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1.License Agreement

This is an agreement (the “Agreement”) between you, the end user, and
PProAction. “Software” is defined as the PProAction computer program and user
documentation that is included with this Agreement and any updates or
maintenance releases related thereto. By installing and/or using this Software you
agree to become bound by the terms of this agreement. Do not use the Software

until you have carefully read this Agreement.

IF YOU AGREE WITH THE TERMS OF THIS AGREEMENT, CLICK THE
“ACCEPT” or “AGREE” BUTTON. IF YOU DO NOT AGREE TO THE TERMS
OF THIS AGREEMENT, DO NOT USE THIS SOFTWARE. PROMPTLY REMOVE
IT FROM YOUR COMPUTER. You may then return the entire package and your
receipt within 14 days to the place from which you obtained the Software for a
refund of the purchase price. Until return of this package has been accepted, you

are governed by this Agreement.

This Software is protected by copyright laws and international treaties and may

only be used in accordance with the License terms and conditions.

1. DEMO/ TRIAL VERSION SOFTWARE LIMITATION.

If this Software is a demo version it has restrictions on its use and is intended to be
used only for evaluation purposes. You can also create your own company data
files (“Company Files”) but you may access your Company Files only for a period

of 60 days from the date of creation of each Company File. Thereafter, you will be
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able to access the Company Files created by you only upon your purchase of the
full version Software product license. You agree to the restrictions in this
paragraph.

Trial mode is the status where the program is not yet activated. It has no limitation
on the features, except that it only allows you to operate for 7 days. Upon your
purchase of the full version Software product license and acceptance of the terms
and conditions of the software license agreement accompanying the full version
software product and the product is activated, the restrictions in this paragraph
(Trial Version Software Limitation) shall not longer apply, but the remainder of this
Software License Agreement shall remain in full force and effect, and in the event
there is any conflict between this Agreement and the full version software license

agreement, the full version software license agreement shall control.

2. LICENSE.

Subiject to the terms of this Agreement, PProAction Information Development Ltd.
through its local distributor (‘PProAction’) grants to you, the original purchaser, a
royalty-free, non-transferable (except as specified below), nonexclusive License
(the “License”) to use the Software, unless otherwise agreed to in writing by
PProAction.

a. NUMBERS OF USERS.

Single Site License. You may use the Software on only one computer (one
computer, one hard disk and one Windows), that you own or operate at a single
physical location in respect of company files you have activated. To protect our
intellectual properties, activation key will only be given to clients based on the

number of user license they purchased. We reserve the right not to send additional

activation key or we may charge special administration fee. In event of an upgrade
or product exchange the license hereby granted shall automatically transfer to the

new version or products

b. UPDATES AND UPGRADES. In the event of an upgrade, update or product
exchange the license hereby granted shall automatically transfer to the new
version or product. All rights in respect of the original product shall lapse and no

further use of these shall be permitted.

c. COPIES. You may not copy or duplicate the Software, except as necessary solely
for archival purposes, Software error verification, or to replace defective storage
media, provided you keep the original and the copies. You may not alter,
decompile or disassemble the Software. You may make copies of the user
documentation up to but not exceeding the number of multi-user licenses you have

purchased.

d. RESTRICTIONS, TRANSFER. You may not sublicense, lease, rent, lend, distribute
or otherwise transfer or assign the Software or any lawful copies thereof, except
that you may transfer all of your right and interest in and to the Software, including
any upgrades, to a single person or entity (“Transferee”), provided that (i) you
either transfer to the Transferee any and all copies you may have made or
destroyed said copies upon transfer of the Software, so that you retain no copies,
(ii) that you transfer to the Transferee any and all manual(s) which were provided
by PProAction pertaining to the Software, , (iii) the Transferee agrees to be bound
by the terms of the Agreement, and (iv) you notify PProAction in writing of such

transfer, and provide the name and address of the Transferee.




e. TERM AND TERMINATION. The License is effective until terminated. You may
terminate the License at any time by removing the Software from your computer
and destroying any copies you have of the Software. The License is automatically
terminated if you violate any portion of this Agreement. You agree upon any such
termination to destroy the Software together with all copies. Upon termination,
there will be no refund of any monies paid by you. Termination of this License shall

be in addition to and not in lieu of any other remedies available to PProAction.

f. PROTECTION AND SECURITY. You agree to use your best endeavors and to take
all reasonable steps to safeguard the Software to ensure that no unauthorized
person has access to the Product and that there is no unauthorized copying or

distribution of the Software or user documentation.

3. CONTINUING FULFILMENT.
If PProAction elects, in its sole discretion, to produce subsequent updates and
revisions to the Software (collectively, “Updates”), you may receive such Updates

as they become available. All Updates are subject to the terms of this License.

4. COPYRIGHT PROTECTION.

Except as set forth in “LICENSE” above, you may not copy or use the Software,
and any copy that you make as permitted by this Agreement must contain the
same copyright and other intellectual property notices that appear on or in the
Software. The Software is protected by International copyright or other intellectual
property law. ANY USE OF THE SOFTWARE, EXCEPT AS EXPRESSLY
PERMITTED IN THIS LICENSE AGREEMENT, MAY SUBJECT YOU TO CIVIL
DAMAGES AND LEGAL FEES, AND MAY BE A SERIOUS CRIME.

5. CONFIDENTIALITY.

The Software constitutes Confidential Information and contains trade secrets of
PProAction. You are not permitted to disclose the Software to any third party
except in accordance with this Agreement. You may not reverse engineer,
disassemble, or decompile the Software, or otherwise attempt to discover the

source code of the Software.

6. LIMITED WARRANTY.
PProAction warrants that the media on which the Software is recorded is free from
defects in materials and workmanship under normal use for a period of 6 months

from the date of your original purchase.

DISCLAIMER OF WARRANTIES

EXCEPT AS PROVIDED IN THE FOREGOING PARAGRAPH (“LIMITED
WARRANTY AS TO MEDIA"), PPROACTION DISCLAIMS ANY AND ALL
WARRANTIES TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE
LAW. THE SOFTWARE AND RELATED MATERIALS ARE PROVIDED “AS IS”.
PPROACTION DISCLAIMS ALL WARRANTIES AND CONDITIONS, WHETHER
EXPRESS, IMPLIED, STATUTORY OR OTHERWISE, INCLUDING WITHOUT
LIMITATION, WARRANTIES OF MERCHANTABILITY OR FITNESS FOR A
PARTICULAR PURPOSE, OR WARRANTIES THAT THE PRODUCT IS FREE
OF VIRUSES OR ERRORS OR WARRANTIES OF NON-INFRINGEMENT OF
THIRD-PARTY RIGHTS. PPROACTION DISCLAIMS ANY WARRANTY AS TO
THE PERFORMANCE OF THE SOFTWARE OR AS TO THE RESULTS THAT
MAY BE OBTAINED BY USING THE SOFTWARE. THE ENTIRE RISK AS TO

10




THE |INSTALLATION, USE, QUALITY, AND PERFORMANCE OF THE
SOFTWARE IS WITH YOU. IT IS YOUR RESPONSIBILITY TO VERIFY THE
RESULTS OBTAINED FROM USE OF THE SOFTWARE.

Some jurisdictions do not allow the limitation or exclusion of implied warranties, so
the above limitation or exclusion may not apply to you. This warranty gives you
specific legal rights and you may also have other rights which vary. This disclaimer
of warranties and the limitation of liability below shall not be modified, diminished
or affected by and no obligation or liability will arise or grow out of the rendering of
technical, programming, or other advice or service or the provision of support for

the Software by PProAction.

LIMITATION OF REMEDIES. PPROACTION’'S ENTIRE LIABILITY TO YOU AND
YOUR EXCLUSIVE REMEDY SHALL BE THE REPLACEMENT OF ANY
DEFECTIVE MEDIA (SUCH AS CD-ROM) RETURNED BY YOU TO
PPROACTION WITH PROOF OF PURCHASE DURING THE 30-DAY LIMITED
WARRANTY PERIOD, AS SET FORTH ABOVE. IN NO EVENT WILL
PPROACTION BE LIABLE TO YOU FOR ANY DIRECT, INDIRECT, SPECIAL,
INCIDENTAL OR CONSEQUENTIAL DAMAGES (INCLUDING BUT NOT
LIMITED TO LOST REVENUES, DATA, PROFITS OR SAVINGS) ARISING OUT
OF YOUR USE OR INABILITY TO USE THE SOFTWARE EVEN IF
PPROACTION HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH
DAMAGES. IN NO EVENT SHALL THE LIABILITY OF PPROACTION ARISING
FROM YOUR USE OR INABILITY TO USE THE SOFTWARE EXCEED THE FEE
PAID BY YOU FOR THIS LICENSE. Some jurisdictions do not allow the limitation
or exclusion of liability for incidental or consequential damages so the above

limitation or exclusion may not apply to you.
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2.Beginning

After running the program, you may see the following message pop up :-

J::) Yo are rondng this program in its Trial Period Mode.

T dayrs left ont of 7 dayr trial.

It shows you that the system is in trial mode. After your program has been activated,
this message will not be shown.

To activate the program, please follow the steps mentioned in Section 2.2.

2.1 Initializing master database

Click the icon of PProAction Accounting in Start Menu or on the desktop to start the
program.

As you are now using the system first time, it will prompt to you to define a path to store
the database files and setup your preferred languages.

Please choose it carefully, as you are not allowed to change them later.

You can choose English, traditional Chinese or simplified Chinese as preferred
language. All user interfaces will be in English, traditional Chinese or simplified Chinese

characters.
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PProAction Accounting is UNICODE software, it means that you don’t need to have the
corresponding Chinese windows in order to display and input Chinese characters. Also,
you can input both traditional and simplified Chinese characters and even other

characters like Japanese at the same time.

Initialize Database ...

Input the path you want to store the database files ;
| [_ \PFrofction Datal | E]

Language : () English © ww O wk

[ ok | [ Concel

2.2 Activation

ATTENTION

** Each user license is only entitled to install the software on ONE workstation
(One computer, one hard disk and one Windows). To protect our intellectual
properties, activation key will only be given to clients based on the number of
user license they purchased. We reserve the right not to send additional
activation key or we may charge special administration fee. So please install
the software on the workstation you really use. You can download demo version
in our web site for testing purchase. **

You need to input the activation key in order to use the program. Otherwise, the

program will be in trial mode and can only be used for 7 days.
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Please follow the steps to activate the program :-

1. After login, click register function under Help menu.

Uses Kame |

Cempany Kame

Senal Huunber [ Beqoestlmenil Code |
Lieom Type

Instalistion Code

Actration Key

2. Type in User name, Company Name (optional) and serial number in this form.
Serial number is on the license certificate. For download version, serial number is
send to you by email.

3. Click [Request Install Code] button. An installation code will be generated.

4, Copy and paste the installation code in an email and send to us
(install@pproaction.com) together with your serial number and company
name. We will send you the activation key as soon as possible.

5. After you received the activation key, copy and paste it into activation key field and
click [Activate] button. Activation is now completed!

If you have purchased a single user license, you are only allowed to install the program

on a single workstation.

If you have purchased multiple user licenses, you are allowed to install the program in

several workstations. You should do activation on every machine and send us multiple

installation code. Each machine has a different activation key.
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2.3 Login

After the first installation, there is only one default user in the database.

In the following login screen, type username admin with password changeme to login.

Pm Login to PProaction Acconnbing

Please enter username and password

Username : |admin

wkkok

Password : |

[ Login

J

=

2.4 User Security

The first important task you have to do now is to create your own account in user
security.

To setup user security, you just need to click user function under Security menu.

After successful login, you will see the main screen of PProAction Accounting.

15
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File EoLUrit |ﬂindow Help

| User
I Password and Default Company

il

You can see there is only one user (admin) in the user list.

For security reason, you should change the password of admin immediately.
After entering the password, press tab to confirm the input, and then click [Save]

button to save the user setting.
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E e Y ENE]

This function lets user o input, update and delete vser information

Username Full Naung Active | Default Com

Then you have to create your own user account in the system.
Click [New] button to create a new user account.
Input all the necessary fields, except rights and default company.

Save the record.

Assigning Rights

Now you can assign function and company rights to this user. Before assigning access
rights to user account, please make sure that you have already created company
databases (for details, please refer to Section 5.1 ), otherwise you may not be able to

assign company rights to user accounts.
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Pm Assign User Functions

vailable Functions Current Functions
= =- File Al
.. Open Company =
- Hew Caompaiyr
- Delete Company =
Backup Data.
Tools Resiore Data L |
= Input
- Quotation

- Invnice

- Porchase Order

- Bill

- Inventory Adjustment
Debit { Credit Memo

X Joummal Voucher ~|

Current Compenies
ABC ABC Company L.

vailsble Companies

Click [Rights] button to assign rights to the target user.

An Assign User Functions window will be opened. You can see two columns of boxes
in the window.

Available functions and available companies refer to the function and company rights of
the currently login user. You can only assign the rights you have to the target user
account

Current functions and current companies refer to the function and company rights of the
target user.

User functions are in the form of tree, to expand the tree, just click [+] sign.

You can select multiple functions and companies by holding the CTRL or SHIFT key
and then click the items.

After selecting the functions, you can click the assign button [->] or drag and drop the
items to current functions box.

To remove functions, just select the items in current functions box and then click the

delete button [X].
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- Besides assigning function, you also need to assign company rights to target users.

- After successfully created your user account, exit PProAction Accounting by clicking
the [X] button on the top right hand side.

- Click the PProAction Accounting icon again to reenter the system.

- This time, use your own user name and password to login the system. You should be

able to login to the system.

