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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 Transaction Entry

1 Master File : This master file(s) used to keep (Add, View, Edit or Delete)
the data of Accont, Debtor / Creditor, Term(s), etc. Data
from master file will be used at transaction entry.

1 Transaction Entry : Transaction Entry will be used to key in data such as sales /
purchase / journals records.

1 Report and AnalysisUser can view CreditorDebtor Ageing report, Profand
Loss report, Balance Sheetc.

1 Periodical Control : Periodical Control basically will be used to key in Opening
Balance.
2
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2.1

Path

Chart of Account

: AccountingA Master FileA Chart of Accountist

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

2.1.1 Figure below shovexampleof Chart of Account.

| open all | close all | sort by code | @

ChE"t of Account

El ) Balance Sheet{BS)

[=]4-5) Fixed Assets|+
b .
B3 Fixed Asset At Cost[+ = 5 levels to group the account
=45 Fixed Asset At Cost 4
B3 Fixed Asset At Cost|[s
[} 11000000-FURNITURE & FITTINGS AT COST
[} 12000000-MOTOR VEHICLES AT COST —— Account Code and Account Name
[} 12000000-OFFICE EQUIPMENT AT COST

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

b.

C.

sort by code'

1 open all : To expand all the level and account under Chart of Account.
1 close all : To collapse all the level and account under Chart of Account.
1 sort by code : To view the account list sort by account code.

Notei once sort by code the selection of taafrcode’ will change to 'sort by
sequence’ so that user will still be able to view the list by sequence.

Five levels to group the account.

This is where user can see the account list under specific group. To add new
account, user can click (+) button.
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open zll | close all | sort by code
Cha't of Account
=l {7 Balance Shes=t(BS)
[ Fixed Assets[+
=14 Fixed Asset At Cost|+
=145 Fixed Asset At Cost[+

-] Fixed Asset At Cost[F]
{}) 12000000-MOTOR VEHICLES AT COST
{) 11000000-FURNITURE & FITTINGS AT COST
() 12000000-OFFICE EQUIPMENT AT COST
[E25 Accumulated Depreciation [+
1423 Accumulated Depreciation [+
[=]+=5) Accumulated Depreciation [+
{} 13500000-ACCUM. DEPR. - OFFICE EQUIPMENT
) 11500000-ACCUM. DEPR. - FURNITURES & FITTINGS

{) 12500000-ACCUM. DEPR. - MOTOR VEHICLES

Y

Add/Edit Accountmst*

broup

Fixed Asset:Fixed Asset At Cost ﬂ plActive

Code™

MName™

13000000

|Identity Select Valuv| q

Name2

Sequence | Default

v 2|

Generated in 0.156736 seconds

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

Below are the descriptions of figure above.

~

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

will use identity to control the aoant setting.

I 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.

I Sequence filed is use to define sequence alishigt 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 whilg §ign is to collapse to hide the level.
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2.1.2 AccountingA Master FileA Chart of Account lisfy Balance Shee Fixed
Asset At Cost
A Add new as shown below.

Add/Edit Accountmst*
Group Fixed Asset:Fixed Asset At Cost [V p Active

Code® 13000001 Identity Select Valuuﬂp

Name™® MOTOR VEHICLES AT COST_1

Namez MOTOR VEHICLES AT COST_1

Sequence [Default v| 0

Below are the descriptions of figure above.

1 Code and name are the compulsory fields to fill.

2.1.3 To viewor edit thedetaib, click the Account code.

open all | close all | sert by code

@Cha"t of Account
[=1 4= Balance Sheet{B5)

[=]+ Fixed Assets[+
[+ Fixed Asset At Cost[+
[545) Fixed Asset At Cost| +
-5 Fixed Asset At Cost/+
I_"" 11000000-FURNITURE & FITTINGS AT COST
I_: 12000000-MOTOR VEHICLES AT COST
I_"" 12000000-0FFICE EQUIPMENT AT COST
[ [fao00001-MOTOR VERICLES AT COST_1]

#{] Accumulated Depraciation|+

#{_] Current Assets|+
[#{ ] Other Assets|+
[#{_] Current Liabilities |+
#{] Long Term Liabilities [+
[ Other Liabilities [+
[#-{Z] Capital|+

[#{_] ProfitBLoss({P/L)

#{] Memorandums(Memaorandums)
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2.1.4 Edit theName and NameR oMOMOR VEHICLESATCOST &8 and t hen «cl
'Submit' button to save the changes.

