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Company Setup   

1.1  Create New Database  

  

Steps  

1. To create your company database, open QNE Optimum. The Database Wizard 

will appear if there are no company database created yet in your PC.  

2. Click the Create button to start creating Company Database.  
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3. In the Database Template page, select the Working database as your database 

type, and select a template for your chart of accounts.  

  

4. QNE Optimum offers a wide selection of Chart of accounts template that will 

suit your business. The Chart of account will be shown once a template is 

selected so you can select properly.  

Once you selected a template, click the Next button.  
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5. In the Connection Info page, enter your company name and the desired 

database name.  

In the Server Name, enter the SQL Server name.  If you installed SQL server 

using QNE Optimum, you can use it by typing your PC Name and QNEBSS 

instance (ex. SUPPORTPC\QNEBSS)   

Type SA in the Username box and type the password you've entered during 

the SQL Server installation  

 

6. Click the Validate button to test if your connection info is valid.  If valid, you 

will see the "Connection Successful" message box.  

Click OK in the "Connection Successful" message box and click next to 

continue.  
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7. In the Company Details page, enter the Fiscal and accounting details and click 

next to continue.  
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8. In the Ready Page, the wizard will show you the summary of your Company 

Database. To continue click next.  

 

9. Please wait until the creation process is complete. You can see from the 

progress bar below the current progress of the database creation process.  

10. Once the process is complete, you will see the Finish page and click finish.  

You can now update your company in the company profile form of QNE Optimum.  
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11. You will now see your new company database in the Database Wizard of QNE 

Optimum. Just select it by double clicking on it or by clicking the Open button.  
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1.2 Setup Company Profile & Register Company  
Company Profile form is where you can enter all the details of your company. This is 

where you can set the Report Header for all your reports.   

 

  

Steps  

1. Open the company profile under the Home Menu.  

2. Enter your company information accordingly (as 

shown above).  

3. Click the Save button to save your company profile.  

    

1.3 Setup Financial Period  

QNE Optimum provides a form for setting the financial period of your company.  

  

  

Once register,  

detail cannot be  

modified   
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Steps  

1. To open the Financial Period form, select Maintenance tab from the ribbon 

menu and click Financial Period Button  

 

2. To update the financial period of your company, just update the following to 

suit your requirements.  

    

1.4 Default Interface Account  

  

  

  

Follow Company  

Financial Period   
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Steps  

1. To open the Default Interface Accounts, select Maintenance tab from the 

ribbon menu and click Default Interface Accounts.  

  

GST  

1.5 GST Accounts Setup  
Step 1:   

 

( GST > GST Accounts Setup>Apply )   
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Taxable period is a regular interval period where a taxable person is liable to account 

and pay to the government his GST liability. The standard taxable period is on 

quarterly basis. However, a registrant may apply to be placed in other taxable period 

(monthly or 6 monthly) subject to specific conditions as follows:  

 

GST returns must be submitted to the GST office not later than the last day of the 

following month after the end of the taxable period.  

2. Effective Date    

     The start date is to account for GST.  

  

3. Filing Due Date   

The date is not later than the last day of the following month after the end of the 

taxable period.  

Step 2:   

GST> ( - )  GST Setting   

  

  

  

  

  

  

  

  

  
  
  

1.   Taxable Period Category    
  

1   3   
2   
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Eg: If the taxable period is 3 months and start from 01/04/2015, so the due date is 

30/07/2015.  

Step 3 :  

 
  

( Search>Tax Code )   
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1.6 GST Tax Return   
(GST> Tax Return---> 

Tax Advisory)  

 

 

1.   Click on New    

  

  

  

    

2 . GST Advisor to define your current GST Period.   
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3. AR Bad Debt Relief is those outstanding invoices aged more 6 months, you 

can account for input tax as Bad  Debts Relief and claim back the GST you 

paid.   

 

4. AP Bad Debts Relief is for those outstanding bills aged more than 6 months, 

you have to account for output tax.   
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5. Transfer Delivery Orders to Tax Invoice is refer to the 21 days rules of Time 

of Supply. All DO should be transferred to invoice within 21 days.  

 

6. Review Transactions Rounding Issues is showing you transactions where the 

tax amount exceeds or less than 6 % of the taxable amount.  
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7. Review MSIC Code Breakdown is helping you review transactions that do not 

have MSIC code.  