2.5 Password and Default Company

- As only the administrators can access the user security function, other users have to
use password and default company function (under Security menu) to change their
own passwords.

Pm Change Password and Defaunlt Company.

This function lets users update their login password and default company.

PP Action

L Bave I [ Cancel ]

I Please input information and click <Saves button 10 save

- To change password, you have to type in the new password in the Password field and
then reenter the new password again in Confirm Password field.
- After you have setup companies, you can enter a default company. This default

company database will be automatically opened after you login to the system. Since

19

you have not created any company databases yet, you will not find any company in the

list, you may setup the default company later.

- After you have setup companies, you can enter a default company. This default

company database will be automatically opened after you login to the system.

PI'I'.I Change Defanlt Company

This function lets users update their default company

| Please input information and click <Saves button to save

20




3.2 Function Map
3.User Interfaces

- After you open a company database (for details please refer to Section 5.2), you will
- PProAction Accounting uses simple user friendly interfaces. Most of the user interfaces . . . . . )
see a map-like window with brilliant color as follows. This is called a function map. It
re Windows standard. This makes your learning path very easy. . . . . . .
are dows standard y gp y y shows all the major functions of the system and their relations in the business area.

- For example, if you want to issue an invoice to your customer, you just need to look for

3.1 Main Menu

this function in the Sales aspect (in blue). You need to click the invoice icon to start that

function.
- Similar to other windows applications, user has to click menu bar to start a function. A . . . ] ) . .
- Unlike other windows, function map window will always be in the main menu and
pull-down menu under selected menu will display. Click the specific item to start the

cannot be closed. If it is covered by other windows, you just need to click window menu
function.

and then click function map to put it on the top.
e (S Ui s Standard / Pro / Enterprise Edition:-

Open Company
Hew Company
Delete Campany
Backup Duly
Restere Data

Function Map

Exit () Inventory Adjustment

W Inventory
% Ttern Type

- Pm}fm_ otler Bl Tnventory tem =
Purchase / I/ I

Payment voucher Purchass voucher
Invoice

s | = e

Accounting

Comgany : None User Narme - admin
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corresponding function name of that icon. You just need to click that icons to start the

Retail / RetailPlus Edition:- functions.

Function Map _

1 Beports  Security  Window  Help

Inventory Item

3.4 Required Fields and Errors

® —

S — Day End Closing i . . i
EPTEIer Reemen - In many input screens, you can see some field names are in bold-faced. This means
Purchase Accounting Retail
that the corresponding field is a required field.
- If you attempt to left this field empty and save the record, the system will display an
- If you prefer to use traditional pull-down menu than this function map, the system allows error icon in red next to it. When you point the mouse to the red icon, it will show an
you to disable function map using setup options (for details please refer to Section error explanation tips. In this case, you just need to input the A/C # to resolve the error.

5.19). ACNo: D Name: a3

Default: ) DR ) CR dThisisarequjIedfield,plea&eEntera\-'alugi

3.3 Shortcut Icon 3.5 Data List

- There are some shortcut icons for commonly used functions in the toolbar, like Setup - You can find the listing of data in many setup screens, like the setup currency function.
Customer/Supplier, input vouchers and Invoice etc. - When you click the row or cell, the row or cell will be highlighted and the content of input
- If you move the pointer to the icon and wait a short moment, a tip will show the fields will be changed to the same record as selected.
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- You can change the sorting order of the list, by clicking the column header.

CCY - Crrrencyr Hare

» ATTD Australian Dollars
CHY Chinese Yuan Remminbd
EUR Euro

- You can select the whole row by clicking on the left most column (the one with arrow),
in some functions, like short key, you can select one or multiple rows and press delete

key to remove the records.

By Japaness Ven 1.00000
> Wew Zealand Dollars

TED nited 3tates Dollars 7.80000

3.6 Navigation Bar

- You can use the navigation bar to change the position of the record: - top, previous,
next and bottom.

- Besides, you may find the following buttons on the bar :-

- Print : prints the whole list of information.

- Print Preview : prints preview the whole list of information on the screen.

- Export list : exports the list of information to an Excel file. (To use this, you must have
MS Excel installed in your machine).

- Import Data from Excel: import the Excel file with raw data to existing database (you

can refer to the file format using the export data to Excel function).

25

- Export Data to Excel : exports the whole raw data to an Excel file.

. Setup Inventory Item

Ut a5 () () )

Thiz function lets nzer to input, npdate and delete fndnventorr item fn:-nmhﬂn

3.7 Combo Box

- Some special fields e.g. Account no. have a down arrow icon next to it. This is called a
combo box. When you click that arrow, a pop-up list of account number will be
displayed. You can select the account number from the list.

- If there are too many rows, you just need to type in the first few letters of the code, say
“S” in this case. The cursor will go directly to sales account no.

- If you want to add a new Account no. now, you can click [Add Items] button to go
directly to Setup Charts of Accounts.

- Once you added a new A/C #, remember to click [Refresh] button to reload the list from

database, so that the newly added item could be selected from the list

A4 Ho. AT Name
LP AP
LR AR

PUR PURCHASE

o Addlems.. |  Refresh|

I=p 2 =T T
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3.8 Calendar

- For date fields, when you click the calendar icon, a calendar is launched. You can

select a day from the calendar easily.

2008i01/18

Sun Mon Tue Wed Thu Fn Sat

ETIES!
14 15 16 1?1
21
28

January, 2008

13 9
£s5 <Mews o ot o 27 23 24 25 %6

37 20 30 31 3
7 4 5 & 7 s g
&3 2008/08/01

B nnnO Flmme Blmme -

3.9 Opened Windows List

- When you have opened many windows on the screen and want to go back to a

previously opened window, you can click the window menu. Opened window names will

be in orange, you just need to click the window name to put the window on top.

li PProaction Acconnting

Window | Help

Tile Horizontal el q T
Tile Vertical : | 5

Cascade

Reports  Security  Tools

Function Map
Close All

B Name Crpen Lot

Aecumulated Capital

Capital
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3.10 Buttons

When you opened setup or input functions, you will see the following button bar at the

bottom.
Refresh Hew Delets Save Save & New Cancel

The function of each button is as follows :-

Refresh — Reload data from database

New — Create a new record

Delete — Delete current record.

Save — Save changes of current record.

Save & New — Save current record and create a new record

Cancel — Cancel changes of current record, but only for the changes before saving.
Copy — Copy all field values excluding the key field of existing record and creating a

new record.

The system only allows user to click the buttons that can be used at that moment, all

other buttons will be disabled (in gray color).

3.11 Find arecord

In setup forms, like Inventory Item and Customer & Supplier, there may be many

records there. You can use CTRL-F function to quickly find your record.
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- To use this function, press CTRL-F, the following window will display.

- You can select a column you want to search, says description, and then type in the

target string (full or partial).

- Click [Find Next] button to go to next record containing this target string.

Find a record

This function allows you to quickly find a record in the table

Columm Description v

Target: DVD
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5.Setting up the System

5.1 Create a new company database

In order to use PProAction Accounting, you have to create a new company first.

Click File menu, select New Company function.

Input company ID, name, accounting years and base currency in the following screen.
You can choose your preferred one from the list of predefined templates. The system
will automatically build the chart of accounts, default account and other settings for you.
You don't need to build up your chart of accounts from scratch.

You can also copy the chart of accounts and other settings from currently opened
database. You just need to tick corresponding checkbox.

Click OK to save and create a new company.

Company database file will be created in data directory you defined in installation in
section 2.1.

Users who created company database will be automatically assigned rights to
use that company database.

Some language dependent data will be stored in the company database, for
example the description of the default account settings, so make sure you select
the properly display language (see section 13.7 for details) before you create the

company database.
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M ¥ew Company [ Open Company E]

Bl This function opens an existing comparny databaze.
Com ID ~ | Company Name
ABC Company Ltd Com ID | Company Name
» D 1T HK COMPANY
D3 Dt 3 COMPANY
Di5 DE5
D6 D6
Company Details : D7 os7?
m I:l Deg DE 8 COMPANY LTD.
’ DEg DE 9 COMPANY
Name : | |
ONE ONE
FOAT |2DDEJD1JD1 @ To |2uu3r12/31 @ Base Curtence! T e
STTPER SUPER COMPANY LTD.
Teumplate : | Mome x SUPER2 SUPER 2
Copy Chart of Accaunts and other settings
Tnput details for @ new pompany database and. click <O K> o create database % Selrct a company database and double click o

- After opening a company, all available functions will be enabled in the main menu. The

** No Template selection for Retail Edition ** status bar at the bottom will display the current Company ID and user name.

Company : PPRO User Mame : keith

5.2 Open Company database

- After the company is created, you can use that company data by selecting Open
Company function in File menu.
- All companies will be displayed in the list. Double-click the item to use that company

data.
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5.3 Delete Company database

If you decide to remove an existing company database, you can use Delete Company
function.

All companies including the currently opened company will be displayed in the list.
Double-click the item to delete that company data.

Warning: deleted company database cannot be recovered, unless you have a
backup on it before hand. Please use this function with great care!

In network environment, please make sure that there are no other users using the

company database now, or deletion will fail.
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Fm Delete Company

BBEC Company Ltd.

Hong Kong Trading Company

Selert a company database and double cick o delete,
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5.4 Company Details

After creating a company data, you have to do some setups before inputting invoice
and vouchers. All these setup functions are put under the Setup menu.

The first job you need to do is to input company detail data.

Input the following fields as needed. These fields are mainly for reference only.

You can define your company logo by clicking [..] button next to the picture box.

Company logo will be printed in several documents such as invoice, delivery notes etc.

| Setup Company EI ol @
This function pdates current company profils
Company ID: Company Hame :
ABC Company L Onptions :
Base Currency: Local Name V] Sales Tax Tax Rate: 10 %
o —ZZARET ?
Address Company Logo: Invoice Amtround fo |2 decimal places

OF, ABC Commercisl Bldz, Wan Choi Road, Wanm Chod, HK

Tel 1 Tel FAX
3344 4445 3344 4448

E-Mail :
info@abe hk

Save Cancel

Please input information and click <Save> button to save

Local name is useful when your company has local name and you want to print in your

invoice, quotation and other documents.
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Options

If this company has to receive Sales Tax from their customers. Please remember to tick
the Sales Tax box and then input the tax rate.

This setting together with the setting in item type will allow you to charge and calculate
sales tax in invoice.

Layout is the default layout of invoice and quotation etc. P stands for product (with
guantity, unit and unit price); S stands for service, (with no quantity, unit and unit price).
You can set invoice, quotation, cash memo and other document amount round to

defined decimal places.

5.5 Currency

If you intend to use multi-currencies in PProAction Accounting, you have to setup
currency.
Major currencies are created automatically. However, exchange rates are set to 1 by

default; you have to update the exchange rates.
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PI'O Setup Currency

P44 ! AN "l[@.@_[ﬁ

Thas function lets vser to mput, update and delete currency information
CCY Currency Name Exchange Rate

» Anstralian Dollacs 7.00000
CHY Chiness Yuan Fenminbi 0.90000

EUR Euro 1.00000

GEF Tnated Kingdom Pounds 16.00000

HED Hong Kong Dollars
Y Japaness Yen

NZD New Zealand Dollars
TED Tnited States Dollars

_ Australian Dollars
7.00000

BN DN DN I EI =T

Pressdqewtocxeatenew <Dleletes to delete, raodify valves and press <Saves

5.6 Chart of Accounts

- To setup accounts, you have to click the chart of accounts under Setup menu.

- Chart of accounts are organized like a tree. Every account may have its own parent
account. Only the detail accounts (not a parent of other accounts) are allowed to be

used in the voucher. This special feature provides the flexible setup of accounts of

different levels.

- Account Types have two levels. First level of account type is the top category of

accounts in balance sheet, e.g. current asset, current liabilities, capital etc. Second

level is the detail Type which is AR, AP and stock etc.

- If the account is not using base currency, you have to select the currency field.

However, there is no need to set the currency for account using base currency.
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Pm Setnp Chart of Accounnts

L4t B EE

This function lets vser to input, update and delete account information
AT No. A Wamne AT Tvpe Dietail AMC Tupe Cpen Amt ALctive 1

Accumulated Capital Capital 50,800.00
Bonus Capital Crverheads 000
Capital Capital 0.00
Costof Sales Capital Costof Sales 0.00
Dizcount Capital 0.0o
General Expenses Capital Owerheads 0.0o
Sales Tax Capital 0.00
Startup Capital Capital (1,000.00)

HEEHERERGEER

Sales Retumns Capital ooa

ACAP Accumulated Capital

BT u
[ o | [eoen | b Jf Do | ie Jowesnor | o

Press <Mewrs to coeate new, <Delees w0 delee, modify values and press <Saves
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5.7 Default Accounts

After creating chart of accounts, you have to define the following default accounts first,
so that other functions like invoices and bills which involve generation of account
transactions can be functioned.

Direct Cost: it is the account to be debited in purchase transaction for non-inventory
items.

Sales: it is the sales income account in sales transaction.

Account receivables: It is the account receivables account used to generate sales
voucher in invoice.

Account payables: It is the account payables account used to generate purchase
voucher in Bill.

Reserves: It is the account which holds the balance of profit and loss account after the
year-end closing.

Bank (Receive): it is the bank account which receives payment from customers.

Bank (Pay): it is the bank account which used to pay bills.

Bank (Payroll): it is the bank account which used to pay payroll.

Stock on hand: it is the account to keep the value of inventory items.

Cost of Sales: it is the account to store the cost of sales after calculation.

Sales Return: it is the account to be debited for sales return transaction.

Purchase Return: it is the account to be credited for purchase return transaction.
Inventory Adjustment: it is account to store the value of stock adjusted in inventory
adjustment transaction.

