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CHAPTER 2 MASTER FILE  
 

Chapter 2 is a guideline that will help you on how to Add, View, Edit or Delete master 

file data. We will discuss more on these Master File(s): 

 

i. Chart of Account 

ii.  Term 

iii.  Source 

iv. Area 

v. Salesman 

vi. Advance Creditor 

vii.  Advance Debtor 

viii.  Tax Group 

ix. Fixed Asset Link 

 

Figure below is the overview of the accounting module. 

 

 
 

¶ Master File  : This master file(s) used to keep (Add, View, Edit or Delete) 

the data of Account, Debtor / Creditor, Term(s), etc. Data 

from master file will be used at transaction entry. 

 

¶ Transaction Entry  : Transaction Entry will be used to key in data such as sales / 

purchase / journals records. 

 

¶ Report and Analysis : User can view Creditor / Debtor Ageing report, Profit and 

Loss report, Balance Sheet, etc. 

 

¶ Periodical Control  : Periodical Control basically will be used to key in Opening 

Balance. 
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2.1 Chart of Account 

 

Path         : Accounting Ą Master File Ą Chart of Account list 

Function  : To add, edit, delete and view chart of account. 

 

2.1.1 Figure below show example of Chart of Account. 

 

 

 

 

a. At the top of Chart of Account page, there will be selection to 'open all | close all | 

sort by code' 

¶ open all  : To expand all the level and account under Chart of Account. 

¶ close all  : To collapse all the level and account under Chart of Account. 

¶ sort by code  : To view the account list sort by account code. 

 Note ï once sort by code the selection of 'sort of code' will change to 'sort by 

sequence' so that user will still be able to view the list by sequence. 

 

b. Five levels to group the account. 

 

c. This is where user can see the account list under specific group. To add new 

account, user can click (+) button. 
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After click (+) button, add new page is shown on the right side of the interface. 

 

Below are the descriptions of figure above. 

 

ǐ Identity field is used for account that is literally a tax account; the account 

will use identity to control the account setting. 

ǐ Group field is use to define group of the account; user can change the 

Group if it was not set accordingly without affecting any of the transaction 

data, but will reflect in financial reports. 

ǐ Sequence filed is use to define sequence at this list, it works similar as 

sorting within the same group.  

 

d. (-) and (+) sign showing at the front is actually to expand or collapse the details. 

(+) sign is to expand more level while (-) sign is to collapse to hide the level.  
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2.1.2 Accounting Ą Master File Ą  Chart of Account list ĄBalance Sheet ĄFixed 

Asset At Cost  

Ą Add new as shown below. 

 

 
 

Below are the descriptions of figure above. 

 

¶ Code and name are the compulsory fields to fill. 

 

2.1.3 To view or edit the details, click the Account code. 
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2.1.4 Edit the Name and Name2 to ñMOTOR VEHICLES AT COST_2ò and then click 

'Submit' button to save the changes. 

 

 
 

2.1.5 To delete the record. Click 'Delete' button at the edit page.  
 

 
 

Note: If the Account Master has been use to other data that is not allow deleting it. 
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2.2 Term 

 

Path         : Accounting Ą Master File Ą Term(+) list 

Function  : To add, edit, delete and view Term 

Term is duration given to pay for Outstanding bill 

 

2.2.1 To add new, Click on the (+) button or click the Add new hyperlink as shown 

below. 

 

 
 

 

2.2.2 Accounting Ą Master File Ą Term Ą Add new as shown below. 

 

 
 

Below are the descriptions of figure above. 

 

¶ Code and name are the compulsory fields to fill. 

¶ Term Discount : Discount charged when using the term. 

¶ Term Interest : Interest charged when using the term. 

¶ Term Days : Number of days to indicate the due date to pay outstanding bill. 
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2.2.3 At listing page, Search code ñXMTerm1ò to view the record. 

 

 
 

2.2.4 To view or edit the details, click the term code. 
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2.2.5 Edit the term days to ñ30ò and then click 'Submit' button to save the changes. 

 

 
 

2.2.6 To delete the record. Click 'Delete' button at the edit page or delete icon at the 

listing page. 
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2.3 Source 

Path         : Accounting Ą Master File Ą Source(+)List/Advance 

Function  : To add, edit, delete and view Source. 