 

8. Review Transaction Without Tax Code is helping you review transactions 

with missing tax code    
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9. Checking for AR and AP Credit Notes with outstanding amounts is advisable 

to knock off all your credit notes, else there is a risk that system may consider 

the unpaid invoices are bad debts relief.  

 
  

10. Deposits is showing you should issues tax invoices within 30 days from the 

date of the deposits (Advance Payment )below :  
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11. Here is the Tax Return Summary showing in the Tax Return.  

 

12. Submit Tax Return   

(Task> Submit Tax Return> Fill Up the Tax Return Declaration Info> Submit > 

Status(Change to Summit) )  

 

  
  

  

  

  

  

  

  

  

  

  

  

  

  
1   

2   

3   

4   

5   
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13. Generate TXT File   

  

( Generate TXT File > Generate > Save as > .txt )   
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1.7 E-Payment  
GST E Payment module has been designed specifically for corporate user of CIMB 

Bank which enable them to initiate GST Payment and inquiry payment history 

without having login to http://www.cimbbizchannel.com.my. Customers that are 

able to perform payment via GST EPayment must be a registered corporate 

customer in BizChannel@CIMB.  

Corporate ID, MyGST and Bank Account Setup  

There are some prerequisite account settings before user can use GST-E Payment.  

1. My GST Account  

2. Corporate ID  

3. Bank Account  

  

1) MY GST Account  

MyGST Account Number provided by KASTAM.  
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Go to “Company Profile” as shown on above.  

 

Corporate information ID. This can be obtained by corporate registered to 

BizChannel@CIMB. (GST E-Payment Profile > GST > Enter the Corporate 

ID >Save)  

 
  

  

2)  BizChannel Corporate ID Setting   
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3) Bank Account Setting  
  
CIMB Current Account / Current I-Account for debiting.  

(General Ledger> Chart of Accounts> Current Assets> Cash At Bank> New bank 

account)  

 

Enter the “GL Account Code”, “Description” and “Bank Account #” as shown below 

and save.  

  
  

  

  

  

  

  

  

  

  

  

  

  

  

  



  

www.forward-edu.my  25  
www.facebook.com/NEKForward.edu 

 
1.8 GST E-Payment   
Here are the steps to make a GST E-Payment by using QNE:  

Step 1:  

 

  

  

  

Select CIMB bank. 
  

P eriod  is 
  derived from tax return . 
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Step 2:  

 

Step 3:  

After entering and checking the information, may submit the payment.  

 
  

Taxable End Date  
  

Total Tax Payable 
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Step 4:  

Enter “SystemID” and “Auth Key”, you can obtain these when register with CIMB 

BizChannel. Click “Submit” to proceed.  

 
Step 5:  

If “SystemID” and “Auth Key” are valid, you will be prompted for company name 

verification.  

Click “Yes” to  

Confirm and proceed. Otherwise click “No”.  
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Step 6:   

The payment is successfully submitted for approval.  

 
Step 7:  

 You may check the status of the payment later by clicking “Check Status Online”.  

 

Step 8:   

If the payment has been approved, system will prompt “Executed Successfully”.    
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1.9 Tax Adjustment  
There are instances that we may require to adjust and account for the input tax and 

output tax in certain taxable period, for example, in the GST transitional rules, we 

may need to account for output tax invoice that we already issued to our customer 

but we still haven’t delivered the goods to the customer. Thus, we are required to 

account for output tax for this invoice.  

  

Output Tax Adjustment (*Same step to Input Tax Adjustment)       

  

 (GST> Tax Adjustment> Output Tax Adjustment> Save)   

 

The account for GST Expense will be auto selected of what you have set in Output 

Tax’s GST Expenses account in GST Setting.  

  

    

1.10 Free Gift Rules / Deemed Supply   
Private use of business assets, business gift more than RM 500 accumulated in the 

same calendar year, supply to connected person are required to account for output 

tax.   

Make sure Posting Account has been assigned.  

1. (GST Settings> Tax Code (DS)> Free Gift” account and “GST Expenses” account in your 

expenses GL)  

    
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

The account for GST Expense will be auto  
selected of what you have set in Output Tax’s  
GST Expenses.   