Tax: it is the sales tax account to be used in invoice.

Cash: it is the cash account to be used in invoice.
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- Petty Cash: it is the petty cash account to be debited in the cash memo for cash
payment method.

- Petty Cash Expense: it is the expense account to be debited in the petty cash expense
function.

- Cash — Other payment method: it is the cash account to be debited in the cash memo
for non-cash payment method (e.g. Visa, bank transfer etc.).

- Sales voucher description: It is the default description used to generate sales
voucher in invoice.

- Purchase voucher description: It is the default description used to generate purchase

voucher in bill.

' Setup Defanlt Acconnts E|E|®

[ | ! of14 | b b | |
This function defines major accounts
Account Types Default AT #: ~
> 0071
Sales 006-1-1
Aceounts Recetvable 002-4
Accounts Payable 003-2
Resrves 005-2
Bank (Feceive) on2-1-2
Bank (Pay) 002-11
Bank (Payroll) 003-3
Stock om hand 002-5
Cost of Sales 007-2
Sales Retrms 006-1-3
Purchass Retoms 007-3
Inventory Ad{ustment 007-5 b
Sales Voucher Description : | |
Purchase Voucher Description : | |
Input acoount no, and click <Saves button o setup
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5.8 Account’s Opening Balance

You can use this function to quickly input the opening balances of all accounts. This
function is usually useful when you want to carry forward a set of accounts which was
used in other accounting package or in manual accounting books.

When you use this function, the system will retrieve all the detail accounts (not category
accounts) except accounts receivable and accounts payable from the chart of
accounts.

You only need to input the opening amount of the accounts and save it.

After saving, only the accounts with opening balance will be left in the list. If you want to
add opening balance of other accounts, you can use [Get Chart] function to retrieve all
accounts again.

The system will generate a special journal voucher which includes the debit / credit
transactions of these accounts. The date of voucher will be one day before the first
accounting year.

Please don't set the opening balance of stock account and its corresponding capital
account, if you plan to use opening stock function (please refer the Section 5.11 for
details).

Since accounts receivable and accounts payables involves customers and suppliers,

you should use journal voucher to input opening balance of these accounts.
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W Setup Account's Opening Dalanca

Detanls
AC Mo AJC Narnie Descriptian OnCe CCY | Amount{CCY)  Amount &
{LuB} Fixture & Furrsdure Dipening Balarce (1 a0 000
001-2 Office Equipment Dptrang Balarvce b = Q00 000
0211 Bank 1 Ogerang Blarcn D = am 100000

r Bnnk 2 Dcening Balance (L 4 a0 000
o022 Depotit Paid Ogmrar Blalarcn D~ am am
o3 pay D~ 000 00
0025 Stock Dperang Balarce D 5 Q00 00
o031 Dapossit Recewed Openng Balsrce i) am am
o33 Payroll Liabilties Ciotrung Baarce (L a0 0
0081 Bank 1 Loan s [ am oo |+

Gt Chart Redosh. Deleie Fave Tl

Modify vales and press <Save. 10 3w oo

(

5.9 Item Type

Not for Standard Edition)
Before defining inventory items, you can setup item type to categorize different items.
Setting up item type will be useful for analyzing the same type of product in the Product
Sales Report.
Besides creating normal product or services item type, you can create functional item
type, e.g. Discount, Prepayment. You set “others” category and uncheck “Not Keep

Inventory” for these items.
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B setup Ttem Type

o T EeEE

This function lets user to input, update and delete item type information

Description Not keep Inventory

Computer book (.|
Services 3

Press <Newes to create new, <Deletes to delets, modify values and press <Saves

Services

BOOK .
Caomputer book

-

- You can check taxable checkbox to define taxable item. This item will automatically

charged sales tax in invoice management. You also have to define the Tax account to

hold the sales amount during sales.

5.10 Inventory Item

(Not for Standard Edition)

- Inventory item is a list of products/ services sold by your company. This item list will be

used in Invoice and Bill management.

- You can input item detail information in this screen.
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‘M4 4 )

This function lets ser to input, update and delete mmventory ttem formation

ltem Code Description Active Price Item Type Unit Sales AAC# Dir Cost StkACH *
Air Air Flight - ZEE 0.00000 | Transportation Fee 006-1-5 007-6
Courier Courier Charge - 1§ 0.00000 | Transportation Fee 006-1-5 007-6
Discount Discount 0.00000 | Discount 006-1-4 007-4
4 Business Suit- F% 1500.0... | Man's Clothes 006-1-1 002-5
MAN-D2 Swallow Tail - FEERR 0.00000 | Man's Clothes 006-1-1 002-5
|Sea ‘Sea Fliaht - 58 0.00000 | Transportation Fee 006-1-5 007-6

Business Suit - 3%

o
||

HKD1

150000000 60000000
0.00000 0.00000

Refresh I Hew I Delete Have Save & New Canrcel

Record saved successfully.

Description is the item description, you can input a very long description and with
multiple lines. This information will be brought in the invoice and quotation when you
input the item code.

Item Type is the item category which setup in the previous section.

There are several account numbers you need to setup, they are used in generation of
vouchers in bill, invoice, debit / credit memo and other documents. You can setup
different account number for different types of items e.g. sales account for product and
sales account for service.

1. Sales account is the account to be credit in Invoice.

2. Direct Cost account is the purchase account for non-inventory items, such as
services. The system will debit this account in bills for items that do not keep stock.

3. Cost of Sales account is the account used to store the calculated cost of sales for

items that keep stock. The system will automatically store values to this account based
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on the average cost of the item and quantity of sales.

4. Stock account is the account used to keep inventory value. The system will debit this
account in bills for items that keep stock and credit this account during the calculation of
cost of sales.

Price is the default price used in Quotation, invoice and Cash memo.

Purchase Price is the default price used in Purchase Order and Bill.

CCY and CCY Price is the default foreign currency price used in Quotation, invoice and
Cash memo.

Purchase CCY Price is the default foreign currency price used in Purchase Order and
Bill.

Opening Qty and Opening value are read-only fields. They can be modified using Setup
Opening Stock function.

If you set department number for this item, it will be used for the calculation of the
income and cost of that department. This is necessary for the income statement by
department. If you have one item that sell by multiple departments, you have to create
multiple items by departments. This field will become read-only, if the item has been
used.

One item photo can be kept for each item record. Click the [S] button next to picture box
to save the image in current record as jpeg file.

As mentioned in Input Item Type function (Section 5.9), you can define discount and

deposit as inventory items. To do this, you have to create a non-stock item type first.

Barcode

If you have equipped with a barcode scanner, you can define a barcode for each item
by clicking the barcode icon.

A barcode window will be displayed. You can input or scan the barcode of that item.
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Once defined, you can retrieve this item in invoice and cash memo screen by just

scanning its barcode.

Reorder

If the stock level drops under a certain level of quantity, the system will warn you to
reorder. To achieve this, you have to tick the Need reorder field checkbox and then
input the reorder quantity.

There is an Item Reorder Listing to show the items of which the stock is under the

reorder quantity

5.11 Opening Stock

(Not for Standard Edition)

You can quickly input the opening stock quantity and value of all items using this
function.

The system will automatically retrieve all items from the item table. You just simply input
the opening quantity and value of each item.

After saving the data, the system will perform two actions: - (1) updates the quantity and
stock value of the items; (2) updates the opening balance of related stock accounts and
capital account.

The system will generate a special journal voucher to handle the accounting transaction
of opening stock. It will debit the stock accounts of items (defined in the Setup item) and
credit the capital account.

Since this function generates opening balance of accounts based on the total amount of
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inventory value, the system does not allow you to set opening balance of stock account
and the corresponding capital account in the setup account’s opening balance function
(refer to the Section 5.8).

- You can change the capital account to be credit when you first use this function. After
that, you can no longer change the capital account to be credit.

- Like the account’s opening balance function, the system uses one day before the first
account year as the voucher date.

- The system only allows you to input the opening stock before any inventory adjustment
has been done. If there is inventory adjustment or current accounting year is not the

first accounting year, the opening stock will become read-only.

Ml Opening Stock g@] \E

4! Ca N B E N E

{Thas function lets user to mput openng stock of wventory iem.

21 [ . Umulate Profit & Loss

ltern Code Description Dept no Open Qty Open Yalue
3 COMPUTER BOOK 01 BOOK ;]

BOOKO2 COMPUTER BOOK 02 BOOK
DVD+R DVD+R 10 DISC

oVD-R OVD-R 10 DISC

Modify valves and press <Saves 1o save moond,
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5.12 Customer / Supplier

Both customer and supplier information are input in this function. This means if a
company is both a customer and a supplier, you do not need to input twice in different
functions, you just need to tick both checkboxes in the input fields.

Pay Terms field refers to the terms of payment, such as cash on delivery. This field will
be the default payment terms for this company in invoice and bill.

Customer’s address and contact person will be used in the printing of invoice, quotation
and other documents for the customers. Also, the address field will be automatically
used to fill the ‘Delivery address’ field when opening the invoice.

You can un-tick the Active field to mark a customer / supplier record as no longer used,
or you can alternatively delete the whole record if this record has not been used in

voucher or other documents before.
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B setnp Costomer & Supplier

AL L[] [ )8 [45) )

This funstion lets user o input, update and delste customer / supplisr information
CS Code Cormpany Nams fctive| Cust  Sup  Pay Terms Contsct Tel A
4014 ‘AAA Coltl 14 ¥ 1M
A02 Apple company =
» AkAColil2 0O Chan TaiMan 34447 |
404 At Co Ltd 4 (Hong Kong & Shanghed) 0O
405 AkAColul5 ¥ 1M
408 Ak CoLtl6 O 1M
4201 4201 COMPANY O ~
< il | >

[ ]

aain 2o —
12JF, Hong Tai Business Building,
10-11 Lucky Road, Kwai Chung,

m

Reoord saved successfully,

- Remarks field is very useful for storing customer / supplier information, as it can contain
up to 3000 characters.
- Other fields of the customer / supplier information are for reference, which could

conveniently serve as an electronic business contact card.
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5.13 Employee

- Most of the fields of employee are for reference only. You just need to input the fields as
needed, which could conveniently serve as electronic personnel file records and for HR
purposes.

- You can un-tick the Active field to mark an employee record as no longer used. You can
alternatively delete the whole record if this record has not been used in voucher before.

- Salary type is mainly for the payroll feature; please refer to the payroll section for
details.

- Employee photo can be uploaded to the database by clicking the [..] button next to the
picture box. If you want to save the employee photo in the record to a file folder, you

can click [S] button next to the picture box.

M Setup Employee

P4 ! Al b b : 3
T]’uus fun:hnn allows you b inpu, u:ﬂat& ]He:]@ information
Employes No. | Family Neme Given Name Chiness Nams 1D No Fosition Dept  MobileFhone | Ehoms
4 TANG 10HN BiRE D55555 MANAGER acC [3a3434m4
A I |
| ] TANG JOHN
TANG, JOHN En
o _ [ MANAGER
34343444 &
B
200810118 [ ] . |® ACC - X
MAY WONG 434938409
Copy Refresh Hew Delete Save SwvedeNew J|  Concel

Press <News> to coeate new, <Deletes> 0 delete, modify values and press <Saves
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5.14 Terms of Payment

Input Terms of payment function allows you to create terms of payment code, which is
used in quotation, invoice and bill.

It allows you to set the default due days of payment and the discount rate to be used in

invoices and bills.

M Setup Terms of Payment

Diescription Discount Rate %

Ome Month 0.00
Two Months 0.0
Cash on Delivery 0oo

i

One Manth
000

Press <Mews o create new, <Deletes o delete, modify values and press <Saves

v T T = = T e g

51

5.15 Department

Setup department code function allows you to create department code, which is used in

vouchers and other documents.

You can separately input accounting information by department, so as to calculate the

income and expenditure of each department.

Ml Setnp Department

P4 4 |2 2] b PH|;;—;_ -
This function lets vy to input, update and delste department information

Dept No. Dept Name

Aceounting Department
Sales Department

——————
SALES Sales Depanment

Record saved successfolly,
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5.16 Voucher Prefix

Voucher, invoice and bills have unique numbers to identify themselves.
Different voucher can has different prefix in the voucher number, for example, journal

voucher number is in form of JO00000001, while sales voucher is in form of

SA00000001.

You can define prefix of vouchers and other documents in this screen.

The length of voucher number and other document number can also be defined in this

screen.

] Setup ¥oucher / Document Prefix

£

Ad b b
This function lets nsrs update voucher / document prefiz.
Prefix ! Length
Jourmal voucher
Payment voucher PY
Receipt voucher RC
Sales voucher SA
Purchase voucher PU
Quotation au
Invoice IN
Bill BL
Inventory Adjustment 1A
Credit / Debit Memao MO
Purchase order PO
Payroll PR
Length of Voucher # 12

Length of Document #

5.17 Report Options

You can customize some of the reports by modifying values in report option function.

Monthly Statement Remark — The remark to be shown at the bottom of monthly

statement, you can show different remarks for different payment status of that customer,

i.e. the days of payment overdue.

Print Letterhead — whether the letterhead for invoice and receipt will be printed. If you

want to print use a preprinted form, you should it to “N”.

Other Settings — There are other settings controlling the printing of invoice / cash

memo.

m Setup Report Option

Ll s e e

Thas funchon lets vsers update report options

Option

Monthly Staternent Eemark (Current)

Monthly Staternent Remark (= 31 days)

Pleaze settle the bill at vour eacliest convendence

£
Monthly Statement Femark (31-60 days)

Fleasze setile the bill at vour earliest convendence

Monthly Statement Femark (61-90 days)

Pleaze settle the bill at your earliest convenience

Monthly Staternent Remark (= 90 days)

Print Receipt with letterhead

Please settle the bill as snon as possible

¥

¥,

Input options for eports and click <Saves button to setup

| Inpt values and click <Save bution to setup
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5.18 Cheque Layout

(Not for Standard Edition)

You can design your own cheque layout to be printed in the payment voucher.

