8EJ=<IJ�������=IFD�@KJ�:?<:B@E>�8::FLEK�KF�8�;<;@:8K<;�G8PIFCC�8::FLEK
�%K�@DGFIKJ�K?<�JK8K<D<EK�=FI�K?<�:?<:B@E>

8::FLEK�8E;�:8K<>FI@Q<J�K?<�N@K?;I8N8C�KFTransfer clearing
�+E�K?<�98C8E:<�J?<<K�Cash at bank;<:C@E<J��8E;Transfer

clearing @E:I<8J<J�9P�K?<�J8D<�8DFLEK�
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 <GFJ@KJ�KF�8�;<JK@E8K@FE�8::FLEK�;<:I<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�K?<�KI8EJ=<I�KF

Transfer clearing
 Cash at bank@E:I<8J<J�8E;Transfer clearing;<:C@E<J�KF�Q<IF
�0?<�98C8E:<�J?<<K�EFN�CFFBJ�K?<�J8D<�8J

9<=FI<�K?<�KI8EJ=<I�

)<K?F;J�=FI�:8K<>FI@Q@E>�KI8EJ8:K@FEJ

�J�N@K?�8EP�FK?<I�@DGFIK<;�98EB�KI8EJ8:K@FE��@EK<I�8::FLEK�KI8EJ=<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��:C@:BEdit E<OK�KF�K?<�I<:<@GK�FI�G8PD<EK
�/<C<:K�K?<�:C<8I@E>�8::FLEK�8E;�:C@:BUpdate 


U Receipt or payment rule: �C@:BNew Receipt Rule FI New Payment Rule 8E;�;<=@E<�8�ILC<�K?8K�N@CC�I<:F>E@Q<�=LKLI<�KI8EJ=<I

I<:<@GKJ�FI�G8PD<EKJ
�!O8:K�;<=@E@K@FE�F=�K?<�ILC<�N@CC�;<G<E;�FE�K?<�=FID8K�8E;�K<ID@EFCF>P�LJ<;�9P�PFLI�=@E8E:@8C�@EJK@KLK@FE�FE�@KJ

JK8K<D<EKJ
��<�:8I<=LC�KF�:?FFJ<�:I@K<I@8�K?8K�8I<�:FDDFE�KF�8CC�KI8EJ=<I�KI8EJ8:K@FEJ�I8K?<I�K?8E�LE@HL<�KF�FE<
�)8E8><I�@J�89C<�KF

;@JK@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?<�KI8EJ8:K@FEJ�:FII<:KCP
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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>�KI8EJ=<IJ�KF�@KJ�G8PIFCC

98EB�8I<�8CN8PJ�;<J:I@9<;�8J�Y4"!.�0+�"%./0�#!*!.�(���*'Z�GCLJ�M8I@FLJ�FK?<I�;8K8
�(@B<N@J<��JK8K<D<EKJ�=FI�K?<�G8PIFCC

8::FLEK�8CN8PJ�EFK<�Y%*�+)%*#��+*/+(% �0! ���*'
Z�%K�:I<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;�LJ<�K?< Inter Account Transfers K89�FI�@DGFIK�98EB�JK8K<D<EKJ�@E�K?<Bank and Cash Accounts K89�

9LK�EFK�9FK?
�1J@E>�9FK?�N@CC�I<JLCK�@E�;LGC@:8K@FE�F=�KI8EJ=<IJ
��FII<:K@FE�F=�;LGC@:8K<J�I<HL@I<J�;<C<K@E>�<@K?<I��8��K?<�@EK<I

8::FLEK�KI8EJ=<I�<EKIP�FI��9�both K?<�:FII<JGFE;@E>�G8PD<EK�8E;�I<:<@GK�=IFD�@DGFIKJ�=IFD�K?<�KNF�98EBJ


%=�PFL�N8EK�KF�<EK<I�KI8EJ=<IJ�@E�K?<Inter Account Transfers K89��P<K�@DGFIK�JK8K<D<EKJ�KF�:8GKLI<�FK?<I�KI8EJ8:K@FEJ�

:C@:BEdit ��K?<E Delete =FI�KI8EJ=<I�G8PD<EKJ�8E;�I<:<@GKJ�;LI@E>�K?<�@DGFIK�GIF:<JJ


�
� �8EB�.<:FE:@C@8K@FEJ

�
�
� .<:FE:@C<�98EB�8::FLEKJ

Bank reconciliation @J�K?<�GIF:<JJ�F=�M<I@=P@E>�PFLI�I<:FI;J�F=�KI8EJ8:K@FEJ�GFJK<;�KF�98EB�8::FLEKJ�8>8@EJK�I<:FI;J�F=�K?<�@EJK@KLK@FEJ
��0?<

K<IDbank @J�LJ<;�><E<I@:8CCP�KF�I<=<I�KF�8EP�@EJK@KLK@FE�=IFD�N?@:?�PFL�I<:<@M<�FI�:8E�F9K8@E�JK8K<D<EKJ��N?<K?<I�9P�D8@C�FI�<C<:KIFE@:8CCP
�

0F�8MF@;�GFK<EK@8C�GIF9C<DJ�:8LJ<;�9P�LE;@J:FM<I<;�<IIFIJ��PFL�J?FLC;�I<:FE:@C<�PFLI�98EB�8::FLEKJ�I<>LC8ICP


!E89C<�K?< Bank Reconciliations K89

�<=FI<�8�98EB�8::FLEK�:8E�9<�I<:FE:@C<;��K?<Bank Reconciliations K89�DLJK�9<�<E89C<;
��C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE

G8E<��:?<:B�K?<�9FO��8E;�:C@:BUpdate �

� �

�� Note

%=�PFL�?8;�98EB�I<:FE:@C@8K@FE�I<GFIKJ�GI@FI�KF�K?<�8;;@K@FE�F=�K?<Bank Reconciliations K89�KF�K?<�GIF>I8D��K?<�K89

N@CC�8CI<8;P�9<�<E89C<;
��CC�G8JK�I<:FE:@C@8K@FE�I<GFIKJ�N@CC�9<�GI<J<EK


.<:FE:@C<�8�98EB�8::FLEK

#F�KF�K?< Bank Reconciliations K89�8E;�:C@:BNew Bank Reconciliation �

�

 <=@E<�K?<�I<:FE:@C@8K@FE�

U /<K�K?<DateDate KF�N?@:?�PFL�N@CC�I<:FE:@C<�KI8EJ8:K@FEJ��LJL8CCP�K?<�;8K<�F=�K?<�JK8K<D<EK


U �?FFJ<�K?<Bank accountBank account =IFD�8DFE>�K?FJ<�8CI<8;P�;<=@E<;


U !EK<I�K?<�:CFJ@E>Statement balanceStatement balance 
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�C@:BCreate KF�J8M<�K?<�I<:FE:@C@8K@FE
�0?<�I<:FE:@C@8K@FE�N@CC�8GG<8I�@E�K?<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?<�JK8KLJ�N@CC�J?FN�8JReconciled
��C@:BView KF�J<<�K?<�I<:FE:@C@8K@FE�

0?<�I<:FE:@C@8K@FE�N@CC�J?FN�

U �CFJ@E>�JK8K<D<EK�98C8E:<�8K�K?<�KFG

U ,<E;@E>�;<GFJ@KJ�8E;�G<E;@E>�N@K?;I8N8CJ

U �;ALJK<;�:CFJ@E>�98C8E:<

U  @J:I<G8E:P��N?@:?�J?FLC;�9<�Q<IF�

1EJL::<JJ=LC�I<:FE:@C@8K@FE

%=�K?<�=@>LI<J�;@J8>I<<��K?<�JK8KLJ�N@CC�J?FN�8JNot reconciled
��C@:B�FE�K?<�9CL<�=@>LI<�@E�K?<Discrepancy :FCLDE�

)8E8><I�N@CC�J?FN�PFL�8�J:I<<E�KF�?<CG�N@K?�K?<�98EB�I<:FE:@C@8K@FE�GIF:<JJ
�!O8:K�:FEK<EKJ�F=�K?@J�J:I<<E�D8P�M8IP��;<G<E;@E>�FE�K?<

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�

Manager Guides

319



5FL�D8P�9<�8JB<;�KF�8JB<;�KF�:FE=@ID�JK8KLJ�F=�G<E;@E>�KI8EJ8:K@FEJ�

%=�PFL�D8B<�:FII<: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�F=

KI8EJ8: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@>?K�9I<8B�;FNE�K?<�KI8EJ8:K@FEJ�@EKF

JD8CC<I�J<>D<EKJ�KF�D8B<�@K�<8J@<I�KF�:?<:B�8>8@EJK�PFLI�98EB�JK8K<D<EK
�0F�;F�K?8K��)8E8><I�D8P�8JB�=FI�@EK<I@D�:CFJ@E>�98C8E:<J�8J�G<I

PFLI�98EB�JK8K<D<EK


%K�@J�LJL8CCP�DFJK�<==@:@<EK�KF�B<<G�GIFM@;@E>�E<N�:CFJ@E>�98C8E:<J�8J�CFE>�8J�PFL�8I<�8JB<;�=FI�K?<D
�)8E8><I�N@CC�LJ<�K?@J�@E=FID8K@FE�KF

G@EGF@EK�K?<�JG<:@=@:�;8PJ�PFL�;FE[K�I<:FE:@C<
�%EJK<8;�F=�:?<:B@E>�8�N?FC<�DFEK?�F=�KI8EJ8:K@FEJ�8K�FE:<��PFL�N@CC�FECP�E<<;�KF�I<:FE:@C<

FE<�;8P�8K�8�K@D<�8E;�FECP�;8PJ�K?8K�;FE[K�I<:FE:@C<
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3?<E�PFL�:FDG8I<�KI8EJ8:K@FEJ�=IFD�K?<�C@JK�KF�PFLI�98EB�JK8K<D<EK��LJ<�K?<Edit 9LKKFE�KF�:FII<:K�FI�;<C<K<�KI8EJ8:K@FEJ�8J�I<HL@I<;
�%=

8�KI8EJ8:K@FE�@J�@E:CL;<;�@E�PFLI�98EB�JK8K<D<EK�9LK�EFK�@E�)8E8><I��LJ<�K?<�8GGC@:89C<New Receipt FI New Payment 9LKKFE�KF�I<:FI;

@K


+E:<�PFL�I<JFCM<�8CC�@JJL<J�Status F=�K?<�98EB�I<:FE:@C@8K@FE�JK8K<D<EK�N@CC�@E;@:8K<ReconciledN?<E�M@<N@E>�K?<�C@JK�F=�98EB�I<:FE:@C@8K@FEJ
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�?8GK<I��� !OG<EJ<��C8@DJ

!OG<EJ<�:C8@DJ�8I<�8�D<K?F;�F=�8::FLEK@E>�=FI�9LJ@E<JJ�<OG<EJ<J�G8@;�=IFD�G<IJFE8C�=LE;J�9P�FNE<IJ��<DGCFP<<J��FI�FK?<IJ


�
� !OG<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<IJFE8C�=LE;J�FE�9<?8C=�F=�K?<�:FDG8EP��@E:CL;@E>�;@I<:KFIJ�

GIFGI@<KFIJ�EFK�LJ@E>�:8G@K8C�8::FLEKJ��8E;�8CC�FK?<I�G<IJFEJ
�0?<P�8I<�FE<�F=�K?I<<�KPG<J�F=�,8P<IJ�=FI�N?FD�<OG<EJ<�:C8@DJ�:8E�9<�<EK<I<;


0?<�FK?<IJ�8I<�)<D9<IJ�:I<8K<;�@E�K?<Capital Accounts K89�8E;�!DGCFP<<J


�� Note

)<D9<IJ�8E;�!DGCFP<<J�:8E�8CJF�9<�;<=@E<;�8J�!OG<EJ<��C8@D�,8P<IJ��<JG<:@8CCP�@=�:FEJFC@;8K<;�I<GFIK@E>�@J�;<J@I<;
�/<<

K?@J�#L@;<=FI�=LIK?<I�@E=FID8K@FE


0F�J<K�LG�8E�!OG<EJ<��C8@D�,8P<I��>F�KF�K?<Settings K89�8E;�:C@:B�FEExpense Claim Payers �

�

�C@:BNew Expense Claim Payer �

�FDGC<K<�K?<�=FID�

U NameName@J�?FN�K?<�<OG<EJ<�:C8@D�G8P<I�N@CC�8GG<8I�@E�J<C<:K@FE�C@JK
��%=�K?<�G8P<I�@J�8CJF�8�D<D9<I�FI�<DGCFP<<��@E:CL;<�8

;@JK@E>L@J?@E>�@;<EK@=@<I�@E�K?<�E8D<�JF�K?<P�:8E�9<�KFC;�8G8IK
�

U !EK<IStarting balanceStarting balance @=�8�JK8IK�;8K<�?8J�9<<E�J<K�8E;�8�98C8E:<�<O@JK<;�@E�K?<�GI@FI�8::FLEK@E>�JPJK<D
Paid in advanceD<8EJ

K?<�:FDG8EP�?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?<�JK8IK

;8K<
Amount to pay D<8EJ�K?<�:FDG8EP�FN<;�K?<�G8P<I�=FI�GI@FI�<OG<EJ<�:C8@DJ�FE�K?<�JK8IK�;8K<


�C@:BCreate 
�0?<�,8P<I�N@CC�8GG<8I�@E�K?<Expense Claim Payers C@JK�
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�
�
� 1J<�<OG<EJ<�:C8@DJ

Expense claims I<:FI;�<OG<EJ<J�@E:LII<;�9P�G<FGC<�FE�9<?8C=�F=�K?<�9LJ@E<JJ
�0?<J<�:8E�9<�F=�KNF�KPG<J�

�
 Actual expenses paid with personal funds K?8K��@E�FK?<I�:@I:LDJK8E:<J��:FLC;�?8M<�9<<E�G8@;�;@I<:KCP�N@K?�:FDG8EP�=LE;J�8E;

GFJK<;�KF�8GGIFGI@8K<�8::FLEKJ
�!O8DGC<J�@E:CL;<��KI8M<C�<OG<EJ<J�=FI�:FDG8EP�9LJ@E<JJ�:?8I><;�KF�8E�@E;@M@;L8C[J�:I<;@K�:8I;��:8J?

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�:LJKFD<I[J�J@K<


�
 Allowances based on rates rather than actual expenditures 9LK�;<;L:K@9C<�=IFD�@E:FD<�LE;<I�CF:8C�C8N
�+=K<E��8CCFN8E:<�I8K<J

8I<�F==@:@8CCP�<JK89C@J?<;
�0?<P�I<GI<J<EK�I<8C�:FJKJ�KF�K?<�9LJ@E<JJ��<M<E�K?FL>?�<OGC@:@K�DFE<K8IP�KI8EJ8:K@FEJ�;F�EFK�F::LI


!O8DGC<J�@E:CL;<��DFKFI�M<?@:C<�LJ8><�98J<;�FE�;@JK8E:<�FI�;8@CP�D<8C�FI�CF;>@E>�JK@G<E;J�<8IE<;�I<>8I;C<JJ�F=�8:KL8C�:FJKJ


/<KK@E>�LG�K?<Expense Claims K89

!E89C<�K?< Expense Claims K89�9P�:C@:B@E>Customize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��K@:B@E>�K?<�9FO�=FI�!OG<EJ<��C8@DJ��8E;�:C@:B@E>

Update 8K�K?<�9FKKFD�F=�K?<�C@JK�

� �

�I<8K@E>�<OG<EJ<�:C8@D�G8P<IJ

!OG<EJ<�:C8@DJ�D8P�9<�<EK<I<;�FECP�=FI�K?<�=FCCFN@E>�K?I<<�KPG<J�F=�,8P<IJ�

�
 Members :I<8K<;�@E�K?<Capital Accounts K89��@E:CL;@E>�G8IKE<IJ�8E;�JFC<�KI8;<IJ�GIFGI@<KFIJ�LJ@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�LJ@E>�:8G@K8C�8::FLEKJ��8E;�8CC�FK?<I

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�!OG<EJ<��C8@D�,8P<IJ�KF�8MF@;�:FDGC@:8K@E>

K?<@I�:8G@K8C�8::FLEKJ�N@K?�<OG<EJ<�:C8@DJ
�+I�8�9LJ@E<JJ�D@>?K�8LK?FI@Q<�FECP�:<IK8@E�<DGCFP<<J�KF�=@C<�<OG<EJ<�:C8@DJ��;<=@E@E>�K?FJ<

<DGCFP<<J�8J�!OG<EJ<��C8@D�,8P<IJ�8E;�GIF?@9@K@E>�<OG<EJ<�:C8@DJ�=IFD�FK?<I�<DGCFP<<J


�I<8K@E>�8E�<OG<EJ<�:C8@D

+E:<�K?<�G<IJFE�:C8@D@E>�K?<�<OG<EJ<�?8J�9<<E�;<=@E<;�LE;<I�FE<�F=�K?FJ<�K?I<<�KPG<J��PFL�:8E�:I<8K<�8E�<OG<EJ<�:C8@D
�/<C<:K�K?<

Expense Claims K89�8E;�:C@:B�K?<New Expense Claim 9LKKFE�

�

�FDGC<K<�K?<�=FID�
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U DateDate N@CC�9<�GI<�=@CC<;�N@K?�KF;8P[J�;8K<


U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�@EK<IE8C�FI�<OK<IE8C�J<HL<E:<J
�%=�K?<�9FO�N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I�N@CC

ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I�8DFE>�8CC�<O@JK@E>�<OG<EJ<�:C8@DJ�8E;�8;;��


U /<C<:K�K?<PayerPayer =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:<�FE�K?<

C@JK
��F;<J�FI�FK?<I�@;<EK@=P@E>�@E=FID8K@FE�@E�K?<@I�E8D<J�DLJK�9<�LJ<;�KF�;@JK@E>L@J?�K?<D


U PayeePayee @J�K?<�<EK@KP�KF�N?@:?�DFE<P�N8J�G8@;�9P�K?<Payer 
�"FI�8CCFN8E:<�:C8@DJ��PFL�D8P�<@K?<I�C<8M<�K?<Payee =@<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�8GGIFGI@8K<�8::FLEKJ
��TaxTax 8E; DivisionDivision =@<C;J�8GG<8I�FECP�@=

8GGC@:89C<�:F;<J�FI�;@M@J@FEJ�?8M<�9<<E�;<=@E<;�@E�K?<Settings K89�8E;�8GGIFGI@8K<�8::FLEKJ�?8M<�9<<E�J<C<:K<;
�

U Inventory locationInventory 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�@E;@:8K@FE�K?8KAmounts are tax inclusiveAmounts are tax inclusive 
�0?@J�:?<:B9FO�8GGC@<J�KF�K?<�<EK@I<�=FID


U 0?< Line descriptionLine 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<;�KI8EJ8:K@FE��N?<K?<I�FI�EFK�K?<�9FO�@J�:?<:B<;�JF�K?<P�J?FN�FE�K?<�<EKIP�=FID


U � Custom themeCustom theme :8E�9<�:?FJ<E�@=�8EP�K?<D<�9<J@;<J�K?<�9L@CK�@EPlain K?<D<�@J�8:K@M<


3?<E�=@E@J?<;��:C@:BCreate 


3?8K�?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<I[J�KPG<�
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(@E<�@K<DJ�=IFD�K?<�<OG<EJ<�:C8@D�N@CC�9<�;<9@K<;�KF�8CCF:8K<;�<OG<EJ<�8::FLEKJ
�+I��@=�K?<Billable Expenses K89�@J�<E89C<;�8E;�K?<

<OG<EJ<�@J�8CCF:8K<;�K?<I<��@K�N@CC�8;;�KF�K?<�98C8E:<�F=�K?<Billable expenses8JJ<K�8::FLEK�=FI�K?<�J<C<:K<;�:LJKFD<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;ALJKD<EK��8J�8E�<OG<EJ<�:C8@D�@J�<HL@M8C<EK�KF�8�:FEKI@9LK@FE�F=�:8G@K8C


U !OG<EJ<�:C8@DJ�J?FN@E>�@E�K?<Employee clearing account8I<�I<@D9LIJ<;�KF�K?<�<DGCFP<<�M@8�8�G8PD<EK�=IFD�8EP�98EB�FI�:8J?