Enter the “ Tax Amount ”, and the tax amount  
will be auto calculated   based on the percentage  
in the Tax Code selected and the Tax Amount  
entered.   



  

www.forward-edu.my  30  
www.facebook.com/NEKForward.edu 

 

2. (GL> Journal> Free Gift Journal> Select Receiver Detail> Gift From> Amount)  
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General Ledger  

1.11 Setup Chart of Accounts  
Before you entering any new transactions into the QNE Optimum, you have to setup 

the Chart of Accounts. The system will generate a sample chart of account for you 

when create your account book. Scroll through the Chart of Accounts and have a 

good look at them. Some of these accounts may not suit your business and as such 

need changing. Other accounts that you require may be missing and will need to be 

added.  

 

Steps  

1. Make sure you are in the correct database. The database path is shown on 

top of the main screen   

2. Select Chart of Accounts from the General Ledger menu. The window will 

appear as shown in the picture above.  

3. All the account types are provided for you. To display all the accounts and 

their relationships, right click on your mouse and select Expand All. The 

window displays all the accounts and their relationships in hierarchical 

pattern- Expand All.  

4. Highlight the account type and click the New button to enter into GL Account 

form.   

Tips: Right click on your mouse and the below menu will appear.  

     

  

1   

2   

  

    
      

Note: You are not allowed to create Debtor and 

Creditor accounts through Chart of Accounts 

window.  But, you can create a Debtor Account in 

the Customer Account window and the Creditor 

Account in the Supplier Account Window. 
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1.12 Setup Assets & Depreciation Accounts  

Some assets will decrease in value because of aging, wear and tear, economic factors 

and depletion. Therefore, the company attempts to show what the estimated 

current value is by working out on how much the assets have reduced, which is 

known as depreciation.  

The system will automatically generate the assets and their depreciation account 

when you have selected the type of company, but you must add new fixed asset 

accounts and their depreciation accounts that have been created in the Chart of 

Accounts by following the steps listed below:-  

  

Steps  

1. Select Assets & Depreciation Maintenance from the General Ledger menu. The 

above window will appear.  

2. Click New and click button to select the fixed asset account code and the 

depreciation account code accordingly.  

3. Click Save button to save the record.  

    

1.13 Bank Reconciliation  

The system allows you to reconcile all accounts, which is set up as bank accounts. 

This allows you to match your computer records with your bank or credit card 

statements to verify balances.  

There are three main reasons that your bank statement and your computer records 

are different.  



  

www.forward-edu.my  33  
www.facebook.com/NEKForward.edu 

1. The bank has charged us for the services, for example: bank charges, interest 

and cost of stamp duty for a cheque book issue etc.  

2. Unpresented cheque and uncredited cheque.  

3. Errors may have been made either by the company in the bank or in the 

company’s account and bank statement. For example: Discrepancy of amount 

recorded.  

  

Steps  

1. Select Bank Reconciliation under the General Ledger menu. The above window 

will appear.  

2. Select a Bank GL Account to reconcile.  

3. Click Save button to save the record.  

    

1.14 Setup Opening Balance  

This is the place where you enter the opening balance for General Ledger Accounts 

such as Assets, Liabilities, and Expenses etc. The Assets and Expenses accounts will 

have debit balance. While the Capital, Liabilities and Revenues accounts will have 

credit balance.  
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Steps  

1. Select Opening Balance Maintenance from the General Ledger menu. The above window 

will appear.  

2. Search for the Account from the list.  

3. Type in the amount according to the type of accounts in boxes available indicated: debit 

or credit opening balance.  

4. Click Save button to save the record after finishing enter all the values.  

    

1.15 Setup Bank Reconciliation Opening Balance  
The opening balance of bank reconciliation is usually the amount of all the unpresented and 

unclear cheque.  

  

  

      

    

Note: You are not allowed to enter opening 

balance of Customer, Supplier and Stock 

here.  To enter opening balance of 

customer/supplier, please refer to the 

Customer/Supplier module.  To enter 

opening balance for stock, please refer to 

Stock Value Maintenance menu. 

http://qnehelp.azurewebsites.net/Content/Topics/Stocks/StockValue.htm
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Steps  

1. Click Bank Reconciliation OB under the General Ledger menu. The above 

window will appear.  