Setup Cheque Layout EEX

‘This fetion setup the cheque layout for cheque printing in payment voucher, Pleass click the textbox inside cheque to move and resize.

cm
‘ T zZ T 3 T 4 T &5 T 5§ T 7 T 3§ H‘TEI"H‘TZ‘T]'N‘TE‘TE‘

BANK CHEQUE

o] [ (] [ o]

1
2
3_ [NAME OF FAYEE |
; AMOUNT N ENGLISH (1) ] AMOUNT
; [AMOUNT 1N ERGLISH (2} ]
6
7
Lel
ci
Widh: 8650 Jom Height: 810 |cm [ SetPeperSize | PeperSizeNome: [CHEQUE [ [ Comal |

Sample Cheque
Paee:  |ABC Trading Compeny Ll | b |momos [

Amonnt: | 1990.99

First, you have to input the width and height of your bank cheque and then click [Set
paper size]. The scale of the rulers of the cheque layout will change accordingly.

The textboxes in the cheque layout represent the fields to be printed on your cheque.
You have to click the textbox and then move it to the location based on your bank
cheque.

You can also resize the textbox: move the mouse pointer over the boundary of the
textbox, the pointer will change to a resize pointer, then click it and move it to resize the
textbox.

You can make use of the print function in the sample cheque box to print a sample

cheque for checking whether the cheque layout is OK.
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On the other hand, you can use this function as a “typewriter” to print your cheque
manually by changing the content of the fields.

Since your cheque is not a standard paper size, you have to register the paper size in
your printer. Please refer to your printer manual for details. The following is an example;
it is a printer driver of Canon laser printer. Click Customer Paper Size to register a

custom paper size for cheque.

& Canon LEPSI00 TEH T [E3]
Page Setup | Finishine | Paver Sowwe | Quality
Ci= g{ Page Size [as v
E Ot Size | Match Page Size v
Copiss: [1 tn999]
Orientation
B@Pmmt [A) O Landswape
Page Layout | 1 Page per Sheet -
[ Manwal Sesling
= [0
—a—
&
[ Costom Paper Size ] [ Page Options J [ Restore Defanlts |
Biif

Cusztom Paper Size Settings

Paper List: Mame of Custom Paper Size:

Name Siee ~ |EHEBUE |
043 297.0% 420.0 U
@ Envelope Monarch 985 %1905 b Milimet
@ Envelope COM10 104952413 fimEter
@ Envelope DL 110.0%220.0 Oiinch
# Envelope C5 1620=229.0 P Gi
@ Envelope BS 176,05 260.0 EI D
* Index Card 7B2x127.0 Width: mm [76.2 10 215.9]
® Cugtom [Mame Fixed] 2100=297.0 L

= T = Height 165.0 mm [127.0 to 356.6]
0K ] [ Cancel ] [ Help ]
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- After you have created a cheque paper size in the printer driver, you can input the name
of that paper size in the field [Paper Size Name] and then click [save] to save the
cheque layout.

- If you have saved the paper size name, the system will automatically use that paper
size when printing the cheque. Otherwise, you have to select the correct paper size

each time before you start printing the cheque.

(Enterprise Edition only)

- Enterprise Edition is an advanced version of Setup Cheque. You can define more than
one cheque layout in case you have cheques from different banks.

- Click [+] button to add a new cheque layout

- Click [-] button to delete a cheque layout

- Bank field allows you to match the bank field in Payment voucher with this cheque. The

system will automatically select the cheque layout of the same bank to print.
I, Setup Cheque Layout [E=R|E=R

This fonction setup the cheque layout for cheque printing in payment voucher. Pleass click the texdhox inside cheque to move and resize

cm
|'1'2'34 5 T 6 7 8 5'10'11'12‘13‘14'15‘15‘

i Cheque layouts

) BANK CHEQUE AR

| (DD [T Tmm ][/ vvvy |

3

| NAME OF PAYEE ]

4

i [AMOUNT IN ENGLISH (1) | AMOUNT

5

7 [AMOUNT IN ENGLISH (2) ]

3
L& —
om _

Width | 16.50 em  Height: 820 e | SetPaperSize | Paperiize Nams Save ! Clase \—/ l;/

Cheque ID: |HFEC Desoription: |HSBC Cheque Bank Defanlt

Sample Cheque

Payee : ABC Treding Company L.

Ament: | 100000

;300372010 E| Frint
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5.19 Options

You can customize the system behaviors by modifying values in setup option function.
Function Map is the option whether function map will be shown on the main menu.
Voucher paper size is the paper size of printing voucher.

Auto backup is the feature that allows user automatically backing up all databases
when exiting the program. If [asked] is chosen (the default option), the system will
prompt users whether they want to backup data; if [yes] is chosen, the system backup
data without prompting the users; if [no] is chosen, the system will not backup data.
Web page for tax authority setting will be opened during the payroll report for tax

authority. This allows users to input the tax return quickly.

Retail / RetailPlus ONLY: -

If you want to print out to POS Receipt Printer in Cash memo, you have to tick the
checkbox of POS Receipt Printer, and then input the POS receipt printer driver name
(can be found in Windows control panel - printers). Please note that you don't have set

the POS receipt printer to default printer, otherwise, all other reports will be messed up.
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=

[ Setup Options

Thiz function allows wou to custonze featres of the svatem.

Function Map © [
Voucher Paper Size ;@ A4 L5

Anto backup data when exit ;

Web page for Fayroll Tax Authority

(iDpen during Paywoll report
for Tax anthoritn)

[ Sane

] | Cancel
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6.Vouchers

(Not for Retail Edition)

6.1 Voucher features and Journal

Voucher

To input accounting vouchers, you can choose from the input menu bar or click the
icons on the function map directly. There are five types of vouchers: - Journal, Receipt,
Payment, Sales and Purchase vouchers.

With our professional package which provides automation, there is usually no need to
input sales and purchase vouchers. The entries will be automatically generated when
you open and input invoice and bill. However, if you don’t want to keep invoice or bill
information, you can directly input sales and purchase vouchers.

Journal voucher is type of voucher for recording any transactions not directly related to
sales, purchase, receipt and payment. Examples of are the purchase of fixed assets
and the transfer between different accounts.

Voucher input is in the form of double-entry. You have to input both the debit side and
credit side of the transaction. You have to make sure that the total debit amount and
total credit amount is the same before saving the record. Of course, system will not
allow you to save if it is not balanced.

Voucher number is automatically generated. It will display after the record is saved.

CCY and Amount (CCY) are used for transactions of foreign currency only. If the
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transaction is in base currency, you only need to input in the amount field.

Find an existing voucher

- To open an existing voucher, you can input the voucher number directly on the top
searching bar and press enter (or click [Find / Open] button).

- You don't need to input the whole voucher number; the system will automatically fill in
the prefix and zero numbers. For example, if you want to retrieve JO00000001, you

only need to type 1 and click [Find/Open] button.

m Jonmal Youcher El@[g
: Yousher ¢ : | Find { Open. | [ [L1] [] Premx [0 B
This function allows you to input, update and delete voucher information.
J00000000018 20080325 [
780,00 000 o

Details

ASC Mo, ASC Marme Description DeCr CCY | Amount(CCY) | Amount |
Account Payable - FE{THR D~ |UsSD 100.00 760,00 | A
‘Eank AIC - $RTT C v 0.0 760,00

‘ A

Bave & New

Ukse arrow ey up and down 4o display stored Voucher #

- Alternatively, user can press the up and down arrow keys, the system will show
previous and next voucher number in the database.
- If you do not know the voucher number, you can leave the voucher number field blank

and click [Find / open] button.
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- Afind voucher window will display as follows.

Ml Find Journal Youcher

This function finds existing record based on wour ssarching criteria.

Dste from :[2008/0101 To: [200608101 [] AL Dates Wewet. [
S e R e—

Foucher #
Jono0o000o02:

Date
20080730

JON000000003 200840731

JON000000004 20080801

Tnput searching eriteria and press <Finds bmtton, donhle click item o open

- You can input the information of the voucher you want to view here in order to search.

- The system will use the searching criteria in the order of the screen position. For
example, if you have input voucher number and amount, the system will use voucher #
as searching criteria and ignore the amount.

- If you know the date range of the voucher, you have to un-tick the All Dates field and

input the date range.

Print multiple records

- You can print a voucher using [Print] button on the voucher screen. However, if you
want to print multiple vouchers according to the searching criteria, you have to print in
the find voucher window.

- After you have retrieved records by typing your searching criteria, you can select the

records you want to print by clicking on the left column (the column with arrow) and then
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by holding CTRL- or SHIFT- key with mouse click. The whole rows you selected should
be highlighted.

- Then, click the [Print] button in this window. The system will print all selected records
one by one in separate pages. This feature is very useful for filing purpose.

- If you just want to print out the content of these vouchers rather than for formal filing,

you can use account transaction listing under the report menu.

Generation of Voucher Number

- Voucher number is automatically generated based on the voucher prefix defined and
length of voucher (see Section 5.16 Voucher / Document Prefix function). It is a
sequential number with the corresponding prefix.

- If you just want to change the prefix temporary, you don't need to go back to the
voucher / document prefix function, you just need to click [..] button next to the prefix
field. This would be very useful for someone that use Year and Month as prefix of

voucher number.

I
] Prefix: I.J|:|—|E| (o]

- After changing the prefix, all newly created vouchers will use the new prefix.

- If you want to change back to the default voucher prefix, you just need to click [O]
button.

- If you don’t want to use a specific voucher number, you have to click [..] button next to
the voucher number field. You can only define a voucher number for a new voucher.

You cannot modify the voucher number of an existing voucher record.
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Voucher # || |m

meewao .| 1

Copy and delete rows

- The system allows you to quickly copy rows in vouchers. You just need to select the
rows that you want to copy and then right click. A pop-up menu will show. Click [copy] to
copy selected rows as new rows.

- Similarly, to delete multiple rows, you just need to select rows and press delete key or

right click to display pop-up menu and click [delete].

H Journal ¥oucher

: Youcher # : Find { Open [&][3] Prefix: [0 =)

This function allows you to mpuot, vpdate and delete voucher mformation.

Jo0nn0oDnnnT IC Date: 20091213 |7

1000.00 0.00 (i ]

Details I

Amount(CCY)
0.00

Arnount Iry

ASC Mo AJC Mame Description DRIC CoY

&€l | 3

Copy Quick Fill Refresh Hew Delete Save Save & New Cancel

Reoord saved successfully,
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8 Quick Fill Youcher

Thiz function lets won guickly fill in voncher with selected accomnts
Quick fill voucher
Moot no. Acoonnt name
- One of the fastest ways to input voucher is to use the quick fill function. AL AP Becumulated Capatal
AP Accounts Payrable
- If you want to create a voucher with many account numbers, you can click [Quick fill] AR Account: Feceivable
. . . - . . BANE Bank - HED
button. A Quick Fill Voucher window which lists all detail account numbers in the chart EANEUSD Baik - TS
¢ s will sh DEXP Cost of Bales
of accounts will show. GEYP (eneral Expenses
) . - . INCCOME Tncome
You can select one or more accounts, type in the description, and then choose debit or IR Purchass Re
credit. Click [OK] to confirm. SCAP Startup Capital
R Sales Eetoms
- The system will automatically create items in the voucher with selected accounts and STEADT Stock Adjustment
STONHALND Stock on hand
description filled. You just need to type the amount fields for these items.
- You can also type in the number of copies if you want to duplicate the rows several
Diesc
times. | |
®DR QOCR [ (0] l [ Cancel ]

Show / Hide foreign currency

- PProAction Accounting allows you to easily input foreign currency transactions by
including foreign currency and amount in voucher input. However, if you don't have
foreign currency transactions, you can hide these columns by unchecking the [Show

CCY] field.
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Function key — F5

H Joummal Youcher
oty _ PSRBT EE A ) - When you are input the header part of the voucher, you can quickly go to the details
Thiz function allows you to input, update and delete voucher infonmation. ]
400000000001 i 200810803 [ ‘ part of the voucher by pressing function key F5.
1000.00 0.00 i) - This allows you to decrease the need to swap between keyboard and mouse and thus

increase productivity.

Details

AT Mo AT Mame Description DR/C Amount Invoice # Dept Mo.
Bank - HED Pay electicity cange C pe 1,000.00 '

Template

General Expenses Pay electricity carge O | 1,000.00

s

- If you have some vouchers with commonly used accounting entries, you can define
them as templates for reuse. Template allows you to instantly create a new voucher
with stored accounting entries.

- To use this function, just click the button with star icon next to the print and preview

buttons.

Have & New

Prefix: [Jn

- Avoucher template form will be opened. You have the following options :-

Renord saved suoressfully.

Short Key a) Use — select one template in the list and then click this button will instantly create a
- PProAction Accounting further increases your productivity by providing you a short key new voucher based on template.

function. b) Delete — delete currently selected template in the list
- When you input long fields like remark or description, you can press [F1] to launch the c) Add - Add a new template based on current voucher

short key menu.

- It allows you to store words and phrases for future use, so that you only need to select
or input keywords (alias) to retrieve these phrases. These phrases will be filled in the
fields you are inputting.

- For details, please refer to section 13.2.
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Pm Youcher Template

This function allows you 1o add / use template for voucher

Mabile phor : 6 . 2 ReC el pt VO ucC h er

Monthly expenss

- Receipt voucher is for the transaction of receiving payment from customer.