Add/Edit Accountmst®’

Group Fixed Asset:Fixed Asset At Cost p Active

Code* 13000001 Identity Select Valu|v| e

Name* MOTOR VEHICLES AT COST_2

Namez |MOTOR VEHICLES AT COST_2

Sequence |Defau|l v| ,O

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

Add/Edit Accountmst®

Group Fixed Asset:Fixed Asset At Cost p Active
Code® 13000001 Identity Select Valui|v| 0o
Name™ MOTOR VEHICLES AT COST_2

Name2 MOTOR VEHICLES AT COST_2

Sequence |Defaurt v| .-o

Note: If the Account Master has been use to other data that is not allow géletin




acci Junt
365

2.2 Term

Path : AccountingA Master FileA 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.

List of Term
1lef1

Or Code Namel Name2 Days Category Active User Definel Sorting

Mo records

EEERe] 1 of1

2.2.2 AccountingA Master FileA TermA Add new as shown below.

Add/Edit Term

[General] | [User Definition] |

General

Term Code = XMTerm1

Term Namel* 15 days

Term Name2

Term Discount 5
Term Interest 4
Term Days 15

Term Category Both Discount & Interest
Term Sorting

Active %]

Below are the descriptions of figure above.

1 Code and name are the compulsory fields to fill.

1 Term Discount: Discount charged when using the term.

1 Term Interest : Interest charged when using the term.

1 Term Days : Number of days tondicate the due date to pay outstanding bill.

7
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223 At | isting page, Search code AXMTermlo to

Search Term

Code [xMTerm1 |

Mamel
User Definel

Record(s) In Row

Results In Excel L]

= B

List of Term

Add Mew |1 ofi

Code Namel Name2 Days Category Active User Definel Sorting

|Q,>_<.M1e1m;|. 15 days 15 DI

Add New |1 ofl

2.2.4 To viewor edit thedetaik, click the term code.

List of Term

Add New |1 ofl

Code Namel MName2 Days Category Active User Definel Sorting

(G [xMTerm1] 15 days 15 DI

Add Mew |1 ofil




acci Junt
365

225 Edit the Brmndaybeenhochick ' Submit' butt o

Add/Edit Term

[General] || [User Definition] |

General

Term Code = AMTerm1

Term Namel® 15 days

Term Name2

Term Discount 5.00

Term Interest 4.00

Term Days

Term Category Both Discount & Interest|v|
Term Sorting

Active k]

[ 2 e

2.2.6 To delee the record. Click 'Delete’ button at the edit pag#etateicon atthe
listing page.

List of Term Term Days 30

Add New |1 ofl
Term Category Both Discount & Intereat
Code Namel

Or Term Sorting

@.‘—:{Jﬂlemll 15 days

Add New |1 ofl Active El

£ e B B
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2.3 Source

Path : AccountingA Master FileA Source(HList/Advance
Function : To add, edit, delete and view Source.

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

Source

List of Source
1 of1

Code MNamel Name2 5tart Date Taraget End Date

No records

L of1

2.3.2 AccountingA Master FileA Source”A Add new as shown below.

Add/Edit Source

[General] | [User Definition] |

General

Source Code * Bl

Source Namel * Johor HQ

Johor HQ -Lot 1
Source Name2

Source Sorting

Below are the descriptions of figure above.

1 Code and Namel are the compulsory fields to fill.

10
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233 At listing pBlget oseaewht hbedeedéor d.

Search Source
Code hl |

MNamel
User Definel

Record(s) In Row

Results In Excel O

=3

List of Source

Add Mew 1 of1l

Code MNamel Name2 Start Date Target End Date Actual End Date Retention Flag

Johor
Johor
& B1 HQ -Lot 10/06/2014 10/06/2014 10/06/2014 ]
HQ

1

2.3.4 To viewor editthedetails, clickthe Source code.

List of Source

Add New 1 of1l

Code Namel Name2 5Start Date Target End Date Actual End Date Retention Flag

Johor
Johor
|‘_". HQ -Lot 10/06/2014 10/06/2014 10/06/2014 1
HQ
1

11
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2.3.5 Edit theSourcename&t oJohibr HQiBlock A0 and t hen c¢click ' Subnm
save the changes.