8::FLEK
�0?@J�GIF:<JJ�@J�<O8:KCP�C@B<�G8P@E>�K?<�<DGCFP<<�=FI�8DFLEKJ�;L<�=IFD�G8PJC@GJ


U 0?< Expense claims8::FLEK�:8E�9<�:C<8I<;�9P�;@I<:K�I<@D9LIJ<D<EK�F=�K?<�,8P<I
�!EK<I�K?<�G8PD<EK�LE;<I�K?<Payments K89�

8CCF:8K@E>�K?<�G8PD<EK�KFExpense claims8E;�K?<�:FII<:K�,8P<I


U %E�K?<�:8J<�F=�8�JFC<�KI8;<I�GIFGI@<KFI�FI�;@I<:KFI�N?F�@J�8CJF�8E�!OG<EJ<��C8@D�,8P<I��:C8@DJ�:8E�9<�:C<8I<;�9P�AFLIE8C�<EKIP�

;<9@K@E>Expense claims8E;�:I<;@K@E>OwnerÕs equityFI DirectorsÕ loans


!OG<EJ<�:C8@DJ�I<GFIK@E>

/K8KLJ�F=�<OG<EJ<�:C8@DJ�@J�DFE@KFI<;�@E�;@==<I<EK�N8PJ�=FI�;@==<I<EK�G8P<I�KPG<J
��C8@D��I<@D9LIJ<D<EK��8E;�:C<8I@E>�KI8EJ=<I�KFK8CJ�F=

!OG<EJ<��C8@DJ�,8P<IJ�8I<�J?FNE�FE�K?<�!OG<EJ<��C8@DJ�/LDD8IP�@E�K?<Reports K89�

�C8@DJ�F=�)<D9<IJ��:8G@K8C�8::FLEK�FNE<IJ��J?FN�FE�K?<��8G@K8C��::FLEKJ�/LDD8IP��8CJF�LE;<IReports �

�C8@DJ�F=�!DGCFP<<J�8;;�KF�K?<�!DGCFP<<J[�JL98::FLEKJ�F=�K?<Employee 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;<;�KI8EJ8:K@FEJ�
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"@E8C�K?FL>?KJ

.<D<D9<I�K?8K�:I<8K@E>�8E�<OG<EJ<�:C8@D�E<M<I�@E:CL;<J�G8P@E>��I<:<@M@E>��FI�KI8EJ=<II@E>�DFE<P�@E�K?<Receipts � Payments ��FI

Inter Account Transfers K89J
�0?<�<O:?8E><�F=�DFE<P�KFFB�GC8:<�9<KN<<EPayer 8E; Payee 8E;�;@;�EFK�@EMFCM<�K?<�9LJ@E<JJ
�+I��8E

8CCFN8E:<�D8P�?8M<�9<<E�<8IE<;�N@K?FLK�K?<�<O:?8E><�F=�DFE<P


,8P@E>�FI�:C<8I@E>�8E�<OG<EJ<�:C8@D�@J�8�J<G8I8K<��J<:FE;�KI8EJ8:K@FE
�3?<E�;@I<:KCP�I<@D9LIJ@E>�JFD<FE<��G8PD<EK�=IFD�8�98EB�FI�:8J?

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��PFL�DLJK�;<=@E<

<M<IPFE<�@E�K?<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

!DGCFP<<J
�+K?<IN@J<��JK8KLJ�@E=FID8K@FE�N@CC�9<�J:8KK<I<;�@E�;@==<I<EK�I<GFIKJ
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�?8GK<I��� /<CC@E>�KF��LJKFD<IJ

0?<J<�@DGFIK8EK�#L@;<J�I<C8K<�KF�J<KK@E>�LG�8E;�D8E8>@E>�;<=@E<;�:LJKFD<IJ�8E;�HLFK@E>�8E;�J<CC@E>�>FF;J�8E;�J<IM@:<J�KF�K?<D�FE�:I<;@K


"I<HL<EKCP��K?<�J8C<J�GIF:<JJ�@EMFCM<J�8E�@EK<>I8K<;�NFIB=CFN�K?8K�:8E�M8IP�:FEJ@;<I89CP�=IFD�9LJ@E<JJ�KF�9LJ@E<JJ
�0?<I<=FI<��D8EP�F=�K?<

:8G89@C@K@<J�;<J:I@9<;�8I<�FGK@FE8C
�)8E8><I[J�89@C@KP�KF�DFE@KFI�JK8KLJ�F=�K?<�J8C<J�GIF:<JJ�@J�8CJF�;<J:I@9<;�@E�K?@J�>IFLG
�%K�8CJF�@E:CL;<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


�
� �LJKFD<IJ

�
�
� !EK<I�:LJKFD<IJ

� Customer @E�)8E8><I�@J�8E�<EK@KP��G<IJFE��9LJ@E<JJ��FI�FK?<I�FI>8E@Q8K@FE��N@K?�N?FD�PFL�?8M<�FI�GC8E�KF�?8M<�8EAccounts receivable

I<C8K@FEJ?@G
��LJKFD<IJ�@E�)8E8><I�8I<�8:KL8CCP�JL98::FLEKJ�F=Accounts receivable
�5FL�DLJK�=@IJK�:I<8K<�8��LJKFD<I�9<=FI<�PFL�:8E�

U %JJL<�8�J8C<J�@EMF@:<

U #<E<I8K<�;<C@M<IP�EFK<J

U /<CC�FE�:I<;@K�=FI�=LKLI<�G8PD<EK

U �I<8K<�8�:LJKFD<I�JK8K<D<EK�J?FN@E>�98C8E:<J�;L<�FI�JLDD8I@Q@E>�G8JK�KI8EJ8:K@FEJ

U %JJL<�8�:I<;@K�EFK<�=FI�I<KLIE�F=�>FF;J

U #<E<I8K<�8�J8C<J�HLFK<�=FI�=LKLI<�9LJ@E<JJ

U .<:<@M<�8�;<GFJ@K�FI�8;M8E:<�8>8@EJK�=LKLI<�NFIB�FI�;<C@M<IP�F=�>FF;J

U .<:FI;�9@CC89C<�K@D<�FI�<OG<EJ<J�=FI�C8K<I�@EMF@:@E>

U 0I8: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��LJKFD<I
�5FL�:8E�D8B<�8�:8J?�J8C<�@EMFCM@E>�@DD<;@8K<�G8PD<EK�N@K?FLK

:I<8K@E>�8��LJKFD<I�J@DGCP�9P�<EK<I@E>�K?<Contact KPG<�8JOther N?<EI<:<@M@E>�DFE<P�@EKF�8�98EB�FI�:8J?�8::FLEK
��LK�JL:?�KI8EJ8: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<;�8J�8��LJKFD<I


!E89C<�K?< Customers K89

0F�<E89C<�K?<Customers K89��:C@:BCustomize 9<CFN�K?<�E8M@>8K@FE�G8E<��:?<:B�K?<�9FO�=FICustomers ��8E;�:C@:BUpdate 9<CFN

K?<�C@JK�

� �

�I<8K<�8��LJKFD<I

/<C<:K�K?<Customers K89��K?<E�:C@:B�K?<New Customer 9LKKFE�

�

�FDGC<K<�K?<�<EKIP
�0?@J�@E=FID8K@FE�N@CC�8GG<8I�FE�J8C<J�@EMF@:<J�8E;�J@D@C8I�;F:LD<EKJ�
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U NameName@J�K?<�C<>8C�FI�9@CC@E>�E8D<�F=�K?<�:LJKFD<I

U CodeCode @J�8�J?FIK�8CG?89<K@:�FI�ELD<I@:�;<J@>E8K@FE�F=�PFLI�:LJKFD<I
�%=�LJ<;��K?<�:F;<�N@CC�8GG<8I�8=K<I�K?<�:LJKFD<I[J�E8D<�FE

KI8EJ8:K@FEJ


U Credit limitCredit limit @J�@E=FID8K@FE8C
�%=�LJ<;��K?<Customers K89�C@JK@E>�N@CC�J?FN�8M8@C89C<�:I<;@K


U CurrencyCurrency @E�N?@:?�K?<�:LJKFD<I�FG<I8K<J�:8E�9<�J<C<:K<;�@=�8�=FI<@>E�:LII<E:P�?8J�9<<E�;<=@E<;�=FI�K?<�9LJ@E<JJ
�0I8EJ8:K@FEJ�=FI

K?<�:LJKFD<I�N@CC�9<�;<EFD@E8K<;�@E�K?<�;<J@>E8K<;�:LII<E:P


U Billing addressBilling address J?FLC;�9<�K?<�D8@C@E>�8;;I<JJ�F=�K?<�:LJKFD<I


U Delivery addressDelivery address @J�FGK@FE8C
�0?@J�=@<C;�8GG<8IJ�FECP�N?<E�K?<Delivery Notes K89�@J�<E89C<;�8E;�N@CC�9<�LJ<;�FE�;<C@M<IP

EFK<J


U EmailEmail @J�N?<I<�;F:LD<EKJ�N@CC�9<�<D8@C<;�KF�K?<�:LJKFD<I�=IFD�N@K?@E�K?<�GIF>I8D


U DivisionDivision 8CCFNJ�PFL�KF�8JJ@>E�8�:LJKFD<I�KF�8�JG<:@=@:�;@M@J@FE�F=�K?<�9LJ@E<JJ
��E�LE8JJ@>E<;�:LJKFD<I�N@CC�9<CFE>�KF�K?<�<EK@I<

9LJ@E<JJ
�0?<�=@<C;�8GG<8IJ�FECP�@=�;@M@J@FEJ�8I<�:I<8K<;�@E�K?<Settings K89


U Control accountControl account 8CCFNJ�PFL�KF�8JJ@>E�K?<�:LJKFD<I�KF�8EP�:LJKFD�:FEKIFC�8::FLEK�D8;<�LG�F=�:LJKFD<IJ
Accounts receivable@J

K?<�;<=8LCK
�0?@J�=@<C;�8GG<8IJ�FECP�@=�8K�C<8JK�FE<�:LJKFD�:FEKIFC�8::FLEK�=FI�:LJKFD<IJ�@J�;<=@E<;


U Starting balanceStarting balance Available credit :8E�9<�J<K�FECP�@=�8�JK8IK�;8K<�?8J�9<<E�J<K�@E�K?<Settings K89
�/<<8EFK?<I�#L@;<=FI

;<K8@CJ�89FLK�JK8IK@E>�98C8E:<J


U 0?< Default due dateDefault due date :?<:B9FO�9I@E>J�LG�8Net daysNet days =@<C;�N?<E�:?<:B<;
�0?<�ELD9<I�F=�;8PJ�@E;@:8K<;�N@CC�9<�8LKFD8K@:8CCP

8;;<;�KF�K?<�@JJL<�;8K<�F=�8EP�J8C<J�@EMF@:<�:I<8K<;�=FI�K?@J�:LJKFD<I
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5FLI��LJKFD<I�N@CC�EFN�8GG<8I�@E�K?<Customers K89
��LJKFD<IJ�8I<�C@JK<;�@E�8CG?89<K@:8C�FI;<I�8::FI;@E>�KF�K?<@I�E8D<J
�1J<�J:IFCC@E>�

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��LJKFD<I��M8CL<�F=�8EP�LE@EMF@:<;

@K<DJ��9@CC89C<�K@D<�8E;�<OG<EJ<J���8E;�K?<��LJKFD<I[JAccounts receivable98C8E:<
�+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;;�:LJKFD<I�@E=FID8K@FE

�C@:B�K?<Edit 9LKKFE�C<=K�F=�8��LJKFD<I[J�E8D<�@E�K?<Customers K89�KF�<;@K�FI�8;;�@E=FID8K@FE
�"FI�<O8DGC<��8;;�8Code KF�D8B<

�LJKFD<IJ�<8J@<I�KF�=@E;�FI�;@JK@E>L@J?�=IFD�FK?<I��LJKFD<IJ�N@K?�@;<EK@:8C�E8D<J�

�F;<J�N@CC�8GG<8I�@E�K?<Customers K89�@=�8EP�8I<�GI<J<EK�

�F;<J�:8E�8CJF�8GG<8I�FE�:FDGC<K<;�=FIDJ�8=K<I�K?<��LJKFD<I[J�E8D<
�0F�J<<�:F;<J�FE�=FIDJ��=FCCFN�@EJKIL:K@FEJ�@E8EFK?<I�#L@;<


)FI<�@E=FID8K@FE�:8E�8CJF�9<�GC8:<;�@EKF�K?<Billing address =@<C;��I<D<D9<I@E>�K?8K�8EPK?@E>�K?<I<�N@CC�8GG<8I�FE�@EMF@:<J
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�� Example

��:LJKFD<I���FKKFD� FCC8I�)8IB<KJ��?8J�;@==<I<EK�9@CC@E>�8E;�;<C@M<IP�8;;I<JJ<J
��LK�K?<Delivery Notes K89�@J�EFK

<E89C<;��JF�K?<Delivery address =@<C;�;F<J�EFK�8GG<8I
�*<M<IK?<C<JJ��9FK?�8;;I<JJ<J�:8E�9<�J?FNE�9P�@E:CL;@E>�K?<D�@E

K?<Business address =@<C;��J:IFCC�FI�<OG8E;�K?<�9FO��@=�E<:<JJ8IP��KF�J<<�8CC�:FEK<EK��

5FL�:8E�8CJF�8;;�:LJKFD�=@<C;J�=FI�FK?<I�@E=FID8K@FE�89FLK�PFLI��LJKFD<IJ
�1E;<ISettings ��:C@:BCustom Fields 8E;�CF:8K<�K?<�C@JK

=FI��LJKFD<IJ
��C@:BNew Custom Field �

� �

 <=@E<�PFLI�:LJKFD�=@<C;
�?<:B9FO<J�8CCFN�PFL�KF�;<K<ID@E<�N?<K?<I�K?<�:LJKFD�=@<C;�N@CC�J?FN�8J�8�:FCLDE�@E�K?<Customers K89�C@JK

8E;�FE�;F:LD<EKJ
�0?< Position =@<C;�:FEKIFCJ�K?<�FI;<I�@E�N?@:?�:LJKFD�=@<C;J�8GG<8I
�!EK<I�8�ELD9<I�K?<I<��@=�;<J@I<;
��C@:BCreate 8K

K?<�9FKKFD�F=�K?<�<EKIP�J:I<<E�N?<E�=@E@J?<;
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�� 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<JJ@FE�F=�K?<�:LJKFD<I�:F;<��8GG<8I�8J�9<CFN�
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�
�
� /<K�JK8IK@E>�98C8E:<J�=FI�:LJKFD<IJ

Starting balances <O@JK�FECP�@=�PFL�8I<�KI8EJ=<II@E>�8E�<O@JK@E>�9LJ@E<JJ�KF�)8E8><I�=IFD�8EFK?<I�8::FLEK@E>�JPJK<D
�%E�K?8K�:8J<��PFL�D8P

E<<;�KF�J<K�JK8IK@E>�98C8E:<J�=FI�:LJKFD<IJ�N?F��FE�K?<�;8P�PFL�9<>@E�LJ@E>�)8E8><I��JFD<K@D<J�I<=<II<;�KF�8J�K?<�JK8IK�;8K<�

U $8M<�8M8@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<�=FLE;�@E8EFK?<I�#L@;<
�.<8;�@K�=@IJK
��<=FI<�PFL�:8E�<EK<I�JK8IK@E>�98C8E:<J�=FI

:LJKFD<IJ��K?<�:LJKFD<IJ�K?<DJ<CM<J�DLJK�9<�:I<8K<;
�"FCCFNK?<J<�GIF:<;LI<JKF�<EK<I�K?<D


!EK<I�8M8@C89C<�:I<;@K

Available credit I<=<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�:LJKFD<I�?8J�8�:I<;@K�98C8E:<�K?8K�:8E�9<�8GGC@<;�KF�=LKLI<�@EMF@:<J��>F�KF�K?<

Customers K89�8E;�:C@:BEdit 9<J@;<�K?<�:LJKFD<I[J�E8D<


!EK<I�K?<Starting balanceStarting balance F=�K?<�8M8@C89C<�:I<;@K�

�C@:BUpdate 
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�� Note

0?<�8M8@C89C<�:I<;@K�DLJK�9<�<EK<I<;�@E�K?<�:LII<E:P�J<C<:K<;�=FI�K?<�:LJKFD<I


!EK<I�LEG8@;�J8C<J�@EMF@:<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<I�JG<:@=@:�LEG8@;�@EMF@:<J��=LCCP

:FDGC<K<;
�0?@J�@J�JF�)8E8><I�:8E�><E<I8K<�8::LI8K<�:8J?�98J@J�I<GFIKJ
�!M<E�@=�PFL�;F�EFK�8;FGK�:8J?�98J@J�8::FLEK@E>��@K�@J�@DGFIK8EK�KF

<EK<I�8CC�LEG8@;�J8C<J�@EMF@:<J�JF�PFL�:8E�@JJL<�;<K8@C<;�:LJKFD<I�JK8K<D<EKJ�8E;�<EK<I�<M<EKL8C�I<:<@GKJ�8>8@EJK�K?<�:FII<:K�@EMF@:<J


!EK<I�8�JK8IK@E>�98C8E:<�@EMF@:<�@E�K?<�J8D<�D8EE<I�8J�8�I<>LC8I�J8C<J�@EMF@:<
�/<<K?@J�#L@;<=FI�J8C<J�@EMF@:<�@EJKIL:K@FEJ
�0?<Issue dateIssue date

=@<C;�N@CC��9P�;<=8LCK��9<�GI<=@CC<;�N@K?�K?<�:LII<EK�;8K<
�!;@K�K?@J�KF�D8K:?�K?<�FI@>@E8C�@JJL<�;8K<�=IFD�PFLI�FC;�8::FLEK@E>�JPJK<D


)8E8><I�LJ<J�K?<J<�GI<�JK8IK�J8C<J�@EMF@:<J�KF�<JK89C@J?�JK8IK@E>�98C8E:<J�@EAccounts receivable
�0?<P�N@CC�EFK�8==<:K�GIF=@K�8E;�CFJJ