- The user interface of receipt voucher is similar with other voucher input. For details

usage please refer to the previous section 6.1.

ivoucher#:[ | Find/Open (5)[1]] @ Voter © Resz [ pronc e ] (o)

This function sllows you.to inpul, update ond delete voucher information.

ew [ GAB Co Lt
Information
- Point mouse to button with Information sign with gives you additional information of this - ==
Auto calculate Bank Amount
voucher record: - last modified date and modified user Id. Datalls
AJC No. A/C Name Description Dr/Cr CCY  AmountiCCY) Amount Inm\ca@-
002-1-2 BDD Bank - Receive Ba D |~ 0.00 10,000.00
3 0024 Accounts Receivable - C |~ |USD 128205 10,000.00 | {G&B-AR}

Expand detail window

(O]

- You can expand detail window by clicking the zoom icon.

Quick Fill I Refresh I Hew l Delsts I Save ISave&NewI Cangel ]

Auto Calculate bank amount

Auto calculate Bank Amount I

- This function allows manually input bank amount in receipt / payment voucher, so as
to auto calculate exchange rate difference

- Normally, this function have been turn on, the mean is that the bank A/C amount can
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be auto calculated based on the sum of other accounts.
- If you turn off this function, you can manually change the bank A/C amount. After that,
you can add exchange rate difference transaction (the system will automatically

calculate amount based on the balance).

Calculate foreign currency

- For foreign amount, you need to input the foreign currency amount and base currency
amount. If you only know the exchange rate, you can press F3 to enter the calculate
foreign currency window. It allows you to quickly change the exchange rate and

calculate the based currency amount without going back to currency table.

. “
[ Calculate fareign currency u

CCY: UsD @ Tobase CC¥ () Toforign CCY

Foreign CCY Amount :

Exchange Rate : 78 @ Caleulate

Base CCY Amount : 7,800.00

[ Adjustment - allow zero for foreign coy amount and has value for base coy amomnt

Settle Invoice
You can use the [settle] button to facilitate the input of voucher. First you have to input
the customer who pays the invoice, and then click the [settle] button.

You will see a settle invoice window as follows.
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Tl setile Invoice X

\This function pays outstending invoices based on your searching criteria.

Invaice#: ||

O —

Memo: | |

[ End [ By [ Comel |

Desription : | | [ Clearessting AR entiies

Tneoice # Job# Crstomer Date CCY  Amount Outstanding Amt | PO# Pay Stah

0070BT USD | 12687500 5236470 P

Total : USD  62,364.70

Select one or multiple temns and click [Pay]

All the outstanding invoices of the selected customer will display.

If there are too many outstanding invoices, you can input the searching criteria and click
[Find] button to filter the invoice list.

You can select more than one invoice in the outstanding invoice list and click [Pay]
button. The system will help you to fill in credit AR transactions in the voucher with the
invoice amounts.

A total amount of all selected invoices will be calculated to facilitate your selection.

You can input the transaction description in the description field which will be
automatically applied for all generated voucher transactions. If you leave it blank, a
default description will be used.

If you want to replace the existing AR transactions in voucher with the selected invoice,

you need to check the Clear Existing AR Entries.
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Print Receipt

- You can either print your receipt voucher in voucher format as in other vouchers, or you
can print it in official receipt format.

- You need to select the Receipt radio button on the navigation bar before clicking the

[print] or [print preview] button. The system will print out the official receipt.

Generic Invoice numbers
- Sometimes, you may not know the invoice humbers the customer wants to settle. You
can use the generic invoice number in forms of {A03-AR} (A03 is the customer number,

AR is accounts receivable). It is automatically generated invoice for each supplier.

6.3 Payment Voucher

- Payment voucher is for the transaction of making payment to suppliers.
- The operation of payment voucher is similar with the operation of receipt voucher. For

details, please refer to the previous section.
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! Youcher # : | Find #0pen | [ | [ ][ oz | Prefix: [py o]
Thiz function allows wou to input, npdate and delete woucher information.
PY0000000017 | 75m32008 [ p AAMCO Lt 5 v
~
790.00 0.00) [/
v
2100 v v 0.00
Details
|NC Mo AJC Name Description DrCr CCY  Amount(CCY) | Amount Iy

»

Bank A/C - 8217 Cow 000 740,00
|Account Payable - FE... D ~|UsD 100.00 790,00 | AD

| v

13100

£

Capy Settle Cuick Fill Refresh Hew Delete Save Have & New Cancel

Fress <Fl for ShortEey, <F5 to go detalls

Settle Bill

- You can use [Settle] function to facilitate the input of voucher. First you have to input

the supplier who you want to pay to, and then click [Settle] button.

- You will see a settle bill window as follows.
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M semte Bill

[

This function pays outstanding invoices based on your searching criteria.

PurRec#: || | Dste from: [OEOE000 |/ 1o: [OOSEDE [T ] A1l Dates
we Outstanding
Ll | T T
Dessription : | | [ Clesrexisting AP entries

Bill # Pur Record # Tob # Supplier Date CCY | Amount COutstanding Amt | Pay 3tah
ELOODOOOOO0S | THY ABE HK Ll 200704113 | \ 160550000 1605500.00 (K

Total : 1,605,500.00

Select ong or multiple items and click [Fay]

- All the unpaid bills of the selected supplier will display.

- If there are too many unpaid bills, you can input the searching criteria and click [Find]
button to filter the bill list.

- You can select more than one hill in the outstanding bill list and click [Pay] button. The
system will help you to fill in debit AP transactions in the voucher with the invoice
amounts.

- Atotal amount of all selected bills will be calculated to facilitate your selection.

- You can input the transaction description in the description field which will be
automatically applied for all generated voucher transactions. If you leave it blank, a
default description will be used.

- If you want to replace the existing AP transactions in voucher with the selected invoice,

you need to tick the Clear Existing AP Entries option.
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Generic purchase record numbers
Sometimes, you may not decide the purchase record numbers you want to settle. You
can use the generic purchase record number in forms of {A03-AP} (A03 is the customer

number, AP is accounts receivable). It is automatically generated bill for each supplier.

Print Cheque (Not for Standard Edition)

If you want to pay the supplier with a cheque, you can simply print a cheque by clicking
the print cheque button (next to the print preview button).

Before using this function, you have to design a cheque layout first (see section 5.18 for
details).

The system will automatically use the supplier name, amount and voucher date to fill in

the text fields of the cheque.

6.4 Sales and Purchase Vouchers

For Pro edition, both sales voucher and purchase voucher can be automatically
generated from invoice and bill. You can input sales and purchase vouchers through
invoice and bill input. For details, please refer to next chapter.

For standard edition, you can directly input sales and purchase information in sales and
purchase vouchers. The system will automatically create an invoice or bill for you.

If you only want to input sundry sales or purchase, you can use journal voucher instead.

You can view the data of sales and purchase vouchers through the accounting
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L

transaction listing. B Sstes Vancher
) ) ) ' Vouche # | Find ¢ Open | (] 0] [2e] Preme =00
- A standard sales voucher contains one credit entry for sales account and one debit T T e e T,

entry for account receivables.

- A standard purchase voucher contains one debit entry for purchase account and one

credit entry for account payables.

. . Details
- Please make sure that the above entries have the same currency, otherwise the system T T e T el &
. Account Receivable - fE. D ~ UsSD 100.00
will not allow you to save. nooms T s o

v

- After saving the sales and purchase vouchers, you can use settle function in receive
and payment vouchers to settle these invoices and bills.

- You are not able to modify sales and purchase voucher, if invoices and bills are referred

in other vouchers. T T

Press <Mew to create new, <Delete to delete, modify values and press <Saves

[ Purchase ¥oucher

| Find Open | [m (de| Premc fT— | (=)

AD5-ALG-001
] |
o

| Details
AIC Mo AIC Name Description DrCr CCY  AmountiCCY)  Amount
Account Payable - FE{1E D v 000 1,000.00
Beverage - B0} C » iR} 1,000.00

v

Press <Mew to create new, <Deletes to delste, modify values and press <Saves

vl
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7.Quotation/Invoice

(Not for Standard Edition)

7.1 Quotation

- The user interface of quotation input is very similar to voucher input. Please refer to
Journal voucher section for details (Section 6.1).

- You can create a new quotation by directly input the details or retrieve an existing
quotation by entering the quotation number and click [Find] button.

- If you have setup properly in the customer record, terms of payment, delivery to, due
date and even discount rate fields will be filled.

- Some companies want to send a Proforma Invoice instead of quotation to their
customers. In this case, you just need to tick the checkbox Proforma Invoice, the title of

the quotation will become Proforma Invoice.

Iltems and Stock
- After inputting all information, the system will automatically calculate total amount for
you.

- Items input in quotation will not affect the actual inventory of the items.
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m Quotation izl@@ |
Cruotstion # : | Find / Open | [g D] Prefix: JDU—‘D =]

This function allows you. to input, update and delete Quotation information

-
QuUDONNNaNaNT [ J|zomeiz0o7 [ =] | Add Memo Quotat’on
Customer: BCD ¥ BCD International Lid Delivery Ta:
Pay Terms: M1 ¥ Validationtill: | 30772007 [ Cantact: |Alan Chan
Dept: [WOMAN - SRl | ‘

fDetalls |

| ltem Code Description City Unit Price Disc%  Disc Amt Amount
3 Suit - E5 5000 | Sets 3,400 0.on 0. 173,000.00
WOAN-02 Evening Dress - BiT& AR B0 | Fes 2,500 000 0.00 £2,500.00
* |

Total: 237.500.00

Bave S Mew

Reoord saved suecessfully,

Layout

- Ifyou click the button, it will change between P and S. P stands for product; S stands for
service.

- Product layout will have Qty, Unit and Price columns.

- Service layout will not have Qty, Unit and Price columns.

- When you create a new quotation, the system will automatically set the layout

according to the default layout in company setup (Section 5.4).

Foreign Currency
- By default all the amounts in quotation are in the base currency which you setup during

the creation of company data.
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If you want to make a quotation in other currency, you have to input the CCY field and
exchange rate. There will be only one currency for the whole quotation.

If you have defined foreign currency price in the inventory item setup and the currency
matches, the system will retrieve the corresponding price for you, otherwise you have to

input manually.

Discount

There are several ways to set discount in quotation.

If all the items in the invoice have the same discount rate, you just need to input
discount rate in the Disc % field in the main box.

If different items in the invoice have different discount rate, you have to input discount
rate for each item.

If you want to input a specific discount amount instead of a discount rate for each item,
you have to input discount amt field for each item.

If you want to have a discount amount as a whole invoice, you have to add a functional
item (for details please refer to the item type setup) in the quotation. For example, if you

want to input a discount amount of $400 :-

ITEM CODE DESCRIPTION QTY PRICE
DISC Discount 1 -400
Prepayment

- Similar to discount, you can add a functional in invoice for prepayment. For example, if

you want to input a prepayment amount of $1000 :-

ITEM CODE DESCRIPTION QTY PRICE
PREPAY Prepayment 1 -1000
81

Subtotal

To show subtotal of previous items, you can select a special function *SUBTOTAL?*.
The system will automatically sum up all the amount of previous items (after the

previous subtotal).
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7.2 Consignment

Consignment Note is the document you consign some product to shops. In this
situation, the consigned products will not treat as sold and will still keep in the inventory.
The consigned quantity will be shown in the inventory listing.

The operation of Consignment is similar with the operation of the Quotation. For details,
please refer to previous section.

If consigned products are sold, you can use import consign/quotation function in Invoice
to update the inventory. At the same time, the corresponding consignment note has to

be closed, using [CLOSE] function. After using close function, the consigned quantity

will be discarded from inventory listing.

7.3 Invoice

The user interface of Invoice input is very similar to quotation input.

You can create a new invoice by directly input the details or retrieve an existing invoice
by entering the quotation number and click [Find] button.

If you have setup properly in the customer record, terms of payment, delivery to, due
date and discount rate fields will be filled.

When you click customer dropdown button, you can see a list of active customer
defined in the customer / supplier function, plus a list of active employee.

Remark is the text to be printed at the bottom of the invoice.

Memo is the summary text of this invoice. Customer monthly statement will use print

this field as a description of this invoice.

: Consignment Note # : l:l Find / Open Prefi: BN (-] [o]) ltems and StOCk

This fnetion sllows you to input, update and delete Consigament Note information

*NEW* [ )|z00412011 ]

. - When the invoice is saved, the stock of the used items will be deduced automatically.
Consignment Note

Customer: | G&B ~ GBCoLtd DelienTo: | FLAT 501, GE5 TOWER, The system will check whether there is enough stock of each item.
Pay Terms: | M1 vMﬂ':IQUiUSIZU11 @ ‘Contact: | Tom HONG KONG
Job#: e  Salesman:

Item Code Description
666 | winter sales

Qty Unit Price Disc%  Disc Amt Amount Subtotal
1DDOD‘1 | 55‘ DOD| DUD‘ 8,500.00

Tow:  [ENSS0000

Close Rotech M Mew M Delets I Save ISBVE&NEW. Cancel
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PI_\f‘Fel’ﬂ'li. M ~

Due Date : I29.’U4I2009

PO# |FO343444444

§ Invoice # - || || Find #Open | | (_] (3) Invoice () Delivery Note () Bath Prefix: [N =)
Thiz function allows wou to input, vpdate and delete Invoice information
m -
INOODO00D0T 6 30372009 Add Merma ’n vo,ce
Customer: " AAA Co Ltd 4 (Hong Kong_Shanghai) Delivery To: | FLAT 123, ABC TOWER,

Contact: [mrLee | oG KOG
| salesman: TEST

CHAIWARN

ltern Code Description ity

Unit Price Disc% | Disc Amt Arnount

mE

12356 2000 0. 9,854 80

Qutstanding Amt: 9,884 80

Total: 9,884.80

Copy Gret Qoo

TUse arrow Jey up and down to display stored Invoice 4 :

Refresh Hew Dielete Save Save & Mew Cancel

Layout

service.