 

2.3.1 To add new, click on the (+) button or add new hyperlink as shown below 
 

 

 

2.3.2 Accounting Ą Master File Ą Source Ą Add new as shown below. 
 

 
 

Below are the descriptions of figure above. 

 

¶ Code and Name1 are the compulsory fields to fill. 
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2.3.3 At listing page, search code ñB1ò to view the record. 

 

 
 

2.3.4 To view or edit the details, click the Source code. 
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2.3.5 Edit the Source name2 to ñJohor HQ ïBlock Aò and then click 'Submit' button to 

save the changes. 

 

 
 

2.3.6 To delete the record. Click 'Delete' button at the edit page or delete icon at the 

listing page. 
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2.4 Salesman 

 

Path         : Accounting Ą Master File Ą Salesman(+) Advance 

Function  : To add, edit, delete and view Salesman. 

 

2.4.1 To add new, click on the (+) button or add new hyperlink as shown below. 

 

 
 

2.4.2 Accounting Ą Master File Ą Salesman Ą Add new as shown below. 
 

 
 

Below are the descriptions of figure above. 

 

¶ Code and Name are the compulsory fields to fill. 

¶ Store is use to set the particular store to the particular salesman.   
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2.4.3 At listing page, search code ñXMSalesman01ò to view the record. 

 

 
 

2.4.4 To view or edit the details, click the salesman code. 
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2.4.5 Edit the salesman name1 to ñXiaoMing01ò and then click 'Submit' button to save 
the changes. 

 

 
 

2.4.6 To delete the record. Click 'Delete' button at the edit page or delete icon at the 

listing page. 
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2.5 Area 

 

Path         : Accounting Ą Master File Ą Area(+) list 

Function  : To add, edit, delete and view Area. 

 

2.5.1 To add new, click on the (+) button or add new hyperlink as shown below. 

 

 
 

2.5.2 Accounting Ą Master File Ą Area Ą Add new as shown below. 

 

 
 

Below are the descriptions of figure above. 

 

¶ The Code and Name are compulsory fields to fill.  

¶ Area State is the state for the area located. 
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2.5.3 At listing page, search code ñ001ò to view the record. 

 

 
 

2.5.4 To view or edit the details, click the area code. 
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2.5.5 Edit the area name1 to ñKlang01ò and then click 'Submit' button to save the 

changes. 

 

 
 

2.5.6 To delete the record. Click 'Delete' button at the edit page or delete icon the listing 

page. 
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2.6 Advance Creditor 

 

Path         : Accounting Ą Master File Ą Advance Creditor(+) Advance 

Function  : To Add, View, Edit or Delete the Creditor 

 

2.6.1 To add new, click on the (+) button or NEW button as shown below. 
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2.6.2 Figure below show the example of creditor details. 

 

 
 

Below are the descriptions of figure above. 

 

¶ Code and Name are compulsory fields 

¶ Creditor Tax Group   : Default tax group for the creditor.  

¶ Creditor Term    : Terms that applies to the creditor. 
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2.6.3 By default control a/c, invoice a/c, return a/c and bank a/c can be set as below. 

 

 
 

2.6.4 At listing page, search code ñC007ò to view the record. 

 

 
 

2.6.5 To view or edit the details, click the creditor code. 
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2.6.6 For example, edit the contact person field to ñDavidò and then click 'Submit' 

button to save the changes. 

 

 
 

2.6.7 To delete the record. Click 'Delete' button at the edit page. 

 

 
 

Note: If the Creditor Master has been use to other data that is not allow deleting it. 
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2.7 Advance Debtor 

 

Path         : Accounting Ą Master File Ą Advance Debtor(+) Advance 

Function  : To add, edit, delete and view Debtor. 

 

2.7.1 To add new, click on the (+) button or NEW button as shown below. 
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2.7.2 Figure below show the example of debtor details. 

 

 
 

Below are the descriptions of figure above. 

  

¶ Code and Name are compulsory fields. 

¶ Debtor Tax Group   : Default tax group for the debtor. 

¶ Debtor Term    : Terms that applies to the debtor. 
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2.7.3 By default control a/c, invoice a/c, return a/c and bank a/c can be set as below. 