2. Click the Bank Account lookup box to select a bank account.   

3. Select the bank account that you want to enter all the unpresented and unclear 

cheque.  

    

Customer  

1.16 Setup Term Maintenance  
In QNE Optimum, every customer is given a different facility in payment terms for 

sales. Discount may be allowed if the customer pays their account by cash or 

cheque on delivery or within a pre-agreed term of payment. Thus, we have to 

select the term for period of payment. By default, the system has generated some 

type of terms, but you can add more type of term by following the steps listed 

below. 

  

Steps  

1. In the Ribbon Menu, select the Maintenance and then click Term, then the 

above window will appear.  

2. Enter the Term code.  

3. Enter the number of days for this term.  

4. Click Save button to save this record.  

Below are the description of all the controls and buttons used in Terms form for 

creating and editing records.  
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1.17 Setup Customer Categories  

The system allows you to group your customer by category. There are various 

reports that give you the information according to customer category. The debtor 

category is not compulsory.  

Steps  

  
1. Select Categories from the Customers menu. The above window will appear.  

2. Enter a new category code. This is up to 20 alphanumeric long and it is a 

compulsory field.  

  

  
  

  

  

This is the term 

code for term 

record 

This is the 

Term Code 

description 

This can be either number of 

days or months 

If this is checked, this will be the 

default term that will appear on 

new customer records. 

This is the number of days or months 

depending on the term type selected. 
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3. Enter the description  

4. Click Save button to save the record.  

  

    

1.18 Customers Maintenance  

This is the place where all the individual customer accounts are setup. You should 

setup an account for each customer that has credit term. You should also setup 

accounts for long-term customers who buy over a period of time.  

Since the system handles multiple currencies, for accounts maintained in foreign 

currency, you should select the currency for the account at the currency field. For 

account in local currency, you should ignore the currency field, as the currency field 

by default will be local currency.  

Once a customer account has been setup, its information such as its name, address 

etc., can be loaded in to the various transaction windows. You can group customers 

by category and also by area. There are various reports, which give you information 

according to customer category or customer area.  

  

Steps  

1. Select Customers from the Customer menu. The above window will appear.  

2. Key in all the relevant information in the boxes available.  

3. Click Save button to save the record.  

4. You can continue to create another debtor account code without click on the 

New button.  
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1.19 Invoices  
Invoice Entry is the place where you enter all the invoices that you send to the 

customer. Invoice is a document, which is sending to the customer showing the full 

details of the goods sold and the prices of goods for each credit sales.  

 

Steps  

1. Select Invoices from the Customer menu. The above window will appear.  

2. Key in all the relevant information in the boxes available.  

3. Click Save button to save the transaction.  

4. You can continue to create another invoice voucher without click on the New 

button.  

Tips: Select Maintenance and the Running Numbers will appear in the toolbar.  

  

    

  

  

  

    s .   

Note: The system by default will automatically generate a new 

voucher number for you.  You can overwrite the Voucher No 

that the system generated for you or enter your own Invoice 

Voucher number.  If you want to change the format of the 

Invoice Voucher number, please refer to Running Numbers. 

http://qnehelp.azurewebsites.net/Content/Topics/Maintenance/RunningNumbers.htm
http://qnehelp.azurewebsites.net/Content/Topics/Maintenance/RunningNumbers.htm
http://qnehelp.azurewebsites.net/Content/Topics/Maintenance/RunningNumbers.htm
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1.20 Customer Transaction Knock Off  
This form allows you to knock-off the receipt with invoice(s) or debit note(s) for a 

particular debtor.  

  

Steps  

1. Select Customer Transaction Knock-Off from the Customer menu. The above 

window will appear.  

2. Select a customer account in the Customer lookup.  

3. Click Save button to save the transaction.  

  

    

1.21 Customer Debit Notes  
This screen is used to record an adjustment to a particular issued invoice. If you 

made a mistake of understating the selling price of previously issued invoice, you 

may issue a debit note to your customer showing the amount of additional charges 

made by company for understating the previous issued invoice.  The customer's 

account will be debited with an amount of the additional charges, thus, showing an 

increase in the total outstanding of amount due.  
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Steps  

1. Select Customer Debit Notes from the Customer menu. The above window will 

appear.  