If you click the button, it will change between P and S. P stands for product; S stands for

- Product layout will have Qty, Unit and Price columns.

- Service layout will not have Qty, Unit and Price columns.

- When you create a new invoice, the system will automatically set the layout according

to the default layout in company setup (Section 5.4).

Subtotal

- To calculate the subtotal amount, you can select item code of *subtotal*. It will group

above items and show the subtotal amount of each group.
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FProfctice

lruses &=
veice#:[ | FindJOpen[2] [L]] @ Tz evrs et 71 Bob praic i |J(a)
This fanction ellowsyou. b inpt wpdate end Zelete loroice infrrmaton.
“nEv BEZINE Invoice
Tustemer 88 * GACAY Id DeieyTo AL
pay Terms: V1 ~ Duc Dato: | 03452011 Sentzd: | Tom
Job# v POF Slesmar |

N=tais | Sales Voucher | Payment Histoy

Fie Input Setup [Ceporis  Secwity Tools Window llep

1" If

ST ¢ YREN9 faissEC L e

S RN R R e e

Vodfyvaluzzs and press <Szve> 10 save record

ltzm Cede Descngtion aty Uit Drice Disc%  DiszAmt  Amount Suotatel
1 Summer salzs walt | [ e 1 110000
220 Wicter salee o0t AT 109 9090
b ELBTOTALT  Subtotal om ¢ oo m 030 1,700.00

Outstardng Ant: [IEINEH

Company : DBarry User Hame : admin

Barcode

Before that you have to define each item with a barcode in the setup item function
(Section5.10).

You can easily input the product item number by using the barcode scanning feature by
clicking the barcode icon.

A barcode scanning window will be displayed as the following picture.

When you use the barcode scanner to scan on the product, the system will
automatically fill the corresponding item number, description and price. You can scan
the products to be invoiced continuously.

If you want to change the quantity, you can press F2 key to input the new quantity and
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then press F2 again to go back to barcode field for scanning.

Ul 2 Le0QT e ¢ @aElP feihsshuCl L e
—————————————

I T T e i

Press cNews i creats new. «Dalate io delele. moddy values and press «Saves

LorpaiySHISHNS

Liser Hame © admin

Sales Tax

If you have set the company to use sales tax, you will find a tax (taxable) column in the
item list.

When you retrieve the item, the system will set the taxable column automatically based
on the item type of that item. The tax amount will be put in the tax account defined in the

item type.

Payment Status

Payment Status is set to Not paid by default. After you have input transactions in

receipt voucher of this invoice, the payment status will be automatically updated.
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Get from Quotation

ﬁn Get Quotation

This function finds existing record based on your searching criteria.

The system supports the import of quotation information into invoice. This allows you to
build up an invoice quickly.

Click [Get Quo] button, a Get quotation window will pop up.

Quotation #: |QUDUDDDDUDUI \ D froms |2unsmaxm |— T |znua.na.m |— All Dates
woowt:[ ] S
T

Inpit searching eriteria and press <Find> butien, double click tema to open

Input the quotation number or other searching criteria for that quotation. Click [Find]
button to begin search.

All quotations that fit the searching criteria will be listed in the window.

Double-click the quotation that you want to import to the invoice. All the quotation
information will be loaded into invoice. You just need to make modification and save the

invoice.

Sales Voucher

There are three tabs in the invoice screen: - details, sales voucher and payment history.
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- After you have inputted the items in [detail] tab, click [sales voucher] tab to display the
generated voucher based on the default account receivables account (defined in Setup
Default accounts) and the sales account of corresponding items (defined in Setup

inventory item).

| Details | Sales oucher | Payment Histary

ASC# ASC Mame Description DR/CR | Amount cey Armi
0o0z2-4 Accounts Receivable - .. |Sale n] 176,250.00
006-1-2 Woman's Clothes Inco... | Suit - E2E o 175,000.00

» Sales Transportation - ... | Air Flight - 2358 o 1,250.00

- If you want to modify the account receivables no. and description of the voucher, you
just need to click the [Setting] button.
- [Get default] button will reload the default account receivables number and description

defined in Setup Default Account.

ﬁ Change Generate Youcher Settings

AIC #
"

¥oucher Description:
[Soe |

Get Default QK Cancel
=
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Payment History

- Payment history tab shows all the account receivables transactions (based on the
account type defined in chart of accounts) of current invoice. Only a saved invoice will
generate account transactions.

- Account receivables transactions will be shown after the invoice is saved.

- If this invoice has already paid (either partially or fully) by the customer, you can see

more transactions here.

|| Invoice Details || Sales Voucher |

mentihiist

DRCE CCY  Amount(CCYY | Amount “oucher
¢ [DRER 0.00 1100.00 | RCODIOD
1100.00 | SA00000

AT # Description
AR RECEIPT PAYMENT FROM WIN. ..
Sale

Print

- You can click [print] or [print preview] button if you want to print out current invoice.
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. Print Preview EJ@

e ] @ -
‘ Main Report
A
IS International Ltd
15 Internationsl Building
us.A -
TEL :222456 FAX 333999 ’nvo’ce
EMAIL isint @ismail.com
[ Invoice # I Diate ]
Dsh Tong HK Ld [ruoooooopoer  JjoH-Jen-2008 |
Rrin 09 7iF DT Building Delivery To:Fm 09 7/F DT Building
Hohg Kiong Honig Kiong
PO#: Sales: Pay Terms: Caszh on delivery Due Date: 1-Jan-2008
Ho. | tem Description Oty | Unit Unit Price Discount Amount Tax
1 | Business 3uit 1 100 100.00%
TOTAL : UsD 10000
Taw: UsD 012
TOTAL : usD 10012
Athorized Signature
v
Current Page No.: 1 Total Page No.: 1 Zoom Factor: Page Width

- If you want to print delivery note, you can tick the radio button “Delivery Note” and then

click print button.

Information

invoice record: - last modified date and modified user Id.
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If you want to print multiple records, please refer to print multiple record of Section 6.1.

Point mouse to button with Information sign with gives you additional information of this

8.Retall

8.1 Cash Memo

Cash Memo is similar to invoice, except that there are two major differences :-
[ It assumes money received from sales is cash, it should not be accounts
receivable. In other words, the payment status of Cash Memo is Completed.
] A formal Invoice is printed in A4 size, while Cash Memo is printed in A5 size or

receipt (for Retail edition).

To use Cash Memo, first you have to define Petty Cash account in Setup Default
Accounts, it means the cash in cash drawer; you also have to define Petty Cash — Other
payment for amount received using payment methods other than cash.

The system will pop up barcode interface — you can use barcode scanner to scan the
barcode of the product and the quantity.

If you want to change the customer information, you can press F3 or click Change
Information to go to the input screen. After changing the information, you can click the
button with barcode icon to go back to barcode interface.

After scanning all the products, you can press F4 or click Pay button. You will see a
payment window. You just need to input the amount paid by the customer and select
the payment method. The change amount will be shown after you press enter or click
calculate button. If you want to continue, click OK button. For Retail edition, the system

will automatically print receipt and open the cash drawer.
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) e s |
! Cash Memo #: LEod/Ogen | 2l (- Prefix: [Fa I o |
This function allows you to input, upd{

m Barcode : || |

Quantity : |1

F2 - Switch between Barcode and Quantity

| F3- Change Information | | F4 - Pay ]

| F5-Remove Lasthem | | F6-Change Lasthem |

ltem Code Description Qty Unit Price

Disc%  Disc Amt Amount

Total: o0

I Delete I Bave Inge & Mew I Caneel

Madify values and press <Save> to save record.

8.2 Add Petty Cash (Cash Drawer)

(Retail or RetailPlus Edition Only)

For a retail shop, the system will assume you have certain amount kept in the cash
drawer in the start of day.

To add the amount in cash drawer, you can select add petty cash function. Select the

date, and then add button to start adding amount in petty cash (cash drawer).
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Select the account to be drawn, the default is drawn from Cash account.
Input the add amount or new amount and then OK button to update petty cash account.

The system will automatically generate an account transaction to draw from cash

account to petty cash account.

| 70

This function adds petty cash (cash drawer) amount

2010/08/18

Draw from AIC 2

Description : |Add pety cash amount |

Add Amount : : New Amount : | [ OK

| [ cancel

8.3 Petty Cash Expenses

Some expenses need payment through cash, you can use the petty cash function to do
that.

Select the account to be drawn, the default is drawn from Petty Cash (Cash Drawer)
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e L B B B B B B
account.

The system will automatically generate an account transaction to draw from petty cash

account to settle the expenses. 8.4 Day En d CI 0S in g fo r Reta| |
- lsaw (Retail or RetailPlus Edition Only)

. Ui 22teQ e @Rl faass b0 L A8 62 - For a retail shop, at the end of day, you have to perform a day-end closing.

‘."'”“"'  E— 7T ) (] v B @) - The system will generate a report to show the transactions during the day group by
am 0 different payment methods (e.g. Cash or Visa)

- You have to input the petty cash (cash drawer) balance after day end and then click day

end button.

- The system will automatically generate transactions to transfer amount from Petty Cash

account to Cash account, so as to keep the balance at the level you wanted.

- After day-end closing, the system will no longer allow you to modify cash memo before

today.

- If you want to make adjustment after day-end closing, you can use undo button to undo

the last day-end closing.

D = M [

Retail Hong Kong Ltd
Day End Summary for Retail
2010/0818

Trs Date Time:  Descripiion Arnount

CASH Open Balance: 0.00

TR 1632 1,000.00
010018 1712 Sake 500 00
CASH Subtotal: 1,500.00

Balance: 1,500.00

Transaction Amt: 1,500.00

Totsl Page Ne.: 1
[zonawns (= el 0ov1s (= M g | [ vodo_|
I
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B Parchass Oriex LEE

 Purchase Order # - [ | Fnd t0pen | o] [L 1] Prefix: [Fi ==

This function allows you to inpud, update and delets Purclese Order information

9.Purchase Order / Bill SESEZMBEN . Purchase Order

g i
Pay Terms: | 1M v| jonill: | 2610412009 [ 7] Contact |:| TEL ‘91234567 FAX 89811122
" - - ik ; EMAIL :info.abc.com.hk
(Not for Standard Edition) doa# Sassman: | |
— ) e
L — .| ]
9.1 Purchase Order
Details |
ltern Code Description Disc%  Disc Amt Amount
. . , me, | | 00|
- We now focus on the purchase side of the business. - | | | |

- The user interface of purchase order input is very similar to quotation input. You can

refer to quotation section for details.

- You can easily print out a formal purchase order to your supplier by clicking the [print] Total: USD 111

Bave de New
icon.

Use arrow key up and down to display stored Purchase Order # -

- Also, this purchase order information can be used for bill (purchase invoice) input later.
- To improve efficiency, you can click the [Get Quo] button to quickly retrieve the

information from an existing quotation.

9.2 Bill

- Bill refers to the purchase invoice you received from the supplier.

- Since the system requires a uniqgue number to identify each bill but we cannot use the
invoice number of the supplier which is beyond our control, the system will generate a
purchase record number.

- You can input the invoice number of the supplier in the bill number field to facilitate
searching.

- Operation in the bill input is similar with the invoice input.

- Like invoice, when a bill is saved, the item’s stock will be automatically increased.
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i Purchase Reoord # © | Bind  Open | o] (o] prem 00 (2]
This function allows wou to taput, vpdate and delete Bill information
Purchase Record # T =
BLO0D000000S [ J|13m4iz007 [ Add Memo B"’
Supplier: |A5B ~ | ABB HK Ltd Delivery To: | 1S HI< Building

Hong Kong

Pay Terms: COD b Due Date: |13/04/2007 | Contact: |:| TEL :(852)2222-8888 FAX:(852)2222-3333
Jop# TV PO# [POD000D00ODT | Salesman | || EMALAshko@malcom
‘Pay Status: Mot Paid

‘_

Details |F‘urchase ‘aucher | Payment Histary |

Description Qty Linit Price Disc%  Disc Amt Amount

|Item Code

» Business Suit - FH2& 20000 2,500 000 2,000.00 49800000
MAN-02 Sweallow Tail - 5 EEER 350,00 3,500 1000 0.0 1,102 500.00
Sea Sea Flight - 38 100 5000 ] 0.00 5000.00

Outstanding Amt 1,605 500.00
Total: 1,605,500.00

Use arow key up and down 10 display stored Purchaze Recood #

Purchase Voucher

- There are three tabs in the bill input screen: - details, purchase voucher and payment
history.

- After you input items in [details] tab, click [purchase voucher] tab will display the
generated voucher based on the default account payables account (defined in Setup
Default accounts) and the purchase account of corresponding items (defined in Setup

inventory item).
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Details | Purchase Voucher | Payment Histary

ltermn Code Description ity Price Disc% Disc Amt
» Computer book 001 10.00 g0.00 000 [

L

- If you want to modify the account payables no. and description of the voucher, you just
need to click the [Setting] button.
- [Get default] button will reload the default account payables no. and description

defined in Setup Default Account.