 

 
 

2.7.4 At listing page, search code ñD009ò to view the record. 

 

 
 

2.7.5 To view or edit the details, click the debtor code. 
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2.7.6 For example, edit the Contact Person field ñWinsonò and then click 'Submit' 

button to save the changes. 

 

 
 

2.7.7 To delete the record. Click 'Delete' button at the edit page . 

 

 
 

Note: If the Debtor Master has been use to other data that is not allow deleting it. 
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2.8 Tax Group 

 

Path         : Accounting Ą Master File Ą Tax Group 

Function  : To add, edit, delete and view Tax. 

 

2.8.1 To add new, click on the (+) button or click the Add new hyperlink as shown 

below. 

 

 
 

2.8.2 Accounting Ą Master File Ą Tax Group Ą Add new as shown below. 

 

 
 

Below are the descriptions of figure above. 

  

¶ Code and name are compulsory fields 

¶ Tax Group Type : To set the tax type (Include / Exclude / 

Exempt) 

¶ Tax Group Rate : To set the tax rate in percentage. 

¶ Tax Group Nature  : To set the nature of the tax (Adjustment, 

ATS (Approved Trader Scheme), Exempt, 

GST Relief, Export/import, Not Claimable, 

Out of Scope, Standard Rate, Zero Rate). 

¶ Tax Group Module : To set if the tax module is Input or Output. 

¶ Tax Group Follow Product Tax Code : This setting used when having mixed 

product in a transaction with different tax 

group. 
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2.8.3 At listing page, search code ñSRò to view the record. 

 

 
 

2.8.4 To view or edit the details, click the tax group code. 
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2.8.5 Edit the group type to ñIncludeò and then click 'Submit' button to save the 

changes. 

 

 
 

2.8.6 To delete the record. Click 'Delete' button at the edit page or the dustbin icon at 

the listing page. 
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2.9 Fixed Asset Link 
 

Path         : Accounting Ą Master File Ą Fixed Asset Link Definition 

Function  : Bind the account with the fixed asset. 

 

 
 

Below are the descriptions of figure above. 

 

1) Is under Fixed Assets At Cost. Chart of Account Ą Balance Sheet(BS) Ą Fixed 

Assets Ą Fixed Assets At Cost 
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2) Is under Accumulated Depreciation. Chart of Account Ą Balance Sheet (BS) 

ĄFixed Assets Ą Accumulated Depreciation  

 

 
 

3) Is under Fixed Assets Disposals. Chart of Account Ą Profit&Loss (P/L) Ą Other 

Income and Expense Ą Fixed Assets Disposals  
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2.10 List / Advance printing 

 

There are two type of printing in Account365 system. They are LIST and ADVANCE. 

Let's take Source master report printing for example. 

 

2.10.1 Accounting Ą Master File Ą Source Ą List 

 

 
  

2.10.2 After click 'Submit' the result will be shown as below. 

 

 
 

Note: Apply the same to other master listing report printing 
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2.10.3 User can print the report in excel file by using the óResult in Excelô option. TICK 

the checkbox as highlighted below to view the report in excel. 
 

 

 

2.10.4 Once click the óSubmitô button, system will prompt message as figure below. 
 

 

 

2.10.5 Choose either to Open or Save the file. Below is the result in excel file. 
 

 

Note: Apply the same to other master report printing 
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For ADVANCE printing, user will be able to select more detail they want to view in the 

report. 

 

2.10.6 Accounting Ą Master File Ą Source Ą Advance 

 

 
 

2.10.7 Do some selection before viewing the report.  

 

  
Note: User will be able to select more details to view in the report. 
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2.10.8 After click 'Submit' the result will be shown as below. 

 

 
 

Note: Apply the same to other master advance report printing 
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2.11 Company Profile  
 

Company profile is use to keep the details of the current company and authorize 

person who have access to this page will be able to change the company details 

from time to time. 

 

2.11.1 Notice that when printing any bill, user will be able to view the company details 

such as the company logo, address, phone number etc. 
 

 
 

2.11.2 To change the company details, go to setup and utilites ŸCompany Setup Ÿ 
Company Re Ÿ  Current Company. User will be able to change the detail at this 

page. 
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2.11.3 Change the address of the company then click on 'Submit' button. 
 

 

2.11.4 After save the changes logout from then system.Re-login into the system then 

print any bill. Notice that the address details already changed. 
 

 