Add/Edit Source
[[General] | [User Definition] |

General

Source Code * Bl

Source Mamel * Johor HQ

Tohor HQ - Block A
Source Name?2

Source Sorting

2.3.6 To delete the record. Click 'Delete’ button at the edit padeleteicon atthe

listing page.
List of Source Add/Edit Source
Add New i(ofd
[General] | [User Definition] |
Code Namel Name2 Start Date
General
Johor Or Source Code * Bl
Johor
@_1 HQ - 10/06/2014
HQ Source Namel * Johor HQ
Block A

lohor HQ - Block A
Add New |1 |ofi

Source Name2

Source Sorting

= 1 o

12
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2.4 Salesman
Path

: AccountingA Master FileA Salesman(+Advance
Function : To add, edit, delete and view Salesman.

2.4.1 To add newclick on the (+) button oadd new hyperlink as shown below.

List of Salesman
add new| 1 of1

Or
Salesman

Code Namel Name2

Manager Takeover

Mo records

2.4.2 AccountingA Master FileA Salesma®, Add new as shown below.
Add/Edit Salesman

[General] | [User Definition] : [Salesman Budget]
General

Salesman Code ®  XMSalesman0l

Salesman Mamel * Xiao Ming
Salesman Name2

Store M.5. : M.5. Store

e,
Salesman Sorting

Below are the descrijains of figure above.

1 Code and Name are the compulsory fields to fill.
1 Store is use to set the particular store to the particular salesman.

13
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243 At |l isting page, search code AXMSal esmano

Search Salesman - More Search Options ----- ﬂ

Code |}{M53IESman 01 I

Mamel

List of Salesman

Add New 1 of1l

Code Namel Name2 Manager Takeover

(4 XMSalesman01 Xiao Ming

Add MNews 1|ofil

2.4.4 To viewor editthedetails, clickthe saleshan code.

List of Salesman

Add New 1 of1

Code Namel Name2 Manager Takeover Start Date End Date Category Active User Definel Sorting Copy Selected

(| xMSalesmanoi| Xiao Ming 02/06/2014 02/06/2014 |J Il

Add New 1|ofl

14
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245 Edit t he
the changes.

sal esman namel

t

o

AXiaoMing01l0

Add/Edit Salesman

[General] I_ [User Definition] ;| [Salesman Budget] .

General

Salesman Code ®  XMSalesman0l

Salesman Namel = [Xiao Ming01 |

Salesman Name2

Store M.5. : M.5. Store

Salesman Sorting

v R

2.4.6 To delete the record. Click 'Delete’ button at the edit padeleteicon atthe

listing page.

List of Salesman

Add Mew 1 of1
Code Namel Name2? Manager
-XMSaIesmanﬁl ¥iao Ming01
Add Mew 1 of1
Or

Add/Edit Salesman

[General] | [User Definition] ; [Salesman Budget] :

General

Salesman Code = XMSalesman0l

Salesman Mamel * Xiao Ming01

Salesman Name2

] 2

Store M.5. : M.5. Store

Salesman Sorting

15
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2.5 Area

Path : Accountig A Master FileA Area(+)list
Function : To add, edit, delete and view Area.

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

List of Area

Or Code Namel Name2 Start Date State Active Status User Definel Sorting

Mo records

2.5.2 AccountingA Master FileA Area”A Add new as shown below

Add/Edit Area

[General] | [User Definition] |

General

Area Code * 001

Area Mamel * Klang

Area Name2

Area State KL : KUALA LUMPUR

= 2 =

Area Sorting

Below are the descriptions of figuabove.

1 TheCode and Name are compulsory fields to fill.
1 Area State is the state for the area located.

16
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253 At |l isting page, search code A0010

Search Area

Code [oo1

Mamel

User Definel
State Select Value ﬂ
Record(s) In Row

Results In Excel L]

= B

List of Area

Add Mew |1 ofi

Code Namel Name2 5tart Date State Active Status User Definel Sorting

(4 001 Klang 02/06/2014 KL M M

Add New |1 ofl

2.5.4 To viewor edit thedetails, click thearea code.

List of Area

Add Mew |1 of1l

Code Namel Name2 Start Date State Active Status User Definel Sorting

(4| 001 | Klang 02/06/2014 KL ¥

Add Mew |1 ofil

17
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2.5.5 Editthearean a me IXKlangalo ifand t hen click " Submit' bt
changes.