2. Key in all the relevant information on the boxes available.  

3. Click Save to save the transaction.  

4. You can continue to create another debit note without clicking on the New 

button.  

  

    

1.22 Customer Credit Notes  
This screen is used to record an adjustment to a particular issued invoice. If you want 

to give a customer a discount or there is a sales return from customer, you may issue 

a credit note to your customer showing the amount of allowance given by company 

for the adjustment made on the sales price or the return of faulty goods. The 

customer's account will be credited with an amount of the sales return or discount, 

thus, showing the reduction the total outstanding amount due.  

  

  

    .   

Note: The system by default will automatically generate a new 

voucher number for you.  You can overwrite the Voucher No 

that the system generated for you or enter your own Debit 

Note Voucher number.  If you want to change the format of 

the Invoice Voucher number, please refer to Running Numbers. 
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Steps  

1. Select Customer Credit Notes from the Customer menu. The above window will appear.  

2. Key in all relevant information in the boxes available.  

3. Click Save button to save the transaction.  

4. You can continue to create another credit note without clicking on the New Button.  

    

1.23 Receive Payments  
This is the place where we record the full payment or partial payment received from debtors 

and made for certain particular invoices, which are due.  

 

  

  

r  

      

  

  

  

Note: The system by default will automatically generate a new 

voucher number for you.  You can overwrite the Voucher No 

that the system generated for you or enter your own Credit 

Note Voucher number.  If you want to change the format of 

the Invoice Voucher number, please refer to Running Numbers. 

Note: The system by default will automatically generate a new 

voucher number for you.  You can overwrite the Voucher No that 

the system generated for you or enter your own Receive Payment 

Voucher number.  If you want to change the format of the Invoice 

Voucher number, please refer to Running Numbers. 

http://qnehelp.azurewebsites.net/Content/Topics/Maintenance/RunningNumbers.htm
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Steps  

1. Select Receive Payments from the Customer menu. The above window will appear.  

2. Key in all the relevant information in the boxes available.  

3. Click Save button to save the transaction.  

4. You can continue to create another debtor account code without click on the New 

button.  

    

Supplier  

1.24 Setup Supplier Categories  
QNE Optimum allows you to group your supplier by category. There are various 

reports that give you the information according to supplier category. The supplier 

category is not compulsory.  

  

Steps  

1. Select Supplier Categories from the Supplier menu. The above window will appear.  

2. Enter a new category code. This is up to 20 alphanumeric long and it is compulsory field.  

3. Enter the description.  

4. Click Save button to save the record.  
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1.25 Supplier Maintenance  

The Supplier Maintenance window is the place where you set up the account 

information for the vendor. Under normal circumstances, the supplier accounts are 

companies or individuals that sell goods or services to us in a long-term basis, that 

is, repeatable over a period of time. More importantly, we should definitely allocate 

an account for each of them when there are credit terms given by the supplier. This 

is to enable us to manage our liabilities properly, so that we can operate our business 

in a reputable manner. Another benefit is that we can also analyze our purchase 

history with the suppliers, so that we may be in a better position to negotiate better 

pricing with them.  

Once a supplier account has been set up, its information such as its name, address, 

etc., can be loaded into the various transaction windows. You can group suppliers 

by category and also by area. There are various reports, which give you information 

according to supplier category or supplier area.  

  

Steps  

1. Select Suppliers from the Supplier menu.  

2. Key in all the relevant information accordingly.  

3. Click Save button to save the supplier’s details.  

4. You can continue to create another supplier code without clicking on the New 

button.  
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1.26 Supplier Transaction Knock Off  
This form allows you to knock-off the payments with bill(s) or debit note(s) for a 

particular supplier.  

  

Steps  

1. Select Supplier Transaction Knock Off from the Supplier menu. The above 

window appears.  

2. Match all the outstanding bills/debit notes by tick on the MATCHED column.  

3. Click Save button to save the transaction.  

    

1.27 Supplier’s Debit Notes  

Supplier Debit Note is a document that we received from the supplier. This screen is 

used to make an adjustment of incorrect figure and additional charges to the 

purchase prices. If you receive a debit note from your supplier, it means that a 

supplier's account will be debited with an amount of the additional charges, thus, 

showing an increase in the total outstanding of amount due.  
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Steps  

1. Select Supplier Debit Notes from Supplier menu. The following above window will 

appear.  