JK8K<D<EKJ�;LI@E>�K?<�:LII<EK�FI�C8K<I�=@E8E:@8C�G<I@F;J
�%=�8E�@EMF@:<�?8J�9<<E�G8IK@8CCP�G8@;�FE�K?<�;8P�PFL�9<>@E�LJ@E>�)8E8><I��FECP�@KJ

I<D8@E@E>�98C8E:<�;L<�J?FLC;�9<�<EK<I<;


3?<E�=@E@J?<;��:C@:BCreate KF�J8M<�K?<�@EMF@:<
�.<G<8K�=FI�8CC�FG<E�J8C<J�@EMF@:<J�GI<:<;@E>�PFLI�JK8IK�;8K<


�� Note

�8I<=LCCP�:FEJ@;<I�@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?<�GI@FI

8::FLEK@E>�JPJK<D��8;;�K?<�HL8EK@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�)8E8><I�K?<P�8I<�9<@E>�;<C@M<I<;�8>8@E


�
�
� 1J<�:LJKFD<I�:F;<J

0?< CodeCode =@<C;�=FI�:LJKFD<IJ�@J�:FDGC<K<CP�FGK@FE8C
�%K�:8E�9<�LJ<;�=FI�J<M<I8C�GLIGFJ<J��@E:CL;@E>�

U  @JK@E>L@J?@E>�:LJKFD<IJ�N@K?�@;<EK@:8C�E8D<J

U �EEFK8K@E>�;@==<I<EK�;<G8IKD<EKJ�FI�:FJK�:<EK<IJ�8K�8�J@E>C<�:LJKFD<I��N@K?�<8:?�;<G8IKD<EK�9<@E>�:I<8K<;�8J�8�;@JK@E:K�:LJKFD<I�

U �JJ@>E@E>�:LJKFD<IJ�KF�I<>@FEJ��J8C<J�G<IJFEE<C��FI�IFLK<J

�JJ@>E�8�:LJKFD<I�:F;<

3?<E�:I<8K@E>�FI�<;@K@E>�8�:LJKFD<I�@E�K?<Customers K89��<EK<I�8EP�:FD9@E8K@FE�F=�C<KK<IJ�FI�ELD9<IJ�@E�K?<Code =@<C;�

0?<�:F;<�N@CC�8CJF�J?FN�@E�K?<Customers C@JK@E>�8E;�:8E�9<�<EK<I<;�8J�8�J<8I:?�G8I8D<K<I�@E�FK?<I�K89J�
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�;;@E>�K?<�:LJKFD<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�:FDGLK<I�:F;<�

@EJ<IK�K?<�M8I@89C<{{ recipient.code }} 8K�K?<�GC8:<�@E�K?<�K?<D<�PFL�N8EK�K?<�:F;<�KF�8GG<8I
�0?@J�N@CC�8:K�8J�8�GC8:<?FC;<I�M8I@89C<�K?8K

@EJ<IKJ�K?<�:LJKFD<I�:F;<��N?<E�FE<�<O@JKJ��@EKF�PFLI�;F:LD<EKJ


�� Example

0F�J?FN�K?<�:LJKFD<I[J�:F;<�FE�GI@EK<;�;F:LD<EKJ�8=K<I�K?<�:LJKFD<I[J�E8D<��@EJ<IK{{ recipient.code }} @E�K?<�C@E<

:FEK8@E@E>{{ recipient.name }} 8J�9<CFN�

<div><b>{{ recipient.name }}</b> {{ recipient.code }}</div>

0?<�I<JLCK�N@CC�9<�

�
�
� )8E8><�@E8:K@M<�:LJKFD<IJ

+C;��@E8:K@M<��LJKFD<IJ�:8E�:CF>�PFLI�C@JKJ
�5FL�:8E�;<C<K<�K?<D�@=�PFL�?8M<�E<M<I�<EK<I<;�8EP�KPG<�F=�KI8EJ8:K@FE�=FI�K?<D
Edit K?<

�LJKFD<I�8E;�:C@:B Delete 8K�K?<�9FKKFD�F=�K?<�J:I<<E


�LK�@=�PFL�?8M<�<EK<I<;�8EP�KI8EJ8:K@FEJ��)8E8><I�N@CC�EFK�8CCFN�PFL�KF�;<C<K<�8��LJKFD<I��9<:8LJ<�;F@E>�JF�NFLC;�8CJF�;<C<K<�8CC�I<C8K<;�

?@JKFI@:8C�KI8EJ8:K@FEJ
�%EJK<8;��PFL�:8E�D8B<�8��LJKFD<I�@E8:K@M<
Edit K?<��LJKFD<I�8E;�:?<:B�K?<Inactive 9FO
��C@:BUpdate ��8E;

K?<��LJKFD<I�N@CC�EF�CFE><I�8GG<8I�@E�K?<�8:K@M<�GFIK@FE�F=�C@JKJ


%=�K?<��LJKFD<I�<M<I�I<KLIEJ�KF�8:K@M<�JK8KLJ��J:IFCC�KF�K?<�<E;�F=�K?<�:LJKFD<I�C@JK��N?<I<�PFL�N@CC�J<<�@E8:K@M<�:LJKFD<IJ�@E�C@>?K�>I<P�K<OK


�C@:BEdit E<OK�KF�K?<�:LJKFD<I[J�E8D<�

1E:?<:B�K?< Inactive 9FO�8E;�:C@:BUpdate 


�
� /8C<J�-LFK<J

�
�
� �I<8K<�J8C<J�HLFK<J

� sales quote F==<IJ�>FF;J�FI�J<IM@:<J�8K�;<=@E<;�GI@:<J�8E;�K<IDJ
�/KI@:KCP�JG<8B@E>��@K�@J�EFK�8E�8::FLEK@E>�KI8EJ8:K@FE�8E;�?8J�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<EK�F=�DFE<P
�%E�=8:K��@K�@J�EFK�I<8CCP

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;<I

U  F:LD<EK@E>�<JK@D8K<J�@E�JLGGFIK�F=�I<HL<JKJ�=FI�;<GFJ@KJ

U ,IFM@;@E>pro 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?<I�KI8EJ8:K@FE�KPG<J�@E�PFLI�J8C<J�FI�GLI:?8J<�NFIB=CFN
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!E89C<�K?< Sales Quotes K89

�<=FI<�:I<8K@E>�8�J8C<J�HLFK<��<E89C<�K?<Sales Quotes K89
��<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:C@:BCustomize ��:?<:B�K?<�9FO�=FI

Sales Quotes ��8E;�:C@:BUpdate �

� �

)8E8><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>�K?<Copy to =LE:K@FE

/K8E;8I;�D<K?F;

%E�K?<Sales Quotes K89��J<C<:KNew Sales Quote �

�

�FDGC<K<�K?<�J8C<J�HLFK<�=FID�

U Issue dateIssue date N@CC�9<�GI<GFGLC8K<;�N@K?�KF;8P[J�;8K<
�0?@J�D8P�9<�<;@K<;


U Expiry dateExpiry 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=�8E�F==<I�N@CC�<OG@I<


U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�@EK<IE8C�FI�<OK<IE8C�J<HL<E:<J
�%=�K?<�9FO�N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I�N@CC

ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I�8DFE>�8CC�<O@JK@E>�J8C<J�HLFK<J�8E;�8;;��


U ��GI<M@FLJCP�;<=@E<;CustomerCustomer :8E�9<�J<C<:K<;�=IFD�K?<�;IFG;FNE�C@JK
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�� Note

��J8C<J�HLFK<�:8E�9<�@JJL<;�N@K?FLK�;<=@E@E>�8�:LJKFD<I�@=�K?<�GFK<EK@8C�=FI�=LKLI<�9LJ@E<JJ�@J�;FL9K=LC
�/@DGCP

C<8M<�K?<Customer =@<C;�9C8EB�8E;�<EK<I�K?<�:LJKFD<I[J�E8D<�@E�K?<Billing address =@<C;
�0?<�E8D<�N@CC�8GG<8I

@E�K?<�J8D<�CF:8K@FE�FE�K?<�:FDGC<K<;�J8C<J�HLFK<�8J�8�;<=@E<;�:LJKFD<I
�%=�K?<�J8C<J�HLFK<�I<JLCKJ�@E�9LJ@E<JJ�

PFL�N@CC�?8M<�KF�;<=@E<�K?<�:LJKFD<I�@E�K?<Customers K89�9<=FI<�FK?<I�KI8EJ8:K@FE�=FIDJ�:8E�9<�:I<8K<;
��<

8N8I<�K?8K��@=�8�J8C<J�HLFK<�N@K?FLK�8�;<=@E<;�:LJKFD<I�@J�:FG@<;�KF�8EFK?<I�KI8EJ8:K@FE��EF�:LJKFD<I�E8D<�FI

8;;I<JJ�N@CC�:8IIP�=FIN8I;


U %=�8�:LJKFD<I�@J�J<C<:K<;�Billing addressBilling address N@CC�8LKF=@CC�N@K?�K?<�8;;I<JJ�;<=@E<;�=FI�K?8K�:LJKFD<I
�+K?<IN@J<��<EK<I�K?<�8;;I<JJ

D8EL8CCP


U �E�FM<I8CCDescriptionDescription F=�K?<�HLFK<�@J�FGK@FE8C


U (@E<�@K<DJ�:8E�9<�<EK<I<;�J<D@�8LKFD8K@:8CCP�9P�J<C<:K@E>�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<DJ�@E�K?<ItemItem =@<C;
�+I�K?<P�:8E�9<

<EK<I<;�D8EL8CCP
��Tax CodeTax Code :8E�9<�J<C<:K<;�=FI�8EP�C@E<�@K<D


*<8I�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<�:?<:B<;�KF�@E;@:8K<Amounts are tax inclusiveAmounts are tax inclusive 
�0?@J�J<C<:K@FE�8GGC@<J�KF�K?<�<EK@I<�=FID


U 0?< RoundingRounding FGK@FE�C<KJ�PFL�:?FFJ<�9<KN<<ENone� Round to nearest��FI Round down


U 3?<E�K?< DiscountDiscount 9FO�@J�:?<:B<;��FGK@FEJ�8GG<8I�=FIPercentageFI Exact amount
�0?<�8:KL8C�;@J:FLEK�<EKI@<J�DLJK�9<�D8;<�C@E<

@K<D�9P�C@E<�@K<D
�,<I:<EK8><J�:8E�M8IP�9P�C@E<�@K<D


U 0?< Hide total amountHide 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�8CC�K?<�FGK@FEJ

8E;�NFLC;�9<�?@>?<I�K?8E�8EP�FGK@FE�K?<�:LJKFD<I�D@>?K�:?FFJ<


�� Note

3?<E�K?@J�FGK@FE�@J�:?<:B<;�FE�8�J8C<J�HLFK<�N@K?�DFI<�K?8E�FE<�K8O�:F;<��8GGC@:89C<�K8O�:F;<J�=FI�<8:?�C@E<�@K<D

N@CC�9<�;@JGC8P<;�FE�K?<�:FDGC<K<;�J8C<J�HLFK<
��LK�EF�K8O�8DFLEKJ�N@CC�9<�:8C:LC8K<;�FI�;@JGC8P<;
�%=�FECP�FE<�K8O

:F;<�@J�8GGC@<;��EF�K8O�@E=FID8K@FE�F=�8EP�B@E;�@J�;@JGC8P<;


U � Custom themeCustom theme :8E�9<�J<C<:K<;�@=�8EP�K?<D<�9<J@;<J�K?<�;<=8LCK�@J�8:K@M<


U � Custom titleCustom title :8E�9<�<EK<I<;
�,FJJ@9C<�8CK<IE8K@M<J�@E:CL;<�Pro Forma Invoice� Proposal� Sales Quotation� Price Sheet��FI Sales

Offer
�0F�:?8E><�K?<�K@KC<��:?<:B�K?<�9FO�8E;�<EK<I�PFLI�GI<=<II<;�:?F@:<
���CK<IE8K<�K@KC<J�J<K�LE;<I�"FID� <=8LCKJ�N@CC�8GG<8I�FE

E<N�J8C<J�HLFK<J��9LK�D8P�8CJF�9<�<;@K<;
�
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U 0?< CancelledCancelled 9FO�:8E�9<�:?<:B<;�@=�K?<�:LJKFD<I�I<A<:KJ�PFLI�F==<I


�C@:BCreate N?<E�=@E@J?<;
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�� Example

*FIK?N@E;�0I8;<IJ�J<E;J�8�J8C<J�HLFK<�M8C@;�=FI����;8PJ�KF��FKKFD� FCC8I�)8IB<KJ�=FI�:I89�D<8K
�*F�K8O<J�8I<�@E;@:8K<;


�0?<J<�:8E�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�:LJKFD�=@<C;�KF�@KJ�J8C<J�HLFK<J��E8D<;Notes �

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<�<8J@CP�GI<G8I<;�9P�:CFE@E>�GI<M@FLJ�FE<J
�3?@C<�M@<N@E>�8�J@D@C8I�J8C<J�HLFK<��:C@:BClone 
�0?<�E<N�J8C<J

HLFK<�E<<;�EFK�9<�@;<EK@:8C�KF�K?<�GI<M@FLJ�FE<�FI�<M<E�KF�K?<�J8D<�:LJKFD<I
��EPK?@E>�:8E�9<�<;@K<;�FI�8;;<;�

�FGP@E>

0F�:I<8K<�8�J8C<J�HLFK<�=IFD�8EP�J8C<J��FI�GLI:?8J<�I<C8K<;�KI8EJ8:K@FE��:C@:B�K?<Copy to 9LKKFE�N?@C<�M@<N@E>�K?<�JFLI:<�KI8EJ8:K@FE

8E;�J<C<:KNew Sales Quote=IFD�K?<�D<EL�

�� Examples

%=�8�:LJKFD<I�GC8:<J�8E�FI;<I�J@D@C8I�KF�8�GI<M@FLJ�J8C<��8�J8C<J�HLFK<�:8E�9<�><E<I8K<;�=IFD�8�GI@FI�J8C<J�@EMF@:<
�*FK<��K?@J

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@KL8K@FE

N?<I<�K?<�:LJKFD<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�FI;<I
�0?@J�FGK@FE�D8P�9<�LJ<=LC�N?<E�8�:LJKFD<I�DF;@=@<J�8E

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<J


��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�J@KL8K@FE��K?<

JLGGC@<I[J�E8D<�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�K?<Purchase Quotes K89
�5FL�:8E�:FGP�K?<�GLI:?8J<�HLFK<�KF�8�J8C<J�HLFK<�8E;�8;;�PFLI�GI@:@E>

@E=FID8K@FE


�
�
� )FE@KFI�J8C<J�HLFK<�JK8KLJ

)8E8><I�:8E�?<CG�PFLmonitor status of your sales quotes @=�PFL�LJ<�JFD<�F=�K?<�GIF>I8D[J�8M8@C89C<�=<8KLI<J
�0?@J�:8G89@C@KP�N8J�8;;<;

@E�M<IJ@FE���
�
��
�,I@FI�KF�K?8K�M<IJ@FE��J8C<J�HLFK<J�N<I<�GLI<CP�@E=FID8K@FE8C��N@K?�EF�C@EB8><�KF�FK?<I�KI8EJ8:K@FEJ
�0?<@I�JK8KLJ�:FLC;�FECP

9<�DFE@KFI<;�N@K?�:LJKFD�=@<C;J


/K8KLJ�@J�;@JGC8P<;�FE�K?<�D8@ESales Quotes K89�C@JK@E>
�0?<I<�8I<���GFJJ@9C<�JK8KLJ<J�

U �:K@M<��N?<E�=@IJK�:I<8K<;�8J�;<J:I@9<;�@E8EFK?<I�#L@;<

U !OG@I<;��8=K<I�K?<�<OG@IP�;8K<�?8J�G8JJ<;�N@K?FLK�K?<�HLFK<�9<@E>�8::<GK<;�FI�:8E:<CC<;

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 �8E:<CC<;�9P�<;@K@E>�K?<�J8C<J�HLFK<�@KJ<C=

/8C<J�HLFK<J�:8E�9<�C@EB<;�KF�J8C<J�FI;<IJ�FI�J8C<J�@EMF@:<�@E�KNF�N8PJ�
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U 1J@E>�K?<Copy to =LE:K@FE�KF�:I<8K<�K?<�J8C<J�FI;<I�FI�@EMF@:<�N?@C<�M@<N@E>�K?<�J8C<J�HLFK<

U /<C<:K@E>�K?<Quote number 8=K<I�:?FFJ@E>�8�:LJKFD<I�FE�K?<�J8C<J�FI;<I�FI�@EMF@:<�

�� Example

*FIK?N@E;�0I8;<IJ�LJ<;�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<I��@K�?8J

K8B<E�8;M8EK8><�F=�8CC�K?<�JK8KLJ�DFE@KFI@E>�:8G89@C@KP�)8E8><I�F==<IJ
�%KJSales Quotes K89�C@JK@E>�J?FNJ�K?<�:LII<EK

JK8KLJ�JLDD8IP�=FI�@KJ�@EK<IE8K@FE8C�9LJ@E<JJ�

/<M<I8C�K?@E>J�8I<�EFK89C<�@E�K?<�<O8DGC<�89FM<
�"@IJK��K?<I<�8I<�EF�<OG@IP�;8K<J�9<=FI<�)8P�������9<:8LJ<�K?<�GFJJ@9@C@KP�F=�<EK<I@E>�K?<D

;@;�EFK�<O@JK
�/<:FE;��8J�8�I<JLCK��K?<I<�8I<�JFD<�M<IP�FC;�HLFK<J�JK@CCActive��9<:8LJ<�K?<P�:FLC;�EFK�9<�:8E:<CC<;
�"@E8CCP��8�=<N�HLFK<J�8I<

C@JK<;�8JAccepted��9<:8LJ<�K?<P�N<I<�@EMF@:<;�8=K<I�@EKIF;L:K@FE�F=�K?<�JK8KLJ�DFE@KFI@E>�:8G89@C@KP
�0?<J<�?8M<�:?8E><;�KF�>I8P�8E;

DFM<;�KF�K?<�9FKKFD�F=�K?<�C@JK��J?FN@E>�K?8K�K?<P�EF�CFE><I�I<HL@I<�:CFJ<�8KK<EK@FE
�0?<Active 8E; ExpiredJ8C<J�HLFK<J�8I<�DFI<�M@J@9C<

9<:8LJ<�K?<P�8I<�9FK?�:LII<EK�8E;�E<<;�I<JFCLK@FE��<@K?<I�9P�:FEM<IK@E>�K?<D�KF�J8C<J�FI�:8E:<CC@E>�K?<D�
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�� Example

�FEK@EL@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@FEJ������HLFK<

�����@J�:8E:<CC<;�9LK�EFK�;<C<K<;��9<:8LJ<�@K�<OG@I<;��GI<J<IM@E>�K?<�I<:FI;������HLFK<J�������������8E;������8I<�:8E:<CC<;

9<:8LJ<�K?<P�8I<�JF�FLK;8K<;��8E;�����8CC�I<D8@E@E>�8:K@M<�HLFK<J�8I<�<;@K<;��N?<I<�E<:<JJ8IP��KF�>@M<�K?<D�<OG@IP�;8K<J


0?<�C@JK�EFN�CFFBJ�C@B<�K?@J��8=K<I�JFIK@E>�FE�K?<Status :FCLDE�

�
� /8C<J�+I;<IJ

�
�
� �I<8K<�J8C<J�FI;<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>�KI8EJ8:K@FE�8E;�?8J