Add/Edit Area
[ [General] |: [User Definition] .

General

Area Code * 001

Area Namel = [Klang01 |

Area Mame2

Area State KL : KUALA LUMPUR

2.5.6 To delete the record. Click 'Delete’ button at the edit pagdeleteicon the listing

Area Sorting

page.
List of Area Add/Edit Area
e m [User Definition] |
Code Namel Name2 Start Date General
I@M Klango1l 02/06/2014 or Area Code * 001

Add Mew 1 ofl

Area Namel = Klang0l

Area Name2

Area State KL : KUALA LUMPUR

Area Sorting

18
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2.6 Advance Creditor

Path : AccountingA Master FileA Advance Creditor(+Advance

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

2.6.1 To add newclick on the (+) button oNEW buttonas shown below.

Creditor Code Creditor Creditor Creditor Off Creditor Fax Term Code
cool Mestle 30 days
coo10 MR LOR 30 days
coo11 123 30 days
Or cooz Bernas 30 days
Coo3 Low Kian King 30 days
Ccoo4 ABC Trading 30 days
Coos Charlena Charlena 088-245871 088-245872 30 days
Coos Supertech 5.B Supertech 5.B | 06-2834352 30 days
Kiao Min 06-1235678% | 06-21345676 | 30 days
Coos Excel Excel 062820156 30 days

<

Transaction Listing Product Purchased PD Cheque Notes

-

C007 : Xiao Ming

Addressl No.2

Address2 Jalan Tun Perak
Address3 Kampung Lapan
Address4 Melaka

Creditor Vendor Since 23/05/2014

Attention
Off Tel 06-12356789
Fax 056-21345676

Email

19




2.6.2 Figure below show the exampbé creditor details.

Add/Edit Creditor

General

Creditor Code *

Creditor Namel *

Creditor Name2

Creditor Contact Person
Creditor Attention
Creditor Addressl
Creditor Address2
Creditor Address3
Creditor Address4
Creditor Off Tel
Creditor Fax

Creditor Limit

Creditor Email

Creditor Website

Creditor Tax Group
Creditor Term *
Creditor Area No.
Creditor Payment Mode
Creditor Statement Type
Creditor Control A/C =
Creditor Invoice A/C *
Creditor Return A/C *
Creditor Bank Account
Creditor Remark
Creditor Active

Creditor Source

C007 “Active Code

¥iao Ming

Pp

No.2

Jalan Tun Perak
Kampung Lapan
Melaka
06-12356789

06-21345676

0.00
[T MR
[20 days : 30 Days Term Name1 V\,o
[select value pe

O - Open Item| v
C - Close Ttem | V| (Print statement)

ISIDDOOOO : TRADE CREDITORS ﬂ p

| 61000000 : PURCHASE &pe
[61000000 : PURCHASE P
|Select Value [v] ,O

=]

Select Value V‘p

Below are the dscriptions of figure above.

1 Code and Name are compulsory fields

1 Creditor Tax Group
1 Creditor Term

. Default tax group for the creditor.
: Terms that applies to the creditor.

20
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2.6.3 By default control a/c, invoice a/eturn a/cand bank a/can be setsabelow.

Creditor Control A/C = 31000000 : TRADE CREDITORS V]| O
Creditor Invoice A/C ™ |61EID'EIOUD : PURCHASE ilp
Creditor Return A/C * |61000000 : PURCHASE V] 0O
Creditor Bank Account |Select value v ,Q
264 At |l isting page, search code AC0070
Search : | Creditor Code | : [C00T | Listing1-10f1  Show : ® active O not Active O all

Clear Search C007 Clear All

“’Creditor Creditor Creditor Creditor Off Creditor Fax Term Code Term Namel

|coo7 X¥iao Ming 06-12356735 | 06-21345676 30 days 30 Days Term Mamel

2.6.5 To view or edit thaletails click the creditor code.

Search ¢ |Creditor Code | @ [CO07 |Listing 1 -10f 1 Show : ® active O ot Active
Clear Search C007 Clear All
“Creditor Creditor Creditor Creditor Off Creditor Fax Term Code