2. Key in all the relevant information in the boxes available.  

3. Click Save button to save the transaction.  

4. You can continue to create another debit note without clicking on the New button.  

    

1.28 Supplier’s Credit Note  
This screen is used to record an adjustment to a particular issued bill. If you receive a discount 

or there is a purchase return to your supplier, you may receive a credit note from your supplier 

showing the amount of allowance given by company for the adjustment made on the purchase 

price or the return of faulty goods. The supplier's account will be credited with an amount of 

the sales return or discount, thus, showing the reduction the total outstanding amount due.  

  

Note: The system by default will automatically generate a new 

voucher number for you.  You can overwrite the Voucher No 

that the system generated for you or enter your own Voucher 

number.  If you want to change the format of the Invoice 

Voucher number, please refer to Running Numbers. 



  

www.forward-edu.my  46  
www.facebook.com/NEKForward.edu 

 

Steps  

1. Select Supplier Credit Notes from Supplier menu. The above window will 

appear.  

2. Key in all the relevant information in the boxes available.  

3. Click Save button to save the transaction   

4. You can continue to create another credit note without clicking on the New 

button.  

    

1.29 Bills  
This window is used to record supplier's bill such as trade bills, accrued expenses bill 

and so on that we have received.  

  

  

  

Note: The system by default will automatically generate a new 

voucher number for you.  You can overwrite the Voucher No 

that the system generated for you or enter your own Voucher 

number.  If you want to change the format of the Invoice 

Voucher number, please refer to Running Numbers. 
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Steps  

1. Select Bills from Supplier menu. The above window will appear.  

2. Key in all relevant information in the boxes available.  

3. Click Save button to save the transaction.  

4. You can continue to create another bill without clicking on the New button.  

    

1.30 Pay Bills  

This is the place where we record the full payment of partial payment paid to 

creditor and made for certain particular bills, which are due.  

  

  

Note: The system by default will automatically generate a new 

voucher number for you.  You can overwrite the Voucher No 

that the system generated for you or enter your own Voucher 

number.  If you want to change the format of the Invoice 

Voucher number, please refer to Running Numbers. 
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Steps  

1. Select Pay Bills from the Supplier menu. The above window will appear.  

2. Key in all relevant information in the boxes available.  

3. Click Save button to save the transaction.  

4. You can continue to create another pay bill without any clicking on the New 

button.  

  

Sales  

1.31 Quotations  

This module enables you to tender a quotation of goods or services with pricing to customer. 

Select the Quotations from Sales menu bar.  

  

 

1. You can enter the customer’s details for this quotation entry.  

2. This page allows entering customer delivery address if any. This DO will show out in 

Delivery Oder.  

3. You can add some notes for this quotation entry.  

4. This page allows to put required life if any.  

  

  

  

1   

2   

3   

4   
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1.32 Sales Orders  

This module enables you to place an order for selling goods or services to customer.  

Select the Sales Orders from Sales menu bar.  

  

  
Notes: The system allows you to copy an existing sales order to a new sales order. 

To do this, right click on the details tab of the sales order screen, and then 

select “Copy Sales Orders”.  

    

1.33 Delivery Orders  

This module enables you to enter goods delivered to customer.  

Select the Delivery Order from Sales menu bar.  
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1.34 Sales Invoices  

This module enables you to enter a list of goods or services sold to customer on 

credit with prices charged.  

Select the Sales Invoices from the Sales menu bar.  
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1.35 Sales Debit Notes  
This module enables you to enter goods or services sold that are undercharged to customers.  

Select Sales Debit Notes from Sales menu bar.  

  

  

    

1.36 Sales Credit Notes  
This module enables you to enter goods or services sold that are overcharged to 

customers. Select the Sales Credit Notes from the Sales menu bar  
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1.37 Cash Sales  

This module enables you to enter a list of goods or services sold to customer in cash.  

Select the Cash Sales from the Sales menu bar.  

  

  

    

Purchase  

1.38 Purchase Requisition  

This module allows you to enter the requisition of goods or services with pricing to 

customer.   

Select Purchase Requisition from the Purchase menu bar.  