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<EK�F=�DFE<P
�%E�=8:K��@K�@J

EFK�I<8CCP�E<:<JJ8IP�8K�8CC��9LK�:8E�9<�LJ<;�=FI�8�M8I@<KP�F=�GLIGFJ<J�

U %EK<IE8C�D8EL=8:KLI@E>�FI�=LC=@CCD<EK�GC8EE@E>

U  F:LD<EK8K@FE�F=�8>I<<;�GI@:@E>

U �LJKFD<I�:FDDLE@:8K@FE

U  I8=KJ�F=�GLI:?8J<�FI�J8C<J�@EMF@:<J

!E89C< Sales Orders K89�8E;�;<=@E<�:LJKFD<I

�<=FI<�:I<8K@E>�8�J8C<J�FI;<I��<E89C<�K?<Sales Orders K89
��<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:C@:BCustomize ��:?<:B�K?<�9FO�=FI

Sales Orders ��8E;�:C@:BUpdate �

� �

*<OK��9<�JLI<�K?<�:LJKFD<I�=FI�N?FD�K?<�J8C<J�FI;<I�@J�9<@E>�<EK<I<;�?8J�9<<E;<=@E<;�@E�K?<Customers K89
�)8E8><I�8CCFNJ�J8C<J

FI;<IJ�KF�9<�:I<8K<;�@E�=FLI�;@==<I<EK�N8PJ�

U /K8E;8I;�D<K?F;
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U �CFE@E>

U �FGP@E>��LJ@E>�K?<Copy to =LE:K@FE

/K8E;8I;�D<K?F;

%E�K?<Sales Orders K89��J<C<:KNew Sales Order �

�

�FDGC<K<�K?<�J8C<J�FI;<I�=FID�

U Date @J�GI<=@CC<;�N@K?�KF;8P[J�;8K<��N?@:?�D8P�9<�<;@K<;


U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�@EK<IE8C�FI�<OK<IE8C�J<HL<E:<J
�%=�K?<�9FO�N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I�N@CC

ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I�8DFE>�8CC�<O@JK@E>�J8C<J�FI;<IJ�8E;�8;;��


U � CustomerCustomer DLJK�9<�J<C<:K<;�=IFD�K?<�;IFG;FNE�C@JK


U 0?< Quote numberQuote number =@<C;�8GG<8IJ�8=K<I�8�:LJKFD<I�@J�J<C<:K<;��9LK�FECP�@=�K?<Sales Quote K89�@J�<E89C<;
�%=�K?<�J8C<J�FI;<I�@J

9<@E>�:I<8K<;�D8EL8CCP��J<C<:K�=IFD�8M8@C89C<�J8C<J�HLFK<J
�%=�K?<�J8C<J�FI;<I�@J�9<@E>�:I<8K<;�9P�:FGP@E>�8�J8C<J�HLFK<��K?<�HLFK<

ELD9<I�N@CC�9<�GI<=@CC<;
�0?<�HLFK<�ELD9<I�@J�FGK@FE8C��9LK�8JJ@JKJ�N@K?JK8KLJ�KI8:B@E>


U 0?<�:LJKFD<I[JBilling addressBilling address =@CCJ�8LKFD8K@:8CCP


U �E�FGK@FE8C�JLDD8IPDescriptionDescription F=�K?<�J8C<J�FI;<I�:8E�9<�<EK<I<;


U (@E<�@K<DJ�:8E�9<�<EK<I<;�J<D@�8LKFD8K@:8CCP�9P�J<C<:K@E>�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<DJ�@E�K?<ItemItem =@<C;
�+I�K?<P�:8E�9<

<EK<I<;�D8EL8CCP


U DescriptionDescription F=�K?<�C@E<�@K<D�@J�FGK@FE8C


U QtyQty @J�N?<I<�PFL�<EK<I�K?<�ELD9<I�F=�@K<DJ�9<@E>�JFC;
�+E<�@J�8JJLD<;�@=�EFK?@E>�@J�<EK<I<;


U Unit priceUnit price @J�K?<�J8C<J�GI@:<�G<I�@K<D


U TaxTax :F;<J�:8E�9<�J<C<:K<;�8J�8GGC@:89C<


*<8I�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<�:?<:B<;�KF�@E;@:8K<Amounts are tax inclusiveAmounts are tax inclusive 
�%=�:?<:B<;��K?<�=FID8K�F=�K?<�;8K8�<EKIP�J:I<<E�:?8E><J��FD@KK@E>

K?<Tax Amount 8E;�J<:FE; Total :FCLDEJ


U 3?<E�K?< DiscountDiscount 9FO�@J�:?<:B<;��FGK@FEJ�8GG<8I�=FIPercentageFI Exact amount
�0?@J�J<C<:K@FE�8GGC@<J�KF�K?<�<EK@I<�KI8EJ8:K@FE�

9LK�;@J:FLEK�<EKI@<J�DLJK�9<�D8;<�C@E<�@K<D�9P�C@E<�@K<D


U 0I8:B�HL8EK@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<8IJ�FECP�@=�8E�@EM<EKFIP�FI

EFE�@EM<EKFIP�@K<D�@J�J<C<:K<;�=FI�8�C@E<�@K<D


U � Custom themeCustom theme :8E�9<�J<C<:K<;�@=�8EP�K?<D<�9<J@;<J�K?<�;<=8LCK�@J�8:K@M<


�C@:BCreate N?<E�=@E@J?<;�

�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@C8I�J8C<J�FI;<I��:C@:BClone 
�0?<�E<N�J8C<J�FI;<I�E<<;

EFK�9<�@;<EK@:8C�KF�K?<�GI<M@FLJ�FE<
��EPK?@E>�:8E�9<�<;@K<;�FI�8;;<;�

0?<�:CFE<;�J8C<J�FI;<I�N@CC�?8M<�K?<�J8D<�;8K<�8J�K?<�JFLI:<�J8C<J�FI;<I
��LK��@=�8LKFD8K@:�I<=<I<E:<�J<HL<E:@E>�?8J�9<<E�J<K�LG�@E

Form Defaults @E�K?<Settings K89��8�E<N�I<=<I<E:<�ELD9<I�N@CC�9<�8JJ@>E<;


�FGP@E>

0F�:I<8K<�8�J8C<J�FI;<I�=IFD�8EP�J8C<J��FI�GLI:?8J<�I<C8K<;�KI8EJ8:K@FE��:C@:B�K?<Copy to 9LKKFE�N?@C<�M@<N@E>�K?<�JFLI:<�KI8EJ8:K@FE�8E;

J<C<:KNew 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�:LJKFD<I�GC8:<J�8E�FI;<I�=FI�>FF;J�FI�J<IM@:<J�K?8K�?8M<�GI<M@FLJCP�9<<E�JFC;�KF�K?8K�:LJKFD<I��8�J8C<J�FI;<I�:8E

9P�:FG@<;�=IFD�K?<�<8IC@<I�J8C<J�@EMF@:<


��:LJKFD<I�D@>?K�?8M<�J<EK�PFL�8�I<HL<JK�=FI�HLFK<��N?@:?�PFL�<EK<I<;�@E�K?<Purchase Quotes K89
�5FL�:8E�:FGP�K?<

GLI:?8J<�HLFK<�KF�8�J8C<J�FI;<I
�%E�K?@J�J@KL8K@FE��K?<�JLGGC@<I[J�E8D<�8E;�9@CC@E>�8;;I<JJ�N@CC�EFK�:8IIP�FM<I�8J�K?<�:LJKFD<I

E8D<�8E;�8;;I<JJ��9LK�DLJK�9<�8;;<;�;LI@E>�:I<8K@FE�F=�K?<�J8C<J�FI;<I


�
�
� )FE@KFI�J8C<J�FI;<I�JK8KLJ

)8E8><I�:8E�?<CG�PFLmonitor status of your sales orders @=�PFL�LJ<�JFD<�F=�K?<�GIF>I8D[J�8M8@C89C<�=<8KLI<J
�/K8KLJ�@J�DFE@KFI<;�@E�K?<

D8@E Sales Orders K89�LE;<I�K?I<<�:FCLDEJ�

U Qty to deliverQty to deliver ��0?@J�ELD9<I�8GGC@<J�FECP�KF�@EM<EKFIP�@K<DJ�FE�J8C<J�FI;<IJ�FE�N?@:?�K?<Track quantity to deliver FGK@FE

?8J�9<<E�J<C<:K<;�N?<E�:I<8K@E>�FI�<;@K@E>�K?<�J8C<J�FI;<I�

U InvoicedInvoiced ��0?@J�=@>LI<�@E:CL;<J�K?<�KFK8C�8DFLEK�FE�8CC�J8C<J�@EMF@:<J�C@EB<;�KF�8�G8IK@:LC8I�J8C<J�FI;<I
�/8C<J�@EMF@:<J�:8E�9<�C@EB<;�KF

J8C<J�FI;<IJ�@E�KNF�N8PJ
�+E<�@J�9P�LJ@E>�K?<Copy to =LE:K@FE�KF�:I<8K<�K?<�J8C<J�@EMF@:<�N?@C<�M@<N@E>�K?<�J8C<J�FI;<I
�0?<�FK?<I

@J�9P�J<C<:K@E>�K?<Order number 8=K<I�:?FFJ@E>�8�:LJKFD<I�FE�K?<�J8C<J�@EMF@:<�

U StatusStatus ��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
�!O8:K�FGK@FEJ�;<G<E;

FE�N?@:?�=<8KLI<J�8I<�@E�LJ<�9P�K?<�9LJ@E<JJ
��FDGC<K<�JK8KLJ�GIF>I<JJ@FE�@J�@E�K?<�=FCCFN@E>�FI;<I��8J�@CCLJKI8K<;�9<CFN�

Not delivered \ Partially delivered \ Uninvoiced \ Partially invoiced \ Invoiced
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Not delivered 8E; Partially delivered FECP�J?FN�=FI�9LJ@E<JJ<J�;<8C@E>�N@K?�@EM<EKFIP�@K<DJ
�/F�N@K?FLK�@EM<EKFIP�@K<DJ��JK8KLJ

GIF>I<JJ<J�C@B<�K?@J�

Uninvoiced \ Partially invoiced \ Invoiced

�� Example

*FIK?N@E;�0I8;<IJ�:LII<EKCP�?8J�KNF�LE=LC=@CC<;�J8C<J�FI;<IJ�=IFD�8�:LJKFD<I���IFLE;�K?<�$FIE
�%KJSales Orders K89

C@JK@E>�J?FNJ�K?<J<�KNF�FI;<IJ�<E:FDG8JJ����@EM<EKFIP�@K<DJ�8N8@K@E>�;<C@M<IP�8E;�@EMF@:@E>�

*FIK?N@E;�D8B<J�8�G8IK@8C�;<C@M<IP�FE�J8C<J�FI;<I��� 8E;�=LCC�;<C@M<IP�FE�J8C<J�FI;<I��� 
�%K�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@M<IP�EFK<�=FI��� 
�0?<�JK8KLJ�@E�K?<

Sales Orders K89�:?8E><J��J?FN@E>�K?8K�J8C<J�FI;<I��� @J�=LCCP�;<C@M<I<;�8E;�@EMF@:<;��8E;�J8C<J�FI;<I��� @J�G8IK@8CCP

;<C@M<I<;��9LK�EFK�@EMF@:<;�8K�8CC�

�=K<I�I<:<@M@E>�8;;@K@FE8C�@EM<EKFIP��*FIK?N@E;�;<C@M<IJ�K?<�I<D8@E@E>�HL8EK@KP�FE�J8C<J�FI;<I��� 8E;�:FG@<J�K?<�=LCC�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�HL8EK@K@<J�?8M<�9<<E

;<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<�FI;<I�JK8KLJ


0?<�FGK@FE�KF�KI8:B�HL8EK@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�8I<�EFK

:FLEK<;�8K�8CC�9P�)8E8><I��JF�K?<@I�;<C@M<IP�JK8KLJ�@J�E<M<I�I<=C<:K<;
��/<<�<O8DGC<�9<CFN
��%EMF@:<;�GI@:<J�D@>?K�?8M<

:?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�FI;<IJ


�CC�K?<J<�NFLC;�JGF@C�K?<�G<I=<:K�D8K:?<J�@CCLJKI8K<;�89FM<


)FE@KFI@E>�J8C<J�FI;<I�JK8KLJ�I<HL@I<J�;@J:@GC@E<
�%EK<CC@><EK�LJ<�F=Form Defaults :8E�?<CG
��FEJ@JK<EK�NFIB�GI8:K@:<J

8I<�<JJ<EK@8C


�� Example

*FIK?N@E;�?8J�KNF�FK?<I�LE=LC=@CC<;�J8C<J�FI;<IJ
�/8C<J�FI;<I��� @J�=FI�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@EJK�@K
�/8C<J�FI;<I��� @J�=FI�:8K<I@E>

J<IM@:<J��<EK<I<;�D8EL8CCP��N@K?FLK�LJ<�F=�8EP�;<=@E<;�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<D
�*FIK?N@E;[J�8::FLEK@E>�:C<IB

=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<�J8C<J�FI;<I��� ?8J�K?<�;<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�FI;<I��� ;F<J�EFK�?8M<�K?8K�FGK@FE�J<C<:K<;��@K�J?FNJ�8�?PG?<E�@E�K?<

J8D<�:FCLDE
��CJF�EFK<�K?<Not delivered 8E; Partially delivered JK8KLJ<J�?8M<�9<<E�9PG8JJ<;�9<:8LJ<�EF�@EM<EKFIP�@K<DJ

8I<�@E:CL;<;�FE�K?<�J8C<J�FI;<I


�
� /8C<J�%EMF@:<J

�
�
� �I<8K<�J8C<J�@EMF@:<J

Sales invoices D8B<�;<D8E;J�=FI�G8PD<EK�=IFD�:LJKFD<IJ�=FI�>FF;J�FI�J<IM@:<J
�0?<P�@E:I<8J<�K?<�98C8E:<�F=�K?<�:LJKFD<I[J�JL98::FLEK�@E

Accounts receivable8E;��K?<I<=FI<��8I<�LJ<;�N?<E�J<CC@E>�FE�:I<;@K
�0?<P�;F�EFK�I<:FI;�I<:<@GK�F=�DFE<P��N?@:?�DLJK�9<�?8E;C<;�9P�8

J<:FE;�KI8EJ8:K@FE��<M<E�@=�K?<�:LJKFD<I�G8PJ�@DD<;@8K<CP
�%E�8�;FL9C<�<EKIP�8::FLEK@E>�JPJK<D�C@B<�)8E8><I��K?<P�8CJF�GFJK�@E:FD<�KF

8GGIFGI@8K<�I<M<EL<�8::FLEKJ�8E;�:FEM<IK�@EM<EKFIP�:FJKJ�=IFD�8JJ<KJ�KF�<OG<EJ<J


!E89C<�K?< Sales Invoices K89

�<=FI<�8�J8C<J�@EMF@:<�:8E�9<�:I<8K<;��PFL�DLJK�<E89C<�K?<Sales Invoices K89
��C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:?<:B

K?<�9FO�=FISales Invoices ��8E;�:C@:BUpdate 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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U /K8E;8I;�D<K?F;

U �CFE@E>

U "IFD�K?< Customers K89

U �FGP@E>�N@K?�K?<Copy to =<8KLI<

/K8E;8I;�D<K?F;

%E�K?<Sales Invoices K89��:C@:B�FENew Sales Invoice �

�

�FDGC<K<�K?<�=FID�

U �P�;<=8LCK�Issue dateIssue date @J�GI<GFGLC8K<;�N@K?�KF;8P[J�;8K<


U �E�FGK@FE8CDue dateDue date :8E�9<�<EK<I<;��<@K?<I�8J�8�:8C<E;8I�;8K<�FI�8J�8�ELD9<I�F=�;8PJ�8=K<I�K?<�@JJL<�;8K<
�%=�8Due date @J�EFK

<EK<I<;��)8E8><I�N@CC�8LKFD8K@:8CCP�LJ<�K?<Issue date 8J�K?<Due date 


U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�@EK<IE8C�FI�<OK<IE8C�J<HL<E:<J
�%=�K?<�9FO�N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I�N@CC

ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I�8DFE>�8CC�<O@JK@E>�J8C<J�@EMF@:<J�8E;�8;;��


U ��GI<M@FLJCP�;<=@E<;CustomerCustomer DLJK�9<�J<C<:K<;�@E�K?<�;IFG;FNE�9FO
�+E:<�8�:LJKFD<I�?8J�9<<E�J<C<:K<;��KNF�FGK@FE8C��I<C8K<;

=@<C;J�8GG<8I�N@K?�;IFG;FNE�J<C<:K@FE�D<ELJ�:FEK8@E@E>�KI8EJ8:K@FE�I<=<I<E:<J�I<C<M8EK�KF�K?8K�:LJKFD<I�

U � Quote numberQuote 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>�8EFK?<I�=FID
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N@K?�8�J8C<J�HLFK<�I<=<I<E:<��K?8K�ELD9<I�N@CC�:8IIP�FM<I�8LKFD8K@:8CCP
�0?@J�ELD9<I�C@EBJ�K?<�J8C<J�@EMF@:<�KF�K?<�J8C<J�HLFK<�JF

HLFK<�JK8KLJ:8E�9<�KI8:B<;


U �E Order numberOrder number :8E�9<�J<C<:K<;�@=�8�J8C<J�FI;<I�GI<:<;<;�K?<�J8C<J�@EMF@:<
�%=�K?<�J8C<J�@EMF@:<�@J�:I<8K<;�9P�:FGP@E>�8EFK?<I�=FID

N@K?�8�J8C<J�FI;<I�I<=<I<E:<��K?8K�ELD9<I�N@CC�8LKFD8K@:8CCP�GFGLC8K<�K?@J�=@<C;
�(@EB@E>�K?<�J8C<J�@EMF@:<�KF�8�J8C<J�FI;<I�?<CGJKI8:B

J8C<J�FI;<I�JK8KLJ


U 0?<�:LJKFD<I[JBilling addressBilling address @J�=@CC<;�8LKFD8K@:8CCP��9LK�D8P�9<�<;@K<;


U ��JLDD8IP DescriptionDescription 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�GI<;<=@E<;�@EM<EKFIP�FI�EFE�@EM<EKFIPItemItem 8E;�<EK<I@E>�HL8EK@K@<J


+I��K?<P�D8P�9<�<EK<I<;�D8EL8CCP
��;;@K@FE8C�C@E<J�:8E�9<�8;;<;�����������FI����8K�8�K@D<


U �E�8GGC@:89C<Tax CodeTax Code :8E�9<�J<C<:K<;�=FI�<8:?�C@E<�@K<D


U %=�;@M@J@FEJ�?8M<�9<<E�:I<8K<;��K?<DivisionDivision =@<C;�8GG<8IJ�8EP�K@D<�8E�8::FLEK�@J�J<C<:K<;�KF�N?@:?�8�;@M@J@FE�D@>?K�8GGCP


