SimplyAccess.net Invoices Quick-start Guide

1. Start-up

On start-up, you are prompted to select a
data file, or create a new (blank) data file.

Select Data File

Select Company Data File

% Lipa rampie data Fle
" Create a new company data File

" Select an existing company data file

e

The first time each day that the data file
Cancel is opened, it is automatically compacted
to help maintain its performance.

If not already logged-in via an MS Access
workgroup, you will be prompted to log-

Compacting data file (first user login of the day)

in to Invoices.
Login
Invoices
’_Q ——— Ploise sabct username
‘ | [admn I |

| | Passmord;

| LT chinoe |
Start | Cancel I

On installation, simply choose user
“Admin” — and leave the password blank.
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2. Switchboard Overview - Transactions and Payments

W 1hvoices [Switchhoard]

Invoices

e  Enter/view invoices

e  Printinvoices or email as
pdf attachments (Outlook
required)

_lnvo&m

Logged in as:
Admin

Facility to switch between
different company data files

N\

Test Company
Dista Fle:

Manage customer credits

) Raise/view credit notes

e  Printinvoices or email as pdf
attachments (Outlook required)

e  Record and Review reasons

istan

Transactions and Payments

Enter / View

S..ma

Reports

e  Current order-book

e  Sales turnover by customer,
product or category

e % of orders sent on-time

e  Order lead-times

) Maintain

e  Customer contact details

] Maintain . Product details, prices and
tax rates
Manege e  Categories
Customers
Sules by Sales by Sales by !

Manage

Income Customer

State- Pagment ‘
ment Days

Products ﬁ
—_— /’

Admin options - only visible to
selectable admin user(s)

X e  Change application settings
[ )

Add/delete users, reset user
L | g
i1 A

passwords

Remind
State-
ments
Chase EE—
Aged I vl
5015

Cﬂl)glt ‘ Trbax - Morass
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3. Switchboard Overview - Payments

- Invoices - [Switchboard]

Customer payments

e  Enter payments received
and/or credits paid

e  View customer balances and
transaction histories
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Statements
Invoices Transactions and Payments * Print/Send statements Maintain
(& e  Select a particular customer
} Entar' { View or print all customers with
A mers
outstanding balances
Products ﬁ
v
P
] B
: Remind
51 test data mdo
. S L Customer State-
Payments 4 ments
Admn options
- 4 -
Options
Q| i i
Income Customer
State- Pagment ‘ 0::;:! Users '!'
m/ Days hhimr “

Reports
e  How much have you invoiced

e How long does each customer
take to pay?

~

Aged Debtors

e  How much you are owed -
broken down by customer
and by age of debt
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4. Invoice Entry

B’ Invoices

Find Invoice
Invoices 8 Invoices
e  Enter new invoice - ”
Find Invoice Invoice Details
Enter New Invoice or ; !
: *  View/edit existing invoice Sales Invoice Details | Cancel
Save
S 7 e Changes
Open Exnstmg Invoice... Quick f'nd‘l Invoice number: 501058%X Entered By: Admin
Invoice # Customer Customer Order No Date Entered Date Entered: 1_1"03!2009 Customer Number: A Attach file(s)... |
Customer Name:  |Lingonberry BK Ltd ;] Standard Discount: 0%
SO1015%% Joe Bloggs & Co 27]03/2009 Yiew... [ Cust's Order Ref:  |Pete | PaymentTerms: |30 days _v_j
SO1014%% Cash Sale 11/03/2009 Yiew... [ | Invoice Address:  |Lingon House - Tax Exempt [~ ‘
Great Place
SO1013XX Cash Sale 11/03{2009 Yiew...
1034 —————J Lingonborough
SO1012XX TD Supplies 10/032009 Yiew... l Lincs
SO1011X% any Industrial Ltd FUJ123142 29/01/2009 View...
it fo1y _View... | Post Code:|LB11 1LB
SO1010%% D Supplies PO15335 08/01/2009 view... |
- - | Item Item Item Price Dis- Price %o o
SO1009X% Any Industrial Ltd 84135 2zj12f2008 Yiew... Mo Code Deseription Each count: Qly Total Tax Tax
S01008%X Cash sale 15423 17}12/2008 View... I [ 1 [Plumming ¢ ~ [Normal Plumbing Work Hourly Rate ~ | £25.00 [ 0% [1.25| £31.25 15.0% £4.69 WA
: | HMotes: |
| 2 [too019  ~ JPipes 22dia ~] f£400 [o% [ 2z | £800 S50% £0.40 A
Nates: | |
| 3 [too0z0 - JPipe corner S0degree ~| £s00 [o% [ 4 | f£0.00 15.0% £3.00 A
| Motes: |
(I &l . . |
Invoice status Hotes: e  Enter customer and invoice details |
e Displayed if “Invoiced” or “Paid” e Add notes and attach files to invoice
e Dates and usernames recorded and displayed ¢ Once saved, you can print or email :ZJ
e Invoice editing permissions change as the G (bdf) invoice ﬁ' Total Net: £59.25
status changes and Total Tax: £8.09
Packaging | Total Gross: £67.34
Total Net: £84.00 )
Paid Total Tax: £12.60 Tracking:
Total Gross: £96.60 Invoice Date: Paid, Date:
Invoiced By: Amount paid:
Order Notes: Tracking: gatence;
Invoice Date:  30/04/2002 Paid, Date: 14/05/2009 [ ™ Invoice Cancelled ‘
Invoiced By:  Mark Amount paid: £96.60
Balance: £0.00
I™ Invoice Cancelled |
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5. Customer Credits