Coo7 Xiao Ming 06-12356789 | 06-21345676 |30 days

<
I Summary | Transaction Listing Product Purchased PD Chegue Notes

C007 : Xiao Ming

Address1 No.2 Attention

Address2 Jalan Tun Perak Off Tel 06-12356789
Address3 Kampung Lapan Fax 06-21345676
Address4 Melaka Email

Creditor Vendor Since 23/05/2014

21
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2.6.6 For example, edit the contact person field
button to save the changes.

iDavi

do and then cl

Add/Edit Creditor

General
Creditor Code * coo7 *Active Code
Creditor Namel * Xiao Ming

Creditor Name2

Creditor Contact Person
Creditor Attention

Creditor Address1 No.2

Creditor Address2 Jalan Tun Perak
Creditor Address3 Kampung Lapan

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

Creditor Control A/C = ISIDDOOOD : TRADE CREDITORS ﬂ ,o
Creditor Invoice A/C = |61000000 : PURCHASE ﬂ Jo
Creditor Return A/C IGIDDOOOO : PURCHASE ﬂ p
Creditor Bank Account ISeIect Value [v] ,Q
Creditor Remark

Creditor Active [+

Creditor Source Select Value V|p

= 1 5

Note: If theCreditor Masterhas been use to other data that is not allow deleting it.

22
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2.7 Advance Debtor

Path : AccountingA Master FileA Advance Debtor(+Advance
Function : To add, edit, dete and view Debtor.

2.7.1 To add newclick on the (+) button oNEW buttonas shown below.

Debtor Code Debtor Name  Debtor Term Code  Term Namel
Perniagaan Hup Sheng 30 days 30 Days Term Namel
Dooz2 Yoong Soon Trading 30 days 30 Days Term Namel
Doo3 D Trading 30 days 30 Days Term Namel
Or Doo4 Salvatore Sdn. Bhd. Salvatore Sdn. 30 days 30 Days Term Namel
Doos Bang Ho & Co. Bang Ho & Co. 30 days 30 Days Term Namel
DO06 LM Sdn. Bhd. LM Sdn. Bhd. | 30 days 30 Days Term Namel
Doo7 Tan Enterprise Tan Enterprise |30 days 30 Days Term Namel
Doos TEE GUAN 30 days 30 Days Term Namel
<
Summa Transaction Listing  Product Purchased  PD Chegque  Notes

D001 : Perniagaan Hup Sheng

Address1 8, Jalan Perdana, Attention

Address2 Cheras Off Tel 03-89665214
Address3 Kuala Lumpur Fax 03-89665214
Address4 Email

Debtor Vendor Since 14/04/2014

23



2.7.2 Figure below show the exampdé debtor details.

Add/Edit Debtor
[General] |. [User Dei

General

Debtor Code =

Debtor Namel *
Debtor Name2

Debtor Contact Person
Debtor Attention
Debtor Address1
Debtor Address2
Debtor Address3
Debtor Address4
Debtor Off Tel

Debtor Fax
Debtor Email

Debtor Website
Debtor Tax Group
Debtor Limit

Debtor Term =
Debtor Salesman
Debtor Area No
Debtor Receipt Mode
Debtor Statement Type
Debtor Control A/C *
Debtor Inveoice A/C *
Debtor Return A/C *

Debtor Bank Account
Debtor Price Category
Debtor Remark

Debtor Active

Debtor Source

D009

Xiao Ming

No. 2
Jalan Tun Perak

Kampung Lapan

Melaka

016-1234567

0632145632

SR : SR v R
0.00

[30 days : 30 Days Term Name1 V| jo)

[Select Value v L

[Select Value v\ao

O - Open Item|v|

C - Close Itemﬂ 1 (Print statement)

22000000 : TRADE DEBTORS ﬂ Ao

51000000 : Credit Sales ﬂao

53000000 : Sales Return V] o

Select Value

kel

~ L2

[Select Value

v R

Below are the descriptions of figure above.

1 Code and Name are compulsory fields.
1 Debtor TaxGroup
91 Debtor Term

: Default tax group for the debtor.
: Terms that applies to the debtor.