�� Note

,I@:<J�8E;�8DFLEKJ�N@CC�9<�@E�K?<�:LII<E:P�;<J@>E8K<;�=FI�K?<�:LJKFD<I
��FEM<IJ@FEJ�F=�J8C<J�GI@:<J�;<=@E<;�=FI

@EM<EKFIP�@K<DJ�@E�K?<�98J<�:LII<E:P�KF�=FI<@>E�:LII<E:@<J�8I<�EFK�G<I=FID<;�8LKFD8K@:8CCP


U %=�@EM<EKFIP�CF:8K@FEJ�?8M<�9<<E�;<=@E<;�8E;�K?<Delivery Notes K89�@J�EFK�<E89C<;��8�=@<C;�=FIInventory locationInventory 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�@EMF@:<�

%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�<E89C<;��K?<�=@<C;�;F<J�EFK�8GG<8I��8E;�I<DFM8C�F=�@EM<EKFIP�@K<DJ�=IFD�@EM<EKFIP�CF:8K@FEJ�F::LIJ�M@8�K?<

;<C@M<IP�EFK<
��0?@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
�

*<8I�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;�=<8KLI<J�8I<

<E89C<;
��;;@K@FE8C�=@<C;J�8GG<8I�N?<E�JFD<�FGK@FEJ�8I<�:?<:B<;�
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U Line decriptionLine decription 8;;J�8� <J:I@GK@FE�=@<C;�KF�<8:?�C@E<�@K<D
�(@E<�;<J:I@GK@FEJ�8I<�FGK@FE8C


U %=DiscountDiscount @J�:?<:B<;��=LIK?<I�FGK@FEJ�8GG<8I�=FIPercentageFI Exact amount;@J:FLEKJ
�0?@J�J<C<:K@FE�>FM<IEJ�K?<�<EK@I<�@EMF@:<�

9LK�;@J:FLEKJ�DLJK�9<�<EK<I<;�C@E<�@K<D�9P�C@E<�@K<D


U �EFK?<I�FGK@FE�C<KJ�PFL�@E;@:8K<Amounts are tax inclusiveAmounts are tax inclusive 
�%=�K?@J�9FO�@J�:?<:B<;��K8O�8DFLEKJ�8I<�;<;L:K<;�=IFD�K?<�LE@K�GI@:<�

FK?<IN@J<�K?<P�8I<�8;;<;�KF�K?<�@EMF@:<;�8DFLEK


U +GK@FEJ�=FIRoundingRounding 8I<�8M8@C89C<


U 3@K??FC;@E>�F=�K8O:8E�8CJF�9<�J<C<:K<;�9P�:?<:B@E>�K?<�9FO�KFDeduct withholding taxDeduct withholding tax 8E;�<EK<I@E>�K?<RateFI 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�K8O�8K�K?<�JFLI:<�FE�PFLI�9<?8C=


U �E Early payment discountEarly 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 feesLate payment fees :8E�9<�J<C<:K<;
�0?<J<�N@CC�@E@K@8CCP�9<�8GGC@<;�DFEK?CP�FE�K?<�J8D<�;8K<�F=�K?<�=FCCFN@E>�DFEK?�8J�K?<�@JJL<

;8K<
�%=�K?<�=FCCFN@E>�DFEK?�@J�J?FIK<I�K?8E�K?<�:LII<EK�DFEK?��K?<�C8K<�G8PD<EK�=<<�N@CC�9<�8;;<;�FE�K?<�C8JK�;8P�F=�K?<�=FCCFN@E>

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<�;8K<�F=�JL::<<;@E>

DFEK?J


U 0?< Total amount in wordsTotal amount in words :8E�9<�J?FNE�E<8I�K?<�9FKKFD�F=�K?<�@EMF@:<
��0?@J�=<8KLI<�@J�FECP�8M8@C89C<�@=�K?<�C8E>L8><�GI<=<I<E:<

@J�!E>C@J?
�

U %=�K?<�:LJKFD<I�@J�;<EFD@E8K<;�@E�8�=FI<@>E�:LII<E:P��PFL�:8E�:?<:B�K?<�9FO�KF�J?FN�K?<Total amount in [base currency]Total amount in [base currency] 
�0?@J

8DFLEK�@J�8CJF�J?FNE�E<8I�K?<�9FKKFD�F=�K?<�:FDGC<K<;�=FID


U 0?<�;L<�;8K<�:8E�9<�JLGGI<JJ<;�FE�K?<�:FDGC<K<;�@EMF@:<�9P�:?<:B@E>�K?<�9FO�KFHide due dateHide due date 
�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<
��0?<�;L<�;8K<�@J�EFK�;<C<K<;��9<:8LJ<

)8E8><I�E<<;J�@K�=FI�M8I@FLJ�=LE:K@FEJ
��LK�@K�@J�EFK�;@JGC8P<;�FE�K?<�J8C<J�@EMF@:<�=FI�K?<�:LJKFD<I�KF�J<<
�

U � Custom titleCustom title :8E�9<�<EK<I<;��JL:?�8J�N?<E�CF:8C�I<>LC8K@FEJ�I<HL@I<�8�J8C<J�@EMF@:<�KF�9<�K@KC<;�8J�8�K8O�@EMF@:<


U � Custom themeCustom theme :8E�9<�@E;@:8K<;


�C@:BCreate 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:I@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?<�JFLI:<�@EMF@:<��@E:CL;@E>�K?<�@JJL<�;8K<


+ECP�K?<�I<=<I<E:<�ELD9<I�N@CC�9<�;@==<I<EK�@=�8LKFD8K@:�J<HL<E:@E>�@J�J<K�LE;<IForm Defaults 


3?@C<�M@<N@E>�K?<�<O@JK@E>�J8C<J�@EMF@:<��:C@:BClone ��<;@K�8J�I<HL@I<;��8E;�:C@:BCreate �
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"IFD�K?< Customers K89

%=�K?<Billable Time FI Billable Expenses K89J�8I<�9<@E>�LJ<;��J8C<J�@EMF@:<J�:8E�9<�:I<8K<;�=IFD�K?<Customers K89�

 I@CC�;FNE�9P�:C@:B@E>�K?<�9CL<�98C8E:<�@E�K?<Uninvoiced :FCLDE�=FI�8�:LJKFD<I�

/<C<:K�8EP�LE@EMF@:<;�9@CC89C<�K@D<�FI�9@CC89C<�<OG<EJ<J�KF�9<�@EMF@:<;�8E;�:C@:BNew Sales Invoice �

��J8C<J�@EMF@:<�@J�:I<8K<;��N?@:?�:8E�9<�<;@K<;�FI�8;;<;�KF
�/<<K?@J�#L@;<=FI�DFI<�@E=FID8K@FE


�FGP@E>

0F�:I<8K<�8�J8C<J�@EMF@:<�=IFD�8EP�J8C<J��FI�GLI:?8J<�I<C8K<;�KI8EJ8:K@FE��:C@:B�K?<Copy to 9LKKFE�N?@C<�M@<N@E>�K?<�JFLI:<�KI8EJ8:K@FE

8E;�J<C<:KNew Sales Invoice=IFD�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<:KCP�=IFD

K?<�J8C<J�HLFK<�N@K?FLK�I<�<EK<I@E>�@E=FID8K@FE
�*<:<JJ8IP�@E=FID8K@FE�@J�:8II@<;�=FIN8I;��@E:CL;@E>�K?<�HLFK<�ELD9<I


�EPK?@E>�:8E�9<�<;@K<;�8J�E<<;<;


%=�8�J8C<J�FI;<I�N8J�:I<8K<;�@E�I<JGFEJ<�KF�8�:LJKFD<I[J�GLI:?8J<�FI;<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<�<O8:K�HL8EK@K@<J�8I<�EFK�BEFN�LEK@C�;<C@M<IP


%E�K?8K�:8J<��8�;<C@M<IP�EFK<�:8E�9<�:FG@<;�KF�8�J8C<J�@EMF@:<


%=�>FF;J�FI�J<IM@:<J�9<@E>�@EMF@:<;�KF�8�:LJKFD<I�N<I<�GLI:?8J<;�=IFD�8�JLGGC@<I��8E;�K?<�JLGGC@<I[J�J8C<J�@EMF@:<�N8J

<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�:LJKFD<I�N@J?<J�KF�GLI:?8J<�K?<�J8D<�K?@E>�8J�GI<M@FLJCP�GLI:?8J<;��K?<�FC;<I�J8C<J�@EMF@:<�:8E�9<�:FG@<;

KF�8�E<N�FE<��N?@:?�N@CC�?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�K?<D�LG�

)8E8><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<IM8CJ
�.<:LII@E>�J8C<J�@EMF@:<J�8I<�F=K<E�LJ<;

=FI�

U �LJKFD<I�JL9J:I@GK@FEJ

U )FEK?CP�J<IM@:<�9@CC@E>J

U +I>8E@Q8K@FE8C�D<D9<IJ?@GJ�8E;�;L<J

U .<EK�;L<�EFK@:<J

/<K�LG�8�I<:LII@E>�J8C<J�@EMF@:<

0?<I<�8I<�KNF�D<K?F;J�=FI�J<KK@E>�LG�I<:LII@E>�J8C<J�@EMF@:<J


First method

0?<�=@IJK�D<K?F;�=FI�:I<8K@E>�8�E<N�I<:LII@E>�J8C<J�@EMF@:<�@J�KF�>F�KF�K?<Settings K89�8E;�:C@:BRecurring Sales Invoices �

�

0?<E�:C@:BNew Recurring Sales Invoice �

Second method

0?<�J<:FE;�D<K?F;�@J�KF�LJ<�K?<Copy to =LE:K@FE�N?@C<�M@<N@E>�8E�<O@JK@E>�J8C<J�@EMF@:<�PFL�N8EK�KF�D8B<�I<:LII@E>�
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For either method

3?@:?<M<I�N8P�PFL�9<>@E��<EK<INext issue dateNext issue date KF�<JK89C@J?�N?<E�K?<�=@IJK�I<:LII@E>�@EMF@:<�N@CC�9<�:I<8K<;�

%=�;<J@I<;��<EK<I�K?<�ELD9<I�F=�;8PJ�8=K<I�K?<�@JJL<�;8K<�F=�K?<�FGK@FE8CDue DateDue Date 
�%=�EFK?@E>�@J�<EK<I<;��)8E8><I�N@CC�8JJ@>E�K?<�@JJL<�;8K<�8J

K?<�;L<�;8K<�

/<C<:K�8EIntervalInterval KF�:FEKIFC�?FN�F=K<E�K?@J�I<:LII@E>�@EMF@:<�N@CC�9<�:I<8K<;�

/<C<:K�N?<K?<I�K?<�I<:LII@E>�@EMF@:<�N@CC�9<�>FF;Until further notice FI�LEK@C�8Custom;8K<
�%=Custom is selected��8�:8C<E;8I�;8K<�G@:B<I�N@CC

8GG<8I�

!EK<I�I<D8@E@E>�@E=FID8K@FE�8J�@=:I<8K@E>�8�I<>LC8I�J8C<J�@EMF@:<8E;�:C@:BCreate 
�+E�K?< Recurring Sales Invoices J:I<<E� Next

issue date N@CC�9<�LG;8K<;�98J<;�FE�K?<�J<C<:K<;Interval 
�0<ID@E8K@FE�;8K<��@=�J<K��N@CC�8CJF�9<�J?FNE�

�� Note

.<:LII@E>�J8C<J�@EMF@:<J�@E�)8E8><I�8I<�K<DGC8K<J�=IFD�N?@:?�8:KL8C�J8C<J�@EMF@:<J�N@CC�9<�><E<I8K<;�C8K<I
�/<KK@E>�LG�8

I<:LII@E>�J8C<J�@EMF@:<�;F<J�EFK�8==<:K�PFLI�:LJKFD<I�98C8E:<J��:LJKFD<I�JK8K<D<EKJ��@EM<EKFIP��@E:FD<��FI�<OG<EJ<J
�%E

=8:K��N?@C<�)8E8><I�N@CC�EFK@=P�PFL�I<:LII@E>�@EMF@:<J�8I<�G<E;@E>��@K�N@CC�EFK�8LKFD8K@:8CCP�><E<I8K<�K?<D�=FI�PFL
�0?@J

8MF@;J�GIF9C<DJ�@=�PFL�E<<;�KF�<;@K�8E�@EMF@:<�9<=FI<�@JJL@E>�@K�FI�PFL�=FI><K�KF�<EK<I�8�J<IM@:<�DF;@=@:8K@FE
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#<E<I8K<�@EMF@:<J

3?<E�FE<�FI�DFI<�I<:LII@E>�J8C<J�@EMF@:<J�8I<�;L<��FI�G8JK�;L<��KF�9<�@JJL<;��KNF�EFK@=@:8K@FEJ�8I<�GIFM@;<;
�0?<�=@IJK�@J�8�P<CCFN�:FLEK<I

N@E;FN�@E�K?<�C<=K�E8M@>8K@FE�G8E<�J?FN@E>�K?<�ELD9<I�F=�I<:LII@E>�@EMF@:<J�=FI�N?@:?�@EMF@:<J�8I<�G<E;@E>��EFK�K?<�ELD9<I�F=�G<E;@E>

@EMF@:<J��N?@:?�:FLC;�9<�?@>?<I�@=�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�>F�KF�K?<Sales Invoices K89
�5FL�N@CC�J<<�8�P<CCFN�98EE<I�EFK@:<�K?8K�8K�C<8JK�FE<�I<:LII@E>

@EMF@:<�@J�G<E;@E>�

�C@:B�FE�K?<�P<CCFN�98I�KF�I<M@<N�@EMF@:<J�KF�9<�><E<I8K<;
�/<C<:K�8CC�G<E;@E>�I<:LII@E>�@EMF@:<J�9P�:?<:B@E>�K?<�KFG�9FO
�+I��J<C<:K�@E;@M@;L8C

I<:LII@E>�@EMF@:<J
�0?<E�:C@:BBatch Create �

0?<�E<OK�I<:LII@E>�@EMF@:<�=FI�<8:?�J<C<:K@FE�N@CC�9<�@DD<;@8K<CP�:I<8K<;�LE;<I�K?<Sales Invoices K89
�5FL�:8E�=LIK?<I Edit FI

View @K�N@K?FLK�8==<:K@E>�=LKLI<�I<:LII@E>�@EMF@:<J�

�� Note

3?<E�PFL�M@<N�8E�@EMF@:<�;@I<:KCP�@E�K?<Sales Invoices K89��PFL�8I<�M@<N@E>�@K�8J�8�JK8E;8I;�@EMF@:<��EFK�8�I<:LII@E>

@EMF@:<
��EP�:?8E><J�PFL�D8B<�KF�@K�N@CC�EFK�8==<:K�K?<�I<:LII@E>�J8C<J�@EMF@:<�;<=@E<;�@E�K?<Settings K89


3?<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<
�%=�DFI<�K?8E�FE<�@EMF@:<

@J�;L<�=IFD�K?<�J8D<�I<:LII@E>�@EMF@:<��9<:8LJ<�PFL�=<CC�9<?@E;���K?<�;8K<�@E�K?<Next issue date :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@E>�@EMF@:<�8E;�:C@:B@E>Batch Create 8>8@E�N@CC�><E<I8K<�8E�8;;@K@FE8C

JK8E;8I;�@EMF@:<
�.<G<8K�K?@J�GIF:<JJ�LEK@C�K?<�I<:LII@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�K?<D
��C@:B�K?<Edit 9LKKFE�KF�>F�KF�K?<�I<:LII@E>�@EMF@:<�;<=@E@K@FE�J:I<<E


�� Caution

!;@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<�><E<I8K@E>

=IFD�@K
�0?<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�D8;<�;LI@E>�K?<

<;@K@E>�GIF:<JJ��@E:CL;@E>�8EP�@EMF@:<�PFL�:I<8K<�@DD<;@8K<CP
�/F��@=�PFL�N8EK�KF�:?8E><�FECP�K?<�:LII<EK�@EMF@:<�PFL�8I<

:I<8K@E>��:C@:BBatch Create =@IJK�8E;�<;@K�K?<�I<JLCK@E>�@EMF@:<�@E�K?<Sales Invoices K89
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�8E:<C�8�I<:LII@E>�@EMF@:<

3?<E�:@I:LDJK8E:<J�:?8E><��JL:?�8J�N?<E�8�:LJKFD<I�:8E:<CJ�8�JL9J:I@GK@FE��PFL�D8P�N8EK�KF�:8E:<C�=LKLI<�I<:LII@E>�@EMF@:<J
��C@:B

Edit =FI�K?<�I<:LII@E>�@EMF@:<�@ESettings ��K?<E Delete �

�

0?<�I<:LII@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@:<J�:8EEFK�9<

I<JKFI<;
�0?<P�DLJK�9<�I<:I<8K<;�=IFD�J:I8K:?


/B@G�8E�@EMF@:<

%=�I<:LII@E>�@EMF@:<J�DLJK�9<�JB@GG<;��9LK�IFLK@E<�@EMF@:@E>�N@CC�I<JLD<�@E�K?<�=LKLI<��:C@:BEdit =FI�K?<�I<:LII@E>�@EMF@:<�@ESettings 


/<K�8�E<NNext issue date ��K?<E�:C@:BUpdate 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������

5FLI�:LJKFD<I�G8LJ<J�K?<�J<IM@:<�JL9J:I@GK@FE�=FI�FE<�DFEK?��K?<I<=FI<��EF�@EMF@:<�J?FLC;�9<�@JJL<;�FE����&LCP
�0?<�E<OK

@EMF@:<�J?FLC;�9<�@JJL<;�FE�����L>LJK��JF�PFL�<;@K�K?<�I<:LII@E>�J8C<J�@EMF@:<�@ESettings 8E;�:C@:BUpdate �

�

5FL�EFN�J<<�K?<�E<OK�J8C<J�@EMF@:<�@J�;L<�����L>LJK�

�
�
� )FE@KFI�J8C<J�@EMF@:<�JK8KLJ

)8E8><I�?<CGJ�PFLmonitor sales invoice status N@K?�8�:FEM<E@<EKStatus :FCLDE�@E�K?<Sales Invoices K89�C@JK@E>�
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/K8KLJ�@J�;<=@E<;�8J�FE<�F=�=FLI��:FCFI�:F;<;�:8K<>FI@<J�

U +M<IG8@;��>I8P�

U  L<�@E�4�;8PJ��P<CCFN�

U 5�;8PJ�FM<I;L<��I<;�

U ,8@;�@E�=LCC��>I<<E�

*F�LJ<I�8:K@FE�@J�<M<I�I<HL@I<;��FI�GFJJ@9C<��KF�;<J@>E8K<�JK8KLJ
�%K�@J�;<K<ID@E<;�8LKFD8K@:8CCP��;<G<E;@E>�FE�K?<�=FCCFN@E>�:I@K<I@8�

U %JJL<�;8K<�F=�K?<�J8C<J�@EMF@:<

U  L<�;8K<

U �LII<EK�98C8E:<�;L<

/K8KLJ�:FEKIFCJ�K?<�;<=8LCK�;@JGC8P�FI;<I�F=�J8C<J�@EMF@:<J�8::FI;@E>�KF�K?<�=FCCFN@E>�GI@FI@K@<J
�3@K?@E�<8:?�GI@FI@KP��@EMF@:<J�8I<�C@JK<;�@E

I<M<IJ<�;8K<�FI;<I��E<N<JK�=@IJK��

�
 Overpaid. 0?<J<�@EMF@:<J�8I<�K?<�I<JLCK�F=�8::FLEK@E>�<IIFIJ�9P�PFL�FI�PFLI�:LJKFD<I�8E;�I<HL@I<�:FII<:K@FE


�
 Unpaid. %E:CL;<J�9FK?�:FD@E>�;L<�8E;�FM<I;L<�@EMF@:<J
�,8IK@8CCP�G8@;�@EMF@:<J�8I<�I<>8I;<;�8J�LEG8@;
��/<<��=FI�<O8DGC<��J8C<J

@EMF@:<�� @E�K?<�@CCLJKI8K@FE�89FM<
�

�
 Paid in full.