& Raise Credit

Select Invoice

Start New Credit Note

[1nv No.

New

Credits

Filter by customer and

pick from list of
invoices

iCash Sale -]

e Automatically raise
next credit note no.

Comer Cutome Orer

Date Entered

Retuen... I

Return... I

SO1045%X Cash Sale 15/05/2009
501043%X Cash Sale 14/05/2009
SO1025%X Cash Sale 30/04/2009

Return... |

& Credit Notes

Existing Credit Notes

Select Credit Motes I ° View status
. Edit
Credit Notes e Print or Email Credit-notes

w Inv No. Customer Customer Date
humber Order No Entered
SCR1014 S01029%% ABB 02/06/2009
SCR1013 S01029%% ABB 02/06/2009
SCR1012 SO1034x% ABB PO140001054 02/06/2009
SCR1011 S01034%X ABB PO140001054 02/06{2009
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Yiew...

Yiew..|
View.. |
View...|

View...

View...

&8 Credit Notes

Select Credit Motes Credit Mote Details l
Credit Note Details pant/ | | cancel
Email Changes
Credit number: SCR1030 Entered By: Admin
Date Entered: 05/10/2009 Customer Number: 2
Customer Mame:  AB Belts Cust's Order No: Attach file(s). .. |
Invoice: SO1040x%
Invoice Address:  |Unit 154 -
Arentorp Industrial Estate
Bureligh
Leicester
Post Code: |LE22 144
Reason for Credit: | |(glsegg=tan|s ent
Revi ~ Credit overpayment
eview items Customer no longer requires item(s)
Iter  Product  |Customer ordered incorrect item(s) dt  pis- Credit e A
Mo Code Customer ordered inf:orrect quantities Lh count Qty Total Tax T
Damaged when received
[1 ~]100009 ey 00 [10% | 25 | -£1,012.50 15.0% -£151.88 A
Motes: Item(s) defective |
Processing error : ] | 1‘_!
Motes: [ |
Print credit note
Ty 2 L4 Dates and usernames
Awaltmg Credit recorded and displayed
e  Editing permissions change
MNotes: Tracking: as the status changes
Credit Date: il
T Eredted By, Print options
Print I Email I Cancel l

SimplyAccess.net

The fast and inexpensive route to custom business software



6. Customer Payments

= Enter Customer Payments / Credits

Enter Customer Payments

1. Select customer

| Customertiame Balance

Payments / Credits

Enter Customer Payments

e  Select Customer from drop-down
list

e  Enter amount received and/or
allocate credit-notes in payment
against invoices

e  Allocate payment —when all has
been allocated, the transaction
history will be updated

omer Payments

-£445.70

1. verect customer
Custorer Name:  [Any Industrial Ltd =

2. Enter payment amount received
Payment amount raceived from customer: | £8,360.29]
and/or select credit notes to allocate/pay

7a

Confirm allocation r)?|

been allocated against invoices.