24
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2.7.3 By default control a/c, invoice a/ieturn a/cand bank a/can be set as below.

Debtor Control A/C * |22DDDDGU : TRADE DEBTORS ﬂp
Debtor Invoice A/C ™ |51DEIDEI=]D : Credit Sales il p
Debtor Return A/C * [53000000 : Sales Return v R
Debtor Bank Account |5elect Value il ,O
274 At |l i sting pROge,teearetv thder@cord.
Search : | Debtor Code | : [Doog x| Show : @ active Onotactive DAl Listing 1 - 1 of 1
Clear Search DO09 Clear All
W Debtor Debtor Name Debtor Term Code Term Namel Debtor Limit Qutstanding Salesman Debtor Off

Xiao Ming 30 days 30 Days Term Namel 0.00 016-

2.7.5 To viewor edt the deails, click thedebtor code.

Search : | Deblor Code v|: [ooos | Show : ® active Onet active CJal Listing 1 -
Clear Search D009 Clear All
¢ Debtor Debtor Name Debtor Term Code Term Namel Dl

Xiao Ming 30 days 30 Days Term Namel

£
| Summary | Transaction Listing Product Purchased PD Cheque Notes

D009 : Xiao Ming

Address1 No.2 Attention

Address2 Jalan Tun Perak Off Tel 016-1234567
Address3 Kampung Lapan Fax 0632145632
Address4 Melaka Email

Debtor Vendor Since 10/06/2014

25
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2.7.6 For example, edit the Contact Person fidMinsoro
button to save the changes.

and

then c¢click

Add/Edit Debtor

General
Debtor Code = DOo0g
Debtor Namel * ¥iao Ming

Debtor Name2

Debtor Contact Person
Debtor Attention
Debtor Address1 No.2

Debtor Address2 Jalan Tun Perak

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

Debtor To Address [ Select Value V| O
Debtor Price Category

Debter Remark

Debtor Active

Debtor Source | Select Value v| ,O

£ £ B

Note: If theDebtorMaster has been ado other data that is not allow deleting it.

26
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2.8 Tax Group

Path . AccountingA Master FileA Tax Group
Function : To add, edit, delete and view Tax.

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

List of Tax Group
1eft

Tax Group Or Tax Group Code Tax Group Namel Tax Group Type Tax Group Rate Tax Group Module Active Sorting

No records

2.8.2 Accounting”A Master FileA Tax GroupA Add new as shown below

|Add/Edit Tax Group

Tax Group Code * SR

Tax Group Namel = SR

Standard rated supplies with GST Charged
Tax Group Name2

rouping
roup Type = Exclude MR

roup Rate (%) 6.00

=
%R E
@ 0 o o

roup Nature Standard Rate v
Tax Group Remark

roup Sorting

roup Module QUTPUT [v] »

g 8 § &
¥ 8 8 2
e 9 9 @

roup Fellow Product Tax Code

roup Actives

Below are the descriptiorts figure above.

1 Code and name are compulsory fields

1 Tax Group Type : To set the tax type (Include / Exclude /
Exempt)

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

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

ATS (Approved TradeBScheme), Exempt,

GST Relief, Export/import, Not Claimable,

Out of Scope, Standard Rate, Zero Rate).
9 Tax Group Module : To set if the tax module is Input or Output.
9 Tax Group Follow Product Tax CodeThis setting used when having mixed

product in a transaion with different tax

group.

27
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paRyet oseaerewht bedeedord.

283 At |l isting

Search Tax Group
Tax Group Code

Tax Group Namel

Tax Group Type  Select Value ﬂp

Tax Group Module Select Value ﬂao

Record(s) In Row

Results In Excel [

List of Tax Group

Add New |1 of1

Tax Group Code Tax Group Namel Tax Group Type Tax Group Rate Tax Group Module Active Sorting

GS SR

Exclude 6.00 % OUTPUT

2.8.4 To viewor edit the detailsclick the tax group code.

List of Tax Group

Add New . of 1

Tax Group Code Tax Group Namel Tax Group Type Tax Group Rate Tax Group Module Active Sorting
(%|sr SR

Exclude 6.00 % OQUTPUT

28
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2.8.5 Edit thegroup typet olnclided
changes.

and

Add/Edit Tax Group

[General] | [User Definition] .