�
�
� %JJL<�PFLI�=@IJK�@EMF@:<�KF�8�:LJKFD<I

5FL�?8M<�ALJK�JK8IK<;�PFLI�E<N�9LJ@E<JJ�8E;�:FDGC<K<;�PFLI�=@IJK�AF9�FI�JFC;�PFLI�=@IJK�D<I:?8E;@J<
�*FN�PFL�N8EK�KF�9<�G8@;��9LKyour

customer has requested an invoice from you 
�3?8K�@J�K?8K��%K�@J�98J@:8CCP�8�C@JK�F=�>FF;J�J<EK�FI�J<IM@:<J�GIFM@;<;��@E;@:8K@E>�K?<�8DFLEK

;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@:<�@J�GI<J<EK<;


/F�C<K[J�J8P�PFL�8I<�ILEE@E>�8�:FDGLK<I�I<G8@I�9LJ@E<JJ
��<=FI<�PFL�:8E�JK8IK@E>�@JJL@E>�@EMF@:<J�KF�:LJKFD<IJ��PFL�E<<;�KF�J<K�PFLIJ<C=�LG�8J

8�9LJ@E<JJ�@E�)8E8><I


�I<8K<�8�9LJ@E<JJ

%E�K?<Businesses K89��:C@:BAdd Business 8E;�J<C<:KCreate New Business�

�
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!EK<I�PFLI�9LJ@E<JJ�E8D<
�0?@J�N@CC�9<�K?<�E8D<�F=�PFLI�9LJ@E<JJ�;8K8�=@C<
��C@:BAdd Business �

5FLI�9LJ@E<JJ�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�FE Settings ��K?<E Business Details �

�

!EK<I�PFLI�9LJ@E<JJ�@E=FID8K@FE�8J�PFL�N8EK�@K�KF�8GG<8I�FE�K?<�J8C<J�@EMF@:<�

�C@:BUpdate 


�LJKFD@Q@E>�C<=K�E8M@>8K@FE

/@E:<�<M<IP�9LJ@E<JJ�@J�;@==<I<EK��8CC�9LK�K?FJ<�=FLI�DF;LC<J�N@CC�9<�;@J89C<;�9P�;<=8LCK
�0F�@JJL<�8�J8C<J�@EMF@:<�KF�8�:LJKFD<I��PFL�N@CC�E<<;

KF�<E89C<�K?<Customers 8E; Sales Invoices K89J


�C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<�8E;�<E89C<�K?<J<�KNF�K89J�
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�<�JLI<�KF�:C@:BUpdate 8K�K?<�9FKKFD�KF�J8M<�PFLI�:?F@:<J�

*FN�PFL�8I<�><KK@E>�JFD<N?<I<
�5FLI�C<=K�E8M@>8K@FE�G8E<�N@CC�:FEK8@E�KNF�E<N�K89J�Customers 8E; Sales Invoices �

�;;@E>�8�:LJKFD<I

�<=FI<�PFL�:8E�@JJL<�PFLI�=@IJK�@EMF@:<��PFL�DLJK8;;�8K�C<8JK�FE<�:LJKFD<I
��C@:B�FE�K?<Customers K89��K?<E�:C@:BNew Customer �

�

!EK<I�K?<�:LJKFD<I[J�;<K8@CJ�

�C@:BCreate 
�5FLI�:LJKFD<I�@J�EFN�J8M<;�8E;�:8E�9<�J<<E�@E�K?<�C@JK�F=�:LJKFD<IJ�
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*FN�PFL�8I<�I<8;P�KF�@JJL<�8E�@EMF@:<�KF�K?@J�:LJKFD<I


%JJL@E>�8E�@EMF@:<

%E�K?<Sales Invoices K89��:C@:BNew 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 CustomerCustomer ��N?@:?�:8LJ<J�GI<M@FLJCP�<EK<I<;�:LJKFD<I�;<K8@CJ�KF�GFGLC8K<�K?<�=FID

U AccountAccount KF�N?@:?�K?<�J8C<�N@CC�9<�GFJK<;


U DescriptionDescription F=�N?8K�@J�9<@E>�JFC;

U Unit priceUnit price

�C@:BCreate KF�J8M<�K?<�@EMF@:<
�5FL�N@CC�9<�@EJK8EKCP�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<I�8EPQty 
�)8E8><I�N@CC�8CN8PJ�KIP�KF

D8B<�K?<�@EMF@:<�8J�J@DGC<�8J�GFJJ@9C<
�%=�PFL�8I<�EFK�LJ@E>�K?<Qty =@<C;��)8E8><I�NFE[K�J?FNQty 8E; Unit

price :FCLDEJ�FE�K?<�@EMF@:<
�%K�N@CC�J?FN�FECP�K?<Amount :FCLDE


U %=�PFL�8I<�:?8I>@E>�K8O��JL:?�8J�#/0��2�0��J8C<J�K8O��FI�J@D@C8I��>F�KF�K?<Settings K89��K?<ETax Codes ��8E;

:I<8K<�I<C<M8EK�K8O�:F;<J
�0?<E Edit K?@J�@EMF@:<�KF�J<C<:K�K?<�I@>?K�K8O�:F;<


U %=�PFL�N8EK�KF�J?FN�G8PD<EK�K<IDJ�FE�K?<�@EMF@:<��PFL�:8E�:I<8K<�8Notes FI Terms :LJKFD�=@<C;


U %=�PFL�NFLC;�C@B<�KFJ?FN�PFLI�9LJ@E<JJ�CF>F��>F�KF Settings ��K?<E Business Logo 


0F�:?8E><�K?<�FM<I8CC�CFFB�F=�PFLI�@EMF@:<��I<8;�89FLKK?<D<J��N?@:?�8CCFN�PFL�KF�M8IP�K?<�8GG<8I8E:<�F=�PFLI�@EMF@:<�8E;�FK?<I�=FIDJ


�=K<I�8GGCP@E>�8�K8O�:F;<�8E;�:?8E>@E>�K?<�K?<D<��PFLI�@EMF@:<�:FLC;�CFFB�C@B<�K?@J�

0?<E�LJ<�K?< Email 9LKKFE�KF�<D8@C�K?<�@EMF@:<�KF�PFLI�:LJKFD<I�FI�LJ<�K?<PDF 9LKKFE�KF�><E<I8K<�8�, "�@D8><�KF�9<�J8M<;�FI

GI@EK<;
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�
�
� +==<I�<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�@EMF@:<�F==<I<;�KF�8�:I<;@K�:LJKFD<I�=FI�G8PD<EK�9P�8�;<8;C@E<

<8IC@<I�K?8E�K?<�I<>LC8I�;L<�;8K<
�!8ICP�G8PD<EK�;@J:FLEKJ�8I<�LJL8CCP�F==<I<;�KF�@E:<EK@M@Q<�=8JK<I�G8PD<EK�8E;�D@E@D@Q<�:8IIP@E>�:FJKJ�F=

I<:<@M89C<J


�� Note

�E�<8ICP�G8PD<EK�;@J:FLEK�@J�EFK�8E�FI;@E8IP;@J:FLEK8J�K?8K�K<ID�@J�><E<I8CCP�LJ<;�K?IFL>?FLK�)8E8><I
�*FID8CCP��8

;@J:FLEK�@J�8�G<I:<EK8><�FI�=@O<;�8DFLEK�GI@:<�I<;L:K@FE�FE�8E�@E;@M@;L8C�C@E<�@K<D
��E�<8ICP�G8PD<EK�;@J:FLEK�8GGC@<J�KF

8E�<EK@I<�@EMF@:<


�� Example

�I@CC@8EK�%E;LJKI@<J�I<>LC8ICP�<OK<E;J�:I<;@K�KF�:LJKFD<IJ�9P�@JJL@E>�J8C<J�@EMF@:<J�E<K����;8PJ
�%E�FK?<I�NFI;J��K?<�;L<�;8K<

FE�<8:?�E<N�@EMF@:<�@J����;8PJ�@E�K?<�=LKLI<
��LK�@K�F==<IJ�8����<8ICP�G8PD<EK�;@J:FLEK�@=�:LJKFD<IJ�G8P�N@K?@E����;8PJ


�J�@JJL<I�F=�8�J8C<J�@EMF@:<��PFL�:8EEFK�BEFN�@E�8;M8E:<�N?<K?<I�8�:LJKFD<I�N@CC�K8B<�8;M8EK8><�F=�PFLI�<8ICP�G8PD<EK�;@J:FLEK�FI�N8@K�LEK@C

K?<�;L<�;8K<�KF�G8P�K?<�=LCC�8DFLEK
�/F�PFLI�J8C<J�@EMF@:<�:8EEFK�8;ALJK�GI@:<J�@E�8EK@:@G8K@FE
�*FI�@J�@K�>FF;�GI8:K@:<�KF�<;@K�K?<�J8C<J�@EMF@:<

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<8I�K?<�=LCC�98C8E:<�;L<�=FI

K?<�J8C<J�@EMF@:<�@EAccounts receivable
�0?<I<=FI<��PFL�DLJK�F==<I�K?<�<8ICP�G8PD<EK�;@J:FLEK�FE�K?<�J8C<J�@EMF@:<��9LK�8;ALJK�PFLI

8::FLEK@E>�FECP�@=�K?<�:LJKFD<I�G8PJ�<8ICP


0F�F==<I�8E�<8ICP�G8PD<EK�;@J:FLEK��:?<:B�K?<Early payment discountEarly payment discount 9FO�E<8I�K?<�9FKKFD�F=�K?<�J8C<J�@EMF@:<�<EKIP�J:I<<E
���;IFG;FNE

9FO�=FIPercentageFI Exact amount��8�=@<C;�=FI�K?<�:FII<JGFE;@E>�I8K<�FI�8DFLEK��8E;�8EFK?<I�=@<C;�=FIIf paid within __ daysIf paid within __ days N@CC�8CC

8GG<8I�

�?FFJ<�8�D<K?F;��=@CC�@E�K?<�G<I:<EK8><�;@J:FLEK�I8K<�FI�=@O<;�8DFLEK��8J�8GGIFGI@8K<��8E;�<EK<I�K?<�ELD9<I�F=�;8PJ�LEK@C�K?<�G8PD<EK

;<8;C@E<
�0?<�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:<;�98C8E:<�;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�;<J:I@9<;

89FM<
�0?<�J8C<J�@EMF@:<�<EKIP�@J�:FDGC<K<;�8J�9<CFN�

0?<�J8C<J�@EMF@:<�8GG<8IJ�C@B<�K?@J�

�
�
� .<=I<J?�LE@K�GI@:<J�FE�J8C<J�@EMF@:<J

3?<E�8�:LJKFD<I�GLI:?8J<J�@K<DJ�FE�8�I<>LC8I�98J@J��@EJK<8;�F=�:I<8K@E>�8�E<N�J8C<J�@EMF@:<�=IFD�J:I8K:?�=FI�<M<IP�J8C<��@K�D8P�9<

:FEM<E@<EK�KF�LJ<�K?<Clone FI Copy to 9LKKFEJ�KF�I<GC@:8K<�8�GI<M@FLJ�@EMF@:<�

!M<IPK?@E>�@J�:8II@<;�=FIN8I;�FEKF�K?<�E<N�@EMF@:<��@E:CL;@E>�HL8EK@K@<J��LE@K�GI@:<J��;@J:FLEKJ��8E;�K8O�:F;<J�

0?@J�D8P�EFK�9<�:FDGC<K<CP�;<J@I89C<�@=�PFLI�@K<D�GI@:<J�?8M<�9<<E�LG;8K<;�J@E:<�PFL�@JJL<;�K?<�GI@FI�@EMF@:<
��LK�K?<I<�@J�8�HL@:B�N8P�KF

I<D<;P�K?<�GIF9C<D
�%=�PFL�E<<;�KF�I<=I<J?�K?<�LE@K�GI@:<�F=�8E�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<D��:C@:B�K?<XX @EJ@;<�K?<Item =@<C;�KF�:C<8I�@K


0?<E�J<C<:K�K?<�J8D<�@K<D�8>8@E�
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0?@J�I<=I<J?<J�K?<Unit price =@<C;�KF�K?<�:LII<EK�J8C<�GI@:<
Qty 8E; Discount =@<C;J�N@CC�EFK�:?8E><
��LKTax Amount 8E;�9FK? Total =@<C;J

N@CC�I<:8C:LC8K<�

�J�8CN8PJ��8EP�8JG<:K�F=�K?<�E<N�@EMF@:<�:8E�9<�<;@K<;�9<=FI<�:C@:B@E>Create 
��E;�K?<�J8D<�GIF:<;LI<�NFIBJ�N?<E�<;@K@E>�8E�@EMF@:<

K?8K�?8J�8CI<8;P�9<<E�:I<8K<;


�� Note

0?<�J8D<�GIF:<;LI<�NFIBJ�FE�8EP�KI8EJ8:K@FE�=FID�@E�)8E8><I


�
�
� .<JFCM<�FM<IG8@;�JK8KLJ�FE�J8C<J�@EMF@:<J

%E�)8E8><I��J8C<J�@EMF@:<J�:8E�9<:FD<overpaid N?<E�DFI<�?8J�9<<E�I<:<@M<;�FI�GFJK<;�8>8@EJK�@K�K?8E�K?<�FI@>@E8C�KFK8C�F=�K?<�@EMF@:<


0?@J�I<JLCKJ�@E�K?<Balance due =FI�K?<�@EMF@:<�J?FN@E>�8J�8�E<>8K@M<�8DFLEK
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�$FN<M<I��@=�K?<�:8J?�9LP<I�?8J�8CJF�9<<E�;<=@E<;�8J�8�:LJKFD<I�8E;

GI<=<IJ�8E�8::FLEK�:I<;@K�I8K?<I�K?8E�8�:8J?�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<:FI;�DFM<D<EK�F=�>FF;J�JFC;��8�;<C@M<IP�EFK<

DLJK�8CJF�9<�:I<8K<;�KF�I<:FI;�I<:<@GK�F=�I<KLIE<;�>FF;J��@=�8EP��FE�8�:I<;@K�EFK<
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�

�FDGC<K<�K?<�=FID�

U �P�;<=8LCK��KF;8P[JIssue dateIssue date @J�GI<GFGLC8K<;


U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�@EK<IE8C�FI�<OK<IE8C�J<HL<E:<J
�%=�K?<�9FO�N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I�N@CC

ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I�8DFE>�8CC�<O@JK@E>�:I<;@K�EFK<J�8E;�8;;��


U � GI<M@FLJCP�;<=@E<;CustomerCustomer DLJK�9<�J<C<:K<;�@E�K?<�;IFG;FNE�9FO


U �=K<I�8�:LJKFD<I�@J�J<C<:K<;��K?<Sales InvoiceSales Invoice ;IFG;FNE�C@JK�N@CC�@E:CL;<�K?8K�:LJKFD<I[J�J8C<J�@EMF@:<J�8GG<8IJ
�%=�K?<�:I<;@K�EFK<

8GGC@<J�KF�8�JG<:@=@:�@EMF@:<��J<C<:K�@K�K?<I<�

U 0?<�:LJKFD<I[JBilling addressBilling address @J�=@CC<;�8LKFD8K@:8CCP


U #<E<I8C�@E=FID8K@FE�89FLK�K?<�:I<;@K�EFK<�:8E�9<�<EK<I<;�FE�K?<Description C@E<


U (@E<�@K<DJ�:8E�9<�:FDGC<K<;�J<D@�8LKFD8K@:8CCP�9P�J<C<:K@E>�GI<;<=@E<;�@EM<EKFIP�FI�EFE�@EM<EKFIP�@K<DJ�@E�K?<ItemItem =@<C;�8E;

<EK<I@E>�HL8EK@K@<J
�+I��K?<P�D8P�9<�<EK<I<;�D8EL8CCP


U %=�8E�@K<D�@J�EFK�J<C<:K<;��K?<AccountAccount KF�9<�:I<;@K<;�DLJK�9<�:?FJ<E


U QtyQty 8E; Unit priceUnit price 8I<�J<C=�<OGC8E8KFIP


U �E�8GGC@:89C<Tax CodeTax Code :8E�9<�J<C<:K<;


U %=�;@M@J@FEJ�?8M<�9<<E�;<=@E<;�8E;�8E�8::FLEK�@J�J<C<:K<;�KF�N?@:?�;@M@J@FEJ�:8E�8GGCP��8DivisionDivision =@<C;�N@CC�8GG<8I�N?<I<�PFL�:8E

D8B<�PFLI�:?F@:<


U �;;@K@FE8C�C@E<J�:8E�9<�8;;<;�����������FI����8K�8�K@D<


U %=�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<8IJ�9<CFN�K?<�C8JK�C@E<

@K<D�
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�?<:B9FO<J�8K�K?<�9FKKFD�F=�K?<�=FID�F==<I�JFD<�F=�K?<�J8D<�FGK@FEJ�8J�N?<E:I<8K@E>�J8C<J�@EMF@:<J
�3?<E�JFD<�F=�K?<J<�9FO<J�8I<

:?<:B<;��8;;@K@FE8C�=@<C;J�8GG<8I�

U Line decriptionLine decription 8;;J�8� <J:I@GK@FE�=@<C;�KF�<8:?�C@E<�@K<D
�(@E<�;<J:I@GK@FEJ�8I<�FGK@FE8C


U %=DiscountDiscount @J�:?<:B<;��=LIK?<I�FGK@FEJ�8GG<8I�=FIPercentageFI Exact amount;@J:FLEKJ
�0?@J�J<C<:K@FE�>FM<IEJ�K?<�<EK@I<�:I<;@K

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�@E;@:8K<Amounts are tax inclusiveAmounts are tax inclusive 
�%=�K?@J�9FO�@J�:?<:B<;��K8O�8DFLEKJ�8I<�;<;L:K<;�=IFD�K?<�LE@K�GI@:<�

FK?<IN@J<�K?<P�8I<�8;;<;�KF�K?<�@EMF@:<;�8DFLEK


U Withholding taxWithholding tax :8E�9<�J<C<:K<;�9P�:?<:B@E>�K?<�9FO�8E;�<EK<I@E>�K?<RateFI 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�K8O�8K�K?<�JFLI:<�FE�PFLI�9<?8C=
��?<:B@E>�K?@J�9FO�8:KJ�KF�I<M<IJ<�N@K??FC;@E>