@ Change Generate Youcher Setlings

AIC ¥

AP w

Youcher Description:

|Pu.rchase |

(==

Details || Purchase Youcher | Payment Histary |

ASC# ASC Name Description DR/CR | Amount CCY A

003-2 Accounts Payable - FE... |Purchase © 1.610,500.00

002-5 Stock - 2 E Business Suit - FHEE D 498 000,00

002-5 Stack - B Swallow Tail - FREER D 1,102,500.00
Transpartation Fee - 3. . | Sea Flight - #5838 D 0,000.00

Payment History
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- Payment history tab shows all the account payables transactions (based on the account

type defined in chart of accounts) of current bill. Only a saved bill will generate account 10 . Oth e r I n p ut fu n Cti O n S

transactions.

- Account payables transactions will be shown after the bill is saved. . .

- If you have already paid the bill (either partially or fully), you can see more transactions 10 . 1 DEb It / Cred It Mem 0
here.

(Not for Standard Edition)

Bill Details || Purchase Youcher | Payment History |

Date AIC # Description DR/CR| CCY  Amount(CCY)  Amount Woucher # - Debit memo is the document you received from your suppliers when you have returned
Purchase C 0.00 800.00  PUODOOOOOO01

PAYMENT TO TOK D 0.00 B00.00 | PYO000000007 purchased products to them.

- Credit memo is the document you send to your customers when the products have

returned by them.

- These documents can be recorded through debit / credit memo function under Input
menu. A voucher will be generated to reflect the transaction to stock returns accounts.
Also the stock quantity will be updated accordingly.

- For invoice related memo, the system will automatically generate transaction to
decrease the outstanding amount of invoice. In this case, you can only select item
codes from that invoice.

- For non-invoice related memo, it will be treated like a special type of invoice, you can

select any item code.
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[ Debit / Credit Memo

| Memo # : | Find /Open | ) Prefix. flm | (o)

This function allows you o mput, update and delete fnvoice infonmation

MQ0000000001 ounsr007 [ O Bebil ® Credi

Customer : BCD International Ltd

Debit | Credit Memo

Invaice |‘NDDDDDDDDD1 v| Job # |TW V| Delivery To:
5 Vuucher‘
Item Code Description Qty Unit Price Amount

b wOMANDT  Suit- | 1 3400 | 340000

Total: 3500.00

Save & New

Rerond saved sueressfully.

10.2 Inventory Adjustment

(Not for Standard Edition)

- Stock take is a usual process in business. PProAction Accounting allows you to update
the stock quantity after the stock take through inventory adjustment function under the
input menu.

- When you create a new inventory adjustment record, you have to define the adjustment
account and the new quantity of individual items.

- Changes in stock quantity of the inventory items will also be updated. New stock value

will be calculated based on the average costing. Changes in value of the inventory
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items will be reflected in the adjustment account.

i Inventory Adjnstment

L [t Al bl EEl
This function lets vsex to dnput inventory adjnstment after stock take.
Adjustment Date Remark

20081219 E Stock Variance

ltern Code Description Dept no Old Oty Old Walue e Gy Mew Value
hlAR-01 Business Suit T AN 199.00 19,900.00
MAMN-02 Sweallow Tall AN 80.00 4,000.00
WOMAN-01 Suit 50.00 1,499.62

WWOMAN-02 Evening Dress 300.00 5,998.50

10.3 Job

- Job is a reference number that can be used in voucher and invoice.
- Status field controls whether this job will be displayed in the dropdown list in voucher

and invoice. Only the jobs with status Not Started or Open will be displayed.
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g e =]

This funchion lets user 1o npud, npdate and delete job mformation

Customer | Job Name | Job Status

HEBANK - JOBODL N

Hong Kang Bank v S Mot Started |
HKBARMK - JOBOD1
2008007422 [ 7]

Press <Mews> to create new, <Delete to delet, modify values and press <Saves

10.4 Bank Reconciliation

To reconcile balance in bank account with the actual bank account statement, you can
use bank reconciliation function.

You select bank account in the chart of accounts and then input the statement date and
statement balance and then click start button

All the related transactions of that bank account will be retrieved.

You can tick the transactions in the bank statement, the difference will be shown.

If everything is OK, you can click the commit button. All checked transaction will not be
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shown in next bank reconciliation.

Thiz funetion helps you 1o compare figures from the accounting records against thos shown on a bank statemnent IW[W
Trans Date Description Parly Name Cheg Mo./Ref Deposits Withdrawals Check
2007/03/31 Opening Balance 856,127.00 0.00
2007/04/01 Salary payment Leung, Amy 0.00 19,000.00
2007/04/01 it 8 ADL Product Ltd 13213135 0.00 80.500.00
2007/04/30 FOR 472007 Dah Tong HK Ltd 0.00 1.000.00
2007/08/01 Bale BunShine Co Ltd 2,500.00
2007/08/31 Bale BunShine Co Ltd 2,500.00 o000
2007/09/30 Sale SunShine Co Ltd 2,500.00 o000
2008/02/01 SunShine Co Lid 1.000.00

756,000.00

755,627.00
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11. Payroll 11.2 Define Salary Type for Employee

Not for Standard Edition ) . . . . .
( ) - Some fields in Setup Employee function such as Spouse name will be printed in the

payroll report for taxation authority.

11 1 SEtu p Sal ary Type - Each employee record can has multiple salary types. Salary type will be used in the
payroll function. For example, if John’s salary includes monthly salary and bonus, you

- Salary type refers to the different types of salary for the employee; this includes monthly have to select both of them here. When you create a payroll record for John, the system

salary, commission, bonus, options, hourly wages etc. ) . . . .
y P y wag will automatically bring in salary and bonus in the salary details.

- You can define the account to be debit for payroll here. In the payroll function, the

generation of accounting entry will be based on this debit account number.

ﬁo Setup Employee

- The order of Salary Type is used in the payroll function, the printing of payroll details will At e E]

IThiz function allows vou to fnput, update snd delete employvee mformation

be based on this order. Other fields are mainly for reference only. Lt plovee: NS e e e R T L o LU L S I
TANG 108N Eivs s D55555 AcC 4343044

Pm Setup Salary Type
P4 41 A NN ESNEINE
This funection lets weer 1o input, update and delete salary bype mformation
Description Period | Is Taxable
M T

M [%

g

Basic Salary

ol

[#]
e 12 — ¥ e
— C)

“ CU]JY _.. _&EfIES}I _HEW 1 -DE]ETE -E&VE . -SQVE & New ) -QE]]EEI 1

Press <Mew> to create new, <Delete to delete, modify values and press <Saves

Press <Newes to coeate new, <Deletes to delete, modify valves and press <Saves
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record covers. For example, if you are entering data for John’s salary for the month of

August 2008. Then the Period from and to dates should be 1/8/2008 to 31/8/2008.

11 3 | n p ut Pay ro | | - Payroll date is the date you are paying the employee. It may be end of August or begin
of September.
- You can easily input employee’s payroll record and generate the related accounting - Normally, you don’t need to input quantity and rate. You just need to input the amount.
transaction in PProAction Accounting Pro through the input payroll function. However, for some salary types, such as OT and daily wages which requires
- The screen of payroll is similar with the invoice function, except that the details of calculation, you can input the working hours or days and rate to calculate the total
invoice are inventory items but the details of payroll are salary type. amount.

- After you input the employee number, the system will automatically retrieve the salary

types related to that employee which is defined previously in Section 11.2. Of course, Details Voucher]

you can manually add or remove salary types. AT # Description DR/CR| Amount
BAMK Salary Payment C 10,500.00
SALARY Salary Payment D 10,000.00

[;] [j] Prefix: ’PR—|B (e]

{ Payuoll £ | Find ¢ Open |
This function lets user 1o fnput, update and delete payroll fnformation

Salary Payment S00.00

IR ol ) P "
PRocoooo00ts || 20060t [ ~ayro
nemant [ e [

Total: 10,500.00

Details |\/'m_||:her|

- The system will automatically generate an accounting voucher.

Salary Type Description Cty Rate Amount
SAL Salary 100,000.00 . " . .
S [ e e A - The account to be debit is based on the field defined in salary type.
- The default account to be credited is the pay bank account defined in the account

definition. You can modify the account to be credited by clicking the [setting] button.

Total: 101,000.00

Copw Aulo Generate Eefrech Hew Delete Save Bave & New Cancel

Press <Fl for ShortFey Auto Generation

- The system allows you to automatically generate several months or even year of payroll

- Period from and to fields refer to the beginning date and ending date which this payroll record of all employees by simply clicking the [auto generate] button. Make sure you
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Anto Payroll Generatation

have save your existing payroll record first.
A new window will be pop up after you click the [auto generate] button.

To auto generate payroll records, you have to do the following steps :-

A=

Copy from : [200B081 @

(Pexiod Start date)

Create Payroll
writh Period Start
Diate fom. - | 200805401 [ﬂ 4 - | 2008/1201 [3
Payrrall date - (%) End of menth - | 0| Day

(") Begin of next month

oK ][ Cancel

Input the Period start date you want to copy from. For example, assume you already
have August 2008 payroll data for all employees, you can use this month as a base to
generate records for September up to December’s records. So, you input 01 Aug 2008
in the date field.

Click [Get data] button to load the data payroll from Aug 2008. All the employees that
have payroll records will be displayed in the list.

Since you may not want to have all employee’s payroll records in list be generated, you
can just select the employees you want to include.

Input the period start date range for the newly generated payroll records, in this case, it
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should be 01 Sep 2008 and 01 Dec 2008.

Input the payroll date. It is an adjustment day. For example, if you pay your employees
one day before the end of each working month, you should select [End of month] with
minus 1 day. If you pay your employee on Day 2 of the next month, you should select
[Begin of next month] with plus 1 days.

Make sure that everything is fine, click [OK] button to start the generation.

The system will automatically save the generated payroll record. The last generated

record will be on the payroll window.

11.4 Payroll report for taxation authority

Every company needs to provide employer return to the taxation authority for the
income tax.

Payroll report for taxation authority is an annual payroll summary report by employee.
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=1
 Procll Boegeart Sow' T Asthonty
= T TR TR T T N W -
Ve g —
-
ocoos 131s 12. Reports
PPro Action L]
Payroll Report for Taxation Authority
Dsrtiz o AMEAOT To A0S
Employes no EMEIL
Family Name - TANG Grere Name JOHN
Chinese Mame e | Gendes - Y]
- Foare : sage of Report
Marital Status : M Position : MANAGER
Addness
Epause Mame MAY WONG o . ope .
SpouseDra:  AIIBA Sp Passpent na - To print or view reports, select the specific report function under the Report menu or
From Te Descri Amount . )
WAL Bom 10000 click the icons on the toolbar.
20080801 20080831 Salary 260,000 00
Totat Z11,000.00 . . .
- You will see the main report window as follows.
Grand Tesak 211.000.00
.
et Page Mo 1 Toml Page ¥o_ 1 Zoom Factoe Page Ml M Account Transaction Listing
20000101 =] R 2ocenen =] CEE This function displays and prints Aceount Transaction Listing
Expt sy tom craterm e chack sefiessh o st port. F [ | [T T S I B R
fhi
Main Report |
20080801 16:3142
PPro Action
AccountTransaction Listing
Date from 20020101 To 20080201
DATE WVOUCHER X FARTY NAME DESCRIFTION OR AMT CRAMT BALANCE
INVOICER DEPT JOE# CHR/PAY REF A
ACAP - Accumulated Capital BF SinE00.00 T
Sub Total 100.00 0.00
AP - Accounts Payable BF 0.00
BLUO000000T Sdaddadindi b |
Sub Total: 1,000.00 £00.00
AR - Aocounts Receivable BF 0.00
1 00000023 S E )
Current Page No.: 1 Total Page No.: 5 Zaom Fector: Page Width

By Account 200808101 [ Refresh | [ Eiter |

Input selaction criteria and click refresh 10 retrieve report,

- The system will directly show up the report of current status or according to a default
date range.

- If you want other date range, you have to enter the date range of the report and then
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click [Refresh] button. You will see the report content according to your date range.

Multiple templates

- Some reports have more than one report template. You can select different report
template by the drop-down list on right-hand side.

- Let's make account transaction listing as an example. You can select by Account or by
voucher template. After selecting your choice, the preview screen will change

immediately.

Filter data
- If there are too many items on the report, you can filter the items by clicking [filter]

button.

Pm Filtering report data

Thiz function set filters to report data based on the mlected critena.

Input filtering condition and click 0K to filier report data

- Input the filter condition (In this case, account number is set to from “AR” to “BANK”")
and click OK to continue.
- The account transactions that fit the filter condition will be refreshed immediately.

- The date range and filter condition will be shown on the report sub-title.
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Ml Account Transaction Listing.

I This funotion displays and. prints Acoonnt Transaction Listing
S Fa M4y WLy o g

el

20080801 163314
PPro Action
AccountTransaction Listing
Date from2008/01101 To 200808001 and Account# AR to'BANK

DATE _ VOUGHERP _ PARTY HAME DESCRIPTION OF: AMT R AMT BALANCE
INVDICER DEFT Jopw CHE(PAY REF
AR #ocourts Receivatle BF om T
EMENTAE  SAMONMON  Hona Kong Bank £ 100 [ 1,080
e suEs
TSN SAMONNIN  Hnd Kong BanK Sl 156000 nw 256000
T
SUOGNIAG  SAMONONONS  Hang Kong Bank Sale 10000 wn 156000
Tnonamonz SHLES
0GNIAT RCMONNON  Hong Kong Bank om0 o 348000
om0t asinasrsans
ZWaNiAE ROWONMOR  Hong Komg Bank on 1.550.00 100000
oonomome 1zsaseron 1=
wawize  ROWONNON g Kona Bank on T “.1z000
BN JOMORMON e 00 e 142080
EMNIBL OO0 ey 004 0040 i 142000
0GNGNT JOMONMON  Hang Kong Bank Sales s om0 10000 w0
om0t =
Current Page No.: 1 Total Page No.: 2 Zaoin Factor: Page Width

By Account R Fiter

Ihapu«salecﬂonm«maan&chckxa‘mhmmmevempm _:;l

View and Print

- You can zoom in / out of the print preview screen by clicking the zoom icon on the

b
toolbar. "

- If you want to print the report to printer, just click the printer icon. i

- In the income statement and Balance sheet, you can choose to skip lines of zero

balance.