General
Tax Group Code * SR
Tax Group Namel = SR

Standard rated supplies wth GST charged
Tax Group Name2

Tax Grouping

Tax Group Type = |Include w| AO
Tax Group Rate (%) .00

Tax Group Nature Standard Rate [v]
Tax Group Remark

Tax Group Sorting

Tax Group Module QUTPUT ﬂ ,O

Tax Group Follow Product Tax Code W

Tax Group Actives

then click

Submi

2.8.6 To ddete the record. Click 'Delete’ button at the edit page or the dustbiaticon

the listing page.

t

List of Tax Group

Add New . of 1

Tax Group Code Tax Group Namel

S_ SR

Exclude
Or
Tax Group Sorting
Tax Group Module QUTPUT

Tax Group Follow Product Tax Code [

Tax Group Actives

6.00 % OUTPUT

MR

Tax Group Type Tax Group Rate Tax Group Module Active Sorting

M

29
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2.9 Fixed Asset Link

Path . AccountingA Master FileA Fixed Asset Link Definition
Function : Bind the account with the fixed asset.

Step1 Choose Account code Keyin

Please specify Account |13EJDDDDO OFFICE EQUIPMENT AT COST 1 ll Autolink

Match Account code for Fixed Asset At Cost to Depreciation Disposal Account

Account Code 13000000 System No. 7

B/S link Depreciation  |13500000 ACCUM. DEPR. - OFFICE EQUIPMENT 2 [v| BEE

P/L link Disposal | 79200000 DISPOSAL OF OFFICE EQUIPMENT FRIEY ) List

Account Name OFFICE EQUIPMENT AT COST

OFFICE EQUIPMENT AT COST
Account Name2 Q

Below are the descriptions of figure above.

1) IsunderFixed Assets At CosChart of Accoun®y Balance Sheet(BS) Fixed
AssetsA Fixed Assets At Cost

open all | close all | sort by code

@Cha"t of Account
|-j|-; Balance Sheeat{BS) I
Ei) Fixed Assets|+
=3 Eixed Azcet At Costl+]
[E45) Fixed Asset At Cost|+
E|1_:'| Fixed Asset At Cost|+

|_: 11000000-FURNITURE & FITTINGS AT COST
[} 12000000-MOTOR VEHICLES AT COST
[ 1 12000000-OFFICE EQUIPMENT AT COST |
|_: 13000001-MOTOR VEHICLES AT COST_2

[#{) Accumulated Depreciation [+

Current Assets|+
Other Assets |+
Current Lizbilities |+
Long Term Liabilities [+

Other Liabilities |+

DOo00DD

Capital|[+
[#-{ ) ProfitBLoss(P/L)

[#{) Memorandums{Memorandums)
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2) IsunderAccumulated DepreciatioChart of Accoun®h Balance Sheet (BS)
A Fixed Asset®y, Accumulated Depreciation

open all | close all | sort by code

@Cha"t of Account

Elf) Balance Sheet{BS)]
F.Ir__| Fixed Assets|+ I

[# ) Fixed Asset At Cost|+
= f._||."-'-.ccumu|ated Depraciation [+ |
B+ Accumulated Depreciation[+

= =9 Accumulated Depreciation |+

d 11500000-ACCUM. DEPR. - FURNITURES & FITTINGS
|_:| 125300000-ACCUM. DEPR. - MOTOR VEHICLES
[l] 1=500000-ACCUM. DEPR. - OFFICE EQUIPMENT |

#{] Current Assats|[+

[#( ) Other Assats|+

[#-{"] Current Liahbilities |+

#{] Long Term Liabilities [+

#-{_] Other Liabilities |+

B capital[+

[#-{"] ProfitLoss{P/L)

[#{_] Memorandums(Memorandums)

3) IsunderFixed Assets Disposal€hart of Accoun®y Profit&Loss (P/L)A Other
Income and Expens® Fixed Assets Disposals

cpen all | close all | sort by code

@Cha"t of Account
[#+(") Balance Shest{BS)
Ef ) ProfitBloss{R/L)|
B{] Sales[+
#{] Cost of Sales [+
E--r:'] Other Income and Expense|+ I
[#{_] Other Income [+
[El-4=|Fixed Assets Disposals |+ |
[=]-4=5) Fixed Assets Disposals [+
=l {=5) Fixed Assets Disposals [+
|_l'] F9000000-DISPOSAL OF FURNITURES & FITTINGS
|_l'] F9100000-DISPOSAL OF MOTOR WEHICLES
[ [5200000-015P0OSAL OF OFFICE EQUIPMENT |
[#{_] Other Expenses +
(] Expenses|+
M-{] Dividen [+
#-{_] Appropriation |+

