SimplyAccess.net Invoices Quick-start Guide

1. Start-up

On startup, you are prompted to select
data file, or create a new (blank) data fil

Select Data File

Select Company Data File

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

" Select an existing company data file

e

Cancel
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The first time each day that th#ata file
is opened, it is automatically compacte
to help maintain its performance.

Compacting data file (first user login of the day)

12

If not already loggedh via an MS Access
workgroup, you will be prompted to leg
in to Invoices.

Login
Invoices
’_ﬁ — — Plodie sabct username
| [admn =]
| 1 Passmord:
| Lo )

Start | Cancel l

On installation, simply choose user
G ! R Ydaydleavethe password blank.
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2. Switchboard Overview z Transactions and Payments

W 1hvoices [Switchhoard]

Invoices

e Enter/view invoices

e  Print invoices or email a
pdf attachments (Outlook
required)

Facility to svitch between
different company data files

Test L ompany
Dt Filbe:
51 test data ndd,
(% 4

Manage customecredits

 Raise/view credit notes

e Printinvoices or email as pdf
attachments (Outlook required)

e Record and Review reasons

Reports

Current orderbook

Sales turnover by customer,
product or céegory

% of orders sent otime
Order leadtimes

P Maintain

Transactions and Payments ]

Entor / View

e  Customer contactletails
Maintain e Product details , prices and

tax rates
L]
Customers

Categories
Products ﬁ
—_— ’

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

X ¢ Change application settings
L]

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

passwords

Aged Users
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3. Switchboard O verview z Payments

' Invoices - [Switchboard]

Statements

Customer payments Print/Send

a Enter payments received Invoices Transactions and Payments ° rntsen St.atements Maintain
P e Select a particular customer

‘.
} Enbir.  View or print all customers with
. mers
i outstanding balances

T = T e g =
Products ﬁ
v

and/or credits paid
e View customer balances and
transaction histories

Test Company

Dty Fbe: Enter / View Remind
51 test data mdo
Seatch Comparry Dabs Fis
: Customer State-

Ext
Manage Chase
@ I Income Customer Aged s Y!Y

= e ,.....\\

Reports oa Do
e How much have you invoiced ged Debtors
e How much you are owed

¢ How long does each custome
take to pay? broken down by customer
’ and by age of debt

i
S
§

N

Vi stant Google 18 wbox - Masst o
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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
: e View/edit existina invoice Sales Invoice Details | Cancel
Save
PR . RS [— Changes
Open Exnstmg Invoice... Quick find: Invoice number: 501058%X Entered By: Admin
Invoice # Customer Customer Order No Date Entered Date Entered; 1,1"03!2009 Customer @umber: 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 ¥
1034 —ﬂ——J Lingonborough
SO1012XX TD Supplies 10/03/2009 Yiew... l Lincs
SO1011X% any Industrial Ltd FU1123142 29/01/2009 ¥
Wethepils o1 e Post Code:|LB11 1LB
SO1010%% D Supplies PO15335 08/01/2009 view... | !
- | Item Item Item Price Dis- Price %o B
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 100019~ |Pipes 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: |
L1 = L . el
Invoicestatus s e Enter customer and invoice details |
e S5AALX @SR AT GLY @2 A e Add notes and attach files to invoice
e Dates and usernames recorded and displaye C Once_savgd, you can print or email El
e Invoice editing permissions change as the (ndf) invoice T Total Net: £50.25
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: i gatence;
Invoice Date:  30/04/2002 Paid, Date: 14/05/2009 ™ Invoice Cancelled ‘
Invoiced By:  Mark Amount paid: £96.60
Balance: £0.00
™ Invoice Cancelled |
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5. Customer Credits

& Raise Credit

Select Invoice

Start New Credit Note

New Credits

pick from list of

e  Filter by customer and

&8 Credit Notes

[1nv No.

invoices

iCash Sale -]

Custormer Customer Order Date Entered

e Automatically raise
next credit note no.

& Credit Notes
Select Credit Motes

Credit Notes

ExistingCredit Notes
e Viewstatus
o Hlit

SO1045%X Cash Sale 15/05/2009 Return... I
501043%X Cash Sale 14/05/2009 Return... I
SO1025%X Cash Sale 30/04/2009 Return... |

e  Print or Email Credibotes
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w Inv No. Customer Customer Date
humber Order No Entered
SCR1014 S01029%% ABB 02/06/2009 View... |
SCR1013 S01029%% ABB 02/06/2009 View... |
SCR1012 SO1034x% ABB PO140001054 02/06/2009 Yiew... |
SCR1011 S01034%X ABB PO140001054 02/06{2009 View... I

Select Credit Notes Credit Note Detalls |
Credit Note Details Print / e 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
. ~ Credit overpayment
Review 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
g Z L] Dates and usernames
Awaiting Credit recorded and displayed
« Editing permissions change
Mates: Tracking: as the status changes
Credit Date: il
Eredted By, Print options

Print I Email I Cance!l

| L
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6. Customer Payments

= Enter Customer Payments / Credits

Enter Customer Payments

1. Select customer

| Customertiame Balance

Payments / Credits

Enter Customer Payments

e Select Customer from dregown
list

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

e Allocate payment, when all has
been allocated, the transaction

history will be updated

Confirm allocation FZ|
o &l of this payment has now
N l') been allocated against invoices.

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

(Selecting Cancel will undo al)

oK Cancel

omer Payments

-£445.70

LoDelect customer
Customer 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

Credit # o Customer Credit Credit Amount
Order No Date Total Paid
SCR1008 FU123142 06/05/2009 -£9.20

Transaction History -
Date v Reference Amount

14/05/2009  Invoice SO1031XX £7305.75
140572009  Invoice SO1035XX £1,063.75
06/05/2009  Credit note SCR1008 -£3.20
1640472009 Payment received -£36.51
0700372009  Credit note SCR1003 -£13.80
06/03/2008  Invoice SOT0M1XX £18.40

000 7] o]
05/03/2008  Invoice SO1009XX £31.90

Transaction history

e Invoices & credit notes

¢ Payments received /
credits issued

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

S01035%X 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

to Customer customer £8.360.29

-1 Credit Payments

= . If credit notes allocated exceed
invoices, you will be prompted to
issue a credit payment to the

L
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