  

 

1  

  

  

  

  

  

  

  

  

  

  

2   3   4   5   
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1. Enter the supplier name and purchase orders.  

2. Enter the personal detail of supplier.  

3. Delivery address.  

4. Key in additional information.  

5. Add on notes for this purchase order.  

  

1.39 Purchase Orders  
This module allows you to place an order for purchasing goods or services from 

supplier.  

Select Purchase Orders from the Purchase menu bar.  

  

 

    

1.40 Goods Received Notes  

This module allows you to record the stock that supplier has delivered to you.  

Select Goods Received Notes from the Purchase menu bar.  
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1.41 Purchase Invoice  

This module allows you to enter the stock that you have purchase from your supplier.  

Select Purchase Invoice form the Purchase menu bar.  
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1.42 Cash Purchase  

This module allows you to enter the stock that you have purchase in cash from your 

supplier.  

Select Cash Purchase from the Purchase menu bar.  

  

 1.43 Purchase Returns  

This module allows you to return the stock that you have purchase from your supplier.  

Select Purchase Returns from Purchase menu bar.  
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Reports  

1.44 Trial Balance  

Steps  

1. Click Reports from the menu bar and click GL reports to select Reports and 

click on the Trial balance. The below window will appear.  

2. Accept or type over the report title and the report title field.  

3. Enter the trial balance as at date.  

4. Click Preview button to preview the report or click Print to print the report.  

5. Click customize to design your report.  

 

The description of all the reports and filter options for filtering the Trial Balance are 

shown below:  

1. Title-The text you enter here will appear in Trial Balance report as its title.  

2. Date filter- range of dates as filter option for Trial Balance date  

3. Account Type- sort order of the report can be based on either All Account, Customer 

Balance or Supplier Balance.  

4. Format Type- sort order of the report can be based on either This month vs. This Year, 

This Year Only, With Opening and Closing Balance, or This Month Only  

5. Projects- you can filter the report by selecting a range of Projects   

6. Order by- sort order of the report can be based on either Account No or Account Name.  

7. Other Options: Include Zero- Zero will be included in the report.  

    

  

1   

2   

3   

4   

5   

6 

7 
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1.45 Balance Sheet  

Steps  

1. Click Reports from General Ledger menu and select Reports -> Balance Sheet 

Account.  

Then click Balance Sheet Comparisons. The below window will appear.  

2. Modify or accept the report file.  

3. Enter the Balance Sheet as at date.  

4. Click the Preview button to preview the report or click Print button to print 

the report.  

5. Click Customize button to design the report in your own format.  

 

The description of all the reports and filter options for filtering the Trial Balance are 

shown below:  

1. Title- This text you enter here will appear in the Balance Sheet Account 

Comparison.  

2. Period one- The title of period one of your report.  

3. Period two- The title of period two of your report.  

4. Show Level- To show the level or the report.  

5. Other options: Include zero- If check, the Zero will appeared in the report.  

With ratio- There will be Ratio Column in the repot.  

Display Parent Total-If check, the Parent Total will appear on the report.  

    

  

1   

2   

3   

4   

5   
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1.46 Profit and Loss Account   

Steps  

1. Click Reports from General Ledger menu and select Reports-> Profit and Loss Account. 

Then click Profit and Loss Account Comparison. The below window will appear  

2. Accept or type over the report title in the Report title field.  

3. Specify the filter criteria   

4. Click Preview button to preview the report or click Print button to print the report.  

5. Click Customize button to design the report in your own format.  

 

The description of all the reports and filter options for filtering the Trial Balance are 

shown below:  

1. Title- the text you enter here will appear in the Profit and Loss Account Comparison as 

its title.  

2. Title of Period 1- the text you enter here will appear in the Period 1 as its title.  

3. Period 1- range of dates as filter option for Profit and Loss Account Comparison   

4. Title of Period 2- The text you enter here will appear in the Period 2 as it title.  

5. Period 2- range of dates as filter option for Profit and Loss Account Comparison  

6. Show Level- to show the level of the report   

7. Other options: Display total- Total will display on the report.  

Include Zero- Zero will be included in the report.  

With Ratio Column- there will be Ratio Column in the report.  

  

1   

2   

3   
4   

5   
6   

7   