[#{] Memorandums{Memorandums)
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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 AccountingA Master FileA SourceA List

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

| 2 Print... M| 4] page T or 1 p| M| Print Margin Loz rfos Ths Bps Print to PDF | Print to Excel | =) Back |
account36s Page:10f1
Source Listing by code
No Code
1 Az Suria Sabah Branch
2. S1 Nelaka HQ
3 82 Hang Tuah branch
4. S3 Nahkota Parade branch

Note: Apply the same to other master listing report printing
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2103User can print the report in excel fil
the checkbox as highlighted below to view the report in excel.

View Source Listing
Sort By
® Spurce Code

O Source Name

Selection

Source Code From Al : Suria Sabah Branch

To 53 : Mahkota Parade branch

(<] [
0 ©

Custom Report Selection Save / Load

Paper Size Template || Orientation: Default [v]

Max Report Size

Remove Alignment []

Results In Excel W

e —

21040nce click the 06 Supgramptiméssageuas figaranbelons y st em wi

D e want te apen or save master_list_sourcemst_dt1.php.xils from debug.xeerseft.com?

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

B

master list_sourcemst_del.phpds (read-only) - OpenOffice.ong Cale - o lEl
[e Edt Wew jnset Fpmat Took [eta fiindow péelp E
B-Bos 2 BES ¢E d W uwd e,

a5 v RE = |

L BT S R G T Y T e R A S SRS SRR RET

EREDRRER DN TREED]

1 |Date: 0306/ 2014 account365 Page: 1of 1

3 |Source Listing by code

5 Mo, Code

61 Al Suria Sabah Branch
T _2 51 Melaka HO

L] _3 52 Hang Tuah branch
9 |4 53

Mahkota Parade branch

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 AccountingA Master FileA SourceA Advance

Source

2.10.7 Do some selection before viewing the report.

ISource Master Listing Report ( Load Format )

Track Reimbursable
Address 4

Contract Sum
Retention Flag
Retention Value

2]

(]

(]

(]

(]

(]

[

[

(]

(]

(]

(]

fr 00000 |
|

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.

account365: Source Master Listing Report

Code Name Address Address 2 Address 3
52 Hang Tuah branch Lot A1-A2, Jalan Hang Tush  {Hang Tuah Mall 75200 Melaka
51 Melaka HQ
53 Mahkota Parade branch  [Lot R123-1, Jalan Bandar Hilir, | Makota Parade Mall, 175200 Melaka.
Al Suria Sabah Branch Lot Q142-3, Jalan Persiaran ~ |Suria Sabah Mall 85200 Sabah.

Note: Apply the sam& 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.

account365

MNa. 1, 181 Floor, Lorong 6C/91, Taman Shamelin Perkasa, 56100 Cheras, Kuala Lumgur,
TEL : 03-9287 8286 FAX :03-9200 7318

JOURNAL VOUCHER
Voucher No. DNV 0032
Date 0 13-03-2016
Description : Template - 01:AP invoice

Page 10f1

A/C No AIC Name Source Task  Description Debit{RM) Credit{(RM)
31000000 TRADE CREDITORS Template - 01:AP invoice 10.00
61000000 PURCHASE Neste 9.43
92000000 INPUT GST Nestie 0.57

2112To change the company details, go to set
Company Re Y Current Company. User wil |l
page.

Add / Edit Company Profile

Company Name account365

Company Name2
Company registration

MNo. 1, 1st Floor, Lorong 6C/91,
Taman Shamelin Perkasa,
Company Address 56100 Cheras,

Kuala Lumpur.

Telephone [ Fax 03-9287 8286 f03-9200 7318
Email / URL Address sales@xeersoft.com [www . xeersoft.com
Company Tax Id 852087
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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 lagidrom then system.Rlegin into the system then
print any bill. Notice that the address details already changed.
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