Find data
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- Sometimes report may contains several pages, it is not easy to find out information

within the report.

- You can click [find] button on the toolbar f# and input the data you want to search.

- The system will automatically search the report and highlight the data you want.

Export report

- If you want to save the report to another data format, click the output icon on the left

B

- Areport export window will display as shown. The system supports export to MS Word,

after retrieving report.

Excel, RTF, PDF and even crystal report.

- You just need to select the file type, input a new file name and click [save] button to
export report.

EEili B PIX

BEFRD: | ) temp vl O F = E-
5 =

Bl niat

SE
oAt

FhEERE

)
AELIEH | e on. test 3 D)
TEEEEET) Microsoft Excel (*.ds) w Hrid
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12.2 Types of Report

- The following standard accounting reports are already available in the system.
Trial Balance

General Ledger Report

Account Transaction Listing

Balance Sheet

Balance Sheet with Compare (Enterprise Edition Only)

Income Statement

Income Statement by department

Income Statement with Compare (Enterprise Edition Only)

AR Aging Report

AP Aging Report

Customer Monthly Statement

Bank Transaction Listing

Product Sales Report (Not for Standard Edition)

Inventory Listing (Not for Standard Edition)

Sales and Purchase Transaction Listing (Not for Standard Edition)
Item Reorder Listing (Not for Standard Edition)

Payroll report for taxation authority (Not for Standard Edition)

Employee Salary Listing (Not for Standard Edition)
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Consolidated Income Statement (Enterprise Edition Only)

Consolidated Balance Sheet (Enterprise Edition Only)

12.3 Export to Excel

- Some reports (e.g. General Ledger Report) have the ability to export raw data to excel.

Unlike the export report function, this Excel file have no formatting, this allows you to

add your own calculations in the Excel file.

Thas funchon displays and prints Gensral Led ger Report
EEEREREEEEEX S
Main Report ‘
21042 170258 1S Hong Kong's Ltd
General Ledger Report
Date from2011/04/01 To 201110425
DATE VOUCHER #  PARTY NAME DESCRIPTION DR AMT CR AMT BALANCE
INVOICE & DEPT JoB# CHQ/PAYREF  CCY CCY AMT CCY BALANCE
001 - Fied Assets- EEWNE BF: o
aon am E
Sub-Toal a0 am
00141 - Fixture & Fumiture - SESHE BIF : oo
WIGE IS0 10000 am 10000
WG4 PLONONDN  ABBHKLW am am 10000
TESTS
Sub-Total ) am
0012 - Office Equipment - S 3 BF: o
WMGE  JC0DI0000N aon 10000 {100.07)
Sub-Tonal a0 10000
002-1 - Cash in bank - $TE% BF: 1]
am am
Sub-Total am am
002-1-1 - ABB Bank - Pay Bank BF: 1905,000.00)
D110L1E 10000000007 ALRFRLLE 0o 1,000.00 905,00000)
M09 JG0300000008 ARDERELE 0o 500.00 1505.50000)
Sub-Toal a0 15000
00212 - BDD Bank- Receive Bank BF : 50000000
11001 grmEzess am 100000 40000 &
Current Page No.: 1 Total Page No.: & Zoom Factor: Page Width
2011/04101 2011/04/28 Refresh ilter
Input selection criteria and click refresh to refrieve report
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12.4 Report Customization

Report layout are in fact *.rpt files under the program directory. They can be modified

using the Crystal Report™

120

(optional). You can easily customize your own reports.



13. Tools

13.1 Memopad

- Memopad function is similar with a physical memo note; it allows you to write important
notes in the system.

- You can find this feature under the tools menu or you can simply click [memopad] icon
in toolbar to launch.

- You can categorize the memo using party number (that is, customer / supplier /
employee) and categories (can be user defined).

- You can set different color for each individual memo for easily classification.

- You can set the action date and reminder for each memo. The system will automatically
pop-up memo when the alert time has arrived, so that you will not miss important notes

during operation.
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M Mewupui
AT O T e
hat fumtiom b woer do mput, wpdte and delet memoped

Tifle

sk . Hong Kong Bank paymenl dus

E some Mong Komg Biok] proment due
|Customer Tleung Kong Dank] quotstion due

|Cswmer [Hamg ¥eng B quann i

Guotation #  GUOIDKIG0001T
Amnaunt : 1800.00

Set Reminder for customer payments and quotations

One useful feature of memopad is that it can interface with invoice, bill and quotations.
If you want to keep track of the customer payment, the system can help by reminding

you before the due date of payment.

m_ -
IN0000000001 E] 20081022 |2 | Add Memo IHVO'ce
BO1

Customer: ~| BEE Ltd Delivery To: | 19/F, Hong Kong Tower,

Causeway Bay,
Pay Terms: |C0D v Due Date : | 2008/10i22 E Hong Kong

Joh#: W
Pay Status: |Complete Paid s

FO# | | salesman:

Remark: I
Nent: -

To use this feature, you just need to click [Add memo] button while you are entering the
invoice.

The system will automatically create a memopad related with that invoice, all the data
will be filled using the invoice information. The action date of memopad will be the due

date of payment.
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The system will remind you 7 days before the payment due by default. Of course, you
can change the number of days to be reminded before.

On the other hand, you can be reminded to pay your suppliers by using [Add memo]
function in the bill input.

You can also be reminded to follow up with a quotation.

Open related invoices, bills and quotations

If you are viewing a memo created by the system and you want to view the related
documents (invoice, bill or quotation), you can quickly open them by clicking the [open

doc] buttons.

Memo Reminder

The system will automatically monitor the action date time of all memos with remind

option on.

When the alert time has reached, the system will automatically pop up a memo

reminder with the memo content to remind you the specific event.

On this screen, you can have several options: - later, dismiss and remove.

1. Later —it will remind you again after specific time frame.

2. Dismiss — it will stop reminding you again, but the memo itself will remain in the
memopad.

3. Remove — it will stop reminding you again and the memo will be removed from the

memopad.
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Memo Feminder |

Customer [Hong Kong Bank] quotation due

Cuotation # ; QUO000000001
Aot ;- 2,900 .00

Betion Date - 20030307 00:00
PartwHER

Latex

If you want to do some changes on the title or the content of current memo, you can
click [Save] button after changing.
If you want to open the full memo in memopad, you can click [Detail] button.

If you want to open the related documents directly, you can click [Open Doc] button.

13.2 Short Key

Short key function is similar with short hand. If you often require inputting similar words,
you can use this feature.

Press F1 to launch short key menu in text input fields, like remark and description. A
short key window will be displayed.

It allows you to store words and phrases for future use, so that you only need to select

or input keywords (alias) to retrieve these phrases. These phrases will be filled in the
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fields you are inputting.

To add a new key, you have to click the last row in the list (with * sign). Then type in the 13 . 3 Pr| nt B arco d e

alias and content. Alias is the retrieval key. Content is the actual phrase that will be

filled in the input field. (Retail or RetailPlus Edition Only)
To modify the alias or content, you need to double click the corresponding field or press . Prit Barcads oo =)
This function can print a range of customized barcodes.
F2.
To delete the row, you have to select the whole row, by clicking on the left-most column Paper size : [DERAULT |
Label size : 355 mm (W) x |169 mm (H) [
and then press delete key' Inter label width : |25 min Inter label height - 0.0 mm | | || |
After completing the changes, remember to click the [save] button on the top to save. Top Bt margin: [135 |y Left Right margio: {110 ; “""ml’““m 1L
To use the short key, you simply call up the short key menu, select the key or type in
B | Length : [10 Copies : [1_ i
alias to locate the key and then press [enter] or click the left hand column. — To: | T L
R LT
Jd 1 8|k D||L_]
DmRW[H(D]SC
PAMIETE - If you want to print barcode using A4 size label paper, you can use print barcode
function.

- You have to setup the label size and the margin before printing.
- After setting up the paper and label size, you can input prefix, length and number range
and then click print button to start printing.

- The system will use Code 3 of 9 barcode standard to print the barcode.
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rows, you can simply click top-left corner.

134 BaCku p Data - Next, you have to type in the folder name in your PC to store the backup data or by

clicking [..] button to choose a folder.

- Backup is very important in order to protect your data. - Inorder to prevent data corruption caused by a single hard disk failure, it is recommend
- Since PProAction Accounting uses Microsoft SQL Express as database, you can use that you select a folder with a different physical hard disk from the one with original data
the backup function provided by the software if you have sufficient knowledge. files, or you can copy the file to network server.
- For normal user, PProAction Accounting provides you with an easy-to-use backup - If you want to backup the main database, which holds the security (for Not for Standard
function. Edition) and company information, you can tick the Main DB field.
- Click the backup function under the File menu. You will see the following window. - Click [backup] button will start the backup process.
- The backup file has the file name equal to the com id and the file extension is bku.
T’r&js‘{fmicfiémtelisﬁg'r.iin_:.ﬁackuﬁd?i&p}.'sei&eﬁeﬂﬁ.cdmﬁaﬁiv' - Notes: You have to make sure that there is no one on the network accessing the
%QWWNW database before starting the backup process. In standalone environment, you
3 LBC Company L.

[ |BBCCDmme. have to close SQL Server Management Studio Express (a tool for managing

HKT

Hong Kong Traing Company Microsoft SQL Express) first. Otherwise, the backup process will fail.

** For multi-workstations in network environment, for security reason, only the

server PC can perform backup data. **

Backup to . |C:\emp i) | Beclup || Comcel |

II@EEfE?&QWﬁgwﬁéoﬂmwgﬁfﬁ'

13.5 Restore Data

Sd&namumm,mmnkdmpﬁﬁﬁmypmneaddkk{hphm>wsanhphm

- All company databases will be listed. - To restore data from the back up file, you have to use the restore data function under

- You have to select one or more companies you want to backup. If you want to select all the file menu.
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- The user interface of this function is similar with the backup data function.

- First, you have to input the path that holds the backup file or by clicking [..] button to
choose a folder.

- To prevent possible mistakes, restore data function only allows you to restore one
company data at one time. Select the company you want to restore.

- Click [Restore] button to start the restore process.

This function helps vser to restore data of selected company
Compary Name I
> ] DS I HE COMPANY
"DSB DE 3 COMPANY
DR D35
Di6 D6
D&Y D37
st D3 8 COMPANY LTD.
Dso D3 9 COMPANY
ONE ONE
PFROC PPro Action
PFROS PFRO3Z
SUPER SUPER COMPANY LTD. 2 i
Eestore from : B [ Restore ] [ Cancel 3
[] Main DB (Security and Company Info)
Select company, nput backup directery and click <restores button t0 start restore

- Notes: you have to make sure that there is no one in the network accessing the
database before starting the restore process. In standalone environment, you
have to close SQL Server Management Studio Express (a tool for managing

Microsoft SQL Express) first. Otherwise, the restore process will fail. Also, please
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don’t tick Main DB, if you are restoring data from other PC. The restore process

will fail in this case.

** For multi-workstations in network environment, for security reason, only the

server PC can perform restore data. **

13.6 Auto Backup Data

As backup is very important in order to protect your data, the system has a very useful
feature called Auto backup data when exit to further protect your data.

The system will automatically handle backup data when you exit the program. There
are three possible options :-

Yes — Auto backup data will be done automatically without prompting you.

No — Auto backup data will not be done.

Asked — The system will pop up a message to ask you whether you want to do the data
backup or not when you exit the program.

The system will used the “Asked” option as default, you can change this setting in setup
options as described in Section 5.19

** For multi-workstations in network environment, you should only turn on auto
backup options for the server PC and turn off this option for all other
workstations. Because of security reason, only the server PC can backup data on

its folder. **

130




13.7 Change Language

- You can instantly change display language of the system by using this function under
the file menu.

- You can select English, Traditional Chinese and Simplified Chinese.

- By default, the changing of language is just one time only (temporary), the system will
be go back to the original language (the one you select after the installation in section
2.1) when you start the program next time.

- If you want to change the language as permanent, just uncheck the temporary field.

- Click [OK] button to change the language instantly.

. Change Language

This function changes the display language of the swstem.

(%) English () Traditionsl Chingse () Simplified Chinese
Termporary (svetern will be back to original language after restart)

Warmning : only the display language of the system will be changed.
Data and settings in database will not be changed.
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13.8 Import and Export Data

Some setup forms (such as inventory item, inventory type, customer and supplier etc.)
have import and export data function on the navigation bar to facilitate the transfer of
data between different company databases.

If Company A and Company B have similar inventory items, you can input inventory
items in Company A and then use export data function to export data to a Excel file.
Remove unused items in Excel. Go to the setup inventory item function in Company B,
use import data function to quickly create inventory data from Excel.

Of course, you have to create or import corresponding inventory types first. Otherwise,
the system will not allow you to import the data.

Import Data from Excel: import the Excel file with raw data to existing database (you
can refer to the file format using the export data to Excel function).

Export Data to Excel: exports the whole raw data to an Excel file.
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14. Further Support

- You can always get the latest product news, support information and download update

patches from our web site :- www.pproaction.com

Customers who are within warranty period or have bought our maintenance support

service can contact us by sending email to support@pproaction.com.

** THE END **
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