Click OK to save the payment and
start 3 new payment?

(Selecting Cancel will undo al)

e | s

\i:) All of this payment has now

Transaction History -
Date v Reference Amount
140572009  Invoice SO1031XX £730575
141052009  Invoice SO1035XX £1,06375
06/05/2009  Credit note SCR1008 -£8.20
1640472009 Payment received -£36.51
Credit # o gu;tomwir gridnt ??ad;t F'ﬂxmh:c;unt 07/03/2008  Credit note SCR1003 -£13.80
rder e o 3
SCR1008 FUJ123142 0:!05!2009 -£9.20 £0.00 ._J e i s
05/03/2009 Invoice SO1008XX £31.90

Transaction history

. Invoices & credit notes

e  Payments received /
credits issued

Amount received: £8,630.29 ey § Allocated against invoices:  £1,063.75
+ credits selected £9.20 022 Remaining, unallocated:  £7,575.74 *  Current balance
3. Allocate against outstanding invoices
Order # o Customer Invoice Invoice Amount PS
Order No Date Total Paid
SO1031%X% 305 14/05/2009 £7,305.75 £7,305.75 ﬂ
S01035%% KO1258N 14/05/2009 £1,063.75  £1,063.75 £0.00 ﬂ

4, If account is in credit, issue payment to customer

Balance on customer's account: £8,360.29

Issue Payment issue a credit payment to the
to Customer

—1| Credit Payments
~—| e |If credit notes allocated exceed
invoices, you will be prompted to

customer £8,360.29

L
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7. Maintain Customers

8. Maintain Customers @

Nd  customer maintenance

. Name, addresses, phone/fax
numbers, email, website

e  Select default invoice address

e  Standard discount and payment
terms (can also be changed on

vV all addresses

[ Invoice address(es) only

—Select format:
& 10 per page (e.q. Avery J3173)
" 14 per page (e.q. Avery J3163)
" 21 per page (e.q. Avery J3160)

individual orders)

e  Archive dead accounts — details
will be retained, but they will no-

longer show on option lists

Version 1.01, Oct 2009

Previewl Print | Cancell

Email | XLS |

=)

Print address labels
e  Current customer only or all customers
e  Print all addresses or only invoice

Edit Mew* | Deletefarchive Print Address Label(s) Close
ustomers
Customer: TD Supplies Customerno: 4 Transaction History -
Discount: 10% Date Reference Amount
07/09/2009 Credit note SCR1018 -£24 84
Payment 30 days
. 020652009 Payment received -£6,384 91
Terms:
. ) 13/05/2009 Invoice SO1032XX-1 £49.68
Main phone: Email: buyer@tdsupplies test.co
Addresses 11/05/2009 Invoice SO1012XX £67 68
r : 4 i i £090
54 Yellow Brick Road Phone: Use as the default: L Wl B bl Transaction history
Arkishborough Fax:_ V Invoice Address UranDs.  chevmerkieceivad e Invoices & credit notes
Copehelm Email: L] 13032003 Creditnote SCR1004| o  Payments received /
Hants 3 credits issued
U B Print Customer Address List 0... @ 05/03/2003  Invoice SO1010xX e Current balance
Post Code: HA1 2BB B SR s = 200272009 Invoice SO1006XX
@ 1D Supplies' only
Phone:
" all customers
Fax:
Email: —Select Addresses: -

Balance: -£24 84 o]

L<

addresses

e  Select from common Avery ink-jet
label sizes

e  Alternatively; email lists or export to
Excel

=
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8. Maintain Products & Categories

&1 Maintain Products

' Select Product

Products I*‘lfal”“"' C‘“‘l
Product Code: 100001
Description;  Paper, A4, white, 80gsm, 500 sheets
Category. Stationary
Price each: £400 Taxrate: S  Standard 150%
;‘?:t??von pick = ™ Archive this product
Product details

Enter - Description, Category, Price, Tax rate
Select whether product should show on
pick-lists or not (e.g. don’t show carriage &
packing)

Archive old products — details will be
retained, but they will no-longer show on
option lists