K8O�K?8K�D8P�?8M<�9<<E�8GGC@<;�FI@>@E8CCP�FE�8�J8C<J�@EMF@:<


U � Custom themeCustom theme :8E�9<�@E;@:8K<;


/8M<�K?<�KI8EJ8:K@FE�9P�:C@:B@E>Create 


�FGP@E>

0?<�<8J@<JK�N8P�KF�:I<8K<�8�:I<;@K�EFK<�@J�9P�:FGP@E>�8EFK?<I�KI8EJ8:K@FE��8CDFJK�8CN8PJ�K?<�FI@>@E8C�J8C<J�@EMF@:<
�#F�KF�K?<

Sales Invoices K89�

�C@:B�K?<View 9LKKFE�8CFE>J@;<�K?<�J8C<J�@EMF@:<�@JJL<;�=FI�K?<�>FF;J�FI�J<IM@:<J�9<@E>�I<KLIE<;�FI�8;ALJK<;�

0?<E�:C@:B�K?<Copy to 9LKKFE�8E;�J<C<:KNew Credit Note KF�FG<E�8�:I<;@K�EFK<�=IFD�K?<�<O@JK@E>�J8C<J�@EMF@:<�
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��:I<;@K�EFK<�<EKIP�J:I<<E�N@CC�FG<E��GI<=@CC<;�N@K?�@E=FID8K@FE�=IFD�K?<�J8C<J�@EMF@:<
�0?@J�8MF@;J�I<�<EK<I@E>�@E=FID8K@FE�D8EL8CCP
�%E

G8IK@:LC8I��K?<Customer 8E; Sales Invoice =@<C;�N@CC�9<�=@CC<;��C@EB@E>�K?<�:I<;@K�EFK<�KF�K?8K�JG<:@=@:�@EMF@:<�

%=�K?<�:LJKFD<I�@J�KF�I<:<@M<�8�=LCC�I<=LE;��EF�:?8E><J�KF�K?<�:I<;@K�EFK<�8I<�I<HL@I<;��9<:8LJ<�K?<�:I<;@K�EFK<�N@CC�D8K:?�K?<�FI@>@E8C�J8C<J

@EMF@:<�

%=�8�:LJKFD<I�@J�KF�I<:<@M<�8�G8IK@8C�I<=LE;�FI�:I<;@K��I<;L:<�HL8EK@K@<J�FI�8DFLEKJ�FE�K?<�:I<;@K�EFK<�KF�D8K:?
�.<DFM<�C@E<�@K<DJ�=FI�>FF;J

FI�J<IM@:<J�EFK�9<@E>�8;ALJK<;
��%=�K?<�GI@:<�F=�8E�@EM<EKFIP�@K<D�@J�9<@E>�G8IK@8CCP�FI�=LCCP�I<=LE;<;��9LK�K?<�@K<D�@KJ<C=�N@CC�EFK�9<�I<KLIE<;�

<EK<I�K?<�I<=LE;�8DFLEK�8E;change the quantity to be blank 
�

3?<E�=@E@J?<;�<;@K@E>��:C@:BCreate KF�@JJL<�K?<�:I<;@K�EFK<


0?<�: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@;�K?<�@EMF@:<��K?<�98C8E:<�;L<

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?<�:I<;@K�EFK<�8DFLEK�N@CC

9<�:I<;@K<;�KF�K?<�:LJKFD<I[J�JL98::FLEK�@EAccounts receivable
��EP�<O:<JJ�:I<;@K�98C8E:<�N@CC�9<�8LKFD8K@:8CCP�8GGC@<;�KF�K?<�LEG8@;�J8C<J

@EMF@:<�=FI�K?8K�:LJKFD<I�N@K?�K?<�FC;<JK�;L<�;8K<
�%=�K?<I<�8I<�EF�LEG8@;�J8C<J�@EMF@:<J��K?<�:I<;@K�N@CC�9<�8GGC@<;�KF�K?<�E<OK�J8C<J�@EMF@:<�=FI

K?8K�:LJKFD<I


,8P@E>�FLK�8�I<=LE;

%=�8�:LJKFD<I�I<HL<JKJ�8�I<=LE;�F=�K?<�:I<;@K�98C8E:<��I<:FI;�8�G8PD<EK�=IFD�8�98EB�FI�:8J?�8::FLEK�8E;�8CCF:8K<�K?<�I<=LE;�KFAccounts

receivable8E;�K?<�:LJKFD<I[J�JL98::FLEK
�3?<E�8�I<=LE;�G8PD<EK�@J�I<:FI;<;��K?<�98C8E:<�F=Accounts receivable=FI�K?<�:LJKFD<I�N@CC

DFM<�@E�K?<�GFJ@K@M<�;@I<:K@FE��8J�J?FNE�9P�K?<�>I<<E�8IIFN�@E�K?<�@CCLJKI8K@FE�9<CFN�

�
� (8K<�,8PD<EK�"<<J

�
�
� �JJ<JJ�C8K<�G8PD<EK�=<<J

)8E8><I�:8E�8LKFD8K@:8CCP�;<K<ID@E<late payment fees FE�FM<I;L<�J8C<J�@EMF@:<J
�5FL�:8E�8CJF�8;;��;<C<K<��FI�<;@K�C8K<�G8PD<EK�=<<J

D8EL8CCP
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!E89C<�K?< Late Payment Fees K89

(8K<�G8PD<EK�=<<J�8I<�I<:FI;<;�@E�8�J<G8I8K<�K89�Late Payment Fees 
�"FI�=<<J�;<K<ID@E<;�8LKFD8K@:8CCP��)8E8><I�N@CC�<E89C<�K?@J�K89

N?<E�K?<�=@IJK�C8K<�G8PD<EK�=<<�@J�8JJ<JJ<;
�*F�8:K@FE�9P�K?<�LJ<I�@J�E<:<JJ8IP


%=�C8K<�G8PD<EK�=<<J�N@CC�9<�8;;<;��;<C<K<;��FI�<;@K<;�D8EL8CCP��9LK�K?<�K89�@J�EFK�P<K�<E89C<;��:C@:B�FECustomize 9<CFN�K?<�C<=K

E8M@>8K@FE�G8E<
��?<:B�K?<�9FO�=FILate payment fees 
�0?<E�:C@:BUpdate �

� �

 <K<ID@E<�C8K<�G8PD<EK�=<<J�8LKFD8K@:8CCP

�LKFD8K@:�;<K<ID@E8K@FE�F=�C8K<�G8PD<EK�=<<J�@J�J<K�LG�N?<E�:I<8K@E>�FI�<;@K@E>�8�J8C<J�@EMF@:<�@E�K?<Sales Invoices K89
�"FCCFN�K?I<<

JK<GJ�

�
�!EK<I�8�;L<�;8K<

0?< Due date =@<C;�@J�9C8EB�9P�;<=8LCK��9LK�F==<IJ�KNF�:?F@:<J��8�=@O<;�:8C<E;8I�;8K<�FI�E<K�G8PD<EK�;8PJ�

OR

%=�EF�;8K<�@J�<EK<I<;��)8E8><I�N@CC�8JJ@>E�K?<Invoice date 8J�K?<Due date N?<E�PFL�:I<8K<�K?<�J8C<J�@EMF@:<


�
�/<C<:K�8�:?8I>@E>�FGK@FE�8E;�I8K<

�P�;<=8LCK��C8K<�G8PD<EK�=<<J�8I<�EFK�:?8I><;
�0F�;<K<ID@E<�K?<D�8LKFD8K@:8CCP��:?<:B�K?<Late payment feesLate payment fees 9FO�@E�K?<�C@JK�F=�FGK@FEJ
��E

8LO@C@8IP�I8K<�=@<C;�N@CC�8GG<8I
�!EK<I�K?<�G<I:<EK8><�KF�9<�LJ<;�=FI�;<K<ID@E@E>�K?<�C8K<�=<<�

)8E8><I�N@CC�EFN�8LKFD8K@:8CCP�><E<I8K<�8�EFK@:<�K?8K�8�C8K<�=<<�@J�;L<�FE�K?<�=@IJK�;8P�8=K<I�K?<�;L<�;8K<
�%=�K?<�J8C<J�@EMF@:<�I<D8@EJ

FM<I;L<��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@:<�@J�G8@;�@E�=LCC
�0?<�=<<�@J

:FDGFLE;<;�9P�9<@E>�:8C:LC8K<;�FE�K?<�KFK8C�98C8E:<�;L<�F=�K?<�LEG8@;�@EMF@:<��@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?<���JK�F=�8����;8P�DFEK?�

)8E8><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<I���JK�N@CC�E<OK

9<�;<K<ID@E<;�FE�*FM<D9<I���K?
�/L9J<HL<EK�=<<J�N@CC�9<�;<K<ID@E<;� <:<D9<I���K?�8E;�&8EL8IP���K?��K?<E�FE�"<9IL8IP

��K?��FI���K?�@E�C<8G�P<8IJ���)8I:?���K?��<K:
�0?@J�@J�;FE<�JF�FE<�C8K<�G8PD<EK�=<<�=8CCJ�@E�<M<IP�:8C<E;8I�DFEK?


�
��JJ<JJ�C8K<�G8PD<EK�=<<J

3?<E�FE<�FI�DFI<�J8C<J�@EMF@:<J�8I<�<C@>@9C<�KF�9<�:?8I><;�C8K<�G8PD<EK�=<<J��8�EFK@:<�8GG<8IJ�N?<E�K?<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@:BCreate KF�8JJ<JJ�K?<�=<<�J��=FI�K?<�=@IJK�DFEK?�F=�<C@>@9@C@KP
�%=�8;;@K@FE8C�C8K<�G8PD<EK�=<<J�8I<�G<E;@E>��K?<�C@JK�F=�J8C<J�@EMF@:<J�8E;

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@:<�EF�CFE><I�8GG<8IJ


0?@J�I<G<K@K@M<�8GGIF8:?�@J�E<:<JJ8IP�9<:8LJ<�<M<IP�DFEK?CP�;<K<ID@E8K@FE�F=�C8K<�G8PD<EK�=<<J�;<G<E;J�FE�K?<�GI@FI�8JJ<JJD<EKJ


�� Note

%=�DFI<�K?8E�FE<�J8C<J�@EMF@:<�@J�J?FNE��8�C8K<�G8PD<EK�=<<�N@CC�9<�><E<I8K<;�=FI�<8:?�FE<�<M<IP�K@D<�PFL�:C@:BCreate 


�� Example

+E�&LE<����������8�J8C<J�@EMF@:<�@J�I8@J<;�=FI����
���N@K?�G8PD<EK�K<IDJ�F=�E<K����;8PJ�8E;�8�DFEK?CP�C8K<�G8PD<EK�=<<�F=

�
���

0?<�;8P�K?<�@EMF@:<�9<:FD<J�FM<I;L<��K?<�G<E;@E>�C8K<�G8PD<EK�=<<�EFK@:<�8GG<8IJ
���C8K<�G8PD<EK�=<<�@J�8JJ<JJ<;��8E;

�
���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��K?<

@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�D8EL8CCP

(8K<�G8PD<EK�=<<J�:8E�9<�8;;<;��;<C<K<;��FI�<;@K<;�D8EL8CCP�@E�K?<Late Payment Fees K89


�;;�8�C8K<�G8PD<EK�=<<

(8K<�G8PD<EK�=<<J�:8E�9<�8;;<;�D8EL8CCP�FE�8EP�;<J@I<;�J:?<;LC<��;8@CP��N<<BCP��<K:
�
�0F�8;;�8�=<<��:C@:BNew Late Payment Fee �

�FDGC<K<�K?<�=FID�8E;�:C@:BCreate 
�+E�K?@J�=FID��=@<C;J�8GG<8I�J<HL<EK@8CCP�8J�FK?<IJ�8I<�:FDGC<K<;
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�� Example

0?<�J8C<J�@EMF@:<�=IFD�K?<�GI<M@FLJ�<O8DGC<�:FEK@EL<J�KF�8::IL<�C8K<�G8PD<EK�=<<J�=FI�<@>?K�DFEK?J��8::IL@E>���
���@E�C8K<

=<<J
�!M<EKL8CCP��K?<�:LJKFD<I�8JBJ�N?<K?<I�K?<�@EMF@:<�:8E�9<�J<KKC<;�=FI���
���@E�KFK8C�C8K<�=<<J�@=�G8PD<EK�@J�D8;<�N@K?@E��

;8PJ
�0?<�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
���D8EL8C�C8K<�G8PD<EK�=<<

@J�<EK<I<;�

�� Note

3?<E�8�C8K<�G8PD<EK�=<<�@J�8;;<;�D8EL8CCP��@K�N@CC�9<�J?FNE�FE�K?<�J8C<J�@EMF@:<�N?<K?<I�FI�EFK�K?<Late payment fees

9FO�@J�:?<:B<;


 <C<K<�8�C8K<�G8PD<EK�=<<

0F�;<C<K<�8�C8K<�G8PD<EK�=<<��>F�KF�K?<Late Payment Fees K89�8E;�:C@:BEdit 9<J@;<�K?<�=<<�KF�9<�;<C<K<;
��C@:B�K?<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<GC8:<;�9P�K?<�8>I<<;���
��

=<<��K?<P�8I<�;<C<K<;�8J�;<J:I@9<;�89FM<
��*FK<�K?8KBatch Delete :8E�9<�LJ<;
��+ECP�K?<�D8EL8CCP�<EK<I<;�C8K<

G8PD<EK�=<<�I<D8@EJ�

!;@K�8�C8K<�G8PD<EK�=<<

0F�<;@K�8�C8K<�G8PD<EK�=<<��>F�KF�K?<Late Payment Fees K89�8E;�:C@:BEdit 9<J@;<�K?<�I<C<M8EK�KI8EJ8:K@FE
�)F;@=P�8EP�=@<C;�8E;�:C@:B

Update 
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�� Example

0?<�G8PD<EK�@E�K?<�GI<M@FLJ�<O8DGC<�@J�C8K<
�/F�K?<���
���C8K<�G8PD<EK�=<<�K?8K�N8J�<EK<I<;�D8EL8CCP�@J�<;@K<;�KF���
���

�� Caution

%=�K?<�=@IJK�C8K<�G8PD<EK�=<<�@J�D8EL8CCP�<EK<I<;��)8E8><I�N@CC�EFK�;<K<ID@E<�FI�EFK@=P�PFL�F=�JL9J<HL<EK�8LKFD8K@:�C8K<

G8PD<EK�=<<J


%=�8�C8K<�G8PD<EK�=<<�@J�;<C<K<;�8=K<I�JL9J<HL<EK�=<<J�?8M<�9<<E�8LKFD8K@:8CCP�;<K<ID@E<;�8E;�8JJ<JJ<;��)8E8><I�N@CC�EFK

I<;<K<ID@E<�K?<�;<C<K<;�=<<
�$FN<M<I��@=�K?<�C8K<JK�=<<�@J�;<C<K<;��)8E8><I�N@CC�I<;<K<ID@E<�@K�8LKFD8K@:8CCP�8E;�EFK@=P�PFL

@K�@J�G<E;@E>


3?<I<�8I<�C8K<�=<<J�GFJK<;�

(8K<�=<<J�8I<�GFJK<;�8LKFD8K@:8CCP�KF�8E�LE:8K<>FI@Q<;�@E:FD<�8::FLEK�E8D<;Late payment fees
�0?@J�8::FLEK�8GG<8IJ�@E�PFLI�:?8IK�F=

8::FLEKJ�N?<E�K?<�=@IJK�C8K<�=<<�@J�8JJ<JJ<;�

*F�8:K@FE�FE�PFLI�G8IK�@J�I<HL@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<�8::FDGC@J?<;�9P

<;@K@E>�K?<�8::FLEK�LE;<ISettings � Chart of Accounts 8=K<I�@K�8GG<8IJ


�
�  <C@M<IP�*FK<J

�
�
� �I<8K<�;<C@M<IP�EFK<J

Delivery notes ;F:LD<EK�K?<�;<C@M<IP�F=�>FF;J�JFC;�KF�;<=@E<;�:LJKFD<IJ
�0?<P�:8E�9<�LJ<;�8J�

U ,?PJ@:8C��8J�FGGFJ<;�KF�=@E8E:@8C��I<:FI;J�F=�J8C<J�KI8EJ8:K@FEJ

U ,8:B@E>�C@JKJ

U  <C@M<IP�IFLK<�@EJKIL:K@FEJ

U �FE=@ID8K@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�=@E8E:@8C�@E=FID8K@FE
� <C@M<IP�EFK<J�8I<�:FDGC<K<CP�FGK@FE8C
�3@K?FLK�K?<D��K?8K�@J�

N?<E�K?< Delivery Notes K89�@J�EFK�<E89C<;��;<C@M<IP�F=�>FF;J�@J�8JJLD<;�KF�F::LI�8J�JFFE�8J�K?<�J8C<J�@EMF@:<�FI�I<:<@GK�@J�:I<8K<;


3?<E�K?<�K89�@J�<E89C<;��?FN<M<I��;<C@M<IP�EFK<J�J<G8I8K<�K?<�=@E8E:@8C�8E;�HL8EK@K8K@M<�8JG<:KJ�F=�8�J8C<�=IFD�FE<�8EFK?<I


0?@J�#L@;<�GIFM@;<J�@E=FID8K@FE�FE�:I<8K@E>�;<C@M<IP�EFK<J
�EFK?<I�#L@;<=LIE@J?<J�@EJKIL:K@FEJ�FE�?FN�K?<P�8I<�LJ<;
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!E89C<�K?< Delivery Notes K89

0F�LJ<�;<C@M<IP�EFK<J��=@IJK�<E89C<�K?<Delivery Notes K89
��C@:BCustomize 9<CFN�K?<�C<=K�E8M@>8K@FE�G8E<��:?<:B�K?<�9FO�=FI

Delivery Notes ��8E;�:C@:BUpdate 9<CFN�K?<�C@JK�

� �

�I<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>

)8EL8C�<EKIP

%E�K?<Delivery Notes K89��:C@:BNew Delivery Note �

�

�FDGC<K<�K?<�;<C@M<IP�EFK<�<EKIP�=FID�

U Delivery dateDelivery date :FEK8@EJ�KF;8P[J�;8K<�9P�;<=8LCK��9LK�D8P�9<�<;@K<;
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U ReferenceReference @J�FGK@FE8C�8E;�D8P�9<�LJ<;�=FI�@EK<IE8C�FI�<OK<IE8C�J<HL<E:<J
�%=�K?<�9FO�N@K?@E�K?<�=@<C;�@J�:?<:B<;��)8E8><I�N@CC

ELD9<I�K?<�KI8EJ8:K@FE�8LKFD8K@:8CCP
�0?<�GIF>I8D�N@CC�J<8I:?�=FI�K?<�?@>?<JK�ELD9<I�8DFE>�8CC�<O@JK@E>�;<C@M<IP�EFK<J�8E;�8;;��


U Order numberOrder number @J�K?<�:FII<JGFE;@E>�J8C<J�FI;<I�ELD9<I��@=�8EP
�0?@J�=@<C;�@J�=@CC<;�8LKFD8K@:8CCP�@=�K?<�;<C@M<IP�EFK<�@J�:I<8K<;�9P