Description: || | Show Archived [~
andfor Products
e E—
Select from the search list and click view:
ProductCode | Description |archived o
100001 Paper, A4, white, 80gsm, 500 sheets 0
100002 Pens, Bic biro, pack of 100 0 —
100003 Tea bags, Tetley, Pack 100 0
100004 10*S Nails Zinc Plated 0
100005 Paperclips Big Silver 0
1000NG Frvelones A4 Rrown n M
& | Cancel I

¥ Maintain Categories

Version 1.01, Oct 2009

Categories [t | eoe | news | cose |
Categoryld: 1
Description:  Stationary
Categories
e  Enter meaningful names for
sales categories — used in
management reports
£

Description: ||

| Select Category

Select from the search list and click view:

OB WN -

Categoryld

| Category
Stationary
Books —
Refreshments
Misc
Screws and Nails of Zinc
Plumbinn Hourly Rate B

] ool
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9. Reports

Management Reports —
. Each report has & On-Time Despatch Options [X|
) ReturmnsCredited
selectable filters Show orders despatched: PR SRR
e Print straight to the [
X g i & Al dates Resmer:  Comall Overpayenms
windows default printer e FON e Saahat
e  Preview to the screen Last Month ;:’:” ;’m ;"" ;"‘ : :;‘_"‘ . W "
’ eI » n N ey
(and print to other € Last 3 Months e w
printers from there) € Last 12 Months
0 Email as pdf C Custom Reasarx:  Cumtomer no longsr regures senes)
| “oad ot “adhe
e  Export data to Excel R L Cantrrrn e x
|Report Style | INOXte NN 0o s Dvuge 454 EO001  Dage A4 il Eimei 500 awels “y ! ue "
V (" me (:- Chut s 0y | s S
[ " aw
mﬂﬁ“ﬂm add »y 3 uw T
Print I Close I - W AW e W ! M W
i3 J 1O Saseey
o LR didway
pail ' XS | um u AN Auntmang
" ® (TN Pree—
L ST
e e e L LT}
»
ol ey 1 i » ol
M rmal) Acoma - | Sabm s us . e W
T 4 o
s teny Ahm
>
mwe 2 Omm e
Tl o @ 12 =N . L

Fax “8 P ey

Erad sseagint net

Wetude Ywawsts Rdret b o it

VI A

Bsa0d on fwvoicas and Crudite Besvesn 10012009 % 16050000 _ .
Tt VAT: Incl VAT
Mise car2 08 £35 M @7 0
£96. 8000 £10961%0
L1885 25 Kia1 e
e se LU
fmn (>l L 3]
£19,200 20 2219080
s A3 00652

Norrmad Pring
Phuentang Hourty Ruts
Refrastrmns

Screws and Nals of 2inc
Statonary
Total Mcome
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10. Options

Transactions and Payments Options

v
v ik
v

Documents
™ Print on pre-printed headed paper

Edit Company info for document headers / footers

Invoices: Credit Notes:
Start at. 1001 Start at. 1001
Prefix NV Prefix CR
Suffix Suffic |

Currency - £

Values are displayed in the currency you have selected via "Regional and
Language Options" in Windows Control Panel.

e Tax I:t’;s Code (%) Comment
‘ E Charge Tax: ¥ z 00%  Zero
Name:lSales Tax _~] X 00% | Exempt
R 50%  Reduced

Backups
Always backup important data regularly. We recommend MozyPra.

http:ffwww.mozy. com/

Options
(Only visible to selectable
admin users)

ﬂ Cancel |

& Report Options

Report Header/Footer Options

[RCTHDETL AR Customer Services Ltd
Address Unit 12
Busy Trading Estate
Twvelling
Hermby
BG11 DL
Tel +44 (0111 123456
Fax: +44 (0)111 234567
Email sales@abo net
Website www .abes_td net .uk

Invoice Footer Text

Company registration number and tax number
Accepted forms of payment

Prevlewl Save | Cencoll

Logo Selectloofle | clear |

otc

N
Users *!T
oz A

e  Setup order and credit
number format

e  Enter company details,
for report headers /
footers

e  Configure tax options

V
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& Maintain Users

Uses Edit | New* Delete | Close |
User No: 1 Users
Username:  Admin (Only visible to selectable

Administrator?. @ admin users)
Password: ¥ DESSWOT | e Add/ delete users
Prompt for e  Select admin user(s)

new password [ . Manage passwords
at next login

Vet
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