:FGP@E>�8�J8C<J�FI;<I�FI�FK?<I�KI8EJ8:K@FE�K?8K�@E:CL;<J�8E�FI;<I�ELD9<I


U Invoice numberInvoice number @J�K?<�:FII<JGFE;@E>�J8C<J�@EMF@:<�ELD9<I��@=�8EP
�0?@J�=@<C;�@J�=@CC<;�8LKFD8K@:8CCP�@=�K?<�;<C@M<IP�EFK<�@J�:I<8K<;�9P

:FGP@E>�8�J8C<J�@EMF@:<


U Inventory locationInventory location 8GG<8IJ�@=�@EM<EKFIP�CF:8K@FEJ�8I<�;<=@E<;�LE;<ISettings 
��?FFJ<�N?@:?�CF:8K@FE�>FF;J�8I<�;<C@M<I<;

=IFD
���;<C@M<IP�EFK<�:8E�:FEK8@E�@EM<EKFIP�@K<DJ�=IFD�FECP�FE<�CF:8K@FE


U CustomerCustomer @J�8�GI<;<=@E<;�:LJKFD<I�=IFD�K?<Customers K89
� <C@M<IP�EFK<J�:8EEFK�9<�:I<8K<;�=FI�YN8CB�@EZ�9LP<IJ


�� Note

�=K<I�8�:LJKFD<I�@J�J<C<:K<;��8;;@K@FE8C�;IFG;FNE�D<ELJ�8GG<8I�C@JK@E>�K?8K�:LJKFD<I[J�J8C<J�FI;<IJ�8E;�J8C<J

@EMF@:<J�

/<C<:K@E>�:FII<JGFE;@E>�J8C<J�FI;<I�8E;�J8C<J�@EMF@:<�ELD9<IJ�?<I<�@J�<JJ<EK@8C�@=�PFL�8I<�LJ@E>�;<C@M<IP�EFK<J�KF

KI8:B�JK8KLJ�F=�K?<�FK?<I�KI8EJ8:K@FEJ


U Delivery addressDelivery address N@CC�9<�=@CC<;�8LKFD8K@:8CCP�@=�K?<�:LJKFD<I�?8J�8�GI<;<=@E<;�;<C@M<IP�8;;I<JJ
�%=�EF�;<C@M<IP�8;;I<JJ�<O@JKJ�@E�K?<

:LJKFD<I[J�GIF=@C<��)8E8><Iwill not LJ<�K?<�:LJKFD<I[J�9@CC@E>�8;;I<JJ
�0?<Delivery address DLJK�9<�=@CC<;�@E�D8EL8CCP


U 0?<�=@IJKDescriptionDescription @J�=FI�8E�FGK@FE8C�JLDD8IP�F=�K?<�<EK@I<�;<C@M<IP


U ItemItem 8CCFNJ�PFL�KF�J<C<:K�@EM<EKFIP�@K<DJ�FI�EFE�@EM<EKFIP�@K<DJ


U 0?<�J<:FE;�8E;�8CC�JL9J<HL<EKDescriptionDescription =@<C;J�;<J:I@9<�@E;@M@;L8C�C@E<�@K<DJ
�%=�K?@J�=@<C;�@J�;<=@E<;�=FI�8E�@EM<EKFIP�FI�EFE�

@EM<EKFIP�@K<D��K?8K�;<=@E@K@FE�N@CC�8LKFD8K@:8CCP�9<�:8II@<;�FM<I
�0?<�=@<C;�D8P�9<�<;@K<;


U QtyQty @J�K?<�HL8EK@KP�F=�K?<�C@E<�@K<D�9<@E>�;<C@M<I<;at this time 
�%=Unit Name @J�;<=@E<;�=FI�K?<�@K<D��@K�N@CC�8GG<8I�@E�K?<�J?8;<;

9FO�E<OK�KF�K?<�HL8EK@KP


�� Note

3?<E�8�;<C@M<IP�EFK<�@J�<EK<I<;�@E�:FEALE:K@FE�N@K?�8�:I<;@K�EFK<�enter a negative quantity 


U Add lineAdd line 8CCFNJ�PFL�KF�8;;�DFI<�C@E<�@K<DJ�����������FI����8K�8�K@D<
		

U � Custom titleCustom title :8E�9<�JL9JK@KLK<;
�%=�K?<�9FO�@J�:?<:B<;��8�J<:FE;8IP�=@<C;�8GG<8IJ�N?<I<�K?<�K@KC<�:8E�9<�<EK<I<;
�,FJJ@9@C@K@<J

@E:CL;<Packing List� Shipping Manifest��FI Delivery Voucher


U � Custom themeCustom theme :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@:BCreate KF�@JJL<�K?<�;<C@M<IP�EFK<
��CC�E<:<JJ8IP�8;ALJKD<EKJ�KF�@EM<EKFIP�HL8EK@K@<J�8E;�JK8KLJ�9P�CF:8K@FE�F::LI�8LKFD8K@:8CCP
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�� Example

*FIK?N@E;�0I8;<IJ�?8J�JFC;���9FO<J�F=�=IFQ<E�9CL<�:I89�D<8K�KF�#I<8K�(8B<J�"FF;�)8IB<K
�*FIK?N@E;�@JJL<;�J8C<J�@EMF@:<

������ 
�%K�@JJL<J�;<C@M<IP�EFK<���� 8J�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@JK@E>�;<C@M<IP�EFK<��:C@:B

Clone �

�FGP@E>

�CC�FK?<I�D<K?F;J�F=�;<C@M<IP�EFK<�:I<8K@FE�LJ<�K?<Copy to =LE:K@FE
�3?<E�M@<N@E>�8E�<C@>@9C<�J8C<J��FI�GLI:?8J<�I<C8K<;�=FID��:C@:B

Copy to É 8E;�J<C<:KNew Delivery Note�

��:FDGC<K<;�;<C@M<IP�EFK<�<EKIP�J:I<<E�N@CC�8GG<8I
��CC�I<C<M8EK�@E=FID8K@FE�=IFD�K?<�:FG@<;�=FID�N@CC�:8IIP�FM<I�KF�K?<�;<C@M<IP�EFK<
�!;@K�8J

I<HL@I<;�8E;�:C@:BCreate 
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�� Caution

0?@EB�:8I<=LCCP�9<=FI<�<E89C@E>�K?<Delivery Notes K89
�+E:<�PFL�JK8IK�LJ@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�PFLI�=@IJK

;<C@M<IP�EFK<�@J�:I<8K<;
�0?<�=LE:K@FE8C@KP�K?@J�K89�GIFM@;<J�:8E�9<�M<IP�@DGFIK8EK�=FI�JFD<�9LJ@E<JJ<J
��LK�@K�:8E�8CJF

<EK8@C�<OKI8�NFIB�<M<IP�K@D<�8E�@EM<EKFIP�@K<D�@J�GLI:?8J<;�FI�JFC;
��FEJ@;<I�:I<8K@E>�8�K<JK�:FDG8EP�KF�<OGCFI<�N?<K?<I

;<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@M<IP�EFK<J�:8E�9<�LJ<;�=FI�KNF�D8AFI�=LE:K@FEJ�

U -L8EK@K8K@M<�KI8:B@E>�F=�@EM<EKFIP�@K<DJ�JFC;�KF�;<=@E<;�:LJKFD<IJ

U 0I8:B@E>�JK8KLJ�F=�J8C<J�FI;<IJ�@E:CL;@E>�@EM<EKFIP�@K<DJ

 <C@M<IP�EFK<J�8I<�:I<8K<;�=FCCFN@E>�@EJKIL:K@FEJ�@E8EFK?<I�#L@;<
�.<8;�@K�=@IJK


0I8:B@E>�@K<DJ�JFC;�KF�:LJKFD<IJ

 <C@M<IP�EFK<J�:8E�J<G8I8K<�K?<�=@E8E:@8C�8JG<:K�F=�J<CC@E>�@EM<EKFIP�@K<DJ�KF�8�:LJKFD<I�=IFD�K?<@I�HL8EK@K8K@M<�I<DFM8C�=IFD�@EM<EKFIP�8E;

;<C@M<IP�KF�K?<�:LJKFD<I
��LK�K?@J�J<G8I8K@FE�@J�EFK�8LKFD8K@:
�%K�DLJK�9<�:?FJ<E�@E;<G<E;<EKCP�=FI�<8:?�@E;@M@;L8C�@EM<EKFIP�@K<D
�0F�D8B<

K?<�<C<:K@FE�=FI�8E�@EM<EKFIP�@K<D��>F�KF�K?<Inventory Items K89�8E; Edit K?<�@EM<EKFIP�@K<D�

�

*<8I�K?<�9FKKFD�F=�K?<�J:I<<E��:?<:B�K?<�9FO�KFTrack quantity to deliverTrack quantity to deliver �

0?<E�:C@:BUpdate 
�*FN��N?<E<M<I�K?<�@EM<EKFIP�@K<D�@J�JFC;�KF�8�;<=@E<;�:LJKFD<I��8�;<C@M<IP�EFK<�@J�I<HL@I<;�KF�:FDGC<K<�K?<

KI8EJ8:K@FE
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�� Example

�I@CC@8EK�%E;LJKI@<J�;<=@E<;�FE<�F=�@KJ�@EM<EKFIP�@K<DJ��8�K89C<�C8DG��KF�@E:CL;<�K?<�FGK@FE�KF�KI8:B�K?<�HL8EK@KP�KF�;<C@M<I
�0?<

Inventory Items K89�C@JK@E>�J?FNJ����K89C<�C8DGJ�KF�;<C@M<I�

 I@CC@E>�;FNE�FE�K?<�HL8EK@KP���I@CC@8EK�J<<J�K?8K�8CC����8N8@K�;<C@M<IP�KF��F9[J�$8I;N8I<�

 I@CC@E>�=LIK?<I���I@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<�HL8EK@K@<J�FE�?8E;�8E;�KF�;<C@M<I�8I<�I<;L:<;��K?<�HL8EK@KP�FNE<;��8M<I8><�:FJK��8E;�KFK8C�M8CL<

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?<�GI<:<;@E>�<O8DGC<��HL8EK@KP�KF�;<C@M<I�N8J�KI8:B<;�9<:8LJ<��F9[J�$8I;N8I<�N8J�8�;<=@E<;�:LJKFD<I�=IFD�K?<Customers K89
��LK�@=

K?<�J8C<�?8;�9<<E�KF�JFD<FE<�FK?<I�K?8E�8�;<=@E<;�:LJKFD<I��K?<�HL8EK@KP�KF�;<C@M<I�NFLC;�EFK�?8M<�9<<E�KI8:B<;


�� Example

�=K<I�:FDGC<K@E>�;<C@M<IP�@E�K?<�<O8DGC<�89FM<���I@CC@8EK�%E;LJKI@<J�J<CCJ�8EFK?<I�K89C<�C8DG�KF�8�N8CB�@E�9LP<I��I<:FI;@E>

K?<�J8C<�FECP�N@K?�8�I<:<@GK�

0?<�HL8EK@K@<J�FE�?8E;�8E;�FNE<;�8I<�@DD<;@8K<CP�I<;L:<;��9LK�K?<�HL8EK@KP�KF�;<C@M<I�I<D8@EJ�Q<IF��;<JG@K<�EF�;<C@M<IP

EFK<�?8M@E>�9<<E�:I<8K<;�

�� Notes

,I@FI�KF�2<IJ@FE���
�
����)8E8><I�I<HL@I<;�8�;<C@M<IP�EFK<�KF�:FDGC<K<�K?<�J8C<�F=�<M<IP�@EM<EKFIP�@K<D�I<:FI;<;�FE�8�J8C<J

@EMF@:<�@=�K?<Delivery Notes K89�N8J�<E89C<;
�3@K?�K?8K�M<IJ@FE��K?<�:?F@:<�9<:8D<�FGK@FE8C
��;;@K@FE8CCP��;<C@M<IP

EFK<J�9<:8D<�8GGC@:89C<�KF�8CC�J8C<J�KF�;<=@E<;�:LJKFD<IJ��<M<E�@=�I<:FI;<;�M@8�I<:<@GKJ
�,I@FI�KF�2<IJ@FE���
�
����J8C<J�M@8

I<:<@GKJ�N<I<�8CN8PJ�8JJLD<;�KF�9<�;<C@M<I<;�J@DLCK8E<FLJCP


0?< Batch Update =LE:K@FE�:8E�9<�LJ<;�KF�D8B<�9LCB�:?8E><J�KF�K?<�;<C@M<IP�KI8:B@E>�FGK@FE�=FI�@EM<EKFIP�@K<DJ


0?<�;<:@J@FE�FE�N?<K?<I�KF�KI8:B�HL8EK@KP�KF�;<C@M<IX8E;�K?<I<=FI<�LJ<�;<C@M<IP�EFK<JX=FI�8�G8IK@:LC8I�@EM<EKFIP�@K<D

;<G<E;J�FE�J<M<I8C�=8:KFIJ��@E:CL;@E>�JKF:B@E>�GI8:K@:<J��GLI:?8J<�FI�GIF;L:K@FE�C<8;�K@D<J��MFCLD<�F=�:I<;@K�M<IJLJ�:8J?

J8C<J��8E;�PFLI�E<<;�=FI�;<C@M<IP�GC8EE@E>�8E;�;F:LD<EK8K@FE


�� Caution

+E:<�PFL�;<:@;<�KF�KI8:B�HL8EK@KP�KF�;<C@M<I��PFL�DLJK�=FCCFN�K?IFL>?
�%=�PFL�;F�EFK�:I<8K<�K?<�E<:<JJ8IP�;<C@M<IP�EFK<J�
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�
� .<:FI;�9@CC89C<�K@D<

Billable TimeBillable Time I<:FI;J�NFIB�=FI�8�:LJKFD<I�N?F�N@CC�9<�@EMF@:<;�FE�8E�?FLICP�98J@J�8K�8�;<=@E<;�I8K<
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9LJ@E<JJ�8GGC@:8K@FEJ��JL:?�8J�

U �FEJLCK8EKJ�N?F�9@CC�9P�K?<�?FLI�I8K?<I�K?8E�K?<�GIFA<:K

U (8NP<IJ�N?F�:?8I><�;@==<I<EK�I8K<J�=FI�I<J<8I:?�K?8E�=FI�:FLIKIFFD�K@D<
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� �
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U DateDate N@CC�9<�GI<=@CC<;�N@K?�KF;8P[J�;8K<


U � CustomerCustomer DLJK�9<�J<C<:K<;�=IFD�K?<�;IFG;FNE�C@JK�F=GI<;<=@E<;�:LJKFD<IJ
�%=�PFL�;F�EFK�J<C<:K�8�:LJKFD<I��PFL�N@CC�EFK�9<�89C<

KF�@EMF@:<�K?<�9@CC89C<�K@D<


U DescriptionDescription 8CCFNJ�PFL�KF�I<:FI;�K?<�E8KLI<�F=�NFIB�G<I=FID<;�;LI@E>�K?<�9@CC89C<�K@D<


U !EK<IHourly rateHourly rate @E�PFLI�98J<�:LII<E:P


U .<:FI; Time spentTime spent @E�?FLIJ�8E;�D@ELK<J


U �?FFJ<�8 DivisionDivision �@=�<E89C<;�8E;�;<J@I<;�
�0?@J�=@<C;�N@CC�EFK�8GG<8I�@=�EF�;@M@J@FEJ�8I<�;<=@E<;


U StatusStatus N@CC�9<Uninvoiced9P�;<=8LCK


�C@:BCreate N?<E�=@E@J?<;
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�� Example

/8DGC<��FEJLCK@E>�I<:FI;J�9@CC89C<�K@D<�NFIB<;�=FI���)!� @JKI@9LK@E>�

0?<�<EKIP�@J�M@J@9C<�@E�K?<Billable Time K89
�%KJ�JK8KLJ�J?FNJ�8JUninvoiced�

/8DGC<��FEJLCK@E>[JSummary �JKI@GG<;�F=�8CC�FK?<I�KI8EJ8:K@FEJ��J?FNJ�K?<�I<JLCK�F=�K?<�<EKIP�

!;@K�9@CC89C<�K@D<

5FL�:8E Edit K?<�:FDGC<K<;�<EKIP�@E�K?<Billable Time K89
�.<D<D9<I�KF�:C@:BUpdate KF�J8M<�8EP�:?8E><J
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�� Note

�CK?FL>?�8�;IFG;FNE StatusStatus =@<C;�8GG<8IJ�FE�K?<�=FID�

K?@J�=@<C;�@J�EFK�LJ<;�=FI�EFID8C�@EMF@:@E>
�%>EFI<�@K�=FI�EFN
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�
�
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/K8E;8I; Billable Time <EKI@<J�:8E�9<�D8;<�DFI<�LJ<=LC�9P�8;;@E>�:LJKFD�=@<C;J
�%E�K?<Settings K89��J<C<:KCustom Fields 
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0?<�I<JLCK@E>Custom Fields C@JK�J?FNJ�K?<�I<JLCK�

*FN�K?< Billable Time C@JK@E>�GIFM@;<J�DFI<�LJ<=LC�@E=FID8K@FE�K?8K�:8E�9<�LJ<;�=FI�J<8I:?@E>�8E;�JFIK@E>�

�� Note

!EKI@<J�D8;<�9<=FI<�;<=@E@E>�:LJKFD�=@<C;J�DLJK�9<�<;@K<;�@=�PFL�N8EK�K?<D�KF�J?FN�K?<�E<N�@E=FID8K@FE


�
�
� %EMF@:<�9@CC89C<�K@D<

)8E8><I�:8E�;@I<:KCPinvoice billable time 
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�� Note

0?@J�#L@;<�LJ<J�8E�<O8DGC<�=IFD8EFK?<I�#L@;<��@E�N?@:?�/8DGC<��FEJLCK@E>�?8J�I<:FI;<;�9@CC89C<�K@D<�=FI�J<IM@:<J�KF�@KJ

:LJKFD<I����)!� @JKI@9LK@E>
�.<8;�K?8K�#L@;<�=@IJK


3?<E�PFL�=@IJK�I<:FI;�8E�@EJK8E:<�F=�9@CC89C<�K@D<��@KJ�JK8KLJ�N@CC�9<�J<K�KFUninvoiced


�� Example

%E�K?<Billable Time K89��/8DGC<��FEJLCK@E>�J<<J�K?<�LE@EMF@:<;�9@CC89C<�K@D<�8DFLEK�F=�����=FI���)!� @JKI@9LK@E>�

0F�@EMF@:<�9@CC89C<�K@D<�KF�8�:LJKFD<I��>F�KF�K?<Customers K89�

1E;<I�K?< Uninvoiced :FCLDE��:C@:B�K?<�8DFLEK�=FI�K?<�:LJKFD<I�PFL�8I<�@EMF@:@E>


�� Example

/8DGC<�J<8I:?<J�=FI���)!� @JKI@9LK@E>��K?<E�:C@:BJ�K?<�LE@EMF@:<;�98C8E:<�

/<C<:K�K?<�@K<DJ�PFL�N8EK�KF�9@CC�KF�K?<�:LJKFD<I��K?<E�:C@:BNew Sales Invoice 


�� Note
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